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HOW TO ACCESS DDaP

“©'Only authorized users with a system assigned login name and password may access the
DMHAS Data Performance System (DDaP).

Logging into the DMHAS Data Performance System

To log in, follow the steps below:

1. Boot-up the pc to the Windows desktop screen.
2. Non-VPN users (Ex. State workers), go to step 4.

3. For VPN users, make your VPN (Virtual Private Network) connection. Refer to this link for
details: http://www.ct.gov/best/lib/best/CISCO VPN _CLIENT INSTALLATION PROCEDURES 04012014.pdf

4. Launch Internet Explorer.
5. Enter the DDaP IP address.
6. The Log In screen will be displayed:

\W - l DEPARTMENT OF
! ' oV MENTAL HEALTH AND ADDICTION SERVICES rn/\r
ke &G dmhas
- @\ STATE OF CONNECTICUT Provider Suite of Applications
User Name:l
Password:l

7. Enter the following information in the Log In window:

User Name: Enter your User Name
Password: Enter your Password

8. Point and click on the Log In button.

““’Need your password reset? Contact the Help desk: DMHAS.INFO@ct.gov or 860-262-5058

The Provider SUITE OF APPLICATIONS window will display.

Note: Please be sure to log out of DDaP after completing your work.” will
display at the bottom of the Log In screen as a reminder to be sure to log out after
completing your work.


http://www.ct.gov/best/lib/best/CISCO_VPN_CLIENT_INSTALLATION_PROCEDURES_04012014.pdf
mailto:DMHAS.INFO@ct.gov

PROVIDER SUITE OF APPLICATIONS

'y - | DEPARTMENT OF
oV MENTAL HEALTH AND ADDICTION SERVICES rn/\,—
; 9 DDaP application oy sz Reporting dmhas
% STATE OF CONNECTICUT Provider Suite of Applications
Log out DDAP - DMHAS DATA FORMANCE DMHAS DATA Y/AREHOUSE
The CMHAS Cata Performance (DCaF) application is a web-based data entry and on-line The CMHAS Data Warehcouse is a central repository of
file processing application. DDaP simplifies the collection of data needed for State and DMHAS data that includes various Business Intelligence
Federal Reporting by the Private Non Profit (PNF) agencies. Data collected in DDaP tools and processes, enabling access to DMHAS client
includes Client Demographics, Admission, Diagnosis, Assessment, Service and Discharge informaticn.
information.
; ; Consumer Surve
Select Tools on the ‘Side Bar’ for links to CONSUMER SURVEY y
info, docs and to change your password _ .
The DMHAS Consumer Survey is an annual satisfaction
survey, administered to clients by the majority of DMHAS
funded providers and programs.

The following display on the PROVIDER SUITE OF APPLICATIONS:

¢ DMHAS Data Performance (DDaP) - Select for admissions, discharges,
updates, assessments and services

e DMHAS Data Warehouse — Select for reports
e DMHAS Consumer Survey — Select to complete Consumer Surveys

HELP FUNCTION on the SIDE BAR

The Side Bar on the Provider Suite of Applications displays informational links, including user
guides, documentation, Change Password and the Log out.

To access these informational links, follow the steps below:
Click on the Tools option in the Side Bar to the left of the application listing. Select from the
list of options that display:
¢ INFORMATIONAL LINKS: Displays links to information that providers may
need to refer to while working in DDaP.
e DOCUMENTATION: Displays user guides and other relevant documents.

¢ CHANGE PASSWORD: Select to change your password. (See the next page.)

The Client Management screen displays when DMHAS Data Performance (DDaP) is selected.

DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES d rn/n\a,é

DMHAS Data Performance System

Roster File

Provider: |ALL v

SearchBY: @ | tname O ssN  © Advanced Last Name: +




FILE SUBMISSION PROCESS

1. Select the File Management tab in DDaP.

= | DEPARTMENT OF .
oV MENTAL HEALTH AND ADDICTION SERVICES Select File Management
Clg dmihas

A\ STATE OF CONNECTICUT DMHAS Data Performance System

JHo = Client Management Roster Management File Man&ment

Provider: ‘ALL v‘

SearchBy: & | _ i name ¢ ssn ¢ Advanced Last Name: ﬂ

2. The File Management screen will display.

3. Select the DDaP Standard File Format or the Services-Only File radio button.

DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES

|
,Agov dnihas

\\ STATE OF CONNECTICUT DMHAS Data Performance Systetf

Home Fiie Management

Client Management

Roster Management

UPLOAD MEW FILE AMND SUBMIT

Bookmarks
UPLOAD

HISTORY

! _Bowse|

' DDaP Standard File Format & Services-Only File

4. Locate your file.

To Locate and Upload a File:
1. Select the BROWSE button.

2. Select the desired file in the file listing.

Look in; IE} DDaF Class Emor Comection Files j “« cF '

ENT OF
ADDICTION SERVICES 1. Select Browse to
locate file dﬁfﬁg

|- Dema files

| ather Files / 2. Select the file rmance System

[£] DDaP test file 23 TrainerA. bt
B h 31 Trainerd,txt:
E] DDaP test file 32 Traineri, txt
2] DDaP test Fle 33 TrainerB.bxt
E] DDaP test file 39 Trainerk .txt
E] DDaP test file 40 Trainer F bk Browse...
E] DDaP Tesk file 42 TrainerE  bxt
2] DDaP test File 48 TrainerD txt
E] DDaP test file 58 TrainerC.bxt

acuments

[£] DDaP test File 95 Trainerh.bxt 2372010 AND 9/23/2010
Ej DDaP test file 205 TrainerH .kxt
1 EH .
ompuler [2) DDaP test file 394 TrainerG .bxt 3. Select Open aded Between: |8/23/2010 and  [3/23/2010
omputer
|| _status_Disposition | |
22 |(i) Updated O Accepted, 30 Errors Re-Submit Errors

File name: |DDSP test fle 31 Traine st =l een |
Files of type: IAII Files [%7] ﬂ Cancel |
]

Regicnal 5/22/2010 02:53 9/22/2010 02:33 |(j) Accepted |1 Accepted, 0 Errors History

25 |(i) Errors 12 Accepted, 37 Errors Re-Submit |Errors

3. Select the Open button.



4. The file will display in the Upload window.

A d DEPARTMENT OF
| MENTAL HEALTH AND ADDICTION SERVICES
W gov dmhas

STATE OF CONNECTICUT DMHAS Data Performance System
Homs) Client Management Roster Management

UPLOAD NEW FILE AND SUBMIT e file disp|ays in
o the Upload window
UPLOAD & pDaP Standard File Format o Services-Only File p
HISTORY

) : - — n T i . UPLOAD

Version IH “HavilandTrainingRoom"Old test files\Instuctor Demo flles\DMst file . Browss _

5. Select the UPLOAD button to upload the file.

DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES

dnihas

DMHAS Data Performance System

Tools ~ (Hosms! Client Management Roster Management File Management

LIPLOAD NEW FILE AND SLIBMIT

Bookmarks 1. Select to
UPLOAD H
* ppaP Standard File Format  services-Only File Upload the flle
HISTORY
i : i ini ion Fi i 2l urLoap
Version IH “HavilandTrainingRoom\DDaP Class Error Correction Files\Demo files\DL M _
Test 1.4

UPLOADING FILE TO DMHAS ... r

+—_ 2.Aprogress bar

. may display
6. A progress bar may display.
N\ | DEPARTMENT OF
| oV MENTAL HEALTH AND ADDICTION SERVICES n(\,-
&g dmihas
STATE OF CONNECTICUT DMHAS Data Performance System

Tools ~ Eoma Client Management Roster Management
Bookmarks
UPLOAD ¥ pDaP Standard File Format [ Services-Only File
HISTORY
Version ! _touss.. |
Test 1.4 File Received ¥ Submit File — Delete File
3. File Uploaded /
successfully

7. ‘File Received’ with a green check mark will display once the file is uploaded successfully.

8. The file is added at the top of the HISTORY OF FILES UPLOADED BETWEEN...list, with
a Status of ‘New’.

d DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES
L\ gov dmhas

STATE OF CONNECTICUT DMHAS Data Performance System

Tools ~ Home Client Management Roster Management File Management

UPLOAD NEW FILE AND SUBMIT

Bookmarks
UPLOAD I Browss.._ | 4. New file in
HISTORY File Received ¥ Submit File  Delete File . W Tl 1

. History grid
EDE & DDaP Standard File Format 7 Senvices-Only File ry g
Training 1.2

HISTORY OF FILES UPLOADED BETWEEN 8/23/2010 AND 972372010

Previder:‘ALL v| Uploaded Between: [8/23/2010 and [¢/23/2010
Harbor Health 9/23/2010 02:43 | (j) New

Submit Delete
Services

al

9. Select the Submit link to submit the file.

%Refer to the next several pages for file submission procedures and error correction details.



FILE UPLOAD ERRORS

If the Provider ID is missing, the following message will display in red after Uploading:

\) = CT DEPARTMENT OF
A MENTAL HEALTH AND ADDICTION SERVICES
: E rgov dmhas

M, STATE OF CONNECTICUT DMHAS Data Performance System

Teols ~ Heme Client Roster
UPLOAD NEW FILE AMD SUBMIT

Bookmarks
UPLOAD
% ppaP Standard File Format i« Services-Only File
HISTORY
. | S ueLoap.. |

Version

e ONE OR MORE RECORDS IN THE FILE HAS A MISSING PROVIDER ID.THE

== PROVIDER ID: IS5 IN VALID.YOU DON'T HAVE THE PERMISSION TO SUBMIT

FILE REJECTED ¥
FILES FOR THIS PROVIDER.

1. Review your file and correct the Provider ID.
2. Select Browse, find the file and Upload the file again.

3. Follow the ‘SUBMITTING A FILE’ procedures.

%If you do not select the type of file (DDaP Standard File Format or Services-Only File) before you
upload the file, the following error message will display in red after Uploading.

\) - J DEPARTMENT OF
A MENTAL HEALTH AND ADDICTION SERVICES
4 [ rgov drmihas

A STATE OF CONNECTICUT DMHAS Data Performance System

Heme Client Management Roster Management File Management
UPLOAD NEW FILE AND SUBMIT

@ DDaP Standard File Format o Services-Only File

| Bonse.

Test 1.4 UPLOAD FAILED ¥ YOU DID NOT SPECIFY A FILE TO UPLOAD.

1. Select the appropriate file type. (DDaP Standard File Format or Services-Only File)
2. Select the Upload button.

3. Follow the SUBMITTING A FILE procedures.

“&7If you select DDaP Standard File Format and it is a Services-Only file, or if the DDaP Standard File
Format does not have the correct number of pipes or columns, the following message will display in red after
Uploading.

T’ . J DEPARTMENT OF
. MENTAL HEALTH AND ADDICTION SERVICES
YC 2gov dmhas

A, STATE OF CONNECTICUT DMHAS Data Performance System

Home Client Management Roster Management
UPLOAD NEW FILE AND SUBMIT

Bookmarks
UPLOAD
& ppaP Standard File Format  services-Only File
HISTORY
- [ Browse
Version
. A DDAP STANDARD FILE REQUIRES 135 COLUMNS. PLEASE FIX THE FILE

Tl FILE REJECTED ¥

FORMAT AND UPLOAD AGAIN.

1. Ifitis a Services-Only file, select the Services-Only file radio button, Browse, UPLOAD and Submit
the file.

2. Ifitis a DDaP Standard File Format, review and correct the file format.

3. Follow the ‘SUBMITTING A FILE’ procedures.



NOTE: The DDaP system only allows for one distinct service record for a client in a particular program
with specific method of contact per day. If the file contains more than one record with the same service
on the same day (duplicate services), a warning alert A will display when the file is uploaded. Once the
duplicate services are either totaled into one record or removed, the alert will no longer display. NOTE: This
is just a warning and does not affect the submission or normal processing of the file.

This applies to Treatment and Non Treatment programs. For example, a client may have received a
case consultation service for 60 minutes in the morning and 60 minutes in the afternoon for a total of 120
minutes on a given day. Providers need to add up the same services provided to a client in a day.

If there are duplicate services in a file, an alert icon > will display after Uploading the file.
‘ Hold the mouse over the alert to view the ‘Duplicate Service(s) in File’ warning.

\'] - i DEPARTMENT OF
i ) ' MENTAL HEALTH AND ADDICTION SERVICES

1 & mgov dmihas

FHS STATE OF CONNECTICUT DMHAS Data Performance System

Tools ~ (Hom ! Client Management Roster Management W
UPLOAD MEW FILE AND SUBMIT

Bookmarks
UPLOAD

¢ pDaP Standard File Format ' Services-Only File
HISTORY

version [ Bowse. | [ITTETTN

HISTORY OF FILES UPLOADED BETWEEN 6/14/20

|s-'1:_-‘2011 FEE  and |?_-‘1:_-'201L EEEE N

Provider’:|;aLL + | Uploaded Between,

Cornell Scott- | 7/13/2011 03:08 | 7/12/2011 01:55  (j) Ay Pprccepted 1 Accepted, 0 Errors History

Hill Health

Ccrp”at'_m _ |Duplicate Service(s) in File :
Community 7/13/2011 02:43 |7/13/2011 02:18 i) rrors U Accepted, 59 Errors Re-Submit | Errors
Mental Health

Affiliates

Eridges 7/13/2011 02:25  |6/27/2011 01:03  (j) A Errars 0 Accepted, 164 Errors Re-Submit | Errors
St. Mary's 7/13/2011 02:20 |7/07/2011 02:17 i)s Erro 0 Accepted, 456 Errors Ee-Submit Errors
Hospital

Corporation

Community 7/13/2011 02:18 |7/13/2011 02:10 () M Errors 14 Accepted, 60 Errors Re-Submit | Errors
Mental Health

Affiliates

) i
@ . Click on the alert icon A toseea listing of the duplicate services, update as needed and submit the file. |
. pa
File Uploaded 7/20/2011 11:08 E
123451112 Bob Test 10/6/2009 T1016 15
B 123451112 Bob Test 10/6/2008 T1016 15

For the file, this requires the PNP agency to total the duration and service units and enter the discrete
daily services once in order to send one record to DMHAS. The Start Date and the End Date would be
the same.

If the same services are not totaled together, the system will store the most recent record. This will allow
users to update client records, with the rule being the last (most recently updated) service is considered the
correct one. These rules apply to on-line and extract users of the system (Standard Full File Format and
Services-Only).

**See Service Rule and Procedures in the SERVICES INFORMATION SCREEN ERRORS section of this
training guide for more details on submitting services.



SUBMITTING A FILE

4.

@ | Each file can only contain data for one Provider. If you have to submit data for

Tools = B0 mie Client Managgment Roster Management File Management

Bookmarks
HISTORY File Received ¥ Submit File  Delete File \

. _ _ Select to delete file Select to Select to
LT @ DDaP Standard File Format  Senices-Only File e .
Training .2 submit file delete file

Pruvider:|i:LL v‘ Uploaded Between: IS_:'23_-'2010 G and B ﬂ
Harbor Health 9/23/2010 02:43 (i) New Celetel
Services

H
@ § You must stay logged into the DDaP application until your file has run to completion.

L

Tools ~ Home Client Management Roster Management File Management

Bookmarks
::;_?OARE; " pDaP Standard File Format & Services-Only File
version | rowse. | TTIEYTIN Select Re_-Subm_lt to
E—— . . Re-Submit the file.
: Error status means the File contains errors

5 3 o
Hold mouse over HISTORY OF FILES UPLOADED BETWEE:! 2/11/2011 AND 3

‘i’ to dlsplaythe M | uploadaqBetween: [2/11/2011 EE and [si12011

name of the file \
Provider 3/10/2011 02:13  |3/10/2011 02:11 M3) Errcf® 0 Accepted, 21 Errors Be-Subm® Errcrs A/[/
Select History to display file history

f O 3 multiple Providers, you must submit multiple files.

.\ p Cr DEPARTMENT OF
\ MENTAL HEALTH AND ADDICTION SERVICES
YU Agov  selectto dnihas

TATE OF CONNECTICUT Smeit flle DMHAS Data Performance System

UPLOAD NEW F1!' E AND SUBMIT

You have the option to Submit or Delete the file after it is Uploaded.

If the Delete link is selected, the file will no longer display in the HISTORY grid. The following message
box will display, select OK. Select Cancel if you decide not to delete.

Once the file is Submitted (or Re-Submitted), a green bar will display while the file is validating.
¥Yalidating File 50 of 220 Records Processed...

&

Lage——

The file will display in the History of Files Uploaded... grid.

N = d DEPARTMENT OF
| MENTAL HEALTH AND ADDICTION SERVICES
L Lgov dnihas

g % STATE OF CONNECTICUT DMHAS Data Performance System

=

Roster Management

LUPLOAD NEW FILE AND SUBMIT

Select Errors to view
&l records with errors.

Provider 3/08/2011 03:18 |3/08/2011 03:18 (i) Accegged 1 Accepted, O Errors History

—

Hold your mouse over the ¥’ ‘Y icon next to the file Status to display the name of the file.

Accepted means file ran successfully - no errors

2. The status of ‘Accepted’ means that there are no errors. A History link will display that can be
selected to view the file history.

3. The ‘Errors’ status means that there are errors on the record that need to be corrected before the
file can be Re-Submitted.

4. Follow the ERROR CORRECTION PROCEDURES on the following pages.



ERROR CORRECTION PROCEDURES

1. If the status is ‘Errors’, select the Errors link to view and fix errors.

DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES rn,—\,-
dmhas

DMHAS Data Performance System

Tools ~ Home

Client Management Roster Management
UPLOAD MEW FILE AND SUBMIT
Bookmarks
UPLOAD @ DDaP Standard File Format [ Services-Only File CheCk the Status for Errors
HISTORY
i . UPLOAD
— | _Browee.. |
Test 1.7

HISTORY OF FILES UPLOADED BETWEEN 27472011 AND 3747210

Provider:| Provider v| Uploaded Between: [2/4/2011 g and I3,"4,"2D].1. JeciEec] ﬂ

Prowider 2/24/2011 11:14 2/24/2011 11:13 (i) Errors 21 Accepted, 19 Errors Ee-Submit Errcrs

2. The ERRORS IN FILE UPLOADED grid, with the requested records, will display.

il | MENTAL HEA?IEP:;;MEJI)E:FHON SERVICES 2. Select Fix to go to the
L gov screen that has errors and drmhas
M\ STATE OF CONNECTICUT DMHAS Data Performance System make corrections.

Tools ~

ERRORS IN FILE UPLOADED 7/29/2010 01:33 PM

Bookmarks

RESULTS

Version 9516 Admission 1 Client4 JOHN CLIENT 10/1/2009 |CSP 603294 Errors Fix View Errors

Test 1.1 9530 Admission 1 Clients SEAN CLIENT 10/1/2009  |Outpatient 503- Errors Eix View Errors
9532 Admiszsion 1 Clients SEAN CLIENT 10/1/2009 |Outpatient 503- Errors Fix Wiew Errors

3. Select View Errors to
view all errors on screens.

FILE MGT CLIENT MGT ERROR SUMMARY RPT N ERROR DETAIL RPT RE-SUBMIT FILE File Walidation and Errars

1. Select ERROR SUMMARY
RPT or ERROR DETAIL RPT
to generate an error report.

3. There are 3 Options to choose from if the Status of the file is ‘Errors’:

1. Select the Error Summary Report or Error Detail Report buttons to view errors for the file that
are listed in a report.

2. Select View Errors to view all errors on the screen(s) and make error corrections.

3. Select Fix to go to the screen with errors and make error corrections.

10




Option 1 - ERROR REPORTS

1. Select the ERROR SUMMARY RPT button or the ERROR DETAIL RPT button at the bottom of
the ‘ERRORS IN FILE UPLOADED?’ screen to view reports.

DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES

\ .
. ,ﬂ[ fLov

DMHAS Data Performance System

Tools VALIDATION PROGRESS FOR FILE UPLOADED 7/29/2010 [

Validating File v 17 Record(s) Accepted, 3 Record(s) With Errors

dnihas

_FILE MGT.. [ CLIENT.MGT. |

erston
9613 Ldmission 1 Clientd JOHM CLIENT 10/1/2009 |CSP 603294 Errors Fisx Wiew Errors
9633 Admission 1 Clients SEAN CLIENT 10/1/2009  Outpatient 503- |Errors  Fix ienerors | S€lect ERROR
9633 Ldmission 1 Clients SEAN CLIENT 10/1/2009 | Qutpatient 503- |Errors Fia Wiew Errors SUMMARY RPT or
= ERROR DETAIL RPT

to view error reports

File Validation and Errars

>

‘= If reports do not display, you need to install Adobe Acrobat on your computer.

2. The error report will display for that file:

File Error Summary Report: This report will give you a total count of the errors and lists each error and

the number of records that contain that error.

File Error Summary Count

Batchid: 400

7/29/2010 3:00:08 PM

TDDaP test file CMHA TrainerC Dx error .TXT
Accepted Count 17
Error Count 3

Initial Upload Date:
Batch File Name

Total Count 20
Processed Count 20

Diagnosis

Axis Il Diagnosis Field 1
Axis Il Diagnosis Field 1
Axis W GAF Score

144. is not a valid response.
100. is not a valid response.
Missing required response.<br />

=y

File Error Detail Report: This report will give you a total count of the errors, the Batch Record Id and
displays the client detail and error description for each record.

File Error Detail

Batchid: 400
Initial Upload Date: 77292010 3:00:08 PM
Batch File Name 7DDaP test file CMHA TrainerC Dix emor TXT

Total Count: 20
Processed Count: 20

Accepted Count: 17
Error Count: 3

1

Batch Provider Provider Program Hame Last Mame First Name Error

Recordld Recordld ClientId

9619 Admission Clientd  CSP 603294 JOHN CLIENT Axis Il Diagnosis Field 1 - 144, is not a valid response.
1

Axis \ GAF Score - Missing required response.

9633 Admission Clienté  Outpatient S03-210 SEAN CLIENT Axis Il Diagnosis Field 1 - 100. is not a valid response.
1

9635 Admission Clienté  Outpatient S03-210 SEAN CLIENT Axis Il Diagnosis Field 1 - 100. is not a valid response.

Axis WV GAF Score - Missing required response.

3. After reviewing reports (Reports can be printed, if desired.), select View Errors or Fix in the ERRORS IN

FILE UPLOADED screen and refer to Option 2 — VIEW ERRORS or Option 3 — FIX ERRORS to make

error corrections and Re-Submit the file.
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Option 2 - VIEW ERRORS

1. Selecting View Errors allows you to see the errors that are on each screen.

DEPARTMENT OF

. Il MENTAL HEALTH AND ADDICTION SERVICES
drinas

)% STATE OF CONNECTICUT DMHAS Data Performance System

H
ams VALIDATION PROGRESS FOR FILE UPLOADED 4/27/2010 09:14 AM "
validating File ¥ 0 Recordis) Accepted, 2 Recordis) With Errors SeIeCt to view
) errors listed for
Version ERRORS IN FILE UPLOADED 472772010 09:14 AM
Production 1.0 each screen
Prov Rec ID Prov Last Name |First Name Admit Date Program Status
Client ID
19903 1234567890 User Test 03/15/2010 Errors Fix  Wiew Errors

19904 2 1234567891 User Test 03/12/2010 Errors Fix  \Wiew Errors

2. The errors for each screen will display in the ‘Errors in File Uploaded’ window.
3. Review the errors listed for each screen.

I Errors in File Uploaded 4/28/2010 11:45 AM -

Client Adrnission

ta oo No Admission Errors Found ...
. Military Start Date must be in the form:
Select to view Date /ey vy

errors on the
screen.

Diagnaosis Service

la LE=IR — . Mo Service Errors Found ...
DiagnosisCode 1 Invalid diagnostic code.

Perindic Assessment Co-Qccurring Assessment

L5550 [ ey " . No Co-Occurring Errors Found ...
Aszessment Date Missing required response.

Employment Miszing required responze.
Status

Highest Grade Missing required response.

|_cLose IO

% Each screen will display links noting Errors or ‘No ... Errors Found...’

4. Select one of the screen links to go to that screen to view errors noted in red make corrections.

(  ‘ { ([ |
Client Profile Admission Diagnosis Services Periodic Assmt Co-Occurring Assmkt

* Military Start Date - Date must be in the form: mm/dd/yyyy.
First Name: ILEE— Mid Initial: IA— Last Name: |CINDY Suffix:
SEN: IW SSN Unavailable Reaszon: | Religion:
pos: [to/12/1851 | Marital Status:

Ethnicity: |Non-Hispanic Second Lang: |-- Select One -- w
Military End Date: I

DOE Unavailable Reason: |

Primary Language: |Eng|i5h

Military Start Date: ILLILSILQSBS

Veteran Status: |Yes

Option 3 - FIX ERRORS

1. Select Fix to go directly to the Client Profile screen and view and fix errors. Select to go to Client

Profile and correct errors.
Prov Rec ID Prov Last Mame First Name [Admit Date Program Status
Client ID

19903 1234567890 User Test 03/15/2010 Errars d Wiew Erraors
19904 2 1234567591 User Test 03/12/2010 Errors Fix  \Miew Errors




<

2. Correct the error(s) on the screen that are listed in red.

Error message(s) on the screen will display in red. The screen tab(s)
highlighted in red contain errors on that screen.

R R,
Yy R RN,

DEPARTMENT OF Select to go to the

» )! Jg oV MENTAL HEALTH AND ADDICTION SERVICES screen and correct d m\afs
STATE OF CONNECTICUT DMHAS Data Performan m errors.
Tools ™ Homs | Client Profile | - Di. i Periodic Assmt Co-Occurring Assmt

Services

ILTON™ * Race - Missing required response,

o DEMOGRAPHICS

Inetf First Name: |CLIENT Mid Initial: Last Name: [MILTON Suffix:
Bookmarks SSN: 021812208 55N Unavailable Reason: Religion: [Catholic
DEMOGRAPHICS . )

ADDRESS DoB: [3/7/1982 g DOE Unavailable Reasen: Marital Status: [Married
INSURANCE Ethnicity: Primary Language: Second Lang: [-- Select One --
Versi

TVE:?:D»"_ . Veteran Status: Military Start Date: EH Military End Date: =

Gender: Provider Client ID: |ClientS

Race: Race(s) notrecorded ...

-- Select One -- v m
ADDRESS

Address 1: ILUU QLD STREET

|

<

Address 2: I

City: [WEST HARTFORD State: Zip: IUELLT
INSURANCE

Insurance:

QOther private insurance 9/1/1992 4| ¢
HMZ (including Managed Medicaid) 1/1/1880 2/10/1990 Al B

| .~t= I 555 correcTion. [ CLIENT.MGT. [ FILE MGT.., . FILE ERRORS.. J RE-SUBMIT.FLLE. | p chant @
Select the arrow to go to the next screen and correct errors.

3. Select the tabs highligted in red and make the corrections on that screen OR
Select the arrow button to the bottom right of the screen to go to the next error.

4. Once all error corrections have been made, select the RE-SUBMIT FILE button at the bottom of the
screen.

.| mmmmmméu: | client ®

5. If all corrections are successful, All records in this file have been successfully loaded... will display.

6. If errors remain, the ERRORS IN FILE UPLOAD screen will display and additional errors need to be
corrected. If you need to research an error in DDaP online, select the Client Management tab.

7. You can select any of the buttons at the bottom of the screen at any time:

MASS CORRECTION: This allows you to correct the same error that is found multiple times for a
client. (See Mass Error Correction Procedures in this training guide.)

FILE ERRORS: This takes you back to the listing of errors for the file.
FILE MGT: This takes you back to File Management to upload New files or view File History.

RE-SUBMIT FILE: Select this to re-submit the file after corrections have been made for records in the
file. This can be selected as many times as desired when correcting errors.

CLIENT MGT: Select this to view existing DDaP online data for errors that cannot be corrected on the
file screen without researching what is already in DDaP. Refer to the procedures that follow for
DDaP data errors that cannot be corrected without researching what is already in DDaP.
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HOW TO VIEW THE EXISTING ONLINE DATA IN DDAP

1. Make a note of the error information, including the error message, client information, the admit date, the
program and any other fields that are highlighted in red.

2. Select the CLIENT MANAGEMENT tab at the bottom of the File Error screen.

@ The screen that displays the errors in your file submission only shows the data sent with
the file. You must select the Client Management tab and search on you client in the DDaP
. Online screens to view the existing client admission information. Compare the data from
both places to determine the discrepancy in your file data.

= DEPARTMENT OF .
\) | Make a note of the edit message
A MENTAL HEALTH AND ADDICTION SERVICES A . A
S Agov and the client information dmhas
STATE OF CONNECTICUT DMHAS Data Performan
Tools ~ Heme Chient Profile Diagnosis Services Periodic Assmt o-Occurring Assmt

* Admission Date - A client cannot be admitted to the same program more than once.

Test Client -

i _123456789 ADMISSION INFORMATION

lrite
¥ M Program: |P_ecc'-:er',- Pathways612280 v‘ Admission Date: |10/01/2010 i)
Primary Referral Source: |SEIF v‘ Date of First Service Request: I EH
Version
Test 1.7 Tobacco Use:  ves & ne € Unknown Fregnancy Status: ves @ Ne © Unknown
DISCHARGE INFORMATION
Cischarge Date: (i Discharge Reason: |-- Select One -- -

| <= I ~nss coreecnion [ cuen ver [ rne et [ i eeeors [ re-suar o [ b | adrission @
Select the Client
Management tab

3. After selecting the Client Management tab on the file error screen (or, if you have logged out of the
system, log into DDaP, select the DMHAS Data Performance System link).

4. Search on the client who has the error(s).

CLIENT SEARCH
Last Name Search

1. Select the Provider, if necessary, enter the Last Name in the text box and select the Search h icon.

) ' dl' - " DEP"miNT ar . 1. Select to choose a
ENTAL HEALTH AND ADDICTION SERVICES .
‘shgov Provider dmihas
STATE OF CONNECTICUT DMHAS Data Performance System
Tools ~ Home W Roster Management File Management 2. Enter the Last Name

3. Last

Name will
versiohe checked Crric | ~] «— 4. Select to Search
Test 1.8 Search Bt ¢, Last Name ¢ ssn O Advanced Last Name: + on LaSt Name

OR




SSN Search

2. Select the SSN radio button, enter the SSN in the text box and select the Search h icon.

i& .N ; CT DEPARTMENT OF
el MENTAL HEALTH AND ADDICTION SERVICES —
;‘-"" :- I 111'“\ - i .goy 2 Enter the SSN dn{r?as
| 20N STATE OF CONNECTICUT DMHAS Data Performance System '
=
Hom = W Roster Management File Management

Tools ~

1. Select to ——
ggta_'w on SSN Search By: \

Last Name # goN ' Advanced ssN:|

/ 3. Select to Search

%

Enter the Client Search criteria as noted below:

Enter the client’s full or partial last name. Names can be
entered in upper or lower or a combination of both cases.

P

“ You must enter at least 2 characters for the last name.

OR

Enter the client’s full Social Security Number in the correct
SSN DDaP format: (9) nine numbers, no dashes or spaces.

Last Name

Advanced Search — First Name, Last Name, Date of Birth (DOB)
3. Select the Advanced radio button, enter any combination of the First Name, the Last Name and/or the

DOB in the text box and select the Search < icon.

.N . Cr DEPARTMENT OF
W MENTAL HEALTH AND ADDICTION SERVICES -
s gov 1. Select to do an Advanced Search dmhas
STATE OF CONNECTICUT DMHAS Data Performance System .
2. Enter search criteria
Tools ~ Home m Roster Management File Mapaffement
; Provider: | Prowid /
Version [ Provider a‘// hd «— 3. Select the Search
[Training 1.7 Searchiiy Last Name C ssn Advanced First Name: 2 |c°n
Last Name:
DOB: [EiEE]

Enter the Client Search criteria as noted below:
Enter the client’s full or partial first name. Names can be
entered in upper or lower or a combination of both cases.

First Name
“Y You can enter 1 or more characters for the first name.
And / Or
Enter the client’s full or partial last name. Names can be
entered in upper or lower or a combination of both cases.
Last Name @

“~ You can enter 1 or more characters for the last name.

And / Or
Enter the client’s date of birth in the correct MM/DD/YYYY
Date of Birth (DOB) | date format.
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If the search criteria entered returns too many clients, a message box will
display. Re-enter more specific search criteria.

%

RN T,
R RN,

Refine Criteria

Your search criteria returned too
many clients.

Please make your search criteria
more specific and search again.

4. The list of all client records that match the search criteria entered, that may or may not contain the
client you need to admit, will display.

5. Select Find Admissions for the client you are searching for in the list.

: dl‘ DEPARTMENT OF
| MENTAL HEALTH AND ADDICTION SERVICES
L Agov dmhas

STATE OF CONNECTICUT DMHAS Data Performance System

Tools ~ {Hom= Roster Management File Management select to

CLIENT SEARCH Search
. Provider: |ALL \ ‘ /
\Version

Test 1.6 SearchBY: ¢ | ciName O SSN & Advanced First Name: =Y
Last Name:|]
poB: [03/22/1983

Select to Create
New-Admission—

CLIENT{S) FOUND

JailDiversion Jane 812223223 03/22/1989  Find Admicsio Create New AdmicEi8n

N Select to find details for the admission

6. The admissions for that client will display.

\ J DEPARTMENT OF
I MENTAL HEALTH AND ADDICTION SERVICES
L tgov dmhas

A\ STATE OF CONNECTICUT DMHAS Data Performance System

Tools = Homs Client Management Roster Management File Management

CLIENT SEARCH

) Provider: |ALL V‘
\Version
[Test 1.6 ZELENEE (g Last Name ©' ssN @ Advanced First Name: i‘
Last Name:|]
Select to Create
DOB:|03/22/1989

~ New Admission |

CLIENT{S) FOUND

JailDiversion Jane 812222222 03/22/1989 v Create New Admission

Select to view details
Program(s): |ALL vl

of the admission

Eridges Jail Diversion Open 01/01/2011 Detail Discharge
309-341

7. Select Details for the admission that you want to view.

8. The Client Profile screen will display.



Client Profile Screen
1. The Client Profile screen will display reflecting the DDaP database data for that client admission.

2. Review the client admission information that you noted from the file submission error screen and
compare it with the client data that is in DDaP.

3. Select any of the tabs in the Navigator Bar to go to any of the other DDaP Online screens to review

client data.

| - - DE"“MME‘T e . Select any of the screen tabs from the
Lgov FTAL FIEALTH 43D ADDICTION SERVIES Navigator bar to review client data.  jryfhas

B\ s7ATE OF CONNECTICUT DMHAS Data Performance System

i Admission — S L
june Bug~ DEMOGRAPHICS

Provider: Danbury

S0 2RI First Mame: Ijure Mid Initial: Last Name: |3ng Suffix:

Bookmarks . . -
DOB Unavailable Reas : Marital Status: ed/Annulled
DEMOGRAPHICS navarable Reason ~ arital Status d/annulled v
BEERESE Ethnicity: [Non-Hispanic “w Frimary Language: |English v Second Lang:
INSURANCE
; Jeteran Status: [No w Military Start Date: I Military End Date: I
Version
Race: White/Caucasian |
ADDRESS
Address 1 |£t'ael
Address 2: |
City: |.\e-_=t hartford State:
INSURAMNCE
Insurance:
Medicaid LIA 001887688
Select the Client

Management button.

cuent T rosTer MG [l Eoit | Client prafila

4. Select the Client Management tab to go back to the Client Management screen.

5. Select the File Management tab to go back to your file and file error screens.

DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES

STATE OF CONNECTICUT DMHAS Data Performance System

Eome Client Management Roster Management File Management

Select the File Management tab
to go back to your file.

Provider: | Provider v|

Search By: g Last Name ¢ ssN ¢ Adwvanced Last Name:|| ﬂ

dnihas
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6. The File Management screen will display.

7. Select the Errors link for the file you are working with from the HISTORY OF FILES UPLOADED grid.

| DEPARTMENT OF

I MENTAL HEALTH AND ADDICTION SERVICES

"gov dnihas
STATE OF CONNECTICUT DMHAS Data Performance System

Tools ~ Home

Client Management Roster Management File Management

UPLOAD NEW FILE AND SLUBMIT

Bookmarks
UPLOAD ¢ DDaP Standard File Format o Services-Only File
HISTORY

i UPLOAD .
Version | _Browse... | [ITTCTTN Select the Errors link.
Training 1.7

HISTORY OF FILES UPLOADED BETWEEN 2/11/2011 AND 3112011

Provider: |ALL v| Uploaded Between: |2/11/2011 | and 3/11/2011 B
Provider _|Last Validation |Uploaded | _|Status _[Disposition |

Provider 3/10/2011 02:13  |3/10/2011 02:11  |(§) [Errors 0 Accepted, 1 Errors Be-Submit Ercg/s
Provider 3/10/2011 01:53 |3/10/2011 01:53 L!) Updated |4 Accepted, 17 Errors Be-Submit Errors

8. The ERRORS IN FILE UPLOADED grid will display.

| DEPARTMENT OF

‘ MENTAL HEALTH AND ADDICTION SERVICES

gov dmhas
STATE OF CONNECTICUT DMHAS Data Performance System

VALIDATION PROGRESS FOR FILE UPLOADED 7/20/2010 03:00 PM

validating File ¥ 17 Record(s) Accepted, 3 Record(s) With Errors

Version
Test 1.1

ERRORS IMN FILE UPLOADED 772972010 03:00 PM

Prov Rec ID Prov |Last Name Admit Date |Program
Client
1D

9619 Admission 1 Client4 JOHN CLIENT 10/1/2009 |CSP 603294 Errors Fix Wiew Errors

9633 Admission 1 Clients SEAN CLIENT 10/1/2009 Outpatient 503- Errors Fix Wiew Errors

9635 Admission 1 Clients SEAN CLIENT 10/1/2009  |Outpatient 503- |Errors Eix Wiew Errors
210

m m ERROR SUMMARY RPT. [ ERROR DETAIL RPT_ [l RE-SUBMIT FILE File validation and Errors

9. Select the Fix or View Errors link to get back into the File errors screen and correct your errors and Re-
Submit your file.

10. Follow the procedure on the next several pages regarding specific file errors that may display on each
screen and how to research and correct them.
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HOW TO RESEARCH AND CORRECT SPECIFIC FILE ERRORS

Missing Required Response

1. Any required data that is missing will be highlighted in red on the screen.
2. Enter the missing data. (Refer to the Standard File Format for the data requirements.)

%NOTE: This is data that is missing on the file. The data must be updated in your system or it will

produce the same error when the file is submitted again next month.

e Language1 - Missing required response. Select the Primary Language for the client.

e Race - Missing required response. Select the Race from the drop list and select the ADD RACE button.

DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES n{-\,-
dmhas

| . Cr_étav

STATE OF CONNECTICUT DMHAS Data Performance System

Tools ~ Heme Client Profile Admissi Di. i Services Periodic Assmt Co-Occurring Assmt

* Languagel - Missing required respanse.

CLIENT RICK™

SSM: 121817711

* Race - Missing required rasponse.

DEMOGRAFPHICS

First Name: [CLIENT wid Initial: | Last Name: [RICK Suffix:

Bookmarks I__— e . ; . -
et SSN: |121817711 33N Unavailable Reazon: Religion: |Catholic v
LIS DOB: I?f22,’1.959 DOB Unavailable Reason: Marital Status:
INSURANCE

i Ethnicity: Frimary Languags: |-- Select One -- v Second Lang: |-- Select One -- -
Version

[ 22/ Veteran Status: Military Start Date: I
Gender: Provider Client 1D: I

Race: Race(s) not recorded ... /
|-- Select One -- v| ADD RACE

Provider:

Military End Date:

NOTE: If the State or City is missing, a ‘Missing’ error will display, as well as a ‘...do not match.’ error.

If the city is misspelled or the Zip is incorrect, the “...do not match.’ error will display.

DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES

WCTo

STATE OF CONNECTICUT DMHAS Data Performance System

Tools ™ Hems Client Profile issi Di i Services Periodic Assmt Co-Occurring Assmt

*+ State - Missing required response.

3

dmhas

TESTCLIENT JILL™

* Zip - The city, state and zip code do not match.
- - o - DEMOGRAPHICS
T a—— First Name: [TESTCLIENT Mid tnitial: | Last Name: [1ILL Suffix: _
DEMOCRAPHICS ssn; [Fe2zzatit SSN Unavailable Reason: Religion: [Cathalic 3
ADDRESS
INSURANCE DoB: |1.1.a’22;’1.9?6 DCB Unavailable Reason: Marital Status:
Version Ethnicity: Primary Language: |English - Second Lang: |-- Select Cne -- -
Training 1.7

Weteran Status: _ Military Start Date: Military End Date: I

Gender: Provider Client ID:

Race: white/Caucasian ﬂ|

BT v o |
ADDRESS

Address 10 [ROAD

Address 2: I

City: |'e‘.'ATEP.EURY State! |-- Select One -- Ev3 Zip: IDSTDE

INSURANCE

Insurance:

Mass CORRECTION , [l CLIENT MGT FILE ERRORS &
nmy E client ()
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¢ Gender - Missing required response.
1. Select the Gender from the drop list.

NOTE: If the Gender is missing, the Admission tab will be highlighted in red.
2. Select the Admi\ssion tab.

DEPARTMENT OF

MENTAL HEALTH AND ADDICTION SERVICES d n'fﬁé’é
STATE OF CONMECTICUT DMHAS Data Performance System
Tools ~ Home Admission Diagnosis Services Periodic Assmkt Co-Occurring Assmt

* Gender - Missing required response.
DEMOGRAPHICS
First Name: [CLIENT Mid Initial: | Last Name: [MILES Suffix:
Bookmarks l— . L -
D EMOCRAPLICE S3N; [444810106 55N Unavailable Reason: Religion: [Cathaolic v
ADDRESS poe: [3/10/1967 (= DOB Unavailable Reason: Marital Status:

INSURANCE

i Ethnicity: Primary Language: |English W Second Lang: |-- Select One -- W
Version
T 17 Weteran Status: _ Military Start Date: I | military End Date: I EE

Gender: m Provider Client ID: I

CLIENT MILES™

3. Confirm the Pregnancy Status. (Must be ‘No’ for Males / ‘No’, ‘Yes’ or ‘Unknown’ for Females.)

\l§ | DEPARTMENT OF
kI MENTAL HEALTH AND ADDICTION SERVICES
E .4! L .gay

TATE OF CONMECTICUT DMHAS Data Performance System

Tools ~ Eome Client Profile m Diagnosis Services

* Pregnancy Status - Value must be No for Males.
Pregnancy Statws is required when gender is female.

ADMISSION INFORMATION

dnihas

PerioNjc Assmt Co-Occurring Assmkt

Admiss\n Date: IlU;’LfQDDQ B

Brogram: |G|ast0nbur',f I0P 925351 v|
Version . - - . .
— Primary Referral Source: |Dept. of Social Services v| Date of First Service Regqdest: I].Df].f2009 [EHEEEE]
Tobacco Use: & ves o 7 Unknown Fregnancy Status: 0 ves F jo 0 Unknown

kkkkkkkkkkkkkkkkkkkkkkhkkkhkkkhkkkkkhkkkkkkhkkkkkhkkkhkkkkkkkkkhkkkhkkkkkkkkkkkkkkkkhkkkkkkkkkkkkkkkkkkkkkkkkkkkhkkkhkkkhkkkhkkhkkkkkkkkkkkkkx

The next several errors listed in this guide will require you to select the CLIENT MGT button on the bottom of
the error correction screens and research the client information in the DDaP online screens.

% Before you select the CLIENT MGT button to go to the DDaP online screens, be sure to make a note of

the Rec ID that is listed in the Errors In File Uploaded grid for the client that has the errors. If you are in the
error correction screens, select the FILE ERRORS button at the bottom of the screen to go back to the Errors
grid.

DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES rrf"
dmhas

TATE OF CONNECTICUT DMHAS Data Performance System

alidating File v 0 Record(s) Accepted, 2 Record(s) with Errors

Production 1.0

sl
7

1990 1 1234567890 User Test 03/15/2010 Errors
13904 2 1234567891 User Test 03/12/2010 Errors

Yiew Errars
Miew Errors

I
I

If there are several records with errors and you do not have the Record ID for the client that you just
researched, you may have to go through several records before you find that client record.
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o SSN - Client is not unique. This means that there is a discrepancy between the SSN, Name and/or
DOB in DDaP and what is on the file submission. You need to view the client information in the DDaP
online screens and compare it to your file data.

Example 1: Name Discrepancy

1. Make a note of the client information (Name, DOB, and SSN) and Program name.
2. Select the CLIENT MGT button at the bottom of the screen.

BN\ - J DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES
: g Lgov dmhas
' BN, <

TATE OF CONNECTICUT DMHAS Data Performance System

Homs Client Profile Admission Diagnosis Services Periodic Assmt Co-Dccurring Assmt

Test-case Client ~ * SSM - Client is not unigue,

S5N: 123456789

— DEMOGRAPHICS

Provider: Inter-

EeTmny) T First Name: [ Test-case | Mid nitial: [ Lasthame: [ suffice [ ]
Bookmarks SSN: | 123456789 SSN Unavailable Reason: Religion: |Catholic b3

DEMOGRAPHICS

JE— DOB: | DOE Unavailable Reason: | DOB iz Unknown v Marital Status:

INELIE MG Ethnicity: Primary Language: |Englizh v Second Lang:
Version
S ‘Veteran Status: _ Military Start Date: B Military End Date: |

Gender: Provider Client ID:
Make a note of client ~ ==ce: ssian x|
information and [~ Selec one - 3

Program .
Address 1: I Street

I

Address 2: |

City: [Middletown State: Zip: |0645?
INSURANCE

Insurance:
HMO (including Managed Medicaid) 002024856 10/19/2010 12/29/2010 @ ﬂ

ADD INSURANCE

3. The Client Management screen will display.
4. Search on the client's SSN or Name.

i ﬂ DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES
, ! A gov dnihas
o

TATE OF CONNECTICUT DMHAS Data Performance System
o me Roster Management File Management
=Search on the client’s SSN or name.
version Provider: [ALL v| -Select Search button.
Test 1.7 SearchBY: & |t jame © ssn O Advanced ssn:[ 123456789 £y -Select Find Admissions.

-Select Details for the admission.
CLIENT(S) FOUND

‘ Client Test 123456780 04/02/1990 v Create New Admission /
ADMISSION{S) FOUND FOR: J1A HUI - SORTED BY ADMIT DT
Program(s): |ALL v|

Provider Proaram Status Admit Dt Discharae Dt ‘

Inter- Recovery Cpen 10/25/2010 Details  Discharge
Community Pathways612280

Mental Health

Group Inc.

5. Select Find Admissions.

6. Find the client admission and program that matches the file submission information that you
noted.

%If you cannot find the client information in DDaP by Name, SSN or DOB, contact EQMI (860-418-
6601 or 6611) to confirm the client information.

7. Select Details for the admission.



8. The DDaP Client Profile screen will display reflecting the DDaP database data for that client admission.

9. Compare the client’s first name, last name, SSN and DOB on the DDaP Client Profile screen to the
client’s first name, last name, SSN and DOB on the File Error screen.

DDaP Online screen (First Name = Test Last Name: Client, SSN = 123456789, DOB = Unknown)

DEPARTMENT OF

N | MENTAL HEALTH AND ADDICTION SERVICES
" CZ;OV dmhas

L\ STATE OF CONNECTICUT DMHAS Data Performance System

Tools ~ Home Client Profile Admission Diagnosis Services T
Test Case - DEMOGRAPHICS

Ssi: 123456789 First Name: I Test Mid Initial: I Last Name: IC]iEl’lt Suffix:

Provider: Intar-

i:;?;:‘f:r':'u-“f:»tal ssn: [T23456780 35N Unavailable Reason: Religion: [Catholic 5
Bookmarks DCB: I DOB Unavailable Reason: |OE is Unknovm |+ Marital Status: |Mever married v

DEMOGRAPHICS

ADDRESS Ethnicity: |Non-Hispanic Primary Language: [English a Second Lang: |Cantcnese
INSURANCE Veteran Status: wiitary Start Date: [ Miitary End Date: [
Version B )

e Gender: Provider Client 1D I

Race: |Azian |

ADDRESS

Address 1@ IC,'H—r\1iddIstc-.t|‘

Address 2: |:C Box 351

City: Il-hd:ﬂel:.‘.l‘ State: | Connecticut

INSLIRANCE

Insurance:
HMC (including Managed Medicaid) 002024856 10/15/2010

File Error screen (First Name = Test-case Last Name: Client, SSN = 123456789, DOB = Unknown)

‘: ﬂ DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES
LC2gov dmhas

STATE OF CONNECTICUT DMHAS Data Performance System
ookl Home Client Profile Imissi Di i Services Periodic Assmt Co-Occurring Assmkt
Test-case Client ~ + 55N - Client is not unique.

SSN: 123456789

- DEMOGRAPHICS
Provider: Inter-
Community Mental . l_— i gl -l— :
Health Group Inc First Name: | Test-case Mid Initial: I Last Name: Suffix:
Bookmarks SSM: | 123456789 S3N Unavailable Reason: Religion: |Catholic
DEMOGRAPHICS == :
ADDRESS DOB Unavailable Reason: | DOBis Unknown % Marital Status:
HIETIERNGE Ethnicity: Primary Language: |English rvs Secend Lang:
Version
Test 1.7 ‘eteran Status: _ Military Start Date:

Gender: m Provider Client ID:

Race: Asian ﬂ|

ADDRESS

Address 1:| Street

II

Military End Date:

.

Address 2: |

City: [Middletown State: zip: [os257
INSLURANCE

Insurance:
HMO (including Managed Medicaid) 002024856 10/19/2010 |12/29/2010 @ E

ADD INSURANCE

%The first name on the File Error screen is ‘Test-case’. The first name in the DDaP Online is ‘Test’.

e Review your client information and contact EQMI (860-418-6601 or 6611) to confirm client
information.

e |If the file submission name is correct, you must have the name changed in DDaP (you can do this
online) and re-submit the file.

o |f DDaP is correct, change the name in your file and re-submit the file.
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Example 2: Date of Birth Discrepancy

File Submission Error screen: (Name = Client Test, SSN = 123000000, DOB = 10/3/1980)

A\l J DEPARTMENT OF
| . MENTAL HEALTH AND ADDICTION SERVICES
& ngov dmhas

3 é_‘; \\ STATE OF CONNECTICUT DMHAS Data Performance System

Tools ~ Heme Client Profile Admission Diagnosis Services Periodic Assmt Co-Occurring Assmt

* SSN - Client is not unique.
Client Test ~

SSN: 123000000 e
:miden Reliance First Name: | Client Mid Initial: Last Name: | Test Suffix:
ouse

Bookmarks SSN: | 123000000 SSM Unavailable Reason: Religion: [Other
DEMOGRAPHICS . -
DOB Unavailable Reason: __ Marital Status: _Never married

ADDRESS

10/3/1980
INSURANCE Ethnicity: Frimary Language: (English ) Second Lang: [None

Test 1.7
Gender: Provider Client ID:

Race: white/Caucasian ﬁ‘

ADDRESS

Address 1 | Road

DoB:

Military End Date:

Address 21 |

City: [Taftville State: Zip: [06380
INSURANCE

Medicaid " 001000200 @ &

ADD INSURANCE

EA rA5S CORRECTION. . CLIENT MGT.. [ FILE MGT [, FILE ERRORS RE-SUBMIT FILE = cliant @

DDaP Client Profile screen: (Name = Client Test, SSN = 123000000, DOB = 10/2/1980)

A J DEPARTMENT OF
| | MENTAL HEAITH AND ADDICTION SERVICES
*Cgov dmihas

L\ STATE OF CONNECTICUT DMHAS Data Performance System

Hems Client Profile issi D i Services Periodic Assmt Co-Occurring Assmt

Client Test ~

ssi: 123000000 [BEAfprnte
:TC‘-H‘-‘E” Reliance First Hame: | Client Mid Initial: I Last Name: | Test Suffix:
ouse

L2

Bookmarks ssN: | 123000000 SSN Unavailable Reason: Religion:
DEMOGRAPHICS

Dos: | 10/2/1980 DOB Unavailable Reason: Marital Status:

ADDRESS

INSURANCE Ethnicity: Frimary Language: |English v Second Lang:
Version Weteran Status: _ Military Start Date: i Military End Date: I

Test 1.7
Gender: Provider Client ID:

Race! White/Caucasian ﬁ

ADDRESS

Address 1: [ Road

Address 2 |

City: ITaf‘tviIIe State: Zip: (06380
INSURANCE

Rl Tvoe Policy Number ______istart Date__E
Medicaid 001000200 @ m

ADD INSURANCE

%The DOB in the Error screen (file data) is “10/3/1980’. The DOB in the DDaP Online is ‘10/2/1980..

¢ Contact EQMI (860-418-6601 or 6611) to verify the DOB.
¢ If the DOB on your file is correct, DDaP will be updated and then you can re-submit your file.
o |f DDaP is correct, you must correct the DOB on your file and then re-submit the file.



Example 3: Name and DOB discrepancy
The first name, middle initial and DOB are different in this example. See details below.

DEPARTMENT OF

! @ oV MENTAL HEALTH AND ADDICTION SERVICES d n{rﬁg

L\ STATE OF CONNECTICUT DMHAS Data Performance System

Tools ~ Heme Client Profile issi Di i Services Periodic Assmt Co-Dccurring Assmt

James Client « * SSN - Client is not unique.

SSH: 55000123
. DEMOGRAPHICS
Provider: Rushford
e First Name: | James Mid Initial: IF Last Name: | Clisnt Suffix: _

DEMOGRAPHICS
INSURANCE
i Ethnicity: |Hispanic-Cther v Primary Language: |English v Second Lang: |-- Select One -- v
\Version
Military End Date: I

[ Lt Veteran Status: m Military Start Date:
Gender: _ Provider Client ID:

Race! White/Caucasian &

ADDRESS

Address 11 | Street

Address 2: |

City: |Ya\EsviIIE State: Zip: |06452
INSURANCE

Insurance: A= L Start Date End Date
GA-SAGA 12/1/2008 12/31/2009 @ E

ADD INSURANCE

EA MASS CORRECTION m FILE MGT FILE ERRORS RE-SUBMIT FILE = client @

7
Select the CLIENT MGT button at the bottom of the File Error screen.

The Client Management screen will display.
Search on the client’s First Name and Last Name.

DEPARTMENT OF

»u C-_—E oV MENTAL HEALTH AND ADDICTION SERVICES d rrm-ég

- A\ STATE OF CONNECTICUT DMHAS Data Performance System

-
Tools ~ (Hom= Client Management Roster Management File Management

1,
2.
3.
_a

Provider: ‘medex v|

Version
= SearchBY: ¢ | scemame € ssn € advanced First Name:l james ﬂ
Last Name:l} Client
poe:[ |

Ne clients found ...

4. |If there is no client found for that client with that name, search by the client's SSN.
5. Enter the Client SSN, select the Search icon and select Find Admissions

A | DEPARTMENT OF
) MENTAL HEALTH AND ADDICTION SERVICES
"WC2gov dmhas
i\ STATE OF CONNECTICUT DMHAS Data Performance System
L, Roster Management File Management Enter the client!s SSN and
CLIEL SR / select the Search icon

Provider: | Frovider *’l

Version

Tast 1.7 SearchBY: ¢ |.ctname @ ssu € Advanced ssn: | 255000123 2 Select Find Admissions_

Last Name First Name ISSN DOB v
Client John 355000123 3/0171957 Find Admission Create New Admission

6. Compare the client name, SSN and DOB in DDaP to the information you noted from the File Error

screen.
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File Error data;: Name = James F Client, SSN = 555000123, DOB = 3/01/1951

DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES

STATE OF CONNECTICUT DMHAS Data Performance System

Tools ~ Home Client Management Roster Management File Management
CLIENT SEARCH
. Provider: ‘ Frowider v‘
Version
Test 1.7 SearchBY: ¢~ | tname @ ssn O Advanced ssn: [ 553000123 &

dnihas

Compare this client data to
the file error screen data

Create New Admission ‘

Program(s): |ALL

v

Provider Brogram Status  Admit Ot Discharge Gt

Prownder Latine Clinical Cpen 12/17/2008 Details  Discharge
Prog.

DDaP online Client Mgt screen data: Name = John Client, SSN = 555000123, DOB = 3/01/1957
7.

there is a match.

The SSN is the same for both clients, but the names and DOBs are different.
Select the Advanced search radio button, enter each DOB and compare the names and SSNs to see if

Enter 03/01/1951 in the DOB field— Result: No match on client name or SSNs

DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES

%

L

TATE OF CONNECTICUT

CLIENT SEARCH

Provider: ‘ Provider

DMHAS Data Performance System

Tools ~ Home Roster Management File Management

]
First Name: ﬂ
Last Name:
DOB:| 03/01/1951 B

Version

est 1.7 Searchpvc: Last Name

© ssN ' Advanced

dnihas

CLIENT(S) FOUND

Chentone Joe 444000444 03/01/1951 Find Adrr Create New A ion
Clienttwn St 323000000 03/01/1951 Eind Adm Create New A sion
Clientthree Phil 000777000 03/01/1951 Find Adrr Create New Admissi

Clientfour Cary 111000222 03011951 Find Admissione ~ Create New Admission

10. Enter 03/01/1957 in the DOB field — Result: There is a matc

h on Last Name and SSN.

DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES

TATE OF CONNECTICUT

Client Management

CLIENT SEARCH

Provider: | Provider

DMHAS Data Performance System

Tools ~ (Hom= Roster Management File Management

. |
ersion

[rest 1.7

ZTElE @ Last Name

C ssn # Advanced

Last Name:
DOB:| 03011957 JEEEEEE

First Name: ﬂ

dnihas

CLIENT(S) FOUND

“White Srow 111000333 03/01/1957  Find Admis: Create Mew Admissicn
Pan Peter 999000999 03/01/1957  Find Admis Create New Admissicn
Ducle Daffy TAIO00000 030111957 Find Ad Create New Admission
Bunny Bugs 000110000 03/01/1957  Find Admis: s Create New Admissicn
Client Tohn 555000123 03/01/1957  Find Admissicns  Create Mew Admissicn

%Review your client information and contact EQMI (860-418-6601 or 6611) to confirm which is correct.

again.

If the file Name and DOB are correct - Change the Name and DOB in DDaP. (You can do the name
change online, but EQMI must do the DOB change.) Re-
If DDaP is correct - Change the Name and DOB on your file and then upload and submit the file

submit the file after DDaP is updated.

Be sure that your file is updated with the correct information to avoid errors when it is run again.
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ADMISSION SCREEN ERRORS
o Admission Date — A client cannot be admitted to the same program more than once. This means the client
already has an Open admission to this program.

1. Make a note of the Client information, Program name and Admission Date.
2. Select the Client Mgt button at the bottom of the screen.

.N p | DEPARTMENT OF

o MENTAL HEALTH AND ADDICTION SERVICES

\ P’ gov dmhas
STATE OF CONNECTICUT DMHAS Data Performance System

Make a note of the

Tools ~ Heme Client Profile m Diagnosis Services Periodic Assmt Co-Occurring Assmt
Admission Date
Test Client - Admission Date - A client cannot be admitted to the same program more than once.
S5N: 1234567
) ADMISSION INFORMATION

de rte

e \t-‘-:L:'-":..., "[ ,E‘ Pragram: |Recoverv Pathways512280 v‘ Admission Date: |10/01/2010 |
Primary Beferral Source: |Se|f v‘ Date of First Service Request: I |

Version
Test 1.7 Tobacco Use: ves & o © Unknown Pregnancy Status: € ves @ No © Unknown

SISCHARGE INFORMATION

Discharge Date: B Discharge Reazon: |- Select One —- v

Make a note of the
client information and

Program name
Select the Client Management

| <t | | MASS CORRECTION. | N | _FILE MGT . . FILE ERRORS . [l RE-SUBMIT FILE | |- | adrmission (D

3. The DDaP Client Management screen will display:

DEPARTMENT OF

L .N -QOV MENTAL HEALTH AND ADDICTION SERVICES dm'é

Search by client

STATE OF CONNECTICUT DMHAS Data Performance System

=S name or SSN
Tools Heme Roster Management File Management

Select the Search icon

. Provider: |,'-‘.LL V‘

Version
T==t 27 SearchBY: 7 | .t Name ' ssN ¢ Advanced SSN:| 123456789 %

Select Find Admissions

Client Test 123456789 v ate New Admission
Find Admissicns Create New Admissicn

Find client
Admission ———| Proaram(s):[aL ~| Compare the Admit Dt in DDaR

Eo Eroaram Status Adril0) g ST to the Admission Date on the
and Program In?\ Recovery Cpen 08/26/200 Details Discharge

Community Pathways612280 EI’I’OI’ screen

Mental Health

Group Inc.

4. Search on the client’'s name or DOB.
5. Compare the Admission Date on the File Error screen to the Admit Dt that is in DDaP.

““There is already an Open admission for this client to this program. The client cannot be in the same
program more than once in the same time period.

If the client should have been discharged from this program:
o You must process the discharge (online or through a file submission), and then re-submit the file for
the new admission (*make sure that the Discharge Date is greater than or equal to the last Service
Date).
If the client has been in this program since the Open admission date in DDaP:
o The Admission Date in the File Submission must match the Admit Dt in DDaP and would be
processed as an ‘Update’, not a new admission. Adjust the data in the file and re-submit the file.
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¢ Admission Date - Cannot create overlapping admission - Client has an existing admission for this date. This
means that the client was already admitted to the program within that admission date.

1. Make a note of the client information (name, SSN, program) and the Admission Date.
2. Select the Client Mgt button at the bottom of the file submission error screen.

| DEPARTMENT OF
oV MENTAL HEALTH AND ADDICTION SERVICES n'{v
G dmhas
STATE OF CONNECTICUT DMHAS Data Performance System
-t
[Tools ~ Eome Client Profile m Diagnosis Services Periodic Assmt Co-Dccurring Assmt
Test *+ Admission Date - Cannot create overlapping admission - Client has an existing admission for this date.
dmission =
e ADMISSION INFORMATION
Program: |Recouer’v Pathways612280 v‘ Admission Date: IlD.,’EIL"ZDID m
Primary Referral Source: |Self v‘ Date of First Service Request: I E
Version Tobacco Use: 0 ves @ No 0 Unknown Pregnancy Status: {7 ves ' no € Unknown
[Test 1.7
DISCHARGE INFORMATION
Discharge Date: I EH Discharge Reason: |-- Select One -- vl
Select the Client
Management tab
EA MASS CORRECTION J_Fie vcr W FiLE ERRORS RE-SUBMIT FILE = J s lon

3. Search on the Client’'s Name or SSN.
4. Select the Find Admission link for the client.

DEPARTMENT OF

» @ oV MENTAL HEALTH AND ADDICTION SERVICES dmfs

TATE OF CONNECTICUT DMHAS Data Performance System

TOD' T Eoms) Roster Management File Management .
Enter the client SSN and
CLIENT SEARCH

Provider: |ALL vl / select the SeaI'Ch icon
Version
= SearchBY: ¢ |actName @ ssN O Advanced 55N:|739lllﬂﬂﬂ ﬂ

Select Find Admissions

CLIENT(S) FOUND

Admission Test 729111000 110201966 Find i:dnnss\clmﬂssicn |

5. Review the Client Admit Dt in DDaP and compare it to the Admission date on the file.

\1S J DEPARTMENT OF
A8 MENTAL HEALTH AND ADDICTION SERVICES
: g L gov drihas

TATE OF CONNECTICUT DMHAS Data Performance System

Tools ~ Home Client Management Roster File

CLIENT SEARCH

Provider: ‘ALL vl

Version

rest 1.7 SearchBY: (0 |agt name & ssn O Advanced ssn: 783111000 &l

CLIENT({S) FOUND

| Admission Test 180111000 11002/ 966 ¥  Create New Admission |

Note the Admit Dt for the
Program(s): [ALL | Admission

Provider Erogram Status Admit Dt Agsm

Inter- Recovery Discharged 0S/07/2010 01/25/2011 Details

Community Pathway=612280

Mental Health
Group Inc.

%The client was admitted to the program on 09/7/2010, (and Discharged on 1/25/2011). You cannot
admit the client as of 10/01/2010 because he was previously admitted on 9/07/2010.

Confirm that the client should have been discharged as of 01/25/2011.

If they should not be discharged, do a ‘Un-Discharge’ online in DDaP and then re-submit your file.
If the 01/25/2011 Discharge date is correct, Admit the client with a date after the Discharge date.

Change the Admission Date on the file to a date after 01/25/2011 and then re-submit the file.

Be sure to update the file with the correct information for that client, otherwise the file will error out
again the next time it is run again with that client’s data.
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DISCHARGE INFORMATION ERRORS

DISCHARGE RULES:

1. If a Discharge is being processed after an Admission (on a subsequent day), there should be 2 records:

1. One record for the Admission: This should have the Admission Date (field 36), the Effective Date of
Diagnosis (field 86) and the Diagnosis Type = A (Admission), but no discharge date or reason.

2. One record for the Discharge: This should have a Discharge Date (field 41) and Discharge Reason
(field 42), the Effective Date of Diagnosis (field 86) should be the Discharge Date and Diagnosis Type
(field 87) = D (Discharge).

e And if a Periodic Assessment is required, the Periodic Assessment Date for the Discharge must be
greater than the Admission Date and all other previous Periodic Assessment Dates for that client or
data will be overlaid.

2. If an Admission and Discharge are being processed on the same day, they should be on the same 1
record. The Admission Date, Discharge Date, Periodic Assessment Date (if required) and the Effective
Date of Diagnosis must be the same. Diagnosis Type must = D and a Discharge Reason (field 42) is
required.

e Discharge Date - The admission and discharge dates must be the same when admitting and discharging in the
same record. This means that the Admission Date and Discharge Dates are different on the same
record.

Example 1: Admission and Discharge for a client on the same record

I' .ﬁ C7I' DEPARTMENT OF
g MENTAL HEALTH AND ADDICTION SERVICES -
& ' ,:-‘_\[ v gov dmhas
P .

LG

(% STATE OF CONNECTICUT DMHAS Data Performance System
Tools ~ Client Profile m Diagnosis SEervices Periodic Assmt Co-Occurring Assmk
CLIENT JOE~™ * Discharge Date - The admission and discharge dates must be the same when admitting and discharging in the same record.
B N 33300_0033 ADMISSION INFORMATION
Program: |s,‘ OP Plainville 620200 3 Admission Date: |3_-'31._-'2010 Jeiiee]
Version Primary Referral Source: |De|::t. of Social Services w Date of First Service Request: |3_-'31_-'2010 EE
Tobacco Use: { ves { No {7 Unknown Pregnancy Status: " ves  No " Unknown
DISCHARGE INFORMATION
Dizchargs Date: Ii_-"l._-"2DLD [EiEcsE Discharge Reason: |Moved out of area v
mm .m m m -'m AiEEE

““'In this example, the Admission Date on the file is 3/31/2010 and the Discharge Date is 4/1/2010. They
must be the same date if admitting and discharging on the same record.

Confirm which date is correct.
If the Admission Date is the correct date, change the Discharge Date to that date.
If the Discharge Date is the correct date, change the Admission Date to that date.

N PR

If they should be different, they need to be on 2 different records.
5. RE-SUBMIT the file.

Be sure to update the file with the correct Discharge and Admission Dates for that client, otherwise
the file will error out again the next time it is run again with that client’s data.
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¢ Discharge Date -The admission and discharge dates must be the same when admitting and discharging in the
same record. This means that the Admission and Discharge Dates are different on the same record.

Example 2: Admission and Discharge for a client on the same record, but admission never
processed.

\ I3 J DEPARTMENT OF

) MENTAL HEALTH AND ADDICTION SERVICES
! ! L 2gov dnihas
| 5

TATE OF CONNECTICUT DMHAS Data Performance System

Tools ~ Hems Client Profile m Diagnosis Services Periodic Assmt Co-Occurring Assmt
TESTCLIENT * Discharge Date - The admission and discharge dates must be the same when admitting and discharging in the same record.
FRANCIS ™ -
SSN: 177722606 ADMISSION INFORMATION
Provider: Center for Program: |Residential S Apts 604-260 Admission Date: |3"1"2DL1
Human Development ¢ [Residential Supp Apts v e =
Brimary Referral Scurce: |Dept. of Social Services v| Date of First Service Request: |3,"1.."2DL1 ﬁ
Version
Test 1.8 Tobacco Use: &% ves  Ne © Unknown Pregnancy Status: € yves ® N O Unknown
DISCHARGE INFORMATION
Discharge Dats: |4,.’1,.’2U]_1 L] Discharge Reason: |Left Against Advice -
MASS CORRECTION CLIENT MGT FILE MGT FILE ERRORS RE-SUBMIT FILE admission (L)

1. Confirm the Admission Date.
2. Select the CLIENT MGT button and enter the SSN or Last Name.
3. Select the Search icon.

ir d DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES
W Agov dmihas

STATE OF CONMECTICUT DMHAS Data Performance System

Eoms Client Management Roster Management File Management

Provider:

ALL v|

Version

Test 1.8 Search By: ¢ Last Name % ssN ' Advanced 55N=|L???22505 ﬂ

| No clients found ...

%If No clients found....displays after searching, the admission may not have been established in DDaP.
In this case, the Admission Date on the file is 3/1/2011 and the Discharge Date is 4/1/2011. However, the
original admission was never processed. The admission needs to be established for the client.

e You must have 2 records on the file if the admission and discharge were processed on different
dates.

e Add arecord on the file to admit the client as of 3/1/2011 and make sure there is a record to
discharge the client as of 4/1/2011.

e Re-submit the file

or, enter the 3/1/2011 admission online in DDaP and re-submit the original file.

Be sure to update the file with the correct Duration, otherwise the file will error out again the next
time it is run with that client’s data.
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¢ Discharge Date-All diagnosis effective dates must be less than or equal to the discharge date. This means
that there is a Diagnosis Effective Date for the client that is greater than the Discharge Date on the
file.

Example 1: This is an example of a case where an Update Diagnosis was done after the Discharge Date.
(The Diagnosis Effective Date is greater that the Discharge Date.)

1. Make a note of the client’s Discharge Date that displays on the Admission screen.

A\ J DEPARTMENT OF
I MENTAL HEALTH AND ADDICTION SERVICES
s hgov dnihas

STATE OF CONNECTICUT DMHAS Data Performance System
Tools ~ Home Client Profile m Diagnosis Services Periodic Assmt Co-Occurring Assmt
CLIENT LOU™ * Discharge Date - All diagnosis effective dates must be less than or equal to the discharge date.

FELE BRRTEER ADMISSION INFORMATION

Provider: Community

Health Resources Inc. Program: |Nor‘thfie|d Group Home 617-240 v| Admission Date: ILD,.-'L.I'ZDlD

'Version Primary Referral Source: |DEpt. of Social Services v| Date of First Service Request: ILD.-"I.-"EDID

[Training 1.7

Tobacco Use: @ vez O No © Unknown Pregnancy Status: € yves @& o O Unknown

DISCHARGE INFORMATION
Cischarge Date: |12.-f1..-"201.0

Discharge Reason: |Lef-tAga\nst Advice v

2. Select the CLIENT MGT button at the bottom of the file error screen.
3. Search for the client by Last Name or SSN.
4. Select Find Admissions.

DEPARTMENT OF

| | MENTAL HEALTH AND ADDICTION SERVICES
J oV dlﬂﬁé’é

STATE OF CONNECTICUT DMHAS Data Performance System

Tools ~ Home Client Management Roster Management File Management

CLIENT SEARCH

i Provider: |ALL v|
Version
Training 1.7 SETENTE (8] Last Name @ ssn ' Advanced 55N=|B43133505 i‘

CLIENT(S) FOUND

Lou CLIENT 543133606 09/22/1960  Find Admissio Create New Admission

5. The client’'s admission(s) will display.
6. Select Details for the client admission you want to view.

\ J DEPARTMENT OF
! MENTAL HEALTH AND ADDICTION SERVICES
L Lgov dmhas
STATE OF CONNECTICUT DMHAS Data Performance System

Tools ~ Hotme Client Management Roster Management File Management

CLIENT SEARCH

i Provider: |ALL £ |
Version

Training 1.7 SEECEULE (g Last Name & ssN C Advanced 55":'543133505 i‘
CLIENT(S) FOUND

Last Name First Name ISSN DOB
LOU CLIENT 543133606 09/22/1960 v Create New Admission

ADMISSION(S) FOUND FOR: CLIENT LOU - SORTED BY ADMIT DT

Program(s): |ALL v|

Community MNorthfield Discharged 10/01/2010 12/01/2010 Cetails
Health Group Home

Resources Inc. 617-240
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7. The Client Profile screen will display.
8. Select the Diagnosis tab.

DEPARTMENT OF
MENTAL TH AND ADDICTION SERVICES d

7

s gov a

STa'.I'E OF CONNECTICUT DMHAS Data ormance System

Tools ~ HOme Client Profile Admission A Diagnosis Services Assessments
CLIENT LOU™ DEMOGRAPHICS

ol e First Narme: [CLTENT vid tniial: [ ] LastNeme:[O0 e
Provider: Community
==l (=S s SSN: |543 133606 SSN Unavailable Reason: Religion: [Catholic -
Bookmarks I— . . -

DOB: |058/22/1560 DoE U lable R : Marital Status:
DEMOGRAPHICS navallable Reason v arital Status __Mamed 3

ADDRESS Ethnicity: |Non-Hispanic v Primary Language: |Enalish Second Lang: _

INSURANCE

9. The DIAGNOSIS HISTORY screen will display.
10. Note the dates for the Discharge and the Update.

\ _ DEPARTMENT OF
| MENTAL HEALTH AND ADDICTION SERVICES d rnﬁv-

a

w

Yy STA"I'E OF CONNECTICUT DMHAS Data Performance System

Tools ~ Home Client Profile Admission Services Assessments

DIAGNOSIS HISTORY

CLIENT LOU™
S5N: 543133606 Select open/edit ﬁ icon
T
Health Resources Inc. 02/01/2011 Update ﬂ
iz/01/2010 Discharge ﬁ @
Version .
Training 1.7 10/01/2010 Admission ﬁ ‘@

11. Select the open/edit = icon for the Update and make a note of the Diagnoses.
12. Confirm that the Diagnoses, including the Primary DX, are correct.
13.Make a note of the Diagnosis codes.

A\ : DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES d rnﬁv-

a

wn

STA'.I'E OF CONNECTICUT DMHAS Data Performance System

CLIENT LOU™ DIAGNOSTIC SET
S5N: 543133606
Effective Date: |2 1/2011 Diagnosis Type: 7 admission @ Update @ Discharge

Provider: Community
Health Resources Inc.

BeOLT T AXIS 1 DIAGNOSES
RERCRUSEIGSER Search By:  Code © Description
R iagnosis: | searcH |
TSR New Diagnosis:
AXIS3 Dx Code _|Diagnosis Primary Dx |
AXIS 4 304.10 Sedative/Hypnotc/Anxiclyte Dpndnce,Unsp ;I .&
Lras 304.20 Cocaine Dependence, Unspecified Use ;I .&
Version 308.3 Other Acute Reactions To Stress ;I .&
Training 1.7

311 Depressive Disorder Nos v ;I .&

AXIS 2 DIAGNOSES

Search By: & Code O Description

New Diagnosis: | | searci_|

Dx Code __|Diagnosis
301.4 Obsessive-Compulsive Personality Dsordr .&

14.Select the CANCEL button at the bottom of the screen to go back to the Diagnosis History screen.
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15. Select open/edit = icon for the Discharge Diagnosis.

DEPARTMENT OF

! “ | MENTAL HEALTH AND ADDICTION SERVICES
- C,TQOV dnihas
s

' 22 ) STATE OF CONNECTICUT DMHAS Data Performance System

Tools ~ o= Client Profile Admission m Services Assessments
CLIENT LOU™ DIAGNOSIS HISTORY

SSN: 543133606

Provider: Community

Health Resources Inc 02/01/2011 Update & @ select open/editE icon
iz/01/2010 Discharge Zd 2

Version — S—

Training 1.7 10/01/2010 Admissicn Zd @

16. The Diagnoses will display for the Discharge.
17.Confirm that the Diagnoses, including the Primary DX, are correct.
18.Make a note of the Diagnosis codes for the Discharge.

DEPARTMENT OF

: .N “ @ oV MENTAL HEALTH AND ADDICTION SERVICES d n'fﬁé’é

1 2% STATE OF CONNECTICUT DMHAS Data Performance System
Tools ~ Home Client Profile Admission m Services Assessments
CLIENT LOU~™ DIAGMNOSTIC SET
SSN: 543133606
R —— Effective Date: |12/1/2010 Diagnosis Type:  admission  Update @ Discharge
Health Resources Inc
Bookmarks AXIS 1 DIAGNOSES
DIAGNOSTIC SET Search By: & Code ¢ Description
e s iagnosis: | | searc
AXIS 2 New Diagnosis:
AXIS 2
AXIS 4 304 Opicid Type Dependence, Unspecified Use ﬂ ﬁ
AXIS 3 308.3 Other Acute Reactions To Stress ﬂ ﬁ
Version 311 Depressive Disorder Nos W ")
Training 1.7 J ﬁ
AXIS 2 DIAGNOSES
Search By: % Code Description
New Diagnosis:l . SEARCH
301.4 Obsessive-Compulsive Personality Dsordr E

19.Compare all the Dates and Diagnoses noted for the client.

%The Update Effective Date of Diagnosis (2/1/2011) is greater than the Discharge Date (12/01/2010). All

Diagnosis Effective dates must be less than or equal to the Discharge Date.

¢ If the Update Diagnosis is not correct, delete the Update from the grid. (Be sure to delete the
Update Diagnosis record from your file.) Re-submit the file.

¢ If the Update Diagnosis information is correct, you have 2 options:

1. Edit the Discharge Diagnosis in DDaP to reflect the information on the Update and then delete the

Update Diagnosis in DDaP. (Be sure to make the same changes on your file.) OR

2. Change the Update Diagnosis Date on your file to be the same as the Discharge Date. (You cannot
change an Effective Date of Diagnosis in the DDaP Online screens, so you would need to change

your file.)
o After making the changes, Re-submit the file.

Be sure to update the file with the correct information for that client, otherwise the file will error out

again the next time it is run again with that client’s data.



Example 2: This is an example of a case where a prior Discharge was processed with a date greater
than what is on the current file.

1. Select the Diagnosis tab on the File Error screen.

J DEPARTMENT OF
| ! MENTAL HEALTH AND ADDICTION SERVICES
I S - ———’goy dm\a’é

STATE OF CONNECTICUT DMHAS Data Performance System
Tools ~ Home Client Profile m Diagnosis Services Periodic Assmt Co-Occurring Assmt
TESTCLIENT * Discharge Date - All diagnosis effective dates must be less than or equal to the discharge date.
MANNY ~ —
SSN: 333874446 ADMISSION INFORMATION
frc';ider: Connection Program: |Mother's Getreat IntRes 065402 v| Admission Cate: ILILIEDLL
nc
Primary Referral Source: |De|:rt. of Social Services v| Date of First Service Request: ILILIEDLL
Version
Training 1.7 Tobacco Use: @ ves  no € Unknown Pregnancy Status: 7 ves © o © Unknown

DISCHARGE INFORMATION
Discharge Date: |2f15f2011

Discharge Reason: |Lef-t Against Advice v

MASS CORRECTION CLIENT MGT FILE MGT FILE ERRORS RE-SUBMIT FILE P on

2. Confirm that the Diagnosis Effective Date is the same as the Discharge Date on the Admission screen. (If
the date is different, change the Diagnosis Effective Date to the Discharge Date and re-submit the file.)

3. Inthis case, the Discharge Date and the Diagnosis Effective Date are the same.

DEPARTMENT OF

L ;éoy MENTAL HEALTH AND ADDICTION SERVICES d rﬁﬁ\a’é

STATE OF CONNECTICUT DMHAS Data Performance System

_a’

Tools ~ Home Client Profile Admission Services Periodic Assmt Co-Occurring Assmt
TESTCLIENT DIAGNOSTIC SET

MANNY ™

SSN: 332874448 Effective Date: I2,-‘1_5,"2D].1. Diagnosis Type: (" admizsion ' Update  Discharge
Provider: Connection

Inc

AXIS 1 DIAGNOSES

4. Select the CLIENT MGT button at the bottom of the screen to view client details in DDaP.

DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES rTf\F
dmhas

|
s Y.gov

A\ STATE OF CONNECTICUT DMHAS Data Performance System

Tools ~ Home Client Management Roster Management File Management
CLIENT SEARCH
i Provider: |ALL V|
Version

[Training 1.7 SearchBY: | ctMame @ ssn € Advanced SSN:|333874446 M

CLIENT{S) FOUND

A s A Firs ame DOB
|MANNY TESTCLIENT 333874446 06/02/1975  Find Admissions Create New Admission

5. Search on the Client's SSN or Last Name and select Find Admissions.
6. The client’'s admissions will display.

7. Compare the Discharge Date on your file to the Discharge Date in DDaP.
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8. In this case, the Discharge Date on the file is 2/15/2011 and the Discharge Date in DDaP is 2/16/2011.

DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES
dmhas

Igov

4 STK.I'E OF CONNECTICUT DMHAS Data Performance System

Tools ~ HO e Client Management Roster Management File Management
CLIENT SEARCH

i Provider: |ALL w |
Version

Training 1.7 Search By: ¢ Last Name 55N ' Advanced SSN:|3338?4-4-4-6 N

CLIENT{S) FOUND

Last Name First Name SSN DOB
MANNY TESTCLIENT 333874446 06/02/1975 v Create New Admission

Program(s): |ALL V|

Connection Inc Mother's Discharged 01/01/2011 02/16/2011 Cetails
Retreat IntRes
065402

9. For further client information, select the Details link for that admission.
10. The Client Profile screen will display.
11. Select the Admission tab.

DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES
dnihas

Igov

2 STA'.I'E OF CONNECTICUT DMHAS Data Performance System

Tools ~ Home Client Profile Admission Diagnosis Services Assessments

e DEMOGRAPHICS
LLLTLIS First Name: [TESTCLIENT Mid Tnitial: | Last Name: [MANNY Suffix:

SSN: 332874446

f"c'-'ide” Connection SSN: |3338?-1-146 SS5N Unavailable Reason: | v| Religion: |Cathalic v
nc
OB Unavailable Reason: | v| Marital Status: |Married w

DOB: |06/02/1975

Bookmarks

12. Note the Discharge Date. (2/16/2011)

1\
! i DEPARTMENT OF

MENTAL HEALTH AND ADDICTION SERVICES n‘lﬁV-
dmhas

STATE OF CONNECTICUT DMHAS Data Performance System

Tools = HOme Client Profile m Diagnosis Services Assessments
ADMISSION INFORMATION

ITESTCLIENT
MANNY ~ Program: |Mcther's Retreat IntRes 065402 vl Admizzion Date: IUL_-'D]._.-'QDLL
S5MN: 333874446
E:f"'ider: SopS s Primary Referral Source: |DE|3t. of Social Services vl Date of First Service Reguest: IIJ]._-'IJ]._-'2D].].
Tobacco Use: & ves € o € Unknown Pregnancy Status: 7 vez @& no {7 Unknown
Version

[Training 1.7 DISCHARGE INFORMATION
Dizcharge Date: IDQ.-'LE_-'2DI]. Cischarge Reasom: |LeFt Against Advice v




13. Select the Diagnosis tab.

14. The Diagnosis screen will display.

DEPARTMENT OF

MENTAL HEALTH AND ADDICTION SERVICES d rrﬂ;l\afé
i ZB0 STATE OF CONNECTICUT DMHAS Data Performance System
[Tools ~ Homs Client Profile Admission m Services Assessments
TESTCLIENT DIAGNOSIS HISTORY
02/16/2011 Discharge >& £
01/01/2011 Admission 7@ £Z

““The Discharge Date and the Effective Date of Diagnosis on the file are 2/15/2011. The Discharge Date
and the Effective Date of Diagnosis in DDaP are 2/16/2011. A prior Discharge was processed dated
2/16/2011, so the 2/15/2011 Discharge in the file displays an error: Discharge Date - All diagnosis effective
dates must be less than or equal to the discharge date. This is because DDaP has a Discharge Date and an
Effective Date of Diagnosis that is greater than what is on the file.

¢ Confirm the Discharge date for the client.

¢ If the Discharge Date that is on your file is correct and the Discharge and Dx date in DDaP is not
correct (but cannot be deleted), you must process a ‘Un-Discharge’ online and then re-submit your file
with the correct dates.

o If the Discharge Date that is on your file is not correct and DDaP is correct, change the Discharge
Date on your file to match the date in DDaP, as well as the Effective Date of Diagnosis and re-submit
your file. NOTE: If a Periodic Assessment is required at Discharge, that Date must match the
Discharge Date.

Be sure to update the file with the correct Discharge Date and Effective Date of Diagnosis for that
client, otherwise the file will error out again the next time it is run again with that client’s data.
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¢ Discharge Date - All service start dates must be less than or equal to the discharge date.
All service end dates must be less than or equal to the discharge date. This means that you are trying to
Discharge a client who has services dated after the Discharge Date. The Service dates must be on
or before the discharge date.

1. Make a note of the client information, Service Type, Start and End Date and Program name.
2. Select the Client Mgt button at the bottom of the file error screen.

DEPARTMENT OF

MENTAL HEALTH AND ADDICTION SERVICES d rnﬁ\a/é
STATE OF CONNECTICUT DMHAS Data Performance System
-
Tools ~ Home Client Profile m Diagnosis Services Periodic Assmt Co-Occurring Assmt
SERVICEIND * Discharge Date - All service start dates must be less than or equal to the discharge date.
TRUETEST™ All service end dates must be less than or equal to the discharge date.
Sl easersEis ADMISSION INFORMATION
Provider: Bridges
Program: |Jai| Diverzion 309-341 v| Admiz=zion Date: ILDILIQDLD
_I‘ferts;';" Primary Referral Source: |Dept. of Social Services v| Date of First Service Request: |10/1/2010
as .

Tobacco Use: % vez  No © Unknown Pregnancy Status: " ves @ no € Unknown

DISCHARGE INFORMATION
Dizcharge Date: IQILIQDLL

Cischarge Reason: |Left Against Advice w

3. Search on the client’'s Last Name or SSN.

DEPARTMENT OF

.. | MENTAL HEALTH AND ADDICTION SERVICES
-‘ @gv dnihas

M\ STATE OF CONNECTICUT DMHAS Data Performance System
Tools ~ Bome Client Management Roster M, 13 File M. 13
i Provider: |ALL v |
\Version

Test 1.8 SECENGTE (g Last Name  gsn ' Advanced Last Name: [fruetest il

TRUETEST SERVICEIND 435619812 03/10/187%  Find Admissicns Create New Admission

A\ J DEPARTMENT OF
| MENTAL HEALTH AND ADDICTION SERVICES
W& ltgov dmhas

A\ STATE OF CONNECTICUT DMHAS Data Performance System

-~ -
Tools ~ s Client Management Roster Management File Management
CLIENT SEARCH

i Provider: |ALL v|
Version
Test 1.8 SearchBY: 0 | 1ctname & ssn € Advanced SSN:IH'3551991-2 i‘
CLIENT(S) FOUND
Last Name First Name ISSN DOB
TRUETEST SERVICEIND 435619912 03/10/1979 v Create New Admission

S) FOUND FOR: SERVICEIND TRUETEST - SORTED EY ADMIT DT

Program(s): |ALL v|

Eridges Jail Diversicn Discharged 10/01/2010 02/01/2011 Cetails
305-341

5. Make a note of the Admission Date (10/1/2010) and the Discharge Date (2/1/2011).
6. Select Details for that admission.




7. The Client Profile screen will display.

\ \ ; i DEPARTMENT OF
| g oV MENTAL HEALTH AND ADDICTION SERVICES

A% STATE OF CONNECTICUT DMHAS Data Performance System

Tools ~ Home Admission Diagnosis Cervices
SERVICEIND DEMOGRAPHICS

AL IS First Name: [SERVICEIND Mid Initial: | Last Name: [TRUETEST

8. Select the Services tab.

9. The Services screen will display with any current services listed.
10. Review the service dates for the services.

drrihas

Assessments

| \ : | DEPARTMENT OF
: ) g oV MENTAL HEALTH AND ADDICTION SERVICES
e A

| B\ STATE OF CONNECTICUT DMHAS Data Performance System

Tools ~ Home Client Profile Admission Diagnosis m Assessments

SERVICETND
Service Start Date Between: I].,QGJ’T g and l:};’zs;T [EiEEee] ﬂ
Individual Peychotherapy (face to face] 20-30 min 02/01/2011 |02/01/2011 |20 Minutes |1 M @

_\;':E';S!U; Intensive Cutpatient 02/01/2011 |02/01/2011 |1 Days 1 E @
Methadone Dosing 02/01/2011 |02/28/2011 |27 Incident |25 E @
Brief Treatment 02/01/2011 |02/01/2011 |30 Minutes |1 E @
Individual Fsychotherapy (face to face) 20-30 min 02/02/2011 |02/04/2011 (80 Minutes |4 & @
Individual Psychotherapy (face to face) 20-30 min 02/05/2011 |02/05/2011 20 Minutes |1 E @
Individual Psychotherapy (face to face] 20-30 min 02/06/2011 |02/08/2011 (120 Minutes 2 E @
Individual Peychotherapy (face to face] 20-30 min 02/10/2011 |02/12/2011 (100 Minutes 2 M @
Individual Peychotherapy (face to face) 20-30 min 02/14/2011 |02/15/2011 |6 Minutes 1 & @
Individual Psychotherapy (face to face) 20-30 min 02/15/2011 |02/25/2011 300 Minutes 10 E @
Injection, Fluphenazine Decancate, all doses 02/20/2011 |02/20/2011 |1 Incident |1 E @
Fer Diem, Residential 02/20/2011 |02/20/2011 |1 Days 1 & @
Per Diem, Residential 02/21/2011 |02/21/2011 |1 Days 3 E @
FPer Diem, Residential 02/22/2011 |02/27/2011 |5 Days 1 E @

e

““There are currently several Services dated after 2/1/2011 (Discharge Date) for this client. Any Services

dmhas

that need to be added to DDaP for this client must be dated between the Admission Date (10/1/2010) and the

Discharge Date (2/1/2011).

e Confirm the Admission you are working with and whether it should be opened or discharged.

¢ If the current Discharge Date is correct (2/1/2011), you need to start a new episode / admission and

enter the Services with the new Admit date. Then, re-submit the file.

e |If the client should have been Discharged with a different date, you can do a ‘Un-Discharge’ online

and then re-submit your file with the Services and the new Discharge Date (The Discharge Date must
be equal to or greater than the last Service End Date for the client. In this case, 2/28/2011.)

Be sure to update the file with the correct information for that client, otherwise the file will error out

again the next time it is run again with that client’s data.
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DIAGNOSIS SCREEN ERRORS

e Axis V GAF Score - Missing required response - This means that the GAF score is missing in the file.
GAF scoreis required. Valid entries: 0-100 (The GAF score cannot be blank.)

DEPARTMENT OF

MENTAL HEALTH AND ADDICTION SERVICES d mﬁé§
STATE OF CONNECTICUT DMHAS Data Performance System
Tools ~ EHome Client Profile Admission Services Periodic Assmt Co-Dccurring Assmt
CLIENT STU™ * Axis V GAF Score - Missing required response.
S5N: 012111606 DIAGNOSTIC SET

Provider: Charlotte

H ford Hospital

ungerford Hospita Effective Date: [10/1/2000 Diagnosis Type: & admission ¢ Update  Discharge
Bookmarks
Py iE e AX1S 1 DIAGNOSES
AXIS 1
AXIS 2 Search By: * Code © Description
AXIS 3 Mew Diagnosis: | m
ANIS 4
P Dx Code |Diagnosis Primary Dx |

311 Depressive Disorder Nos v ;I LI

1. Confirm what the GAF score should be for the client by searching existing data in DDaP.

AXIS 5 DIAGNOSES
GAF:I

E: CLIENT MGT FILE MGT FILE ERRORS RE-SUBMIT FILE Diagnosis

2. Select the Client Mgt button on the errors screen.
3. The Client Management screen will display.

4. Search on the client’s Last Name or SSN.

5. Select the Find Admissions link.

L"‘\ | DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES m’
dmhas

STAn; OF CONNECTICUT DMHAS Data Performance System

Tools ~ Home Client Management Roster Management File Management

CLIENT SEARCH

. Provider: [ALL v]
Version
Training 1.8 Search By: @ Last Name  ssn © advanced Last Name: [stu &‘
CLIENT{S) FOUND
Last Name First Name SSN DOB
STU CLIENT 012111606 09/22/1960 v Create New Admission

5) FOUND FOR: CLIENT STU - SORTED BY ADMIT DT

Program(s): |ALL i |

Charlotte Cutpatient 503- Cpen 10/01/2009 Details  Discharge
Hungerford 210

Hospital

6. Select the Details link.

38



7. The Client Profile screen will display.
8. Select the Diagnosis tab.

DEPARTMENT OF

| oV MENTAL HEALTH AND ADDICTION SERVICES n{\,—
s g dmhas
" L\ STATE OF CONNECTICUT DMHAS Data Performance System
Tools ~ Home Admission Diagnosis Services Assessments
CLIENT STU

55N: 012111608 First Name: ICLIEI'-IT Mid Initial: | Last Name: ISTL. Suffise: 3

9. The DIAGNOSIS HISTORY screen will display.
10. Select the Edit = icon to view the Diagnosis screen data.

\' J DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES

A\ STATE OF CONNECTICUT DMHAS Data Performance System

Home Client Profile Admission Services Assessments

DIAGMNOSIS HISTORY

Tools ~

CLIENT 5TU™
SSN: 012111606

Prowider: Charlothe Effective Date of Diagnosis Type of Diagnosis

Hungerford Hospital 10/01/2009 Admission ZH @

11. The Diagnosis screen will display.
12. Scroll down to review the GAF score.

' J DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES
a4 s gov dmihas

M STATE OF CONNECTICUT DMHAS Data Performance System
Tools ~ Heme Client Profile Admission Services Assessments
301.4 Obsessive-Compulsive Personality Dsordr E |
CLIENT STU~™

SSN: 012111606

Provider: Charlotte AXIS 3 DIAGNOSES

Hungerford Hospital
Search By: & cCode { Description

Bookmarks

[DIAGNOSTIC SET New Diagnosis: | m

IAXIS 1

ANIS 2 No Axis 3 Diagnoses have been recorded ...

AXIS 2

[

e —— AXIS 4 DIAGNOSES

Version Indicate Which Stressors are Present

[Traini .8

I 5  ves " no  Problems related to social environment  ves " no  Educational problems

 ves © No Problems with primary support group  ves ' No Housing problems
 ves ' No Other psychosocial and environmental problems  ves ' No Economic problems
 ves " No  Problems with access to health care services Cves O o Legal problems

C ves ' No Occupational problems

AXIS 5 DIAGNOSES
GAF: |53

%The file is missing the GAF score and must have a score. (Values: 0-100.)
e Confirm that the GAF score online is correct. (If you have no GAF score, it can be ‘0’.)
e Go back to File Management and enter the correct GAF score in the file errors screen for the
client and re-submit the file.
Be sure to update the file with the correct information for the client, otherwise the file will error out
again the next time it is run again with that client’s data.
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o Axis |-Diagnosis Field 2 - Invalid diagnostic code. This means that the Diagnosis code is either missing
information or is an invalid number.

1. Confirm what the Diagnosis code should be for the client by searching existing data in DDaP.

ir dl‘ DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES
W Agov dmihas

__ STATE OF CONNECTICUT DMHAS Data Performance System
Tools ~ Lome Client Profile Admission m Services Periodic Assmt Co-Occurring Assmt
CLIENT SEAN™ * Axis I-Diagnosis Field 2 - Invalid diagnostic code.
S5N: 012110106
DIAGNOSTIC SET
Provider: Charlotte
Hungerford Hospital R R R
Effective Date: IlDf’ /2009 B Diagnosis Type: & admission © Update  Discharge

Bookmarks
D =t AXIS 1 DIAGNOSES
AXIS 1
AXIS 2 Search By: & Code 7 Description
AXIS 2 New Diagnosis: | m
AXIS 4
AXIS 5 . .

311 Depressive Disorder Mos ] ﬂ ﬂ
Version ; iz iz ;

304. Diagnasis is invalid ")
Training 1.8 J E

308.3 Other Acute Reactions To Stress ﬂ ﬂ

2. Select the CLIENT MGT button at the bottom of the file errors screen and follow the same procedures
above for the GAF score error to search on the client in DDaP.

3. Select the Diagnosis tab on the Client Profile screen and select the edit= icon on the DIAGNOSIS
HISTORY screen.

4. The Diagnosis screen will display

| DEPARTMENT OF
oV MENTAL HEALTH AND ADDICTION SERVICES
g

i A90\ STATE OF CONNECTICUT DMHAS Data Performance System

CLIENT SEAN™ DIAGNOSTIC SET
SSM: 012110106
Brovider: Charlothe Effective Date: |10/1/200% Diagnosis Type: & sdmizsion © Update 7 Discharae
Hungerford Hospital
AXIS 1 DIAGNOSES
Bookmarks
EEACHISENGSEY search By: * code Description
A iagnosis: | | sEARCH |
TEE New Diagnosis:
AXIS 3
AXIS 4 304.00 Opicid Type Dependence, Unspecified Use ﬂ E
et 308.3 Other Acute Reactions To Stress ﬂ ﬁ
Version 311 Depressive Disorder Mos W o
Training 1.8 J ﬁ

%The Diagnosis codes displays in DDaP. The file has an incorrect Dx Code and must be corrected.

Confirm that the Diagnosis codes in DDaP are correct.

¢ Go back to File Management and enter the correct Diagnosis code in the file errors screen for
the client and Re-submit the file.

e Be sureto update the file with the correct information for the client, otherwise the file
will error out again the next time it is run again with that client’s data.
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¢ Diagnosis Code for Procedure - Invalid diagnostic code. This means that the Diagnosis Code is incorrect
or incomplete on the file for the TCM Service.

1. Make a note of the client information (name, SSN, program) and the Diagnosis Code.
2. Select the CLIENT MGT button at the bottom of the file submission error screen.

A d DEPARTMENT OF
I MENTAL HEALTH AND ADDICTION SERVICES
WL gov dmhas

. \\ STATE OF CONNECTICUT DMHAS Data Performance System

Tools ~ Hems Client Profile Admission Diagnosis m Periodic Assmt Co-Occurring Assmt

Client * Diagnosis Code for Procedure - Invalid diagnostic code.

Test - . .

== - FTSTITIN SERVICE INFORMATION

Ereorize s Service: |TCMD2 - TCM with Client By Telephane v|

Community Mental

Health Group Inc.
Start Date: |12/9/2010 End Date: [12/9/2010
Version Dwration: [15 Minutes Service Units: |1
Test 1.7
Service Location: |Offi:e v‘
TCM INFORMATION
First Mame: INat Last Name: I Clincian
Clinician Credentials: |-- Select One -- v‘

Ciagnosis: |305

E3 w FILE ERRORS RE-SUBMIT FILE = serice (@)

3. The Client Management screen will display. Search on the Client's Name or SSN.

CTov

DEPARTMENT OF

MENTAL HEALTH AND ADDICTION SERVICES d nﬁé’é
STATE OF CONNECTICUT DMHAS Data Performance System
Tools ~ Home Roster Management File Management
Enter the client SSN and
Version Provider: [ALL o select the Search icon
[Fest 1.7 SECENDE (9 Last Name & ssn ' advanced SSN:'W %

CLIENT(S) FOUND Select Find Admissions

111000111 02/02/1970
Client Test 111000111 020211570 Find Admissict

ADMISSION{S) FOUND FOR: JEAMETTE ROBINSON - SORTED BY ADMIT DT S .
elect Details

Progral|1(s):|ALL v|

Inter- Recovery Open 06/02/2010 Details  Discharge
Community Pathways612280

Mental Health

Group Inc.

4. The Client Profile screen will display reflecting the DDaP database data for that client admission.
5. Select the Diagnosis tab.

DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES

Select the Diagnosis tab dITﬂ’Ta’S-

STATE OF CONNECTICUT DMHAS Data Performance System /

-
Tools ~ Home Client Profile Admission Diagnosis B Services Assessments

Client DEMOGRAPHICS
i First Name: [Clieat Mid Initial: | Lostiame: [Tost | .

SSH:111000111

Provider: Inter- SSN: [lllul]l]lll SSN Unavailable Reason: Religion: |Other
Community Mental
Health Group Inc. ) .

[slal-H I 02/02/1970 DCBE Unavailable Reaszon: Marital Status: [Never married

Bookmarks . .
DEMOGRAPHICS Ethnicity: |Non-Hispanic - Primary Language: |English v Second Lang:
ADDRESS

insuRANCE veteran Status, Miltary star: Date: | Miltary End Date:
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6. The DIAGNOSIS HISTORY screen will display.
7. Select the open/edit = icon next to the 10/15/2010 Admission in the grid to view the Diagnosis details.

DEPARTMENT OF

MENTAL HEALTH AND ADDICTION SERVICES d n’fﬁé’s
STATE OF CONNECTICUT DMHAS Data Performance System
Home Client Profile Admission m Services Assessments
DIAGNOSIS HISTORY
Test [ E
cfcl‘:gl:rnn:]::r e ore drizsion IA @/‘/ Select the openledit = jcon

Community Mental
Health Group Inc

8. The Diagnosis screen will display.
9. Review the Primary Diagnosis listed under AXIS 1 (see green check mark)

: J DEPARTMENT OF
) MENTAL HEALTH AND ADDICTION SERVICES
o gov dmhas

STATE OF CONNECTICUT DMHAS Data Performance System

Tools ~ Hems Client Profile Admission m Services Assessments

Client DIAGNOSTIC SET

Test >

SSH: 111000111 | Effective Date: |10/15/2010 Diagnosis Type: & sdmizsion  Update 7 Discharge
Provider: Inter-

Co ity Mental
Ty i AXIS 1 DIAGNOSES

Search By: ¥ code O Description

Primary Diagnosis

Bookmarks
DIAGNOSTIC SET New Diagnosis: I
AXIS 1
AXIS 2
296.53 Bipolar Disorder D = were Wit
AXIS 3 P v ﬂ E
AXIS 4 300.22 ‘Agoraphobia Without Mention Of Panic Attacks v ﬂ M
BIESE 305.00 Alcohel Abuse Unspecified Drinking Behavior ﬂ E

%The Diagnosis for the TCM Information should be the Primary Diagnosis. The number must be entered
on the file in the correct Dx Code format. The Dx Code must include any decimal points and any additional
numbers based on what displays on the Diagnosis screen in DDaP.

e Confirm the Primary Diagnosis for the client.
e Enter the complete Primary Diagnosis Code number on the file and re-submit the file.

Be sure to update the file with the correct Diagnosis Code(s) for that client, otherwise the file will
error out again the next time it is run again with that client’s data.
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o Effective Date of Diagnosis - Date must be less than or equal to the discharge date. This means that the
Diagnosis Date is after the Discharge Date. The Diagnosis Date must be on or before the Discharge
Date.

Al d DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES
. ,Agov dmihas

STATE OF CONNECTICUT DMHAS Data Performance System
Tools ~ Home Client Profile Admission Services Periodic Assmt Co-Occurring Assmk
CLIENT Jon™ * Effective Date of Diagnosis - Date must be less than or equal to the discharge date.

SSN: 951819919

DIAGMNOSTIC SET

Provider: Wheeler

Sl Effective Date: |[5/1/2010 Diagnosis Type:  Admission ¢ Update ™ Discharge
Bookmarks

DIACHOSTICSET

ANIS 1

AXIS 2 Search By: * Code 7 Description

ARIS S Mew Diagnosis: |

ANXIS 4

A 311 Depressive Disorder Nos v ﬂ ﬂ
Version

1. Select the Admission tab in the file errors screen, (or search on the client in Client Management), to view
the Discharge Date for the client.

\ J DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES
,Agov dnihas

k-1
it
B = 2% STATE OF CONNECTICUT DMHAS Data Performance System
Tools ~ Eoms Client Profile m Diagnosis Services Assessments
CLIENT Jon~ ADMISSION INFORMATION

SSN: 951819919

Program: |9— OF Plainville 620200 v| Admission Date: |10/01,

Provider: Wheeler
Clinic

10/01/2009

Frimary Referral Source: |35|:t of Sacial Servi v| Date of First Service Request:

Version Tobacco Use: € ves & no & Unknown Pregnancy Status: & ves & no O Unknown

Test 1.8
DISCHARGE INFORMATION

Dizcharge Date:

Discharge Reason: |Moved out of area v

%In this case, the Discharge Date is 4/1/2010. The Diagnosis Date on the file is 5/1/2010. The Diagnosis
Date for the discharge cannot be greater that the Discharge Date.

¢ Confirm that the Discharge Date is correct.
e Change the Diagnosis Date on the screen to the Discharge Date.
e Continue to correct additional errors, if any, and then RE-SUBMIT the file.

Be sure to update the file with the correct information for that client, otherwise the file will error out
again the next time it is run again with that client’s data.
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o Effective Date of Diagnosis - Date must be greater than or equal to Admission Date. This means that the
Diagnosis Date is before the Admission Date. The Diagnosis Date must be on or after the Admission
Date.

1. Select the Admission tab in the Navigator bar.

DEPARTMENT OF

| MENTAL HEALTH AND ADDICTION SERVICES
\gov dmhas

STATE OF CONNECTICUT DMHAS Data Performance System

fools ~ Lome Client Profile Admission Services Periodic Assmt Co-Occurring Assmt

* Effective Date of Diagnosis - Date must be greater than or equal to Admission Date.

CLUIE, T I [E DIAGNOSTIC SET

ESn: 051810119

ZTP":ide” Whesler Effective Date: IlU.n"Z.-"ZDDQ Diagnosis Type: & admizzion © Update { Discharge
I=linic

locrs 1 AXIS 1 DIAGNOSES

IAxIs 2

Search By: & Cgde 7 Description

- i is: | SEARCH
b emima New Diagnosis: : -

laxIS 5 Dx Code  |Diagnosis Primary Dx |
304.4 Amphetamine And Other Peychostimulant Depende W W
\Version J E

2. The file error Admission screen will display.

DEPARTMENT OF

/ é oV MENTAL HEALTH AND ADDICTION SERVICES dn{h\alg

STATE OF CONNECTICUT DMHAS Data Performance System

Tools ~ Home

Client Profile m Diagnosis Services Periodic Assmt Co-Occurring Assmt
CLIENT JOE~™ ADMISSION INFORMATION
ESN: 051810119 o
. . Frogram: |Inten5ive OF Main 5t. 950734 v| Admizsion Date: ILDILS,QDDQ
Provider: Wheelar
[Clinic
Primary Referral Source: |Farnin‘Friend v| Date of First Service Request: ILDILSQDDQ
Version Tobacco Use: ves g € Unknown Pregnancy Status: ves % no O Unlnown

Test 1.8

DISCHARGE INFORMATION
Cizscharge Date: I

Discharge Reason: | Select One -- v

| <= | riass correcTion. [l cLIENT MGT FILE MGT FILE ERRORS RE-SUBMIT EILE || m> | admission (@)

%The Admission Date on the file is 10/15/2009. This Date is after the Diagnosis Date.

e Confirm that the Admission Date is correct and adjust the Diagnosis Date to the Admission Date.
e Re-submit the file.

Be sure to update the file with the correct information for that client, otherwise the file will error out
again the next time it is run again with that client’s data.
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o Type of Diagnosis — An admission diagnosis with a different date already exists for this admission. This
means that an Admission Diagnosis already exists with a different date. You can only have one
Admission DX Date.

1. Select the Admission tab in the Navigator bar.

DEPARTMENT OF

MENTAL HEALTH AND ADDICTION SERVICES d rnﬁ\azé
STATE OF CONNECTICUT DMHAS Data Performance System
Tools ~ Home Client Profile Admission Services Periodic Assmt Co-Dccurring Assmt

* Type of Diagnosis - An admission diagnosis with a different date already exists for this admission.

DIAGNOSTIC SET

Effective Date: I].,-"24.-"2D].4 Diagnosis Type: ¥ admission  Update ¢ Discharge

Bookmarks
e n Gy AXIS 1 DIAGNOSES
AXIS 1
AXIS 2 Search By: & Code O Description
AXIS 3 New Diagnosis: | | search |
AXIS 4

Dx Code Diagnosis Primary Dx
AXIS 5 " — . .

314.01 Attention-Deficit Hyperactivity Disorder v LI l‘
Version
Test 3.1

AXIS 2 DIAGNOSES

Search By: & Code O Description

New Diagnosis:l m

Mo Axis 2 Diagnoses have been recorded ...

2. The Admission Date is 5/13/2013.

DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES d rnﬁ\a,é

A\ STATE OF CONNECTICUT DMHAS Data Performance System

Tools ~ Home Client Profile Diagnosis Services Assessments

ADMISSION INFORMATION

Program: |Gambling 069624 v| Admission Date: 05/13/2013
Primary Referral Source: |C:'er Community Referra v| Date of First Service Request:
Version
Tobacco Use: Yes No Unknown Pregnancy Status: Yes No ® Unknown

3. Select the Diagnosis tab and review the Diagnosis Dates in the grid.

f J DEPARTMENT OF
! MENTAL HEALTH AND ADDICTION SERVICES

STATE OF CONNECTICUT DMHAS Data Performance System

Tools ~ Home Client Profile Admission Services Assessments

DIAGNOSIS HISTORY

06/17/2013 Update l‘ @I
Version 06/17/2013 Admission Zﬂ @
05/13/2013 Update =2

%An Admission Diagnosis Date already exists for the client admission.

¢ If another DX Update is being made, the DX Type is ‘U’ not ‘A’. Update the file and re-submit.

Be sure to update the file with the correct information for that client, otherwise the file will error out
again the next time it is run again with that client’s data.



SERVICE INFORMATION SCREEN ERRORS

MINUTE BASED SERVICES

Non-Treatment Programs:

For any given month, ‘like’ services can be ‘batched’ on one record for that month for a client.

Example: A 30 minute face-to-face service provided 20 times during the month would be entered as follows:
Enter the Service Code (Example: T1016), enter the Start Date and End Date to reflect the entire month,
enter the total number of services provided in the ‘Service Unit’ field (20) and the total number of service
minutes for the Duration (600). (30 minutes X 20 Units = 600 Duration)

The Service Code will be listed (field #10 on file the format) and Start Date (#11) and End Date (#12)
should reflect the time period during the month that services were provided. Service Units (#13) should
contain the total number of services that were provided to the client. Duration (#14) should contain the total
number of minutes for that service that was provided to the client for that month.

fld# 10 fld# 11 fld# 12 fld# 13 fld# 14

Service Start Date End Date Unit Duration
|T1016|3/01/2015|3/31/2015|20|600|

*R

“&" The Start Date and End Date must reflect dates when the client was active in the program. A service
Start Date cannot be before the Admission Date and a service End Date cannot be after the Discharge Date.
This applies to all services for Treatment and Non-Treatment programs.

Services can be added after a client is discharged, however, the service must be dated on or before the
Discharge Date.

Treatment Programs:

Services must be entered for each day that the service was provided for Treatment programs and TCM
services. This allows DMHAS to better understand the service utilization for clients and evaluate the
‘connect-to-care’ that may occur for a client who is discharged from a higher level of care.

Example: A 30 minute face-to-face service (90804) provided 5 times during the month would be entered for
each day that the service was provided. The file input would be reflected as individual records for each
service as follows: (Each service for each day will have the same Start Date and End Date, the Service Unit
will be ‘1’ and the Duration will be ‘30’.)

Service Start Date End Date Unit Duration

[T1016|3/01/2015|3/1/2015|1|30]
[T1016|3/07/2015|3/7/2015|1|30]
[T1016|3/12/2015|3/12/2015(1|30
|T1016|3/19/2015|3/19/2015|1|30)
|T1016|3/25/2015|3/25/2015(130)

DAY-BASED / INCIDENT-BASED -The units of service must equal the number of days between

service ‘start’ and ‘end’ dates for Treatment programs for services provided on consecutive days. Example:
3/1/2015 to 3/25/2015 would be 24 Units. (25 -1= 24)

Service Start Date End Date Unit Duration

|90899|3/01/2015|3/25/2015|24|24|  (Units and Duration will be the same.)
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o Service End Date - Service End Date is greater than the currently discharged admission's discharge date.
This means that you are trying to add a Service dated after the client was discharged. Services can
be added after a client is discharged, but they must be dated before the date of the discharge.

1. Make a note of the client information, Service Type, End Date and Program name.
2. Select the CLIENT MGT button at the bottom of the file error screen.

i | DEPARTMENT OF
! N gay MENTAL HEALTH AND ADDICTION SERVICES Note Service Type, Dates d m,s

N\ STATE OF CONNECTICUT DMHAS Data Performance Syst and client information

Home

Client Profile Admission Diagnosis Services Periodic Assmt Co-Dccurrigy Assmt

* Sarvice Engd D

~Service End Date is greater than the currently discharge admission's discharge date.

Test Casev
S5N: 099000000 SERVICE INFORMATION
N

Brovider: Community Service: |HDDL5 - Intensive Cutpatient 4% V|
Renewal Team (CRT)

Start Date: [7/1/2010 (i3 End Date: |7/1/2010 B
Version
- Duration: I]. Days Service Units: IL

Service Location: |Pr|snn-Cnrrect|nnaI Facility “

3. The Client Management screen will display
4. Search on the Client's Name or SSN.
5. Select the Find Admission link for the client

3 | DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES
,Agov dnihas
STATE OF CONNECTICUT DMHAS Data Performance System

Tools ~ Homs Roster Management File Management Search on the client and

sele ind Admissions

. Provider: ‘Communlt‘_x Renewal Team (CRT) v‘
Version :
e i 5earchBY: ¢ | i Name ¢ ssn @ Advanced First Name: |test k
Last Name:|case
DOB: |
CLIENT(S) FOUND /
V4
Case Test 989000000 17171953 Find Admissicns Create New Admission

6. Note the Admission Date and the Discharge Date for the client’'s admission.

7. Select the Details link to go to the details of the client admission.

DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES Wr\f
dmhas

DMHAS Data Performance System

[Tools ~ HoS Client Management Roster Management File Management

CLIENT SEARCH

) Provider: ‘Community Renewal Team (CRT) v|
Version
[Test 1.7 SearchBY: € |ocijame © ssn © Advanced First Name: [test =Y
Last Name:lbase
DUB:I i

CLIENT(S) FOUND

,L Note the Admit Dt and the

- Case Test 983000000  01/01/1953 v Create New Admission Discharge Dt Select Details
ADMISSION{S) FOUND FOR: MARK LOMBARDD - SORTED BY ADMIT DT
Program(s): |ALL v|
Provider Program Status Admit Dt kﬁchamg Dt /
Community Sh Intensive Discharged 12/11/2009 01/26/2010 Details
Renewal Team Cutpatient
(CRT) 703735

8. The Client Profile screen will display reflecting the DDaP database data for that client admission.
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9. Select the Services tab.

DEPARTMENT OF

) 7 | MENTAL HEALTH AND ADDICTION SERVICES Select the Services tab
‘*@W drihas

% STATE OF CONNECTICUT DMHAS Data Performance System

[Tools ~ Home Client Profile Admission Diagnosis Services Assessments

Test Case - DEMOGRAPHICS
S50: 080000000 First Name: I Test Mid Initial: I Last Name: I Case Suffix:
Provider: Community
Reneval Team (CRT) SSN: I aga000000 SSH Unavailable Reason: Religion: |Prot
Bookmarks DOB: I 01/01/15953 DOBE Unavailable Reason: Marital Status: [Never married w
DEMOGRAPHICS
ADDRESS Ethnicity: [Non-Hispanic Primary Language: [English v Second Lang: |English b
TNSURANCE

; Veteran Status: _ Military Start Date: I Military End Date: I
Version

Race: White/Caucasian |

10. Enter the client's Admission Date in the ‘Service Start Date Between'’: field and the Discharge Date in
the ‘and’ date field.

11. Select the Search icon.

DEPARTMENT OF

MENTAL HEALTH AND ADDICTION SERVICES Enter the DISCharge Date and

select the Search icon dn’fﬁ\a'é

DMHAS Data Performance System

s © Home Client Profile Admission Diagnosis P
Test Case ~ SERVICES

SSi: 989000000 Service Start Date Between: |1_2,*]_1_,*2009 ] and 1/26/2010 ﬂ

B rt Community i3]

= | Team (CRT) /

Version Enter the Admission Date

““There are currently no Services for this time period for this client. Any Services that need to be added to
DDaP for this client must be dated between the Admission Date (12/11/2009) and the Discharge Date
(1/26/2010). The Service Date on the file submission is 7/1/2010, which is after the Discharge Date.

¢ Confirm the Admission you are working with and whether it should be opened or discharged.

e If the current Discharge Date is correct (1/26/2010), you need to start a new episode / admission and
enter the Services with the new admit date. Then, re-submit the file.

¢ If the client should have been discharged with a different date, you can do a Un-Discharge online and
then re-submit your file with the Services and the new Discharge Date.

Be sure to update the file with the correct information for that client, otherwise the file will error out
again the next time it is run again with that client’s data.
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¢ Service Start Date - The service start date must be greater than or equal to the admission date. This means
that you are trying to add a service before the Admission date. Services can be dated on or after a
client is admitted, but they cannot be dated before the Admission Date.

1. Select the Admission tab to review the Admission Date on the file.

DEPARTMENT OF

MENTAL HEALTH AND ADDICTION SERVICES d r‘rfﬁé'é
STATE OF CONNECTICUT DMHAS Data Performance System
Tools ~ Home Client Profile Admissi Diagnosi m Periodic Assmt Co-Occurring Assmt
CLIENT JOE™ * Service Start Date - The service start date must be greater than or equal to the admission date.
S5N: 051810119

SERVICE INFORMATION

Provider: Wheeler

Clinic Service: |MDDE4 - Drug Renewal Brief Visit

Version Start Date: Ier’ /2009 End Date: IlU-" /2009
Test 1.8 . . .

= Duration: I].U Minutes Service Units: I].

Service Location: |-- Select One -- v

2. Note that the Admission Date is after the Service Start Date.

DEPARTMENT OF

MENTAL HEALTH AND ADDICTION SERVICES d nﬁé’é
STATE OF CONNECTICUT DMHAS Data Performance System

Tools ~ Heme Client Profile m Diagnosis Services Periodic Assmt Co-Occurring Assmt
CLIENT JOE~ ADMISSION INFORMATION
SSH: 051810119
TearTiem T e = Program: |SA QP Flainville 620200 vl Admission Date: Ill;’lf2009
Clinic

Primary Referral Source: |Dept. of Social Services vl Date of First Service Request: ILL’ 1/2009
Version
[ Tobacce Use: & ves @ g O Unknown Pregnancy Status: " yves & no © Unknown

DISCHARGE INFORMATION
Discharge Date: I

Discharge Reason: |-- Select One -- v

MASS CORRECTION [l CLIENT MGT FILE MGT. FILE ERRORS RE-SUBMLTFILE . | s> | admission (D

3. Confirm the Admission Date for the client.

4. If the Admission Date is correct, select the Services tab and update the Service Dates to the Admission
Date and re-submit the file.

5. If the Admission Date is not correct and the Service Date is correct, update the Admission Date to the
Service Date and re-submit the file.

Be sure to update the file with the correct information for that client, otherwise the file will error out
again the next time it is run again with that client’s data.
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e Duration of Service - Required if services are provided in record - This means that there are services for
this record and the Duration is missing.

1. Confirm the service information for the client.

'3 | DEPARTMENT OF
A . -4! L7 g oV MENTAL HEALTH AND ADDICTION SERVICES d rn,ﬁ\ag

. TATE OF CONNECTICUT DMHAS Data Performance System
Tools ~ deT= Client Profile Admission Diagnosis m Periodic Assmt Co-Occurring Assmt
Chris Test = * Duration of Service - Required if services are provided in record.

i 123000123 3 5
== SERVICE INFORMATION
provider: Unitec
Servicas Inc Service: ‘Humg - Per Diem, Residential V|
ersion Start Date: [7/14/2010 = End Date: [7/12/2010 iici)
Test 1.8 Duration: Days Service Units: |1
Service Location: ‘,, Select One -- v

CLIENT MGT. FILE MGT. FILE ERRORS. RE-SUBMIT FILE == service @

2. Enter the Duration (Days) for the service. In this case, 7/14/2010 to 7/14/2010 would be 1 day.
3. Enter ‘1’ for Duration and Re-submit the file.

e Duration of Service - Invalid Duration
Duration of Service - Duration of Service cannot be equal to Service Units. This means that the Duration is
invalid (must be at least 6 minutes). 1 is not valid for the Duration.

'3 | DEPARTMENT OF
) : -4! N g oV MENTAL HEALTH AND ADDICTION SERVICES d mﬁ\ag

TATE OF CONNECTICUT DMHAS Data Performance System

[Teols ~ Home Client Profile Admission Diagnosis m Periodic Assmt Co-Occurring Assmt

CLIENT LOU~ * Duration of Service - Invalid Duration.
s50: 777133808 Duration of Service cannot be equal to Service Units.

Provider: Connaction SERVICE INFORMATION

Inc

Service: ‘HUUU? - Crisis Evaluation V‘

Version . l”— . I”—
[ — Start Date: [12/1/2010 B End Date: [12/1/2010 iz
Duration: |1 Minutes Service Units: I].

Service Location: ‘-- Select One -- v

~Enter the correct duration based on the Service listed. (Enter ‘60’ minutes) and Re-Submit the file.

e Service Code - H009 is not a valid response. This means that the Service Code on the file, for this
client, is incorrect.

ir | DEPARTMENT OF
oV MENTAL HEALTH AND ADDICTION SERVICES rn,—\,-
| 021/ dmhas
i - TATE OF CONNECTICUT DMHAS Data Performance System
Tools ~ Eom s Client Profile iS5 Di i m Periodic Assmt Co-Occurring Assmk
CLIENT MILTON™ ¢ Service Code - HODQ is not a valid response.
55 812209
-~ SERVICE INFORMATION
¢ Ability
d Disability Service: |-- Select One -- v‘
TSR 0002 - Per Diem, Inpatient et
HOO15 - Intensive Qutpatient

~Select the correct Service Code. (In this case, a ‘0’ is missing on the file — should be H0009)

Be sure to update the file with the correct Service Code for that client, otherwise the file will error out
again the next time it is run again with that client’s data.

50



PERIODIC ASSESSMENT SCREEN ERRORS

o Assessment Date - Assessment date must be equal to the Discharge date. This means that the Periodic
Assessment Date is less than or greater than the Discharge date.

1. Make a note of the client information (name, SSN, program) and the Periodic Assessment Date.
2. Select the CLIENT MGT button at the bottom of the file submission error screen.

DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES rn/-\,—
dmhas

DMHAS Data Performance System

Tools ~ Home Client Profile Admission Diagnosis Services Periodic Assmt Co-Occurring Assmt

Testing Error -

SSN: 323000000 * Assessment Date - Assessment date must be equal to the Discharge date.

PERIODIC ASSESSMENT
Assessment Date Note of the client information and
De/e/2010 == the Periodic Assessment Date

3. The Client Management screen will display.
4, Search on the Client’'s Name or SSN.
5. Select the Find Admission link for the client.

p d DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES
WC2gov dnihas

A\ STATE OF CONNECTICUT DMHAS Data Performance System

Homs Roster Management File Management SearCh on the c"ent SSN and
select Find Admissions

P er: Community
Renewal Team (CRT)

Bookmarks
PERIODIC ASSMT
SUBSTANCE ABUSE

B Provider: |alL v|
Version
Test 1.7 SearchBY: ¢ | ctname @ ssN 0 Advanced SSN:I 323000000 ﬂ
/
" Error Testing 323000000 v
Error Testing 323000000 Find Admis Create Mew Admissicn

S) FOUND FOR: SHEILA EYANS - SORTED BEY ADMIT DT

Program(s): |ALL v
Provider Program Status Admit Dt Discharge Ot
Community SA Intensive Discharged  07/15/2010 08/17/2010 Cetails
Renewal Team Cutpatient
(CRT) 703733

%The Discharge Date is 8/17/2010. The Periodic Assessment date on the file is 8/18/2010, which is
greater than the Discharge Date. The Periodic Assessment date cannot be greater than the Discharge Date.

¢ Change the Periodic Assessment Date on the file to the Discharge Date (8/17/2010)
e Re-submit the file.

Be sure to update the file with the correct information for that client, otherwise the file will error out
again the next time it is run again with that client’s data.
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e Drugs - Incorrect ranking. This means that a Drug Type is missing for one of the drugs listed for the
client. You must confirm which drug type is missing and make the correction.

DEPARTMENT OF

MENTAL HEALTH AND ADDICTION SERVICES d nf]é’é
STATE OF CONNECTICUT DMHAS Data Performance System
Tools ~ Home Client Profile Admission Diagnosis Services Co-Occurring Assmt

CLIENT RICK~™

1817777 * Drugs - Incorrect ranking.

PERIODIC ASSESSMENT

Assessment Date

10/1/2009 =

Bookmarks
PERIODIC ASSMT
SUBSTANCE ABUSE

Version
Training 1.7

Employment Status

‘Unknuwn v‘

1. The Drugs grid displays Rank 2 and Rank 3, but no Rank 1. There must be a Rank 1 or an error
displays.

DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES d rﬁﬁé’é
A% STATE OF CONNECTICUT DMHAS Data Performance System
Tools ~ Home Client Profile Admission Diagnosis Services Co-Occurring Assmt
ICLIENT RICK~
Es Supportive Interaction with Friends/Family
O Yes * No 0 Unknown
Bookmarks
PERIODIC ASSMT SUBSTANCE ABUSE
[PUBSTANCE ABUSE Client’'s Lifetime L of Prior Admissi to Inpatient/Residential Substance Abuse Treatment
fersion  Zero 0 One & Two ¢ Three ¢ Four
[Fraining 1.7
o " Five " = Five & Unknown
Client’s Lifetime N L of Prior Admissi to Qutpatient Substance Abuse Treatment
0 Zero 0 One 0 Two ¢ Three ' Four
" Five " > Five * Unknown
Drugs:
Marijuana, Hashish, THC 2 Smoking 20 11 @ ﬁ
Hallucinogens: , STP, 3 Oral o 20
- /swm(r' =T
| — T :
Drug -1 Select the Client Management button.
Rank 1 is
missing. E3 nmg = | eriadic ©

2. Make a note of the client Record ID and select the CLIENT MGT button at the bottom of the screen to
go into DDaP online to view the existing Drug Type data for the client.

3. The Client Management screen will display. Search for the client by SSN or Last Name.
4. Select Details for the client’s admission to go to the Client Profile screen.
5. Select the Assessments tab to go the Periodic Assessment screen in DDaP.
6. Scroll down and review the Drugs grid for the client. Three drugs display. Confirm the drugs are correct.
7. Make a note of the Rank 1 drug (Primary drug) that needs to be added to the file.

Note the g Crack 1 Smoking 5 13 &

Rank 1 Marijuawer-Tashish, THC 2 Smoking 20 11 2x

drug :tacllucinugens: LSD, DMS, STP, 3 Oral 0 20 @ &

[—so0 oeus—]

SAYE & EXIT CANCEL Periodic Azsessment

8. Select the CANCEL button to exit the screen.
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9. Select the CLIENT MGT button at the bottom of the screen and select the File Management tab.
10. The Errors in File Uploaded grid will display. Select the Errors link for the file.

11. Select View Errors for the client Record ID that has the drug ranking error and select Periodic
Assessment.

Errors in File Uploaded 3/21/2011 12:46 PM - CLIENT RICK

Client Admission

No Cliegt Errors Found ... No Admission Errors Found ...

Data Ttem

Axis V GAF
Scare

No Service Errors Found ...
Missing ngguired response.

Periodic Assessment Co-Oceurring Assessment
Lol = N No Co-Occurring Errors Found ...
Drugs Incorrect ranking.
o ©

12. Scroll down to the Drugs grid on the Periodic Assessment screen.
13. Select the ADD DRUG button.
|

Drugs: [bITT R AT 7Y Delivery Days Used in Last 30 nge First
Method Davs
Marijuana, Hashish, THC Smoking @E
Hallucinogens: LSD, DMS, STP, 3 Oral ]
o exl
ADD DRUG

14. The Add New Drug Grid will display.
15. Enter the drug information that you noted for the Primary drug listed in DDaP. Select 1 for Drug Ranking.
16. Select the SAVE button.

pokmarks
RIODIC ASSMT

BSTANCE ABUSE
Add New Drug

ersion
jaining 1.7

Drug Type: |Crack =l

Method of Delivery: [Smaking

Drug Rank: [1
Days Used: [5
Age First Used: I].3

Coave [l cance—|

17. The drugs will display in with the proper ranking as displayed in DDaP online.

Drugs: DT RRY S Delivery Days Used in Last 30 .nge First
Method Davs
Crack Smoking @ﬂ
Marijuana, Hashish, THC 2 Smoking 20 11 @ﬂ
Hallucinogens: LSD, DMS, STP, 3 Oral 0 20
Hal =l
ADD DRUG

%Drugs grid errors: If there are drugs for the client, all the data fields must be complete on the file with
the correct ranking, or an error will display. If the first or second Drug Type is missing on the file and others
are listed, those drugs will ‘drop off the file and a Drug Ranking error will display.

e Confirm the drug information for the client.
e Enter the drug information in the Drugs grid and Re-submit the file.

Be sure to update the file with the correct Drug information for that client, otherwise the file will error
out again the next time it is run again with that client’s data.
e Drug Method Use Field 1 - Required if corresponding drug type has a value. This means that the Drug
Method Used is missing for a drug for the client.
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DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES

dmhas

\ v
M CTov

DMHAS Data Performance System

[fools ~ Hems= Client Profile Admission Diagnosis Services m Co-DOccurring Assmi

ICLIENT RICK™
bBsn: 121817777 * Drug Method Use Field 1 - Required if corresponding drug type has a value.

PERIODIC ASSESSMENT

Assessment Date

[to/1/2003 gl

Bookmarks
PERIODIC ASSMT
ISUBSTANCE ABUSE

1. Review the Drugs grid at the bottom of the error screen to see which drug is missing the Delivery

Method.

2. If you do not know what the Drug Method Used (Delivery Method) should be for the client, select Client
Management button to go to the DDaP online screens and view existing drugs data for the client. Follow

the steps above to view the DDaP online data.

3. Once you have the correct Delivery Method for the client, select the open file= jcon for the drug.

Drugs:
Crack 1 5 13 E
Marijuana, Hashish, THC 2 Smoking 20 11 E
:tacllucinogens: LSD, DMS, STP, 3 Oral 0 20 E
4. Select the correct Delivery Method from the drop list in the Drugs grid.
. Ll . . . .
5. Select the save file icon for the drug being updated in the Drugs grid.
Drugs:
Crack |1 j |Inha|ati0nj s 13 E
Marijuana, Hashish, THC 2 Smoking 20 11 E
E;I;I:.lgilll:ogens: LSD, DMS, 3 Oral 0 20 E
6. The Delivery Method will display in the Drugs grid.
7. Continue to correct any remaining errors, or Re-Submit the file.
Drugs:
Crack 1 Smoking 5 13 E
Marijuana, Hashish, THC 2 Smoking 20 11 &
Hallucinogens: LSD, DMS, STP, 3 Oral 0 20 E

etc

L

.- 01455 CORRECTION. | CLIENT NGT. [ FILE HGT_ JJ_FILE ERRORS. | —

Perindic ()

“Drugs grid errors: If there are drugs for the client, all the data fields must be complete on the file for

each druqg or an error will display. (Be sure to have the correct ‘Rank’ for each drug.)

e Confirm the drug information for the client.
e Enter the drug information in the Drugs grid and Re-submit the file.

Be sure to update the file with the correct Drug information for that client, otherwise the file will error

out again the next time it is run again with that client’s data.
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¢ Drug Type Field-At least 1 drug type is required for clients with a Substance Abuse diagnosis in any Axis 1
field. This means that there is a Substance Abuse drug type on the Diagnosis screen for a treatment

program and no drugs are listed on the Periodic Assessment. There must be at least 1 primary drug
on the PA.

DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES

dnihas

STATE OF CONNECTICUT DMHAS Data Performance System

Tools ~ Hems Client Profile Admission Diagnosis Services Periodic Assmkt Co-Occurring Assmt

Client Test ~

Ssn: §T6000000 * Drug Type Field - At least 1 drug type is required for clients with a Substance Abuse diagnosis in any Axis 1 field.
EIEUiE =R G PERIODIC ASSESSMENT
Foundation Inc
Assessment Date
Bookmarks

PERIODIC ASSMT
SUBSTANCE ABUSE

|2f01f2011

1. Complete the two ‘Client’s Lifetime Number of Admissions....” questions if applicable.
2. Select the ADD DRUG button.

SUBSTANCE ABUSE

Client's Lifetime ber of Prior Admissi to Inpatient/Residential Substance Abuse Treatment

 Zero  One C Two ' Three ¢ Four

" Five " > Five ' Unknown
Client's Lifetime Number of Prior Admissi to Outpatient Substance Abuse Treatment

0 Zero  One  Two " Three  Four

¢ Five > Five ¢ Unknown

Drugs: No drugs recorded ...

ADD DRUG
EA MASS CORRECTION [l CLIENT MGT FILE MGT FILE ERRORS RE-SUBMIT FILE periadic D

3. A window will display for the drug type and other information.
4. Select the Drug Type and complete the remaining fields (all are required) and select SAVE.

Add New Drug
Drug Type: IDther COpiates and Synthetics ;I
Method of Delivery: |Inha|ation |
Drug Rank: |1 ;l
Days Used: ID
Age First Used: I].B
I SAYE CAMNCEL

5. The drug(s) will display in the Drugs grid.

L B Drug Type Delivery Days Used in Last 30 Age First
Method Days Used
0 e @

Other Opiates and 1 Inhalation
Synthetics
ADD DRUG
ﬂ MASS CORRECTION CLIENT MGT. FILE MGT FILE ERRORS RE-SUBMIT FILE periodic @

6. Continue to correct additional errors, if any, and RE-SUBMIT the file.

Be sure to update the file with all corrections for that client, otherwise the file will error out again
the next time it is run again with that client’s data.
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CO-OCCURRING SCREENING ERRORS

e Co-Occurring_ Assessment_Date - Date must be greater than or equal to Admission Date. This means that the
Screening Date is less than the Admission Date. The screening date must be equal to or greater than the
Admission Date.

1. Select the Admission tab.

DEPARTMENT OF

: .@oy MENTAL HEALTH AND ADDICTION SERVICES d rn,ﬁ\a,é

A s TATE OF CONNECTICUT DMHAS Data Performance System
Tools ~ Hems Client Profile Admissi Di. i Services Periodic Assmt Co-Occurring Assmt
TESTER TIM™ * Co-Occurring_ Assessment_Date - Date must be greater than or equal to Admission Date.

SSN: 821999111

CO-OCCURRING SCREENING DATE

Provider: Community
Mental Health

affiliates Screening Date

[zr1272008 2]

Bookmarks
DATE
VIENTAL HEALTH MENTAL HEALTH
SUBSTANCE ABUSE

i Mental Health Screening Used
Version . o
T—fivirs LT & Mental Health Screen Form III ' Modified Mini

" Declined {"' Medically or Clinically Inappropriate

Mental Health Screening Score

e

Have you ever lost considerable ts of v through bling or had probl at work, in school, with your
family and friends as a result of your gambling?
C Yes * No

2. The file Admission screen will display.
3. Review the Admission Date.

13 J DEPARTMENT OF
) MENTAL HEALTH AND ADDICTION SERVICES
£ MAgov drrinas

. TATE OF CONNECTICUT DMHAS Data Performance System
Tools ~ Homs Client Profile m Diagnosis Services Periodic Assmt Co-Dccurring Assmk
TESTER TIM~ ADMISSION INFORMATION
SSN: 821999111
il S Program: |Inten5iue ACTT Res Sup 603-265 v| Admission Date: |3,’L;’20L1 Jecicec]
Mental Health
Affiliates Primary Referral Source: |Dept. of Social Services v| Date of First Service Request: |3,.-’]_,.-’201.1. [
Version Tobacco Use: % vez © Ne © Unknown Pregnancy Status:  © ves @ g O Unknown
Training 1.8

DISCHARGE INFORMATION
Discharge Date: I B Discharge Reason: |-- Select One -- w

| <= |, r1ass correcTion. [l cLIENT MGT FILE MGT FILE ERRORS RE-SUBMIT FILE., [ s | Adrmission (@)

%The Admission Date is 3/1/2011. The Screening Date on the file is 3/12/2009. The Screening Date
cannot be less than the Admission Date.

e Confirm the Admission Date for the client and adjust the Screening Date accordingly.

e Correct any remaining errors in the file and Re-Submit the file.
Be sure to update the file with the correct information for that client, otherwise the file will error out
again the next time it is run again with that client’s data.
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e SA Screening Score - Required if SA screening field has a value of 1 or 2. This means that SSI Alcohol
and Drugs (1) or CAGE-Adapted to Include Drugs (2) is on the file and the Screening Score is not on
the file.

J DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES
LCAgov dnihas

k.1
ik
t" STATE OF CONNECTICUT DMHAS Data Performance System

Hems Client Profile Admission Diagnosis Services Periodic Assmt Co-Dccurring Assmkt

* SA Screening Score - Required if SA screening field has a value of 1 or 2.

b -
-

Tools

-
ECLIIE_\N;I—:‘I_)I;TQON CO-OCCURRING SCREENING DATE
Provider: Ability Screening Date
Beyond Disability
Institute |1U,’1;’2E|E|9
Bookmarks
DATE
MENTAL HEALTH
MENTAL HEALTH
ISUBSTANCE ABUSE Mental Health Screening Used
Version {* Mental Health Screen Form III ' Modified Mini
[Training 1.7 ¢ Declined (" Medically or Clinically Inappropriate
Mental Health Screening Score
I].S
Have you ever lost considerable amounts of money through gambling or had probl at work, in school, with your family and
friends as a result of your gambling?
 Yes * HNo

SUBSTAMCE ABUSE

Substance Abuse Screening Used

{" SSI Alcohol and Drugs {* CAGE- Adapted to Include Drugs

" Declined " Medically or Clinically Inappropriate

Substance Abuse Screening Score

—

MASS CORRECTION CLIENT MGT FILE MGT FILE ERRORS RE-SUBMIT FILE co-oceurring @)

% The Substance Abuse Screening Score is missing and is required for CAGE and SSI.

e Enter the Substance Abuse Screening Score.
e RE-SUBMIT the file.

Be sure to update the file with the correct Substance Abuse Screening Score for that client, otherwise
the file will error out again the next time it is run with that client’s data.

% The MH Screen Score is required if Form 11l or the Mod Mini is selected for the Mental Health Screening
Used. The following error will display: MH Screening Score - Required if MH screening field has a value of 1 or 2
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SERVICES ONLY FILE ERRORS

% E When the file is ‘Uploaded’, an alert icon & will display in the history grid if there are

|
|
‘ duplicate services on the file. Review the services in the file and update as needed. E

e Service End Date - Service End Date is greater than the currently discharged admission's discharge date.
¢ Service Start Date - Service Start Date is greater than the currently discharged admission's discharge date.

These errors mean that you are trying to add a Service with a Start Date and an End Date after the
client was discharged. Services can be added after a client is discharged, but they must be dated
before the date of the discharge.

1. Make a note of the client information, Service Type, End Date and Program name.
2. Select the CLIENT MGT button at the bottom of the file error screen.

DEPARTMENT OF

-_Cﬂov

MENTAL HEALTH AND ADDICTION SERVICES d rnrh\afé
STATE OF CONNECTICUT DMHAS Data Performance System
Tools ~ Home * Saervice End Date - Service End Date is greater than the currently discharged admission's discharge date.

* Service Start Date - Service Start Date is greater than the currently discharged admission's discharge date.

SERVICEIMND 3 == =
TRUETEST~ SERVICES-OMNLY FILE ADMISSION INFO
ESN: 435819912 First Name: |SERVICEIND Last Name: [TRUETEST
Provider: Bridges
SEN: [435619912 DoB: [3/10/1878 TR
Version Program: |Jai| Diversion 308-341 v| Admission Date: I]-D.’"]-.’"2U]-D JEEEEEE
Test 1.8
Provider Client ID: |2 Provider Record ID: |
SERVICE INFORMATION
Service: |90804 - Individual Psychotherapy (face to face) 20-30 min v|
Start Date: |2;2;2011 [EEEEEE| End Date: |2,*4,*201L JEEEEEEE
Duratien: ISU Minutes Service Units: |4
Service Location: |Communit',f Mental Health Center v|

Mass cORRECTION, [ cLIENT MGT. [ FILE MGT [ FILE ERRORS RE-SUBMIT FILE E service @)

3. Search on the client’s Last Name or SSN and select Find Admissions.
4. Make a note of the Admission Date (10/1/2010) and the Discharge Date (2/1/2011) for the client.
5. Select Details for that admission.

ADMISSION{S) FOUND FOR: SERYICEIND TRUETEST - SORTED BY A

Program(s): |ALL w

Brovider Brogram Status Admit Tt Discharge Ot

Eridges Jail Diversion Dizcharged 10/01/2010 02/01/2011 Cetails
309-341

6. The Client Profile screen will display.
7. Select the Services tab.

I d DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES
CAgov dmihas

STATE OF CONMECTICUT DMHAS Data Performance System

Tools ™ Homs Admission Diagnosis Services Assessments
SERVICEIND DEMOGRAPHICS

TRUETEST™ First Name: [SERVICEIND Mid Initial: | Last Name: [TRUETEST Suffix:
SSN: 435619912

Provider: Bridges

35N Unavailable Reasom: | “ Religion: |Cathaolic W

58



8. Any current existing services for the client will display.

"% STATE OF CONNECTICUT

|
L .gov

DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES

DMHAS Data Performance System

1

1

Tools ~ LEms Client Profile Admission Diagnosis
SERVICEIND SERUIBE
TRUETEST™ Service Start Date Between: |1/21/2011 and 4/21/2011 E ﬂ
Individual Peychotherapy (face to face) 20-30 min 02/01/2011 |02/01/2011 |20 Minutes
Version Intensive Quitpatient 02/01/2011 |02/01/2011 |1 Days
Test 1.8
Methadene Dosing 02/01/2011 |02/28/2011 |27 Incident |25
Brief Treatment 02/01/2011 |02/01/2011 |30 Minutes

1

dnihas

Assessments

x| 4

B B
B R B

9. Adjust the ‘Service Start Date Between and’ dates to the Admission Date (10/1/2010) and the Discharge
Date (2/1/2010) to see all services for the client.

Tools ~

% STATE OF CONNECTICUT

DEPARTMENT OF

DMHAS Data Performance System

MENTAL HEALTH AND ADDICTION SERVICES

[ar21/2011 EE Al

Home Client Profile Admission Diagnosis
SERVICEIND
T'}UET%ST' Service Start Date Between: IMT ﬁ and
SSNM: 435619912
Crisis Evaluation 10/01/2010
VerSioﬂn Intensive Cutpatient 11/01/2010
s Crisis Evaluation 12/01/2010
Individual Psychotherapy -45-50 minutes 01/01/2011
Per Diem, Residential 01/01/2011
Injection IV 0i/01/2011
Injection, Haloperidol, all doses 01/01/2011
Injection, Fluphenazine Decanoate, all doses 01/01/2011
Per Diem, Residential 01/07/2011
Individual Psychotherapy (face to face) - 45-30 minutes 01/15/2011
Individual Psychotherapy (face to face) 20-30 min 02/01/2011
Intensive Cutpatient 02/01/2011
Methadone Dosing 02/01/2011
Brief Treatment 02/01/2011

10/01/2010
11/30/2010
12/01/2010
01/03/2011
01/05/2011
01/05/2011
02/01/2011
01/05/2011
01/11/2011
02/01/2011
02/01/2011
02/01/2011
02/28/2011

02/01/2011

30 Minutes
20 Days
30 Minutes
90 Minutes
4 Days

3 Incident
31 Incident
3 Incident
3 Days

20 Minutes
20 Minutes
1 Days

27 Incident

30 Minutes

25
1

Assessments

B e 3 B B e ¢ B e B¢ B B X B¢

dmihas

EEERRERRERRERRER R R

““There are Services dated on or before the discharge date (2/1/2001) for this client. Any Services that

need to be added to DDaP for this client must be dated between the Admission Date (10/1/2010) and the
Discharge Date (2/1/2010). The Service Date on the file submission is 3/1/2010, which is after the Discharge

Date.

Be sure to update the file with the correct information for that client, otherwise the file will error out

Confirm the Admission you are working with and whether it should be opened or discharged.

If the current Discharge Date is correct (2/1/2010), you need to start a new episode / admission and

enter the Services with the new admit date. Then, re-submit the file.
If the client should have been discharged with a different date, you can do a Un-Discharge online and

then re-submit your file with the Services and the new Discharge Date.

again the next time it is run again with that client’s data.
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e Duration of Service - Invalid Duration. This means that the Service Duration is not valid.

v

% The Duration must be at least 6 minutes and no more than 1440 minutes.

DEPARTMENT OF

MENTAL HEALTH AND ADDICTION SERVICES
% dmhas

A\ STATE OF CONNECTICUT DMHAS Data Performance System

Tools ~ Home * Duration of Service - Invalid Duration.
SERVICES-OMLY FILE ADMISSION INFO
SERVICEIND ]
TRUETEST™ First Mame: |SERVICEIND Last Name: [TRUETEST

SSN: 435619912

SEN: |4356].9912 DOE: I3.u"10.:"1.9?9
Program: |Jai| Diversion 309-341 v| Admizzion Date: ILDI /2010

Version . . — _

Test 1.8 Provider Client ID: I: Provider Record ID: I

Service: |90804 - Individual Peychotherapy (face to face) 20-30 min
Start Date: [279/2011 |
Curation: IS— Minutes Service Units: IL—

Service Location: |Communit'_.f Mental Health Center v|

Provider: Bridges

End Date: |2/9/2011

Mass CORRECTION [ cLIENTMGT [l FILE MGT [l FILE ERRORS [l RE-SUBMIT FILE | s | sarice @

% Duration of 5 minutes is not valid. The Duration must be at least 6 minutes.

e Confirm the services on the file.
e Adjust the Duration to more than 5 minutes.
e Re-submit the file.

Be sure to update the file with the correct Duration, otherwise the file will error out again the next
time it is run with that client’s data.
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¢ Duration of Service - Service duration is invalid based on the 'from’ and 'to’' dates. This means that the
Duration is incorrect based on the number of days from the Start Date to the End Date.

i
% g NOTE: This rule applies to Incident based services, as well.

Example: 1/1/2011 to 1/5/2011: 5 days minus 1 day = 4 days (Duration = 4)

N J DEPARTMENT OF
| MENTAL HEALTH AND ADDICTION SERVICES
« Ll gov dmhas

STATE OF CONNECTICUT DMHAS Data Performance System
Tools ~ Home * Duration of Service - Service duration is invalid based on the 'from’' and 'to’ dates.
SERVICES-ONLY FILE ADMISSION INFO
SERVICEIND ) —
TRUETEST™ First Name: |SERVICEIND Last Name: [TRUETEST
SSM: 435619912
S5M: |435619912 COE: |3.,"1.U.,"19?9

Provider: Bridges

Program: |Jai| Diversion 309-341 v| Admizzion Date: ILDILQDLD
Version
Test 1.8 Provider Client 10: [17

Provider Record ID: I

SERVICE INFORMATION

Service: |HDDLQ - Per Diem, Reszidential

Start Date: I]_,.’]_,"2Dl].

End Date: I]_,."S,"2D].].

Duration: I].D Days Service Units: I].D
Service Location: |C0mmunit',.-’ Mental Health Center v|

MasS CORRECTION [ CLIENT MGT FILE MGT FILE ERRORS RE-SUBMIT.FILE.. | m>- | service @

% Duration of 10 Days is not valid. The Duration must be 4 days or less.

e Confirm the services on the file.
e Adjust the Duration to 4 Days.
e Re-submit the file.

Be sure to update the file with the correct Duration, otherwise the file will error out again the next
time it is run with that client’s data.
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o Duration of Service - Invalid Duration. This means that the Duration is invalid based on the Start and
End dates.

! If the Start and End dates are the same, then the Duration (Incidents) must be 1.
. NOTE: This rule applies to Day based services, as well.

N SRR

s

DEPARTMENT OF

Cloov

MENTAL HEALTH AND ADDICTION SERVICES d n'fﬁé’é
; STATE OF CONNECTICUT DMHAS Data Performance System
Tools ~ Heme * Duration of Service - Invalid Duration.

SERVICES-OMNLY FILE ADMISSION INFO

SERVICEIND _ —
TRUETEST™ First Name: |SERVICEIND Last Name: [TRUETEST

SSN: 435619912
SSN: |43561.99].2 CoE: I /10/1979
Frogram: |Jai| Diversion 309-341 v| Admission Date: ILDILIQDLD
Version _ _ _
Test 1.8 Provider Client ID: |2'5 Provider Record ID: |

SERVICE INFORMATION

Service: |J2680 - Injection, Fluphenazine Decancate, all doses

Provider: Bridges

Start Date: |2/21/2011 End Date: |2/21/2011

Duration: |2 Incidents Service Units: I].

Service Location: |Communit',f Mental Health Center v

Mass CORRECTION [l CLIENT MGT FILE MGT FILE ERRORS RE-SUBMITFILE | = | Serice @

% Duration of 2 Incidents is not valid. The Duration must be 1.

e Confirm the services on the file.
e Adjust the Duration to 1 Incident.
e Re-submit the file.

Be sure to update the file with the correct Duration, otherwise the file will error out again the next
time it is run with that client’s data.
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¢ Service End Date - Service End Date is greater than the currently discharged admission's discharge date.
This means that the service end date is greater than the client’s Discharge Date.

@ All service dates must be on or after the admission date and on or before the
f O Discharge Date.

1. You must review the client’'s Discharge Date in DDaP.

2. Select the CLIENT MGT button to go to the DDaP online screens to view client data.

DEPARTMENT OF

MENTAL HEALTH AND ADDICTION SERVICES d rrﬂ;]éfs-
DMHAS Data Performance System
Tools ~ Home * Service End Date - Service End Date is greater than the currently discharged admission's discharge date.
SERVICES-ONLY FILE ADMISSION INFO
SERVICEIND i — =
TRUETEST~ First Name: |SERVICEIND Last Name: [TRUETEST
t‘ ':_ 4331:_':;:2 SsN: 435619912 DOB: |3_.-'10_.-'19?9 JEEEEEE]
rovider: ridges
Program: |Jai| Diversion 309-341 v| Admission Date: ILD_-" 1/2010 EE
Version
Test 1.8 Provider Client ID: |3'_ Provider Record 1D: I
SERVICE INFORMATION
Service: |HDDL5 - Intensive Cutpatient v|
Start Date: |2_.-'1_.-'2011 T End Date: |2_.-'28_-'201.1 [EEEEE|
Curation: |2“ Days Service Units: |25
Service Location: |Ccmmunit',- Mental Health Center -
.= | riass correcTioN. [, cLIENT MGT . FILE MGT., . FILE ERRORS . . RE-SUBMIT FILE sl | Seruice (@)

3. Search on the client’'s Last Name or SSN and select Find Admissions.

4. Make a note of the Admission Date (10/1/2010) and the Discharge Date (2/1/2011) for the client.

ADMISSION{S) FOUND FOR: SERYICEIND TRUETEST - SORTED

Program(s): |.-:-‘|_L vl

Brovider Brogram Status Admit 0t Cischarge Ot

Eridges Jail Diversion Discharged 10/01/2010 02/01/2011 Cetails
309-341

“%" The discharge date is 2/1/2001 for this client. Any Services that need to be added to DDaP for this client
must be dated between the Admission Date (10/1/2010) and the Discharge Date (2/1/2010). The Service
End Date on the file submission is 2/28/2010, which is after the Discharge Date.

e Confirm the Admission you are working with and whether it should be opened or discharged.

¢ If the current Discharge Date is correct (2/1/2011), you need to start a new episode / admission
and enter the Services with the new admit date. Then, re-submit the file.

e If the client should have been discharged with a different date, you can do a Un-Discharge online
and then re-submit your file with the Services and the new Discharge Date.

Be sure to update the file with the correct information for that client, otherwise the file will error out
again the next time it is run again with that client’s data.
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e Service Start Date - The service start date must be greater than or equal to the admission date. This means

that the Admission date is before the Service Start Date. The rule is that Services cannot be dated
before the Admission Date (or after the Discharge Date).

/ This is an example of a file with Service Start and End Dates the same. If they were
; different and the End Date was before the Admission Date, an error would display for the
1 Service End Date as well.

DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES d rn,ﬁ\a,é

DMHAS Data Performance System

Tools Home * Sarvice Start Date - The service start date must be greater than or equal to the admission date.

SERVICES-ONLY FILE ADMISSION INFO
SERVICEIND . — -
FALSE™ First Name: |SERvICEIND Last Name: IFnLSE
S5N: 688118432
e o s5N: [688118432 pos: 4171872 I
Provider: Bridges

Program: |Menta| Health Qutpatient309210 v| Admizzion Date: |10/1/2010

Version
Tast 1.8 Provider Client ID: |'_ Provider Record ID: |

SERVICE INFORMATION

Service: |90804 - Individual Psychotherapy (face to face) 20-30 min v|
Start Date: IZS;T JEEEEEE End Date: INSIT JEEEEEE|
Duration: [20 | Minutes Service Units: [1
Service Location: |Co|-n|-nunit',f Mental Health Center v|

%The Admission date is 10/1/2010. The Service Dates are 2/5/2010, which is before the Admission Date.

e Confirm the Service dates for the client.
e Enter the correct dates for the Service.
e Re-submit the file.

Be sure to update the file with the correct information for that client, otherwise the file will error out
again the next time it is run again with that client’s data.

B B
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MASS ERROR CORRECTION PROCEDURES

When correcting error(s) on a file record, other records for that client in the file may have the same
error(s). There will be a Mass Error Correction option in DDaP that will allow you to correct all of these
errors at one time.

Mass Error Correction functionality will apply to:

Client Demographics (excluding Race and Insurance)

Admission (tobacco use, pregnancy status, etc.)

Co-Occurring Assessment

Periodic Assessment (excluding the 2 Substance Abuse questions and Drugs)

1. Follow the procedures listed under ERROR CORRECTIONS on the previous pages to make corrections
on the screen.

2. Make corrections on the screen.

3. Select the ‘MASS CORRECTION’ button.

DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES n{\’
dmhas

DMHAS Data Performance System

Tools ~ Eiome Client Profile Admissi Di. i Services Periodic Assmt Co-Occurring Assmt

* Gender - Missing required response.

CLIENT DORIS™
SSH: 331810104

Provider: United DEMOGRAPHICS

Services Inc

* Languagel - Missing required response.

First Name: [CLIENT wid 1nitial: | Last Name: [DORIS Suffix:
Bookmarks
DEMOGRAPHICS ssn: [331810104 S5N Unavailable Reason: Religion: [Cathelic -
ADDRESS
INSURANCE DOB: I10..’22,"].950 = DOB Unavailable Reason: Marital Status:
Version Ethnicity: Primary Language: |-- Select One -- “ Second Lang: |-- Select COne -- ~
Training 1.2

Weteran Status: Military Start Date: I = Military End Date: EE
Gender: Frovider Client ID: ICIlenM
Race! White/Caucasian ﬂ|

ADDRESS

Address 1: IIDD COLD STREET

Address 2: I
City: [WEST HARTFORD State: Zip: |nsm?
INSURANCE
Insurance:
Cther private insurance @ ﬂ

ADD.INSURANCE
rass CORRECTION. [l cuent mer [l Fie ot [l FILE ERRORS RE-SUBMIT FILE = cliant @

Select for Mass Error /

Corrections
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3. A pop-up window for Mass Correction will display:

- T=l
Mass Correction
S
ECIther records were found, for this client, that have the same errors(s] " "
Hjust fixed, Fer each data item, please check-off 'Fix All Recoerds' to save |
ryour change(s) on all records with the same error, "
d ‘Check’ records for
the Data Items to
— be fixed
Gender 3 7
Language 1 3 ™
Select to update all
records for Data Iltems

4. Verify the information displayed on the Mass Correction screen:

Data Item These are the fields you changed in the client record.
Count This is the count of the total batch records with errors.
Fix All Records Select this to correct all records for Data Items.

5. Click on the check box ™ next to the data item(s) in the Fix All Records column for the Data Items that
you want to change. (Click on the check mark to de-select item and not apply fix.)

6. Select UPDATE ALL to apply change(s) to the selected data items.

@ There is no ‘Undo’. Be sure that you want to apply these changes to all records.

7. Select the CANCEL button to cancel the mass change and return to Error Correction. Only the
change(s) you made to the first record will apply.

8. Repeat Steps 1 — 7 for any remaining screens that have errors and need Mass Correction.

9. Select the RE-SUBMIT button to re-submit the file once all Mass Correction has been completed for
each screen.
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10. Follow ERROR CORRECTION procedures for any remaining errors.
Mass Error Correction is not currently available for the following:

e Services. Each service record should be unique; therefore mass update functionality is not needed.
e Diagnosis (multiple selections made for this; possible future enhancement)

1. The following pop-up window will display if there are no candidates for Mass Correction:

L elemmas ErENNSNCY STATIE
=]
I Mass Correction

Select to close
the window
v

Mo candidates for mass correction found ...

| cLosE |

.- -

2. Select the CLOSE button to close the window.
3. Refer to the ERROR CORRECTIONS procedures on the previous pages to correct any remaining errors.
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RE-SUBMITTING A FILE

Once you have changed a value in a record containing an error, the status of the file will be updated. The
HISTORY OF FILES UPLOADED BETWEEN... grid will display.

\) " | DEPARTMENT OF

5 . MENTAL HEALTH AND ADDICTION SERVICES

S CAgov dnihas

STATE OF CONNECTICUT DMHAS Data Performance System

Tools ~ ey Client Management Roster Management & Managemen
LUPLOAD NEW FILE AND SUBMIT

Bookmarks

upLOAD # DDaP Standard File Format & Services-Only File

HISTORY

- Bl UPLDAD

e I [ Bowse . | ITTICTTNN

Test 1.4 File Received ¥ Submit File  Delste File
HISTORY OF FILES UPLOADED BETWEEN 9/21/2010 AND 10
Prouider:‘i“LL v| Uploaded Between: [5/21/2010 EBEf and [10/21/2010 EE 2
United Services 10/21/2010 09:24 (§) New Submit Celete
Inc.
United Services |10/21/2010 09:23 |10/21/2010 09:19 (i) Accepted 7 Accepted, 0 Errors Histery
Inc.
Bridges 10/21/2010 09:21 |10/21/2010 09:21 (j) , Updated 59 Accepted, 240 Errors Ee-Submit Errors
Sound 10/21/2010 09:10 |10/21/2010 09:09 (i) Errors 439 Accepted, 3 Errors Re-Submit |Errors
Community
Services Inc.
United Services |10/21/2010 09:07 |10/21/2010 09:07 (i) Cancelled 43 Accepted, 7 Errors Re-Submit
Inc.

To search for files that has been uploaded, do the following:

1. Select the Provider, if necessary.

2. Enter the desired dates in the ‘Uploaded Between’ fields. (The default is 30 days)
3. Select the Search ™ icon to display uploaded files.

The following is a list of file statuses and descriptions:

New New file uploaded, Select Submit or Delete.

Accepted Submission was successful. Select History link to view history, if desired.
Errors Select Errors link, review error messages and make fixes accordingly.
Updated File was updated and may need errors corrected. Then, Re-Submit File.
Cancelled File was cancelled, option to Re-Submit.

o If all errors have been successfully corrected, the status will display as Accepted.
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RECORDS SUCCESSFULLY LOADED

1. Once all error corrections have been made and no arrows display, select the RE-SUBMIT FILE button.

MASS CORRECTION CLIENT MGT FILE MGT FILE ERRORS RE-SUBMIT FILE

2. If all corrections are successful, All records in this file have been successfully loaded... will display.

d DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES
WCAgov dmhas

A\ sTATE OF CONNECTICUT DMHAS Data Performance System

VALIDATION PROGRESS FOR FILE UPLOADED 3/31 /2015 08:49 AM

Validating File v 1 Record(s) Accepted, 0 Record(s) With Errors

Version All records in this file have been successfully loaded.
Test 2.2

3. Select the FILE MGT button to go back to File Management to upload another file or to Log out of DDaP.
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DDAP PASSWORDS
To CHANGE YOUR PASSWORD ANYTIME, follow the steps below:
1. Click on the Tools menu on the Side bar on the DMHAS Suite of Applications Home page.

2. Select the Change Password option. DDaP will display the Change Your Password window:

Change Your Password

Current Password: |

Mew Password: |

Confirm Mew F'EISS'-.-'-.-'EIr'd:I

Change Password Cancel

Enter your Current Password and your New Password.
Enter your New Password again to Confirm.

Select the Change Password button. (Select Cancel to close out of the window.)

o o kW

The Change Password Complete window will display.

Change Password Complete

Your password has been changed!

\l

. Select the Continue button. Select DMHAS Data Performance (DDaP) to get into the DDaP application,
or Log out to log out of the application (See ‘Logging out’ below.)

LOGGING OUT OF THE DMHAS DATA PERFORMANCE SYSTEM

When you are finished working in the DMHAS Data Performance System (DDaP), you must
log out to ensure the confidentiality of the client data.

To logout, follow the steps below:
1. Click on the Home link on the Side Bar.
2. Once back on the DMHAS Suite of Applications screen, select Log out on the Side Bar.

3. Click on close (X) button on the upper right end of the screen.
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