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OVERVIEW

The Services-Only file allows users to upload a file to DMHAS containing service information only.

e The client identification data (Name, DOB and SSN) on the Services-Only file is used to match
up with the client’s admission that is already in the DDaP database. (The client admissions can
be created using the full Standard File Format process or the online data entry process.)

e Records that are accepted (no errors) will add and update service information in the
corresponding admissions in the DDaP database.

e Records that are not accepted must be fixed through the error correction process.

§
@ ; The client information supplied in the Service-Only file must correspond to an existing
! admission in the DDaP database. There must be a match on the Name, DOB and SSN that is
/
]
i

‘ on the Services-Only file and the existing Name, DOB and SSN that is in DDaP. If the client
data does not match, errors will display and must be fixed in order to successfully upload.

A

Services-Only records containing admission information not matching an existing admission in the
DDAP database will display errors and be rejected. These errors must be fixed in order to process the
file and update the services for the existing clients in DDaP.

The error correction process will allow non-matching admission information to be corrected, along with
errors associated with service data items. The Mass Correction process shall be available for the
admission identification data items only. The data must be corrected in the provider’s system, as well
or else errors will display again the next time the file is submitted.



SERVICE RULES AND PROCEDURES

FILE FORMAT

The following is the DDaP Services-Only File Format field values and requirements:

é The file must be formatted properly and the data must match the
; Services-Only file format values and requirements listed below.

:
:
:
:
£

Field # LEL Description Data Type | Required? Con_dltlonal Allowable Values
Element Requirements
Provider .
1 ID 3%5325’.5“'“" Numeric Y Provider ID
Provider .
2 Record ID secqrd IP in the AIpha.- N Any Alpha-numeric value
rovider’s system numeric
Provider | Provider’s unique Alpha-
3 Client ID | identifier for the numeric N Any Alpha-numeric value
(Client) | client
*Must be 9 .digit number, unique per
. _ provided if it client. No dashes, no
4 SSN Client's Social Numeric Conditional | was provided spaces, cannot have all
(Client) | Security Number with the original zeros in any digit group , or
admission 666-XX-XXXX, or from 987-
65-4320 to 987-65-4329
*%
Date prl\g\l:isdtel:ieif it Date range: Must be
5 D_OB C!lent's Date of (Enter date in | Conditional | was provided greater than the current
(Client) [ Birth mmiddlyyyy with the original date - 120 years. Must be
I less than current date.
date format) admission
Alpha only, allow hyphens,
Last Name | Client's Last allow apostrophe§, allow
6 (Client) | Name Alpha Y spaces, allow periods,
cannot be empty or contain
only spaces.
Alpha only, allow hyphens,
7 First Name | Client's First Alpha Y allow parentheses, allow a
(Client) | Name space, cannot be empty or

contain only spaces.

§ **If the original admission was uploaded with the client’s SSN and DOB, the Services-Only file must
 have the SSN and DOB, as well. A match is done for the client by Last name and SSN or DOB.
} ‘The client can not be found’ error will display if SSN or DOB is missing from the Services-Only file.




Data

Conditional

. o (o
Field # Element Description Data Type | Required? Requirements Allowable Values
Proaram ID ID number of Alpha- A Program ID for an active
8 (A drsr]lission) Program from NurFr’leric Y program. Date format is:
DMHAS Contract MM/DD/YYYY
Date must be greater than
Date on which date of birth where DOB is
. : Date not NULL, and greater than
Admission | Client was It t dat
9 Date | admitted the (Enter date in Y B s whore DOB fe
(Admission) | program entered | mm/ddlyyyy : I)I/ yﬁars wt elre be | 'S
in field #35. date format) S 80 18 oo
than or equal to current
date.
_ The code for a Any standard HCPCS, CPT
19 | Service Code | i ice given to Alpha- Y or DMHAS-defined non-
(Services) | " ient. numeric billable code
. Date The date value in this field
Service Start Ivi;‘?cf:ztsiﬁ;n _ must be greater than or
1 Date was aiven to a (Enter date in Y equal to the admission date
(Services) cliengtl mm/ddlyyyy and less than or equal to
' date format) the discharge date.
Minute based services
Date Service End Date must
Service End | The end date for _ equal the Service Start
12 Date the specific (Enter date in Y Date. Daily services
(Services) | service mm/ddlyyyy Service End Date must be
date format) less than or equal to
discharge date
. . The number of
13 Serwcg Units units of the Numeric Y A number between 1 and
(Services) ! 100
service
For "minute-based"
services, numeric values
must be greater than five
Duration of ;I;I:elg?gg:voi::e and less than or equal
14 Service _— ’ Numeric Y 3600. For "day-based"
. in minutes or . .
(Services) services, the numeric value

days, for a client.

must equal to the number
of days based on the ‘from’
and ‘to’ dates.




Field # EIData Description Data Type | Required? Confsl|t|ona| Allowable Values
ement Requirements
Clinician | The last name of Alpha only, allow hyphens, allow
15 Last Name | the clinician Alpha N apostrophes, cannot be empty
(TCM administering the or contain only spaces.
Services) | service to a client.
Clinician | The first name of Alpha only, allow hyphens,
16 First Name | the clinician Alpha N cannot be empty or contain only
(TCM administering the spaces.
Services) | service to a client.
. 1- Advanced Practice Registered
theclician Nurse (APRN)
Clinician administering a 2- Licensed Clinical Social
17 Credentials service Numeric N Worker (LCSW)
(TCM . 3- Physician/Psychiatrist (MD)
Services) (educatlgn 4- Physician's Assistant (PA)
degree, license). Y .
5- Clinical Psychologist (PSY)
96- Other
4-Homeless Shelter
9-Prison-Correctional Facility
11-Office
12-Home
14-Group Home
21-Inpatient Hospital
22-Outpatient Hospital
;I;lhd?cca(:idneg the 23-Emergency Room - Hospital
Service location, ¢.g 31-Skilled Nursing Facility
18 | LocationID | office, where a Alpha- N 49-Independent Clinic
(Services) client,receive da numeric 51-Inpatient Psychiatric Facility
service 53-Community Mental Health
) Center
55-Residential Substance Abuse
Treatment Facility
56-Psychiatric Residential
Treatment Center
57-Non-residential Substance
Abuse Treatment Facility
99-Other Place of Service
This is the
g:aarganizzl?oﬂt\;: A valid Axis | or Il diagnostic
Diagnosis | specific TCM code that is effective for the
Code for | service being client at the time of service.
19 Procedure | provided. Itisa5 Alpha- N -
e 1 numeric Refer to the DDaP Service Codes
(TCM digit field. This listing under Tools /
Services) | field is only used Documentation on the Side Bar

for Targeted Case
Management
services.

in DDaP for valid Dx codes.

Send only the number for ‘Clinician Credentials’ (field#17) & ‘Service Location ID’ (field#18). '

o



FILE FORMAT (Cont)
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

42" 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|1|30]

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

190899|3/01/2015(3/25/2015|24]24]  (Units and Duration will be the same.)
7




UPLOAD SERVICES-ONLY FILES

Once the data has been updated in your system and the data matches the file format correctly, the
Services-Only file can be uploaded and submitted in DDaP.

1. Log into DDaP and select the File Management tab.

2. Select the Services-Only File radio button, select the Browse button.

/
i | DEPARTMENT OF
oV MENTAL HEALTH AND ADDICTION SERVICES
i dnihas
STATE OF CONNECTICUT DMHAS Data Performance System
Home Client Management Roster Management File Management
UPLOAD NEW FILE AND SUBMIT
Bookmarks
vpLoan () DDaP Standard File Format O] Services-Only File
HISTORY
Test 2.3 — -

~
(2 Choose File to Upload

@@ .« Demofiles » Services Only -

Organize * Mew folder 5 M
=l Recent Places o Mame ° Date modified Type
; o | DDaP SERVICEg OMLY 3-20-2015.bet 3/23/201510:22 AM  Text Document Re-Submit | Errors | Delete
=l Libraries History
@ Docl..lments Re-Submit | Errors
Jzi Music History
[&=] Pictures History
E Videos History
History
1% Computer Re-Submit | Errors
& Local Disk [C:) Re-Submit | Errors | Delete
5 Groups (MWMHA- Re-Submit | Errors | Delete
. DOJ-IT-Meeds Re-Submit | Errors | Delete
I GPP History
| HavilandTrainil Re-Submit | Errors | Delete

) M86
8 Shared MMHA-C T

< m Re-Submit | Errors

Re-Submit | Errors | Delete

File name: DDaP SERVICES OMLY 3-20-2015.txt - [AI.I. Files ()

[‘ Open Iv] ’ Cancel

Re-Submit | Errors | Delete

Re-Submit | Errors | Delete

File Management

/

3. Select the desired file and select the Open button.

4. Once the desired file is listed in the ‘Browser’ window, select the UPLOAD button.
/

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

A\ STATE OF CONNECTICUT DMHAS Data Performance System

Home Client Management Roster Management File Management

UPLOAD NEW FILE AND SUBMIT

Bookmarks

::;:OAR[:. (O DDaP Standard File Format @Services—[}nly File

o |H:\HavilandTrainingRuum\Demu files\Services Only\DDaP SERVICES Ol  Browse... UPLOAD
Test 3.2




. Once the file is uploaded, it will display in the HISTORY OF FILES....grid as a ‘New’ status.

Hold your mouse over the Uicon to view the name of the file.

\‘I - DEPARTMENT OF
) ' | v MENTAL HEALTH AND ADDICTION SERVICES -~
e & "g0 dnihas

-

5
6. A small letter's’ will display next to the U'icon to show that it is a Services-Only file.
7

% STATE OF CONNECTICUT DMHAS Data Performance System

Tools ~ Home Client Management Roster Management & Managemen

UPLOAD NEW FILE AND SUBMIT
Bookmarks
UPLOAD

' DDaP Standard File Format ¥ Services-Only File
HISTORY

Browse. .. I m

Version I
Test 2.4 File Received ¥ Submit File Delete File

A small ‘s’ will display for
Services-Only files

Double click on the & to view the duplicate services

HISTORY OF FILES UPLOADED BETWEEN 3/12/20 Select Submit to submit the file.

Prouider:|i-\LL Uploaded Between:

Provider 4/12/2012 01:46 \.J‘& Alew

EEE and  Ja/12/2012 B 2

Sul:ms/ Celete

8. Analert & icon will display after uploading if there are duplicate services in the file.
9. Double click on the alert & icon to see the duplicate services.

Duplicate Services in File

HISTORY OF FILES UPLOA

File Uploaded 4/10/2012 09:33
Provider: [ALL

435619912 SERVICEIND 2/1/2011 |S0804 20
Provider Last Validati - TRUETEST
United Services |4/10/2012 10)| 435619912 |SERVICEIND 2/1/2011 [90804 20 lrs | Delete
— TRUETEST -
United Services |4/10/2012 10: brs | Celete
Inc.
Bridges 4/10/2012 10: m
VTS Tiimimaan ams

10.Make a note of the duplicate services, select the CLOSE button.

11.Adjust services on the file as needed. (If the second service is an update to the first, leave as is. If
not, see below.)

NOTE: Duplicate Services in the Same Day:

The DDaP system only allows for one distinct service record for a client in a particular program with
specific method of contact per day. This applies to Treatment and Non-Treatment programs.

When the same service record for a given client in a given program on a specific date is applied to the
database, the system will store the most recent record and will write the previous record to an audit file.

This will allow users to update client records, with the rule being the last (most recently updated)
service is considered the correct one. If a client received the same service in a program on the
same day, the services must be aggregated in order to account for both services on the file.

Example: Two 60 minute Case Consultation services (90887) provided on 3/5/2015:
Start Date: 3/5/2015 and End Date: 3/5/2015 (same dates in each field)
Duration: 120 (60 X 2) and Service Units: 2

The file would reflect as follows:
Service Start Date End Date Unit Duration

|90887|3/05/2015|3/05/2015]2|120|




SUBMIT SERVICES-ONLY FILE

Once the Services-Only file has been successfully ‘Uploaded’, it is ready to be submitted to DDaP.

1. Select the Submit File link to submit the file. (Select Delete to delete the file and Upload again.)

DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES rnﬁv-
dmhas

STATE OF CONNECTICUT DMHAS Data Performance System

Tools ~ JEic = Client Management Roster Management File Management

UPLOAD MEW FILE AND SUBMIT

Bookmarks Select Delete to delete the file.
UPLOAD ' DDaP Standard File Format ¥ Services-Only File

HISTORY

version I e

Tast 2.4 File Received ¥ Submit File Celete File

Select Submit to submit the file.

Provider: |ALL + | Uploaded Between: |3.-"].2;'2Dl2

Last Validation Uploaded Status

[e/12/72012 [

Provider 4/12/2012 01:46 Q) & . Mew Submit Celete

2. Once the file has been submitted, if there are errors, they will display in the ERRORS IN
SERVICES-ONLY FILE UPLOADED grid.

DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES
dnihas

A\ STATE OF CONNECTICUT DMHAS Data Performance System

Tools =
ERRORS IN SERVICES-ONLY FILE UPLOADED 4/10/2012 04:33 PM

Bookmarks Prov Rec ID Prov Last Name First Name Admit Date Program Status

RESULTS ;:I;'e“‘

Version 5964531 Admission 1 Client4 |DCRIS CLIENT 10/1/2009 Esgi;k Row 412-  |Errors Fix iew Errors

Testas 5964535 Admission 1 Clients |[EMMET CLIENT 10/1/2009 Esgi;k Row 412- |Errors Fix View Errors
5554540 Admiszion 1 Clients [EMMET CLIENT 10/1/2009 E&gis‘ck Row 412- |Errors Fix Wiew Errors
59645953 Admission 1 Clients [DALE CLIENT 10/1/2009 ESgiBCI-c Row 412- |Errors Fix Wiew Errors
5554567 Admission 1 Clients |[DALE CLIEMNT 10/1/2009 g&gi;k Row 412- |Errors Fix View Errors
5964981 Admission 1 Clients [DALE CLIENT 10/1/2009 g&giSCk Row 412- |Errors Fix View Errors
5565001 Admission 1 Clients [DALE 10/1/2009 g&giSCk Row 412- |Updated | Fix View Errors

Select RPT buttons to view the errors on the file.
ERROR DETAIL RPT Services-Only File Walidation and Errors

3. There are Reports that can be run to view the errors:

~Select the ERROR SUMMARY RPT button to view a Summary of the errors on the file.
~Select the ERROR DETAIL RPT button to view error Details for each client on the file.

10



FILE ERROR REPORTS

FILE ERROR SUMMARY REPORT:

This report will list a Summary of the errors:

File Error Summary Count
Batchld: 17496
Initial Upload Date: 3/19/2015 11:09:27 AM
Batch File Name Services-Only File 3-19-15 Client not found.txt
Total Count 9 Accepted Count 0
Processed Count 9 Error Count
Client
Last Name This client can not be found. 6
Services
Duration of Service Service duration is invalid based on the from and to 1
dates.<br />
Service Start Date The service start date must be greater than or equal to the 2
admission date.<br />
Service Start Date Service Start Date must be less than or equal to the Service 1
End Date.<br />

ERROR DETAIL REPORT:

Select the Error Detail Report button to see the clients who have the errors listed in the Summary.
File Error Detail

Batchild: 17495 Total Count: 9 Accepted Count: 0
Initial Upload Date: 31192015 12:21:32 PM Processed Count: 9 Emor Count: 9
Batch File Mame 25ervices-Only File 3-19-15 Client not found

no SSN_txt
Batch Provider Provider Program Mame Program Code  Last Mame First Name Error

Recordld Recordld Client id

10966837 Admission Clientd Social Rehab 309-280 309309230 DOREEN CLIENT Service Start Date - The service start date must be greater than
1 or egual to the admission date.

10966838 Admission Clientd Social Rehab 309-280  L309309230 DOREEN CLIENT Service Start Date - The service start date must be greater than
1 or egual to the admission date.

10966839  Admission  Clisntd Social Rehab 309-2580  L309309230 DOREEN CLIENT Sarvice Start Date - Service Start Date must be less than or
1 equal to the Service End Date.

Duration of Service - Service duration is invalid based on the
from and to dates.

10966831 Admission Clientd  Social Rehab 309-280 L309309280 DOREEM CLIENT Last Mame - This client can not be found.
1

10966834  Admission Client4 Social Rehab 309-280  L309309280 DOREEN CLIENT Last Mame - This client can not be found.
1

10966835  Admission  Clientd Social Rehab 309-2530  L309309280 DOREEN CLIENT Last Mame - This client can not be found.
1

10966832  Admission  Clisntd Social Rehab 309-2580  L309309230 DOREEN CLIENT Last Mame - This client can not be found.
1

10966836  Admission Client4 Social Rehab 309-280  L309309280 DOREEN CLIENT Last Mame - This client can not be found.
1

10966833  Admission  Clientd Social Rehab 309-2580  L309309230 DOREEN CLIENT Last Mame - This client can not be found.

1

11



FILE ERROR REPORTS (Cont.)

The report can be minimized so that you can refer to it as you are correcting errors:

e Select the ‘- * (minus sign) in the corner of the screen.

OR
it Sy Coun Bt cHd=17 455~ Report Viewer - Windows vt sporc | o
Csy v Export Report
File Error Summary Count
Batchld: 17496

Initial Upload Date:
Batch File Name
Total Count

Processed Count

3/19/2015 11:09:27 AM

Services-Only File 3-19-15 Client not found.txt

9 Accepted Count 0
9 Error Count 9

Client

Last Name

Services

This client can not be found.

Duration of Service
Service Start Date

Service Start Date

To PRINT the report:

e Hold your mouse over the bottom of the screen to view the selection bar.

Service duration is invalid based on the from and to
dates.<br />

The service start date must be greater than or equal to the
admission date.<br />

Service Start Date must be less than or equal to the Service
End Date.<br />

|
e Select the printicon to print the report.

N,

@ . Print the error report and refer to it to track error corrections in your system.

=

W ¢/

s

T

To CLOSE the report:

e Select the red X’ in the corner to close the report.

12
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HOW TO MAKE ERROR CORRECTIONS

1. Once the error report is minimized or closed, you will be back on the ERRORS IN SERVICES-
ONLY FILE UPLOADED ....screen.

2. Select the Fix link to go to the Services-Only File Admission Info screen to view and fix errors.

3. Select the View Errors link to view all the errors on that client record.

DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES

dmhas

DMHAS Data Performance System

ERRORS IN SERVICES-ONLY FILE UPLOADED 3/19/2015 11:09 AM

Bookmarks Prov Rec ID Prov Last Name First Name Admit Date Program Status
Client
RESULTS
ID
Version 10966813  |Admissicn 1 Client4 DOREEN CLIENT 10/1/2014  Social Rehab view Errors
309-280
Test 3.3
= 10966814 |[Admission 1 Clientd DOREEN CLIENT 10/1/2014  |Social Rehab Errors Fix View Errors
309-280
10966815  |Admission 1 Clientd DOREEN CLIENT 10/1/2014 | Social Rehab Errors Fisx \iew Errors
309-280
10966816 |Admission 1 Client4 DOREEN CLIENT 10/1/2014 |Social Rehab Errors iz View Errors
309-280
10966817 |Admission 1 Clientd DOREEN CLIENT 10/1/2014  |Social Rehab Errors Eix Wiew Errors
309-280
10966818 |Admission 1 Clientd| DOREEN CLIENT 10/1/2014  |Social Rehab Errors Fisx View Errors
309-280
10966819 |Admission 1 Clientd DOREEN CLIENT 10/1/2014  |Social Rehab Errors Fix View Errors
309-280
10966820 |Admission 1 Client4 DOREEN CLIENT 10/1/2014 |Social Rehab Errors Fizx View Errors
309-280
10966821 |[Admission 1 Client4 DOREEN CLIENT 10/1/2014  |Social Rehab Errors Fise View Errors
309-280

FILE MGT CLIENT MGT ERROR SUMMARY RPT ERROR DETAIL RPT RE-SUBMIT FILE Services-Only File Validation and Errors.

above the error(s).

4. When View Errors is selected, errors for that record will display. Select the Iir}k

DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES

DMHAS Data Performance System

Bookmarks
RESULTS

Version
Test 3.3

Errors in Services-Only File Uploaded 3/20/2015 08:35 AM - CLIEAT
OREEN

Client Admission
Mo Client Errors Found ... No Admission Errors Found /.

Service

Data Item Error

Service Start The service start date must be
Date greater than or equal to the
admission date.

|_cLose_ |G

13



5. Once the link is selected, the error(s) will be listed in red at the top of the screen.

6. Make the error corrections accordingly on the screen.

o CT DEPARTMENT OF
Y MENTAL HEALTH AND ADDICTION SERVICES
C2gov dnihas

20 STATE OF CONNECTICUT DMHAS Data Performance System

Tools ~ Home * Service Start Date - The service start date must be greater than or equal to the admission date.

SERVICES-ONLY FILE ADMISSION INFO

CLIENT DOREEN™ X
SSN: 421810122 First Name: |CLIENT Last Name:
Provider: ssN: (431810122 poB: [10/22/1958 | [
Version Program: |Socia| Rehab 309-280 v| Admission Date: i
Test 3.3 . . .

Provider Client ID: Provider Record ID:

SERVICE INFORMATION

Service: |HDDD? - Crisis Evaluation v|

Duration: Minutes Service Units:
Service Location: |Outpatient Hospital v
Ex . [l _ciient ner . Fie mer [l Fiie errors [l RE-SUBMIT FILE | g Sarvice (1)

@ If there are other records on the file that need error corrections,
you do not have to Re-Submit the file for every record. Use the
_arrow buttons to make corrections for each record.

7. Select the arrow button at the bottom of the screen to go to the next record to make error
corrections. (If there is an arrow pointing to the left, there are error(s) on the previous record.)

8. Continue to select the arrows and make the corrections on the screen until all errors are corrected.
9. Select from the following options displayed at the bottom of the screen:
RE-SUBMIT FILE: Re-Submit the file after corrections have been made for all records
FILE ERRORS: View file errors
MASS CORRECTION: Allows you to correct multiple SSN, Name or DOB errors for a client.
FILE MGT: Return to File Management to upload ‘New’ files or view File History

CLIENT MGT: Go to Client Management and search in DDaP to view client admissions.

“2 Hold your mouse over the information icon ') at the bottom of the screen to view file information.

Service \!;'

Record ID: 10966831
File Uploaded: 3/19/201512:21:32 PM
Last Validation: 3/19,/201512:21:34 PM

14



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).

1. The Admission date is 2/15/2015, but the service dates are 2/14/2015 (before the Admission Date).
2. Confirm the Service dates for the client.
3. Enter the correct dates for the Service and select the RE-SUBMIT FILE button.

' d DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES
& rgov dmhas

A\ STATE OF CONNECTICUT DMHAS Data Performance System

Tools ~ Home * Service Start Date - The service start date must be greater than or equal to the admission date.

SERVICES-ONLY FILE ADMISSION INFO

CLIENT Ted™
SSN: 871810106 First Name: Last Name: [Ted
Treiies san: (371810108 poB: [11/06/1982 | [
Version Program: |Socia| Rehab 309-280 v‘ Admission Date:
Test 3.3 -
Provider Client [D: | Clients Provider Record ID: |Admission 1
SERVICE INFORMATION
Service: |T1016 - Case Management w/ Client Face to Face v|
Start Date: |2/14/2015 End Date: |2/14/2015
Duration: Minutes Service Units:
Service Location: |Dutpatient Hospital v

MASS CORRECTION CLIENT MGT m FILE ERRORS RE-SUBMIT FILE g sarvice @)

% If there is an arrow at the bottom of the screen, there are more errors to review and correct.

7
% . In this example, once the Start Date is corrected, the End Date must be corrected, as well, or an error will display.
é

g s,

3 ﬂ DEPARTMENT OF
) MENTAL HEALTH AND ADDICTION SERVICES
pr & gov dmhas
#90 STATE OF CONNECTICUT DMHAS Data Performance System

Tools ~ Home * Service Start Date - Service Start Date must be less than or equal to the Service End Date.

SERVICES-ONLY FILE ADMISSION INFO

S i <
SSN: 871810106 First Name: | CLIENT Last Name: |Te
Provider: SSN: |871810106 DOB: |11/06/1982
Version Program: |Sucia| Rehab 309-230 v| Admission Date; |2/15/2015
Test 2.3 . . - . -

Provider Client [D: |Clients Provider Record ID: |Admission 1

SERVICE INFORMATION
Service: |T1016 - Case Management w/ Client Face to Face v|
Start Date: |2/15/2015 End Date: [2/14/2015
Duration: Minutes Service Units:

Service Location: |Dutpatient Hospital £

MASS CORRECTION CLIENT MGT m FILE ERRORS. RE-SUBMIT FILE g servica @)
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e 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 with an End Date after the client was discharged.

e Service Start Date - Service Start Date is greater than the currently discharged admission's discharge date.
This means that you are trying to add a Service with a Start Date after the client was discharged.

Services can be added after a client is discharged, but they must be dated before Discharge Date.

1. Make a note of the client information, Service code, Service Dates and Program name.

2. Select the Client Management tab at the bottom of the file error screen.

DEPARTMENT OF

m oV MENTAL HEALTH AND ADDICTION SERVICES

STATE OF CONNECTICUT DMHAS Data Performance System

_a"
Tools ~ Home * Service End Date - Service End Date is greater than the currently discharged admission's discharge date.

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

-
CLIENT Ted SERVICES-ONLY FILE ADMISSION INFO
SSN: 871810106
S5N: |871810106 DOB: [11/06/1982
Version
Test 3.3 Program: |Sucia| Rehab 309-280 v| Admission Date: [10/1/2014
Pravider Client 1D: |Clients Provider Record 1D: | Admission 1
SERVICE INFORMATION
Service: |T1016 - Case Management w/ Client Face to Face v|
Start Date: |10/3/2014 End Date: |10/3/2014
Duraticn: Minutes Service Units:

Service Location: |Dutpatient Hospital w

MASS CORRECTION CLIENT MGT m FILE ERRORS RE-SUBMIT FILE

dnihas

Service Q)

3. Search on the client’'s Last Name or SSN and select Find Admissions.

DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES

L\ STATE OF CONNECTICUT DMHAS Data Performance System

Roster Management File Management

CLIENT SEARCH

Tools = Home

dnihas

. Provider: |ALL v|
Version
Test 3.3 SearchBY: () | octname ® ssn O Advanced SSN:|871810106 x ﬂ
CLIENT(S) FOUND
Last Name First Name SSN DOB
TED CLIENT 871810106 11/06/1982 Find Admissions Create New Admission

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

Program(s): |ALL vl

Bridges Social Rehab Discharged 10/01/2014 10/02/2014 Details
309-230

4. The Admission Date is 10/1/2014 and the Discharge Date is 10/2/2014 for the client.

5. The Services-Only file has 10/3/2014 for the service dates (after Discharge Date). Adjust accordingly.
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e 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.

% This rule applies to Treatment programs for all services.

o+

Example: 10/1/2014 to 10/3/2014: 3 days minus 1 day = 2 days (Duration = 2)

= | DEPARTMENT OF
5 ! g oV MENTAL HEALTH AND ADDICTION SERVICES

29\ STATE OF CONNECTICUT DMHAS Data Performance System

SERVICES-ONLY FILE ADMISSION INFO
CLIENT Ted~

S EpriTE R First Name: [CLIENT

Providar: ssn: (871810106

Version Program: |Soc:ia| Rehab 309-280 v|
Test 3.3

Provider Client ID:

SERVICE INFORMATION

* Duration of Service - Service duration is invalid based on the 'from’ and 'to’ dates.

Last Name: |Ted

DOB: |11/06/1982 | [
Admission Date: |10/1/2014 B

Provider Record ID:

Service: |HDDDQ - Per Diem, Inpatient

]

Start Date: [10/1/2014 ecsizce|
Duration: Days

Service Location: |0utpatiant Hospital v

End Date: |10/3/2014 ]
Service Units:

. [ CLIENT. MGT. . EILE MGT... . FILE ERRORS. .l RE-SUBMIT. FILE.. |

dnihas

Service \')

The Duration’ of 3 Days is not valid. The Duration must be 2 days based on the ‘to’ (End Date) and

‘from’ (Start Date) dates.

1. Confirm the services on the file.
2. Adjust the Duration to 2 Days.
3. 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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NO MATCH ON CLIENT

e Admission Date - This admission can not be found.

This means that the admission date is not matching on the original client admission in DDaP. The
admission dates must match.

A ﬂ DEPARTMENT OF
| ! MENTAL HEALTH AND ADDICTION SERVICES
WK igov dmhas

STATE OF CONNECTICUT DMHAS Data Performance System

Tools ~ Home * Admission Date - This admission can not be found.

SERVICES-ONLY FILE ADMISSION INFO
CLIENT DOREEN ™~ X
SSN: 431810122 First Name: |CLIENT Last Name:

Provider: SSN: [431810122 DOB: |10/22/1958 B

Version Program: |Sucia\ Rehab 309-280 v| Admission Date: |10/3/2014 i
Test 3.3 . . S : A ==
Provider Client ID: |Clisnts Provider Record ID: | Admizsion L
SERVICE INFORMATION
Service: |H0007 - Crisis Evaluation v|

Start Date: [11/15/2014 End Date: |11/15/2014
Duration: Minutes Service Units:

Service Location: |Outpatient Hospital v

:: MASS CORRECTION m FILE MGT FILE ERRORS RE-SUBMIT FILE :: cerice @

1. Select the CLIENT MGT button at the bottom of the screen.

2. Search on the client and select the Find Admissions link next to the desired client.

A\l J DEPARTMENT OF
! ! MENTAL HEALTH AND ADDICTION SERVICES
i W& gov dmihas

STATE OF CONNECTICUT DMHAS Data Performance System

Tools ~ Homes dlient Management Roster Management File Management

CLIENT SEARCH

Provider: ‘ALL v|

Version

Test 2.3 SenEchiH Y O Last Name ® ssn O Advanced SSN:|431810122 ® M

CLIENT(S) FOUND

Last Name First Name SSN DOB
DOREEN CLIENT 431810122 10/22/1958 v Create New Admission

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

Program(s): |ALL v|

Bridges Social Rehab Cpen 10/01/2014 Details  Discharge
309-280

3. View the admission date. (Admit Date is 10/1/2014 in DDaP and 10/3/2014 on Services-Only file.)
4. Confirm the admission date and adjust the date on the Services-Only file or in DDaP accordingly.

5. Re-Submit the file until all records are successfully loaded.




e Last Name - This client can not be found.

This means that, either an admission has not been established in DDaP before the Services-Only file
was submitted, or there is a discrepancy in the Last Name, SSN or DOB for the client.

You will need to ‘Search’ for the client in DDaP by Last name, SSN or DOB to confirm that they have
been admitted in the DDaP system.

DEPARTMENT OF

MENTAL HEALTH AND ADDICTION SERVICES d nﬁé’é
L\ STATE OF CONNECTICUT DMHAS Data Performance System
Tools ~ Home * Last Name - This client can not be found.

SERVICES-ONLY FILE ADMISSION INFO
CLIENT DOREEN ~

S55N: 431810124

Provider: Bridges sSN: [431810124 DOB: [10/22/1958

Version Program: |Sncia| Rehab 309-280 v| Admission Date: |10/1/2014
Tast 2.2 ] —
Provider Record ID: |Admission 1

Provider Client ID: |Clients

SERVICE INFORMATION

Service: |T1016 - Case Management w/ Client Face to Face v‘

Start Date: [11/1/2014 End Date: [11/1/2014 i
Duration: Minutes Service Units:

Service Location: |Dutpatiar1t Hospital v

MASS CDRRECT.[ON |_Fuewmct [ Fue errors [ RE-SUBMIT FILE = T

1. Select the CLIENT MGT button at the bottom of the screen.
2. Search for the client in DDaP by the SSN.

\ J DEPARTMENT OF
[ I MENTAL HEALTH AND ADDICTION SERVICES
v Clgov drrihas

A\ STATE OF CONNECTICUT DMHAS Data Performance System

Tools ~ Home Roster Management File Management

Provider: |ALL v |

Version
Test 3.3 Snarchiiy: O LastMame ® ssn O Advanced SSN: k31810124 x M

| No clients found ...

3. If the client is not found by the SSN, do an Advanced search by the First Name and Last Name.

Al J DEPARTMENT OF
h [ | MENTAL HEALTH AND ADDICTION SERVICES
N Clgov dnihas

A\ STATE OF CONNECTICUT DMHAS Data Performance System

Tools ~ Home Client Management Roster Management File Management
CLIENT SEARCH
; Provider: |ALL v|
Version

Test 3.3 S=archiby: O LastName O ssN @ Advanced First Name: M
/ tast Name:fHoreen %]

Last Name First Name SSN DOB
DOREEN CLIENT 431810122 10/22/1958 Find Admissicns Create New Admission

CLIENT(S) FOUND
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. Compare the client data in DDaP with the data on the Services-Only file. In this case, the
SSN in DDaP is different from the one on the Services-Only file. (last number is different)

. Confirm which SSN is correct for the client.

. Ifthe SSN in DDaP is correct:

e Update your system with the correct SSN (Make sure that the full Standard File has the
correct SSN. Re-Submit the full with the correct SSN, if necessary.)

e Browse and Upload the Services-Only file in DDaP that has the corrected SSN.

e Submit the file until all records are successfully loaded in DDaP.

. If the SSN on the Services-Only file is correct:

e Contact EQMI (860-418-6601 or 6611) and ask to have the SSN updated in DDAP.
e Once itis correctin DDaP, ‘Re-Submit’ the Services-Only file until it is successfully loaded.

. If the client is not found through Last Name, SSN or DOB search:

e Confirm that the client was admitted in your system.

e |If the client is found in your system, locate the appropriate full Standard File in the DDaP
‘History of Files Uploaded’ grid and Re-Submit the file until it is successfully loaded in DDaP.

e Re-Submit the Services-Only file until all records are successfully loaded in DDaP.

. If the client was not added in your system,

e Add the client in your system

e ‘Upload’ and ‘Submit’ the full Standard File until it is successfully loaded in DDaP.
e Re-Submit the Services-Only file until all records are successfully loaded in DDaP.
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MASS ERROR CORRECTIONS

% Mass Correction can only be done for the Admission fields.

2

DEPARTMENT OF

| MENTAL HEALTH AND ADDICTION SERVICES
a__@v dnihas

STATE OF CONNECTICUT DMHAS Data Performance System

Tools ~ Home * First Name - Missing required response.

SERVICES-ONLY FILE ADMISSION INFO
SSN: 431810122 First Name: Last Name: |[DOREEN
iR SSN: [431810122 DOB: [10/22/1958 | EEE
Version Program: |Sucia| Rehab 309-230 Iv| Admission Date: [10/3/2014
Test 3.3 - =
Provider Client 1D: Pravider Record ID:

SERVICE INFORMATION

Service: |T1016 - Case Management w/ Client Face to Face Iv|

Start Date: [11/10/2014 End Date: |11/10/2014
Duration: Minutes Service Units:

Service Location: |0utpatient Hospital »

MASs CORRECTION Ml CLIENT MGT FILE MGT FILE ERRORS RE-SUBMIT FILE = service @

1. Make the correction on the screen and then select the MASS CORRECTION button to make error
corrections. ( Admission Information only)

2. The Mass Correction window will display.

rovider: Ability
eyond Disability .

ersion E COther recerds were found, fer this client, that have the same errors(s)
1just fixed, For each data item, please check-off 'Fix All Records' to save |

i_yuur change(s) on zll records with the same =srrer,

st 2.4

Data Item Count Fix All Records
First Mame 15 I

UPDATE ALL CANCEL

3. Select the UPDATE ALL button to make updates for that data item.

4. Continue making error corrections until the file is uploaded successfully.
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RE-SUBMIT FILE
1. Once the errors have been corrected, select the RE-SUBMIT FILE button.

DEPARTMENT OF
MENTAL HEALTH AND ADDICTION SERVICES
dnmihas

STATE OF CONMECTICUT DMHAS Data Performance System

Tools ~ Home Client Management Roster Management
UPLOAD NEW FILE AMND SUBMIT
Bookmarks
URLOAD ' DDaP Standard File Format s Services-Only File
HISTORY
i UPLOAD
version I T upLoAD |
Test 2.4
HISTORY OF FILES UPLOADED BETWEEN 3/12/2012 AND 4/12/2012
Provider:|A|_L v| Uploaded Between: I3.-"1.2.-"2D].2 and |4.-"1.2.-"2D 12 il
Last Validation Uploaded Status Disposition
United Services |4/12/2012 02:03  |4/10/2012 04:33  |(j) . Errars 1 Accepted, 7 Errors Ee-Submit | Errors
Inc. A
2. If there are errors remaining, the status will remain as Errors. /

3. Select the Errors link to go back to the Errors listing and View or Fix the errors.

HISTORY OF FILES UPLOADED BETWEEN 2/23/2015 AND 3/23/2015
Pru\rider:|A|_L v| Uploaded Between:

Last Validation Status Disposition
Provider 3/23/2015 02:30 |3/23/2015 02:30 |(i) . Updated |3 Accepted, 6 Errors Re-Submit | Errors
N~
If errors are viewed, but not correct, the Status will be ‘Updated’. /

Select the Errors link to go back to the Errors listing and View or Fix the errors.
Select the RE-SUBMIT FILE button when you are done correcting all errors.

Once a file has been successfully loaded into DDaP, ‘...successfully loaded.” message displays.
1

N o o A

DEPARTMENT OF

MENTAL HEALTH AND ADDICTION SERVICES d rnﬁéFS
STATE OF CONNECTICUT DMHAS Data Performance System
Tools ™ —— - ——
VALIDATION PROGRESS FOR SERVICES-ONLY FILE UPLOADED 4/12/20
Validating File ¥ 2 Record(s) Accepted, 0 Record(s) With Errors
Version All records in this services-only file have been successfully loaded.

Test 2.4

8. The status of the file will display as ‘Accepted’.

and [a/10/2012 3

History

9. The Services-Only data is now updated in DDaP.

% : Be sure to make the same corrections on your system or the errors will display ;
:when the file is uploaded the next time you send the data. ‘
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