I
DHCS

€

HealthCareSarwcas

Department of Health Care Services
(DHCS)

Full Service Partnership (FSP)
Data Collection & Reporting (DCR)

User Manual - Version 10.10
March 2020

Application Information and User Instructions



http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&docid=Y1nEOnA8LXr7JM&tbnid=1hOOvK2p0Psk_M:&ved=0CAUQjRw&url=http://techwire.net/case-study-merging-californias-health-and-human-services-technology-and-an-expanding-enterprise/&ei=DEhwUfXzO6bJiwLoh4GQBg&bvm=bv.45373924,d.cGE&psig=AFQjCNHgGSZZTJ9Ap_8R1FWVYr-fLxtJJQ&ust=1366399368108811

Revision History

Date Version | Description Revised By

02/21/2014 2.0 e Modified contact and website information Denon Foster
after DCR System was migrated to DHCS Miranda Siew
from DMH.

e Modified Chapter 8, 10 and 11 that are
related to KET.
e Updated Appendix B, Error Code

08/15/2017 3.0 Updated the document to reflect system and Jill Fay
functionality changes made.
09/15/2017 4.0 Updated links, references and formatting in Jill Fay
document.
10/25/2017 5.0 Updated the document to reflect new User Jill Fay
interface screen captures
11/05/2017 6.0 Removed duplicate and ITWS information Jill Fay
12/15/2017 7.0 Removed unnecessary links and added new Jill Fay
Figures and Tables.
01/05/2018 8.0 Adding information for “Home” page. Jill Fay
Adding Chapter: “How to become an County
Approver”
Reviewed and updating Chapter: “Managing
March 06/2018| 9.0 Added tips Jill Fay /
MHDATA
July /23/2018 10.0 Added updates and fixed page numbers Jill Fay
Nov. /7/2018 10.1 Added Template and updated links Jill Fay
Dec. /15/2018 10.2 Changes for FAQs, section 13.3.2 and ITWS Jill Fay
Feb. 1, 2019 10.3 Added changes from Program. Jill Fay

Created Appendix to include XML examples in

March 29, 2019| 104 Added FSP Group — View/Share functionality in Jill Fay
chapter 13.3.3.1

April 15, 2019 10.5 Updated document with formatting changes Jill Fay
received from MH Program.

June 15, 2019 10.6 Links in document are not working. Updated Jill Fay
links.

March, 2020 10.7 Minor Updates Mary Dodson
Removed FAQs to separate document BH Program

March 20, 2020| 10.10 Formatting issues fixed Jill Fay




Table of Contents

Table of Contents

1 Acknowledgements .......cccciiiiiiiiiiiiimuiiiiiiiiiinirese s s e s s s s s ansassaaes 6
2 Definitions and AbBreviations..........cccuiiiiriuuiiiiiiiiiiinni s se e 7
3 FSP DCR - Background INfOrmation......ccccecereeeereenierenneereeeetennereeneereaneesessersnseessnsesssssesssssesens 8
3.1 OVEIVIEW OF FSP PrOSIam c..ueeieiiiiiiieeitte ettt e ettt e ettt e st e e e st e e sttt e e sabteeesabteeesabaeesaabaeessabeeeesantaeesansaeessnbeeesnnns 8
3.2 HiSTOrY Of the FSP DCR ...ciiiiiiiiiiiet ettt ettt e sttt e e st e e e sttt e e s abe e e e sabteeesabaeesaabeeesanbeeeesstaeesansaeesnnbeeesnnns 9
3.3 Data Collection and Reporting FOrMS fOr FSP ......ccoiiuiiiiiiiiieiiiee ettt ettt e s e e s sbae e s sata e e snabeee s 10
4 System REQUIFrEMENTS ..cc.ireuiiiiiiiieiiiriiiiiiiiineiiriesieeisieesssrsessirssssrnssssrssssrsssssssnsssssssssens 11
4.1 Web Browser CONFIGUIATIONS ......uiiiieiiiiecciieeeceee ettt e e e e et e e e ettt e s eeee e e s sateeeasstaeeesstaeesnseeeesssaeeeennseeesnsenenn 11
5 Introduction to the FSP DCR Application........cccceeiiiiienniiiiinnniininnniiiiienninieeene. 16
T B YT o] oo o PP P PP PP PPPPPPPPPPPPPPPRPPRE 16
5.2 HOW tO ACCESS FSP DCR ...ciiiiiieiiieee ettt ertee ettt e ettt e e sttt e e sttt e s eate e e e sabbe e e embeeesaasseeesabbeeesanreeesennneeesanneeens 16
5.3 FUNCHIONS OF FSP DCR.....eiiiiiiiieeiiiee ettt ettt s sttt e sttt e e sttt e e s bt e e s s abeeessaabeeesnabaeesaasbaeesasbeeesnnbaeessantaeesssenenn 18
5.4 FSP DCR Data HIEIarChy ..ccocueiiiiiiiiiciiee ettt ettt sttt s bt e st e s sttt e e s bbe e ssasbeeesabbeeesnnbaeessantaeessseeann 22
T T Y € o T8 oL PO SRR 27
ST I O 1V {of] o =N o Ty o =11 o PSSP 27
5.7  Partnership AsseSSMENT FOIM (PAF) .....ooi i eiieeceies et e e et e e e tte e e ete e e st e e e e asae e e ssaeeeesseeesensseeeenteaesnsenenn 28
5.8 KeY EVENT TIACKING (KET) .eitieeiieiiteeeiieiieestee it esteeste e sttt esseessseessaeessseessseesseessseeseeessseessasensssesssensessnsesensessnses 28
5.9 QUArterly ASSESSIMENT (3IM) cuuviiiiieiiieiieeeiee st e st e st e st esteeseteesaae ettt e ssae e steessseeseeesseeesaeessseesaeensaeesaeenseeenses 29
5.10 Data ColleCtioN INTEIVAIS.....coiiii ittt ettt st e st e st e e s bt e s be e e beesbeeenbeesbaeeaeesabes 29
5.11 Data Reporting and Validation RUIES ........cc.uiiiieiie sttt e e rtee e s ae e e et e e esnsaeeesnsaeeesnnreeennns 32
6  The DCR USEr INterface .......cccceeiiiiienniiiiiinniiiiiiiniiiiiinniiiiiieiiemimssesmessseen 33
[ R 0 101 2 Y =T o U1 @] 4 o PSPPSR 33
6.2 SEANCRING fOr PAItNEIS ...eiiiiiiiieeetee ettt ettt e e sttt e e st e e s sabe e e e sabe e e s s baeessastaeessbeeeesabeeessntaeessseaenn 40
7  Creating Partnership Assessment Forms (PAFs) - Establishing Partners........ccceeeeveuncreannene 43
A R 7 N N1 o T o 1= I OSSP PP PP ORPRPPPPO 43
7.2 Mandatory Fields 0N @ PAF fOrM ...ttt ee et e e st e e e e e e e s aete e e ssteeeesntaeeeennneeesnnreaenn 43
7.3 Methods to Collect PAF Information from a Partner at INtake .......ccoceeiieiiiiiniineeeeeceeeec e 44
7.4  Certifying and Decertifying @ PAF @S COMPIELE ..c.uiiiiiiiiieieesieerteere ettt ettt sbe e 52
8 Creating Key Event Tracking FOrms (KETS) ....cccceereeuierennereennerennerrancerenneeeesersaseessnsessassesens 55
8.1 KET THME LIN@ ettt ettt ettt e e e ettt e e e e e e aab b et e e e e e e s abbeeeeeeee e e asaeaeeeeeesannnrbeeeeeeeeannreeaeas 55
8.2 Methods to Collect KET Information from @ PartNer...........eeeiiiiiiiiiii ittt 55
9  Creating Quarterly Assessment FOrms (3IVIS) ....c.ccieererieenerrennerenneerenncreennerenneerensesssnsessannnns 61
e I8 B 11V 1o o T I o T OO PP PPPPROTRN 61
9.2 Methods to Collect 3M Information from @ PartNer ........eeciiiiieeiie ettt s 61
10 Managing ActiVe Partners......ccciieeiiiiiiiiiiiiieiiiiiiiiiieeisreeiirsesisasisrsessiesssrssssssssssssanss 66
10.1 HOW 10 DEIETE @ PArtNer ... ecieiiiiiiieeiee ettt sttt sttt sttt st e et e st e e st e s bt e e bt e sabeeebeesabaeebeesabaeeseesabes 66
10.2 HOW t0 DiSCONTINUE @ PArtNer / INACHIVATE ....ccveeeveiiveeciee et ettt ettt et e eeteeeeteeeeteeeeteeenteeeeseeenteeeneeenees 69
10.3 VIeWiNg & ManNQAgINg PAFS ... ittt ettt e e ettt e e e e s e bttt e e e e s e anbbeeeeeeseaanbeeeeeaeeesannes 72
10.4 Viewing and Managing Key Event Tracking (KETS) ...vieiueiriieiieiriiesieesieeste et esreesreesaeeseteesaeeseaeesaeesnneas 75
10.5 VIieWing and Man@gINE 3IMIS ...couuieiieiiieesieesiiee st e sttt e site e sttt e siteestteesabeessteesateessteesabeessteessseensteessseensseesssesnseeas 78
11 Managing INactive Partners.......civeiiieeiiiieiiiieiiiiiiiiiiiieeiinseiinsesiearseiesssrssssrssssssasss 80

DCR-UserManual-V10.10-2020 Page |1



Table of Contents

11.1 Re-establish an Inactive Partner TIMEINE ......ii ittt st e 80
11.2 View an Inactive Partner’s CUrrent KET StatUs: ......occueeiiiiiieiniiiee e esitee st e e srirte e s stee e s siae e e ssaveeessbeeeesans 82
11.3 How to Reactivate a Partner / ReestablisShment..........ccvviiiieiiiiiiiieccee ettt et e 83
12 How to Become a COUNtY APPIOVEN ....ccceuiieiieiencrenieiiencsesiosiaiessssssassossssssassassessssssassassanss 85
12.1 DHCS processes the received County Approver Certification FOrmMS........coiviiiiiiiiiiiiniieeeceec e 85
13  Adding and Managing DCR USEIS ......c.ccceiiiieuuniiiiieneiinimnnsiinimenssisiimenssimesssssimsssssssesnsses 107
13.1 AAING NEW USEIS ...eeiiiiiiieeeiiie ettt e sttt e estteesseteeesstteeeesstseeeassasesassasaeasssaeeaassseesansesesasseesansssesssssneesnsseeen 107
13.2 ManNagINg EXISTING USEIS e e e e 112
133 Maintaining & ManagiNg GrOUPS ....c.ceiiuuuiiiieee ettt e e ettt e e e e s ettt e e e e s e e aabetteeeesessnbeeteeeeeesanbnnneeeeeesan 114
14 XML Batch File - Submission Introduction..........ccceeeceiiiiiiiiiiininnsiiiiiniinninn. 129
14.1 XML SChema Definition (XSD) ....uiiiiieceeeiieeiteeeriteeieesstee et e st e e te e s teesbeesbeesabeesabeessteesateessseesaseessseesnseesssens 129
14.2 Enrolling and Certifying a County for XML Data SUDMISSION.......ccoviiiiiiiiiieiiiiee et 135
15 Data Reporting OPtioNs ......civeeiiieeiiiiieiiiiiiiiiiiiiiiiiiiiieeiiieesiirasisisesirsssisssrssssrsssssses 139
15.1 Entering FSP Data Directly into the Online FSP DCR AppPlication ......cc.eeevcuiieeiiiiie e 139
15.2 Using Third Party Applications fOr FSP Data .......cc.eeiecuieeiiiiieeeiiee e eiteeeree e stte e et e e st e e e saae e e enaneessaneeeas 139
15.3 Selecting a Method of Data SUDMISSION ......eiiiiiiiiiiiie ettt sbae e s rabee e e sbeeeesaas 139
15.4 Accessing the FSP DCR Test Staging ApPlication......oc.uee ittt 139
ST 0 F- 1 7= 0o T 8 Tt oo 141
16.1 Correcting, Updating and Deleting a PAF with the Onlin@ FSP DCR ........uiiiiiiiiiiiiiee et erieee e 141
16.2 Correcting, Updating and Deleting a KET with the Onling FSP DCR .........coovviiiiiiciieeceee e eeee e 144
16.3 Correcting, Updating and Deleting a 3M with the Onling FSP DCR........ccoovieriiiiiiiieniiie et 148
16.4 Correcting Data through XML Batch Upload..........oouiiiiiiiiiniiiecciieecies ettt e e 151
16.5 Overview of Business Rules for Data CormeCtioN........ceuuriiiiirciieeiriiee et eette et e e siae e e satee e s saree e e sbeeeesaas 151
17 Data DOWNIOAd......cciiiiiiiuuneiiiiiiiiiiirianiiiiiininiresassssssssssensessssssssssssssssssssssssssssssssssssssnnes 153
18 Appendix A: Data Reporting and Validation RUles........c.ccceeeeeeerrenierenncreeneereeneeeeeneeeennenens 155
19 Appendix B: Batch SUBMISSION EFTOrS .....c.ccieeeeieeniereenieteeneetenereeneerenseeenserensesssssessansesens 160
20 Appendix C: Examples of XIML Batch Files........ccceiieeririeeeiienicieenierencreeniereeneeeeeneceennesennes 166
20.1 Example of @ PAF fOr @an AdUIL .......eei ittt ettt e s st e e e st e e e s snaee e sabeee s 166
20.2 e Taa] o] (oo L= T\ I oL = TR\ 2SS 178
20.3 EXamples of @ KET fOr @ OA ...ttt sttt sttt st site e sbe e sabe e sabeesabeesabeesabeesabeesabeesabaesaneesas 182

DCR-UserManual-V10.10-2020 Page |2



Table of Contents

Tab

Figure 1:
Figure 2:
Figure 3:
Figure 4:
Figure 5:
Figure 6:
Figure 7:
Figure 8:

le of Figures

DCR PrOCESS FIOW...iiiiiiuiiieiiiiiiie sttt sttt e sttt e sttt e e s st e e st eessaeseeesasseeeesansaeeesansseaesansseeesanssenenan 17
Session EXPIration WarNiNg ....cocoo oo ee e 18
DF =Y o 1T =T el o YU 26

DT 2 o g L= - =P 33
DCR HOMIE IMIBNU .ttt ettt ettt e e e e e sttt e e e e e s e st e et e e e e e saanssbeeeeeeeesannsraeeeeeesanan 34
SYSTEM MESSAZES TADIE c.ceiiiieeee e e e e e e e e st e e e e e e s e anareeeeeeeesennnrnns 34
Pending Partnership AsS@SSMENT FOIMI(S). ..c.uuiiiiiiiieieiiieeeeciieeeectee e eete e e e e cate e e e e eare e e e esaraeeeenraeeeas 35

Figure 9: Manage Partners with the 30 Day Key Event Notification ..........ccccceeeeeiiricciiiiceceee e, 36
Figure 10: The KET requires correction, click on KET History Date link.........ccccoiiiriieiiiccciieeeee e, 37
Figure 11: Quarterly Assessment(s) DUE TabIE ....ccueeiuieiiiiiiie ettt et e e e 38
Figure 12: Partnerships IMIBNU .......uviiiiciiie ettt et e e e re e e et e e e e saaae e e e s abae e e esnsteeeesnsteeeesnsteeaesnnees 38
FIUIE 13: TranSTErsS IMIBNU......uiiii ettt et ettt e e e e e st e e e e bt e e e e abaeeeeensaeeeesnstaeeeanstaeesannses 39
LT U Y 7 X [ o 11 TR Y 1= 1O PSP 39
FIUIE 15: HEIP IMIBNU ...ttt et e e et e e et e e et e e e e s abe e e e s nbaee e e ssaaeesansaaeeesnsseeesansses 40
Figure 16: Search for an ACtIVE Partner.. ... ittt e e e e ae e e e bre e e e sebee e e sanaeas 41
Figure 17: Results for Searching for an Active PartNer........cooucoviiiiiiiniiiiniee st 41
Figure 18: Search for an INactive Partner........uce ittt e e e e e e snre e e e enaeas 42
Figure 19: Admin. / Forms - Printer Friendly MENU.........ccoocuieiiieiiieiiieiie et esre et stee s eve v ereesrae v 44
Figure 20: Partnership / Add New Partner (PAF) MENU ......cceecueevieeiieeiiee e e eteesteesteestresaesresreeveessaessens 45
Figure 21: Partner's DOB and Partnership Date dialog boX.........cccoueeeeiiiiiieciieieccee e 45
Figure 22: Partnership INformation DOM@IN.........ccuuiiiiiiiiieeciiee ettt e e e e e are e e e e nre e e e eaneeas 46
Figure 23: Administrative Information — Highlighted fields are mandatory ........ccccceeecieeiccieeeccciee e, 48
Figure 24: Dialog Box: Store With PENdiNg STatUus .......cccueeeeiiiieiieiiieee et e et 49
Figure 25: Dialog Box: Assessment SUCCesSTUlly STOred ..........uvieeiiiiiiiiiieecee e 49
Figure 26: Link to View the Validation REPOIt......cc.ueiiiiiiiiieiiieee ettt e e e e e ree e e 50
T U N Ay A O[T T o T o o - Lo ST 51
Figure 28: Pending STatUus iS @ LiNK........ccueiiiiiiii ettt e st e e e tae e e e aae e e e s nae e e e enataeeeeaneeas 52
Figure 29: Certify CoOmMPIEte REASON .......uiiiiciiieee ettt ettt rtee e et e e e ate e e e s bte e s e aaeeeesnteeeeensteeasennees 53
FIgure 30: DECEILIFY @ PAF ... ettt e e et e e sttt e e s bae e e s baeeeensbaeaeesasteeeesasteeeesnses 54
Figure 31: Enter the Decertify REASON.......iii ittt e e e s sbre e e e ssree e s snnes 54
Figure 32: Admin. / Forms - Printer Friendly MENU.........ccoccueeiieiieniieiic et este e e saesae e sreeaeebae e 56
FIBUIE 33: Create @ NEW KET .. .. ittt ssssssssaassanes 57
Figure 34: Entering a New KET in the Key Event Tracking ........cooccvieeiiiiiee et 57
Figure 35: Dialog Box: Enter NeW KET Date......cccccuiieiiiiiie e eetieeesrite e eite e e sbte e e avae e s s svae e s e savaee e e saneeas 58
Figure 36: ENtering NeW KET - GET FOIM ..uuuuuiiiiiiiiiiiiiiiiiiiii i saaasanes 58
Figure 37: KET has been submitted With SUCCESS.....cciiiiiiiiiiiie e e 59
Figure 38: Admin. / Forms - Printer Friendly MENU.........cc.ooviiiieiiieiieeitee et ettt save v v v 62
Figure 39: Dialog BoX: G FOIMM....uuiiiiiiie ettt et e e e e ae e e e ae e s eabae e s enbaeeeenaseeeeennsenas 63
Figure 40: Enter New QUArterly ASSESSIMENT........uuiiiieiiiiciiiieeee e e e eeccrrrr e e e e e e e ratree e e e e e s essanrtaeeeeeessennnrrenneens 64
Figure 41: Success Notification fOr the 3M.........oiiii i e e 64
Figure 42: Manage ACtIVE PartnNers VIEW........uuuuuuuuuuueiiiiiiiiieieeiteiereretereraresesaraaaaerenaaanerannaananarannnnnnnnnnnnnnnnnnnns 66
Figure 43: Date LINK fOr @ PAF...... ..ottt e ettt e e et e e e et e e e e aba e e e e abee e e e nbeeeeeenseeeeenasenas 67
Figure 44: Enter Delete Reason and Click [Confirm Delete]........cccueieiiieieeiiiei e 68
Figure 45: Deleted Partners VIBW ......ccccuuieiiciieeeccieee ettt e ettt e e ettt e e e e eate e e e eabae s e esabaee e e nbaeeeenabeeaeennseeeeeansenas 68
Figure 46: INSErting @ NEW KET .....uuuuiiiiiiiiiiiiiiiiiiiii bbb aaae s aaaaaaaasasanasasannsnsasnnnnnnnnnnnnnn 69

DCR-UserManual-V10.10-2020 Page |3



Table of Contents

Figure 47: Date Completed Dialog BOX......ccccuiiiiiiiiieieiieeeciteeeecttee e s ete e e e esavae e e s sabaee s esabaeesesabaeeeennseeeassanenas 69
Figure 48: Partnership INformation VIEW ........coiiiiiii it e e e e e sarre e e e 70
Figure 49: Submitting @ DiSCONTINUAION ...cc.viiiiiiiiie e re e e e 71
Figure 50: Manage Active Partners - Drop-doWN MENU.......c.c.eeeeeiiiieeeiiiieeeeiiieeeeiireeeesveeesesveeseesaveeesssavenas 72
Figure 51: Manage ACtiVE PartnNers VIEW........uuuuuuueueueiiiiiiiiieieieeeieiereierererenernnennnnrnnnannnnannrannranannnnnnnannnnnnnn———.. 72
Figure 52: Outcomes AssesSMENtS Table ... e s e e 73
Figure 53: Selecting a PartnNer’s Name LiNK ........oocuiie ittt ettt e et e et e e vae e e e eatee e e e 73
Figure 54: Example of @ Validation REPOIT ........cciciiii ittt ettt e et e e ete e e e e ba e e e e aaee e e e eanaeas 74
Figure 55: Clicking the Save & ContinuUe LiNK .........ccoeeiiiiiiiiiiiiie e e et re e e e s e enrraeee s 74
Figure 56: Optional Selections for the PAF FOIM .......cccuiii ettt ettt e e e e e e e e 75
Figure 57: Manage Active Partners - Drop-dOWN MENU........ceeireeieeciiiiiieeeeeeeecrireeeeeeessscnnvneeeeeeessssnsssnssees 75
Figure 58: Outcome Assessments table: View/Update KET Status ........ccceeeveeeeiieeecieeecieeeciee e e 76
Figure 59: Enter KET INfOrmation VIEW .......c.ueii ittt e e et e e e earae e e e abae e e e eabae e e earaeas 76
Figure 60: Outcomes AsSESSMENTS TADIE ......uuiiiiiiiie et e e ee e e e ebe e e e e abee e e eeareeas 78
Figure 61: To Manage Partners with the Quarterly Assessment(s) DUE ........ccccvveecieeeiieeeiieeesie e 79
Figure 62: INaCtive Partners IMIENU .......uiiiiiiiiiiiiiieee ettt srrre e e e e s s st ee e e e e s sssaabtaeaeeesssassssrenaeenas 80
Figure 63: Outcomes AssesSMENt TablE......cuuiii i e e sbre e e e 81
Figure 64: Manage Inactive Partners with the INACTIVE Full Service Partners Webpage ........ccccceeeeuveenee. 81
Figure 65:Re-activate @ PartNership ..ot e e e e e re e e e nareeas 83
Figure 66: BHIS: Administration / Manage USEIS ........ccuveieeiieeiieeiieeereeteesteesteesieesssesseeseesseesseessesssnesnneens 107
Figure 67: Search for USErin BHIS ........uviiiiiiie ettt ettt ettt e e e bae e e e s bae e e e s nee e e enaneeas 108
T U N oY T X [o I T PSPPI 108
Figure 69: Manage User: Add User Profile VIEW .......coociiii ittt 108
Figure 70: User Created SUCCESSTUIIY......uiiiiiiii ettt s e e e e nee e e e e 109
Figure 71: Click "View" to view the User Profile........ccuee e 111
Figure 72: Manage Users: View User Profile - USer ROIES .......ccoocuviiiiciiie et 111
Figure 73: Manage Users View: Add User Role - Add NeW ROI€ .......cccuveiiiiiieiciiiie e 112
Figure 74: Administration IMIENU........oociiii ittt e e e e e ete e e s e eate e e s eatae e s enbeeeeenntaeesenneeas 112
FIBUIe 75: MANAEE USEIS VIBW ...uuuiiiuiiiiiiiiiiiiiiiiiii s aaanaann 113
Figure 76: Request for Deactivation 0f @ DCR USEI .......ccociiiieiiiiiie ettt et e e savne e e 114
Figure 77: Manage Groups - REIMOVE ........uuuuuuuuiiiiiiii s 115
Figure 78: Manage GrouPs - ASSIGN .........uuuuuuuuuiiiiiiiiiiieieieueueeereeerererererarararn———————————————————n—a—nnnnnnnnnnnnnnnnnnnnns 116
FIUIE 79: VIEW/SNAre FSP GrOUPS ..uveeiveeieteeeetee ettt eeteeeeteeeeteeeeeteeeeteeessseeessesessseesteseasseessesensesensseesnsesenes 118
FIBUIe 80: MANQEE GIOUPS ...uvuuvereuerereunreuuruunrerenernsenenesessnenneenssnsnsnnnnssnsnsnsnsssnsnssnnsnsssnsnsssnnnsnsnsnsnnnnnnnnnnnnnnnnnn 119
Figure 81: Manage GrOUPS VIEW ......uuuuuuuuuuiiiiiiuiiiiiuiiuieieneueneueaeassesaaesasasaeaseseaeaeaaaeeaaaaanaaaaaeaaanaeaannnnaaannnaannns 119
Figure 82:Groups - Add A Group to the COUNLY ......ccovciiiiiiiiiie ettt e e et e e e rae e e e 119
Figure 83: Add Group DIialog BOX......ccccuiiiiiiiiie ettt ettt e et e e e st e e e s ate e e e e bte e e e s aaeeeesneaeeenaneeas 120
Figure 84: Manage GrOUPS VIBW ......uuuuuuuuuuuiiiiiiuiiiiuiieieieueueaaeeeeeseesesasenasesanesessneaaanessannssnansensnsnnnnnnnnnnnnnssnnnns 121
T U o Yo [ = T ] oYU o PSPPSR 121
Figure 86: Edit GroUP DIalOg BOX....ccciiciieeiiiiiieeciieee e eiieee e ectee e e ecite e e e stte e e e satee e e sstaeessastaeeessaeesesseaeesnnsens 122
FIBUIE 87: IMANAEE USEIS ...ttt aan 123
FISUre 88: ASSIZN TO GrOUP ..uuiiiiiiiiiiiiiiiiitteeeeesiiiiiteeeeesssssattaeeeeeesssssssrtaeeesesssssssssseeseessssssssssseeeesssssssssssseeees 123
Figure 89: Assign Group to the USer DIalog BOX .....ccciiciieeiiiiiieicieee e cieee st e e etee e eree e e aae e e s nae e e e eaneeas 124
Figure 90: Manage GroUPS VIEW .....c.uuuviiiiiiiiiiiiiiiteee e sesiitteeeesssssiiateeeeeessssssssaeeeeesssssssssssessesssssssssssseees 125
Figure 91: VIiew User DIialog DOX.....ccic ittt ettt e ettt e e e et e e e e tta e e e eate e e e eateeeeennreas 125
Figure 92: Manage PSCS SUDMENU ........oiiiiiiiie ettt e ete e e e et e e e e ate e e e eate e e e enteeeeennreas 126
FIBUIre 93: MANQAEE PSC VIBW ....uueeiiiiiiiiiiiiii s sasasssannnnnsnnnnnannnan 126
Figure 94: Add PSC DIalog BOX.....c.ueeeiiciiieeeciiee ettt ettt e ettt e e e e ate e e e ette e e e eateeasenstaeeeenseeeeenteeeeennenns 127
Figure 95: Edit PSC DIalog BOX .....cueieeiiiiie e cciiee e ettt e ettt e ettt e e e ettt e e e eatee e e ette e e s eataeesenntaeesesteeeeesseeeeennsnas 127

DCR-UserManual-V10.10-2020 Page |4



Table of Contents

Figure 96: Edit PSC DIalog BOX ....ccueieeiiuiieeeciiiee ettt e ettt e ettt e e e tte e e s ettee e e satee e e sateeasenstaeeesnnteeeesnsenesennsenas 128
FIGUIE 97: DCR_5.3.XSU ..tiiiiiiiiieieiieee ettt e ettt e e ettt e e s ette e e e et e e e e e bte e e s ebteeeeestaeeeanstaeeeanstaeeeanseeeseaseneeennsenas 129
Figure 98: XSD file With STRTP INCIUAGM .......uvevieieee et aae e e e 130
Figure 99: DCR 5.3 Processed Results Errors FiNal ......cc.coeovcuiieeiiiiiii ettt 130
Figure 100: DCR Validation MatriCeS ... .uuiiiiiiicciiiiieee e ettt e et e e e e e e et re e e e e e e e e anntaae e e e e e seeansreaeeeas 130
Figure 101: Upload FSP XIVIL FlES.......uuuiiiiiei ettt ettt e ettt e e e e e e e st ae e e e e e e e eanntaae e e e e e sesnnnsanneeas 131
FIgure 102: NEW UPIOad ......uuiiiiieee e cciieiee ettt e e e e e e e e e ettt e e e e e e s e s nt s aeeeeaeeessanstaaeeeeeeeenannssanneeas 131
Figure 103: SUbMItting @ BatCh File .....uvuiiiiiiicceeee e e et e e e e e e reee s 131
Figure 104: Batch File Submitted SUCCESSTUILY .......ooiiiiiieeeee e e 131
Figure 105: Rejected BatCh FIle ...cc..eeeeeiieeeeeeeeeeee et e et e e s e e et e e e e e e e e annrreeeeas 132
Figure 106: View/Save Option iS VISIDIE........eiicieiieiee ettt et ete et e e e et e eeareeeteeeeneeens 132
Figure 107: Open OF SAVE the File........uviiiiiiee e e e e e e e et e e e e e e e e s nnrreeees 133
Figure 108: Sample Submission of PAF File with Usage Element Set to ‘P’.......cccoeveeeciireeeiieee e, 135
Figure 109: OULCOMES ASSESSIMENTS ...civiiiiiiiiiiitiittereteeteeeeeeeerereererrerrrree et 142
Figure 110: Correct or Update a PAF for an Inactive Partner.........ccoocuveviiciie et 143
Figure 111: Correct or Update a KET for an AcCtive PartnNer........cccueeivcieeeiiciiee ettt 144
Figure 112: Clear all Incorrect Information in a KET for an Active Partner .........ccoccceevceiniiiinieenieennieens 146
Figure 113: Correct or Update a KET** for an Inactive PartNer........cccccveeeieeccieeeciee e svee e 147
Figure 114: Correct or Update a 3M for an ACtive Partner .........c.ueoieerieiinieenieeeee et eee e 148
Figure 115: Clear all Incorrect Information in a 3M for an Active Partner.......ccccccceeeeeceeeevcieee e, 149
Figure 116: Correct or Update a 3M for an Inactive Partner .........cocceeveeeiieeniieceiieenee e 150
Figure 117: DOWNIOAA DAta ...uueiiiiiieeiiiiiie e cciiie s eeitee sttt e e etee e s e tee e e seata e e e s abee e e snbaeessnbaeeesnsseeeesnnses 153
Figure 118: RUN @ DOWNIOAA REQUEST .....ciiieiiiiiciiee ettt stee e s e ebee e e aree e e s sabe e e s s sarae e e enreas 154
Table of Tables

Table 1: Level of Access and Authority to DCR Webpages by User ROIES ........cceveeeeeecciiiieeeeie e, 21
Table 2: Available OULCOME DOMAINS. ....ciiiiiiiiiiiiiieeeiiee ettt e e s s e e s s e e s sseeeesssseeessseeeesssseeessnssenesan 28
Table 3: Access t0 the USer INTEITACE ... .uvi ittt e e ta e e snte e enaeesans 33
Table 4: Outcome Assessment Table for an INactive PartNer .........ccvvceeecie e 42
Table 5: Date iS OUL Of RANEE ... .uiiii ettt ettt e e ettt e e ee e e e e e bt e e e eeabeeeeesseeeeensseeeeansseeeeanreeanan 61
Table 6: Level of Access and Authority to DCR Webpages by User Roles.........cccoeeeveieeiiccieeeccciee e, 110
Table 7: Batch SUDMISSION EFTOIS .oo.viiiiiiiiiieeiie ettt ettt st ste e st esbe e sbae s sabeesbaeesabeesabaesnaseesbeeenns 160

DCR-UserManual-V10.10-2020 Page |5



Chapter 1: Acknowledgements

1 Acknowledgements

We would like to acknowledge the input and materials from various people and organizations.
Many documents created by the California Department of Health Care Services (DHCS) were used
as sources and resources for the production of this manual.

In addition, various people from DHCS assisted the production of this manual by providing
information, reviewing and approving the content of the manual.

Special thanks to members of Mental Health Data Alliance, LLC (MHData) for providing valuable
input and knowledge throughout the document.

DCR-UserManual-V10.10-2020 Page |6



Chapter 2: Definitions and Abbreviations

2 Definitions and Abbreviations

Term Meaning

3M Quarterly Assessment

ADL Activities of Daily Living

Adult Adults of Ages 26 - 59

Child/Youth Children of Ages 0 - 15

CSl Client Services Information

CVI Complete Variable Index

DCR Data Collection and Reporting

DMH California Department of Mental Health
DHCS California Department of Health Care Services
FSP Full Service Partnership

FY Fiscal Year

IADL Instrumental Activities of Daily Living
KET Key Event Tracking

MH Mental Health

MHSA Mental Health Services Act

MHBG Mental Health Services Block Grant
MHP Mental Health Plan

MHSIP Mental Health Statistics Improvement Program
Older Adult Older Adults of Ages 60+

PAF Partnership Assessment Form

Partner A Client of the Full Service Partnership
PC Penal Code

POQl Performance Outcomes and Quality Improvement
ro Read Only (Authority)

RO Read Only (Role)

rw Read/Write (Authority)

RW Read/Write (Role)

SED Seriously Emotionally Disturbed

TAY Transitional Age Youth (Ages 16 — 25)
TOC Table of Contents

WIC California Welfare and Institution Code
XML Extensible Markup Language

XSD XML Schema Definition

YSS-F Youth Services Survey for Families
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3 FSP DCR - Background Information

3.1 Overview of FSP Program
County Mental Health Plans (Counties) receive State-based funding for Mental Health services as
a result of California Proposition 63 (now known as the Mental Health Services Act or MHSA),
passed in November of 2004.
MHSA provides increased funding to support California’s County Mental Health programs.

The MHSA imposes a one percent income tax on personal income in excess of $1 million to
address a broad continuum of prevention, early intervention and service needs and the necessary
infrastructure, technology and training elements that will effectively support this system, with the
purpose of promoting recovery for individuals with serious mental illness.

Counties develop customized plans for Mental Health Partner service in accordance with State
requirements, including that it must provide for significant local stakeholder input and
involvement.

MHSA also funds a special program called the Full Service Partnership (FSP).
FSP programs provide a full spectrum of Mental Health services to:
1. Children/youth (ages 0 — 15).
2. Transition age youth (TAY) (ages 16 — 25) who are seriously emotionally disturbed.
3. Adults (ages 26 — 60).
4. Older Adults (ages 60+) who have a serious mental disorder; all of which are referred
to as Partners in the program.

Note: Additional criteria, described in Welfare and Institution Code (WIC) §5600.3, must also be
met.

A basic principle of the program is its flexible funding, which assures that counties may provide
whatever services are necessary to help the individual access needed resources.

Services offered by local programs include:
e Assessing the individual’s needs

e Providing shelter/housing

e Establishing identification and legal assistance needs

e Providing food, clothing, showers, medical, psychiatric, dental care, alcohol/drug
treatment, and social rehabilitation.
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3.2 History of the FSP DCR
The MHSA Section 5892(d) allowed investing some portion of the MHSA funds on administrative
(technological) needs to ensure adequate research and evaluation regarding the effectiveness
of services being provided and the achievement of the outcome measures.

In 2005, the Department of Mental Health (DMH) was permitted funding to develop the FSP
Data Collection and Reporting (DCR) system.

By January 1, 2006, the interim FSP DCR was available for county use, and 10 counties used the
interim FSP DCR.

In June 2007, an enhanced version of the FSP DCR was made available, which allowed counties
to key-enter data or upload data via XML batch upload. DMH worked with counties to develop
data validation rules, fixes and enhancements to the FSP DCR as reflected by the updated
versions of the FSP DCR released in:

July 2007, October 2007, February 2008, March 2008, May 2008, July 2008, September
2008, October 2008, March 2009, April 2009, July 2009, October 2009, January 2010,
March 2010, June 2010 and October 2010

This user manual for the FSP DCR currently reflects capabilities in the FSP DCR for Version 3.5.5
released October 2017.

The FSP DCR system was migrated to the Department of Health Care (DHCS) from DMH. Because
of this, the acronym DMH has been replaced with DHCS. However, there are still areas of the
organization that are still referred to as DMH for purposes of clarification. DHCS is currently
maintaining and supporting the system.
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3.3 Data Collection and Reporting Forms for FSP
Counties report Partner information and outcomes of the FSP program directly to the FSP DCR
system. Current regulations require:

e Counties to collect Partner outcome FSP data (CCR Title 9 § 3620.10) and submit it to
DHCS within 90 days (CCR Title 9 § 3530.30).
e Counties submit data for three different types of Partner assessments into the FSP DCR
through an online interface or by XML file submission. Through the FSP DCR system:
1. The Partnership Assessment Form (PAF) gathers baseline information about the
Partner
2. The Key Event Tracking (KET)
3. The Quarterly Assessment (3M) gather follow up information.
The questions on the each of the PAF, KET and 3M forms may differ slightly depending on the
four age groups:

1. Child/Youth (ages 0 — 15). DCR Tip:

2. TAY (ages 16 — 25). Be sure to memorize
3. Adult (ages 26 - 60). these age groups!
4. Older Adult (ages 60+).

There are individual forms for each Partner assessment type and age group, resulting in 12
different forms for data collection:

1. PAF for Child/Youth.
PAF for TAY.

PAF for Adult.

PAF for Older Adult.

HwnN

KET for Child/Youth.
KET for TAY.

KET for Adult.

KET for Older Adult.

© N o U

9. 3M for Child/Youth.
10. 3M for TAY.

11. 3M for Adult.

12. 3M for Older Adult.

Note: Go to the Full Service Partnership (FSP) Data Collection and Reporting (DCR) Data Dictionary
document for an example of each form. This document in under Construction.
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Chapter4: System Requirements

4 System Requirements
Workstations must meet system requirements as noted in this chapter.
1. Microsoft Windows Operating System using Internet Explorer version 11 or later.
2. Minimum 1024 x 768 recommended resolution.

4,1 Web Browser Configurations
There are also a number of web browser configurations that must be made:
1. Adding BHIS as a Trusted Site
2. Configuring the Pop-up Blocker
3. Enabling Cookies in Internet Explorer

4.1.1 Adding BHIS as a Trusted Site
Click on the Tools menu by clicking on the Gears Icon
1. Select: Internet options.

=10l x|

~

R -
Print 4
File »
Foom (110%:) »
Safety 3
View downloads Ctrl+1

Manage add-ons
F12 developer tools
Go to pinned sites

About Internet Explorer [ g l

Figure 5: Tools Menu
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2. Select the Security tab.
3. Select “Trusted sites” from the available security zones.
4. Click [Sites].

21

General Security |Priu'aq1I I Conbentl Connections | Programs I Advanced |

Select a zone to view or change security settings.

@ & v O

Internet  Local intranet Restricted
sites
Trusted sites
_ . " Sites
\j This zone contains websites that you
g trust not to damage your computer or
your files.

~Security level for this zone
Allowed levels for this zone: Al

- [ - Medium
I - Prompts before downloading potentially unsafe

4 content
_T_ -Unsigned ActiveX controle will not be downloaded

I~ Enable Protected Mode (requires restarting Internet Explorer)

Custom level... Default level |

Heset &l zones to default [evel |

oK I Cancel | Appli |

Figure 6: Internet Options

1. Enter the BHIS website: https://bhis.dhcs.ca.gov, to Add this website to the zone textbox.
Note: Do not forget that the website address should start with: https (you might have to add the’s’!)

2. Click [Add]. This website should now be shown under Websites.
3. Click [Close] and [OK].

4 Vou can add and remove websites from this zone. All websites in
% this zone will use the zone's security settings,

Add this wehsite ko the zone:

[ httpsh/rappdir.dhes.ca.gov | [_ndd
wichsites:
https: iappdir.ches.ca.gov ~ Remave

hitps: icadhes-files. sharepaint. com
https: icadhes-myfiles.sharepoint. com
hitps:/icba.dhes ca.gov .

Require server verification (https:) For all sites in this zone

Close

[ Enable Protected Mode (requires restarting Internet Explorer)

Cuskarm level... Default level

Reset all zones to default level

oK Cancel Apply

Figure 7: Trusted Sites
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4.1.2 Configuring the Pop-up Blocker

In order for the BHIS system to operate correctly, Pop-up Blocker must be configured for the BHIS
website.

1. Click on the Tools menu by clicking on the Gears Icon
2. Select: Internet options.

3. Onthe Privacy tab, select the check box to “Turn on Pop-up Blocker” under Pop-up
Blocker.

General Security Privacy Content Conmertions Programs Advanced

Settings
Sites Advanced
Lacation
Mever allow websites to request your Cleat Sites
physical location =
Pop-up Blocker
[+ Turn on Pop-up Blocker Settings

InPrivate

[ Disable toolbars and extensions whan InPrivats Browsing starts

[s4 Cancel Apply

Figure 8: Pop-op Blocker

4. Click [Settings] on the Pop-up Blocker Settings page, enter the BHIS website:
http://appdir.dhcs.ca.gov/bhis/Pages/default.aspx
into the “Address of website to allow” field.

Note: Do not forget that the website address should start with: https (you might have to add the’s’!)

5. Click [Add]. The website should now be shown in the Allowed Sites listing.
6. Click [Close] and [OK].

Exceplions

=i Pop-ups ae currently blocked ‘You can allow pop-ups from specific

71| websites by adding the sit= to the list below.
i
Address of website to allows
‘hupswappdu dhos.ca.govbhis/Pages/default aspx ‘ [
Allowed sites
*dhes.ca.gov Remave
Remove all..

Nottications and blocking levek

Pl & sound when 2 popup is blocked
Show Noltiication bar when a pop-up is blocked
Blocking level

Medium: Block most automatic pop-ps v

Lean more about Pop-up Blocker Close.

oK Cancel Apply

Figure 9: Adding Allowed Sites
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4.1.3 Enabling Cookies in Internet Explorer
The BHIS website uses cookies. These must be enabled in order for the site to operate properly. If
cookies are not enabled, you will not be able to access the system and may receive one of the
following messages after entering your username and password.

4.1.3.1 Error Messages When Cookies Are Disabled
e Access to BHIS is denied
e Cookies must be enabled
e Please login before trying to enter BHIS.

4.1.3.2 How to Modify Cookie Settings Within Internet Explorer
1. Click on the Tools menu by clicking on the Gears Icon

2. Select: Internet options.
3. On the Privacy tab, click [Sites].
4

Enter the “address of website:
(http://appdir.dhcs.ca.gov/bhis/Pages/default.aspx)

Manage Sites

€ ") You can specity which websites ars always o never allowed to use

@) cookiss, tegardless of theil privacy poiicy

Type the exact addiess of the website pou want to manage, and then click Allow
or Block,

To remove a site from the list of managed sites, select the name of the website
and click the Remave buttan,

Addiess of website:

itps.//appdi.dhes. ca.gov/bhis/Pages/defaul aspd] | [Eiock

Allow

Managed websites.

Domain Setting Fiemove

Remove all

Ok

ok Cancel Apply

Figure 10: Privacy Action - Manage Sites

5. Click [Allow] and [OK].
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6. Click [Advanced].

Cookies

First-party Cookies Third-party Caokies
®) Accept (®) Accept

() Block () Block

() Prompt () Prompt

Always allow session cookies

Coe

oK Cancel Aapply

Figure 11: Cookie Settings
7. Select ‘Accept’ for First —and Third party Cookies.
8. Select the check box for: “Always allow session cookies”.
9. Click [OK].
Note: For additional issues with cookies, please Go to the browser’s help.

Note: If cookies are not allowed for the BHIS website, Go to the online help from Microsoft.
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5 Introduction to the FSP DCR Application

The following chapter provides an introduction to the types of data, the relationship between the data
and the requirements of the data collected by the FSP DCR.

5.1 Support
To provide feedback, comments and input regarding the FSP DCR, contact the support group at

mhsadcrsupport@dhcs.ca.gov.

5.2 How to Access FSP DCR
There are two ways to get data in to DCR from the Counties:
1. DCR Online system. Enter information directly in the application using the BHIS portal to access the FSP
DCR Application.

2. DCR XML Batch Submission Process (County must be certified and user must have RW role) In BHIS, go to
Transfers and select ‘Upload FSP XML Files’
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—_— Log into BHIS

v

Select DCR Web
Application Interface

Online Submittal

Batch Submittal
(Must be XML Certified)

Select ‘Transfers/
From the
Menu bar

Select Form
(PAF, KET, 3M)

Online Submission
or Batch (via XML)

v Upload FSP
XML Files Menu
Make Corrections = Enter Data and
Save

A

Submit New

Validation Upload

Report?

File loaded to que
(results processed
next day)

End

) 4
A

Figure 1: DCR Process Flow
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5.2.1 Session Time Limit
e The FSP DCR will allow 20 minutes to complete or save the PAF or it will “time out”.

A dialog box is shown when you have 5 minutes or less remaining, and you will be able to

renew your session.

Session Expiration Warning DCR Tip:

Be sure to select the
link: “Save and
Click on OK to continue your session. Continue” after each
Domain section to
avoid losing data if
system times out!

Due to inactivity, your session will expire in 42 seconds.

Figure 2: Session Expiration Warning

e When the FSP DCR logs you off after running out of time, you will lose all work you have
done since you last saved the PAF

e Once you save or submit the incomplete PAF, you will be able to return to the pending
PAF for that Partner at any time and continue entering PAF information

e The time limit will still apply, so always save any information you have completed before
stepping away from the FSP DCR application.

5.3 Functions of FSP DCR
The following functions have been implemented in the FSP DCR application:
1. Programs
Partner Demographics.
Partner OQutcomes.
Data Collection Intervals.
Customizable Fields.
Data Quality.
Data Security Features.
Data Extraction.

NV e WN

The FSP DCR application is designed so that FSP Partners can be added, tracked and updated in the FSP
DCR system.

5.3.1 Programs
The FSP DCR system associates each Partner with one of the county’s FSP programs.
There is also an option to associate a Partner with:
1. Standard programs of former AB2034
2. Governor's Homeless Initiative (GHI)
3. MHSA Housing Program.
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The FSP DCR also provides the option of:
1. Associating a Partner with one provider
2. Assigning a Partner to one Partnership Service Coordinator (PSC)

Note: At any time, a Partner can be switched between county programs, providers and PSCs or
enrolled/discontinued from the standard programs.

5.3.2 Partner Demographics
The FSP DCR application collects information about the Partner’s name,

and it requires a Date of Birth to calculate the age group of the DCR Tip:
Partner. It is not possible to
e The age group of the Partner helps the FSP DCR to identify change “Date of Birth”
the correct form fields which vary by age groups. after partnership is
e Minimal other demographic information about the Partner is created - so double
reported to the FSP DCR directly, and when a Client Services check you entered it
Information (CSI) number is provided in the FSP DCR correctly!
application, an automated link to the DHCS CSI database J

populates the gender, race, ethnicity and CSI date of birth fields of the FSP DCR.

5.3.3 Partner Outcomes

1. The FSP DCR application collects information about a Partner at intake through a PAF.
The PAF includes information about the Partner’s current status, the status in the 12 months
before enrollment, and the status prior to the last 12 months.

Information is collected in the following domains:
e Residential Housing
e Employment
e Education
e Financial Support
e Health Status
e Emergency Intervention
e Substance Abuse
e LegalIssues
e Activities of Daily Living (ADL) (for older adults only)
e Instrumental Activities of Daily Living (IADL).

2. Other changes in status are collected on an ongoing basis via the KET form as certain key events
occur.
3. The information is updated quarterly via the 3M form.
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5.3.4 Data Collection Intervals
. . _ . DCR Tip: \
Questions for each domain are collected at various intervals depending on
h fthe inf ion bei I d Data on 3M forms must
the nature of the information being collected. be collected within their
e Baseline information in relation to all questions is collected at time frames.

If you miss a timeframe

Partner intake via the PAF.
by a bit — for example by

e Questions in which it is important to know the date the event a week — it is okay to ask
occurred are collected via the KET forms. the partner to report
) ) ) their status as of ‘last
e All other questions are collected only at intake via the PAF or on ,
\Jweek. J

intake via the PAF and then quarterly via the 3M.

Note: Other than Partnership information variables, no information for a particular question is visible
on both the KET and 3M.

5.3.5 Customizable Fields Y
The FSP DCR also allows data to be collected in six customizable fields DCR Tip:
called county-use fields. Check to see if
e There are three county-use text fields which allow information your County has
about the Partner to be collected and tracked via the KETs. any “County-Use”
e There are also three county-use text fields which allow fields that need to
information about the Partner to be collected and tracked via the be updated. 2
3Mis.

5.3.6 Data Quality
The FSP DCR has many data validation rules which are designed to ensure only correct data is stored in
the database. Error messages are generated and data is rejected when a user tries to enter invalid
information.

5.3.6.1 The FSP DCR
e |dentifies when there is missing data on the PAF through the PAF status notification.
e Provides a notification list when there are missing quarterly assessments.
e Provides a notification list when the data indicates that a Partner is at a temporary residential
for more than 30 days, suggesting that this data should be validated.
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5.3.7 Data Security Features
All users of the FSP DCR are assigned a role and a group for data security. The groups determine which
data the user can access through the FSP DCR interface, and the roles determine the level of authority
a user has to make changes to that data.

Table 1: Level of Access and Authority to DCR Webpages by User Roles

Menu Submenu Roles
RO RW CA-RO | CA-RW SSA SFG
State only

DCRHome | 1. DCRHome ro ro ro ro ro ro

Partnerships | 1. Add New Partner - rw - ro - -
2. Manage Active Partners ro rw ro ro ro ro

3. Inactive Partners ro rw ro ro ro ro

Transfers 1. Download FSP DataFiles ro ro - - ro -

2. Upload FSP XMLFiles - rw - - - -

Reports 1. Assessment Counts - - - - r'w -

2. User Roles By County - - - - rw -

Admin 1. Forms-Printer Friendly ro ro ro ro ro ro
2. View/Share FSP Groups ro ro ro rw* ro rw

3. System Messages - - ro r'w r'w -

4. Manage Roles - - - - r'w -

5. Add/Edit County - - - - rw -

6. Manage Groups - - ro rw - -

7. Manage PSCs - - ro rw - -

Help 1. DCR User's Manual ro ro ro ro ro ro
2. Training ro ro ro ro ro ro

3. Contact Us ro ro ro ro ro ro

e Adash (-) symbolizes that a user with only that role cannot see or access the submenu (has no
access or authority for the submenu). When a user cannot access or see any submenus for a
main menu, then the main menu will also become unavailable to the user.

e A notation of ‘ro’ (read only) defines that the user can access the information on the webpage
but cannot make any changes to the information (has access but no authority to make changes).

e A notation of ‘rw’ (read/write) defines that a user has the highest level of access and authority
and can view the information and make changes. When a user is assigned multiple roles, the user
will assume the highest level of access and authority for each submenu that is available to any of
the assigned roles.

Note: rw* for ‘View/Share FSP Groups’ is only if you are also assigned to the correct ‘Group’.
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5.3.8 Data Extraction
The DCR application allows the user with an RW role to download all of the data for their assigned
group, in .CSV or . XML files.

A user with a countywide group can download all of the data for the county. The data can then be used

with other software packages for analysis.

5.4 FSP DCR Data Hierarchy
Data is reported to the FSP DCR through the BHIS website.

The BHIS website allows Department of Health Care Services (DHCS) and business Partners (counties,

vendors, state departments, etc.) to securely report and access various DHCS systems over the

Internet.

5.4.1 Categories of Data

ok wN e

General Partnership Information & Administrative Data Fields.

Internally Generated Fields.

CSl-linked Fields.

Partner’s History Fields (collected only on PAF).
Domain Type A Fields (collected on PAF & KET).
Domain Type B Fields (collected on PAF & 3M).

General Partnership Information & Administrative Data Fields

County

Partner’s FSP Program ID

Partner’s Partnership Service Coordinator (PSC) ID
Partner’s First Name and Last Name
Partnership Date

Partner’s Date of Birth

CSI County Client Number (CCN)

County Partner ID

Provider Number / NPI

Who referred the Partner

Other Programs (FORMER AB2034, GHI, MHSA)

Discontinue Reason (only when a Partner is discontinued).
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Figure 3 illustrates the FSP DCR data hierarchy for relevant fields depicted.

e When a Partnership is initiated in the FSP DCR, information is required on a PAF specific to the
Partner’s age group.

e The Partner’s FSP Program ID and PSC ID fields are populated from a drop-down list of values,

and the values for these fields must be created in the database before the Partnership can be

established in the database.

e There are a total of six fields which are required to start a DCR Tip:
Partnership in the database, and all other fields are Please note which six
optional and can be added to or updated on the PAF after fields are required to
the Partnership is established and while the PAF is start a partnership.
pending. Make sure these fields

e When a PAF is incomplete, it has a PAF Status of “Pending”, are correct, and then
and fields on the PAF can be changed. After the PAF has select the link: “Save
been completed, which must include a valid CSI CCN, the PAF and Continue” to
Status can be set to “Complete” or “Certified Complete”. This establish the
can only be done by a user with the CA-RW role partnership.

e Changes to the all other information about the current status
of the Partner are then tracked through the KET or 3M formes.

Table 2-1 summarizes the details of the FSP DCR field characteristics described subsequently.

5.4.2 FSP DCR Database
Before a Partner can be added to the FSP DCR database, the following must exist in the database:

e County
e Partner’s FSP Program ID
e Partner’s PSCID.

Note: Go to Enrolling and Certifying a County for details about creating FSP Programs IDs.

Note: Go to Adding and Managing DCR Users for details about creating the PSC IDs.

5.4.2.1 Required Fields
When a Partnership is established, the following fields are required fields:

e County (automatically populated)

e Partner’s First Name and Last Name
e Partnership Date

e Partner’s Date of Birth

e Partner’s FSP Program ID

e Partner’s PSC ID.
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54.2.2 Optional Fields
When a Partnership is established, the following administrative fields are optional fields:

CSICCN

County Partner ID

Provider Number / NPI

Who referred the Partner

Other Programs (FORMER AB2034, GHI, MHSA)
Partner’s History

PAF Domain Type A and Type B.

5.4.2.3 On Original PAF and Updates

A Partne

r can be associated with only one of the following at a time, and changes can only be made to

these values on the original PAF. All updates to these fields on the PAF will automatically show on all

new or existing KETs and 3Ms ~\
e Partner’s First Name and Last Name DCR Tip
e Partner’s Date of Birth Take note of
e CSl County Client Number which fields are
e County Partner ID automatically
e Who referred the Partner generated to
save time!

Note:

Partner’s History.

When correcting a Partner’s birth date on the PAF, the age group for the Partner at the time the
Partnership was established could change. If a correction to the birth date results in a change of
age group at the time of the Partnership, the PAF form will not update to the appropriate PAF
type to accommodate the change. Therefore, in this case, the Partner should be deleted and
recreated in the FSP DCR.

Note: Go to Data Correction for further information about deleting and recreating Partners and

correcting data.

5.4.24 Tracking Changes

A Partne

r can be associated with only one of the following at a time, and dates of changes to these

fields can be tracked through the KETs or 3Ms:

Partner’s FSP Program ID

Partner’s PSC ID

Provider Number / NPI

Other Programs (FORMER AB2034, GHI, MHSA)
Domain Type A and Type B.
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5.4.2.5 Auto Generated Fields
In addition, the following fields are automatically generated in the FSP DCR when the Partnershipis
established:

Global ID = FSP DCR Partner Identifier
Assessment ID = FSP DCR ID for assessment
PAF Status = Identifies if PAF is fully completed
Partnership Status = Active

Created Date = Date the record was entered into
the FSP DCR

Age Group = Automatically generated from Date of
Birth (Child/Youth, TAY, Adult, Older Adult)
Assessment Type = PAF, KET, 3M

Assessment Source = DCR Online System, XML Batch

Update, Legacy/DCR Interim System

e CSl-linked Fields (when valid CSI CCN is provided)

O Gender
0 CSI Date of Birth
O Race

0 Ethnicity.

Table 2-1: FSP DCR Field Characteristics

DCR Tip:
The CSI database may be
further behind in reporting,
and when this happens, DCR
may provide a message that
the CSI number is not valid as
the number does not match
anyone in the CSI database.

If this message is received,
please continue entering
information for the partner.
Once the CSl data catches up,
the partner will automatically
be matched and the error will
resolve itself.

Field(s) Value Must Required | Changes

Existin Field

Database
County Yes Yes Can’t be changed
Partner’s First and Last Name No Yes Only on original PAF
Partner’s Date of Birth No Yes Only on original PAF
Partnership Date No Yes Can’t be changed
County Partner ID No No Only on original PAF
Who referred the Partner No No Only on original PAF
Partner’s History Fields No No Only on original PAF
CSI County Client Number (CCN) and | Yes - Partner No Only on original PAF
CSl-linked fields must be in CSI
Partnership Program ID Yes Yes Tracked on KETs
Partnership Service Coordinator ID Yes Yes Tracked on KETs
Provider Number / NPI No No Tracked on KETs
Other Programs (FORMER No No Tracked on KETs
AB2034, GHI, MHSA)
Internally Generated Fields (e.g., n/a n/a Internally Generated
Age Group)
Domain Type A No No Tracked on KETs
Domain Type B No No Tracked on 3Ms
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Key:
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Can only be changed
= on original PAF
(if pending)
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Date of Birth,

Partnership Date Partnership Date

Updated through
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5.5 AgeGroups

When a Partner is first registered in the FSP DCR system, the Partner is automatically assigned

to one of the four age groupings specified in the MHSA Three-Year Program and Expenditure

Plan Requirements document.

e Information is collected on the Partner through
FSP DCR forms specific to each age group.

e [f a Partner “ages up” from one age group to
another (e.g., has a birthday and turns from
15 to 16, aging out of Child / Youth group to the
TAY group), then all KETs and 3Ms collected after
the Partner ages up will reflect the new age group
for the Partner.

These are the four different age groups:
1. Child / Youth (Ages 0-15).
2. Transition Age Youth (Ages 16-25).
3. Adults (Ages 26-59).
4. Older Adults (60+).

5.6 Outcome Domains

DCR Tip:
Please make sure the partner’s
Data of Birth is correct when
creating the partnership.

The Partner’s Date of Birth cannot
be corrected because the partner’s
type of form is determined by
his/her age group, relying on the
Date of Birth.

If it is found to be incorrect after
the partnership is established in
DCR, then the entire partnership
must be deleted and recreated
with the correct birthdate.

The FSP DCR is designed to collect information on the Partner’s history, the current status and

the status during the FSP program.

The information collected is broken into ten outcome domains described in

Table 2: Available Outcome Domains.
e Domain Type A are collected on the PAF and KET.
e Domain Type B are collected on the PAF and 3M.

e The Partner’s historical information for a domain is
collected only on the PAF.

DCR Tip: ki

Take note of which
Domain sections appear
on PAF and KET versus
PAF and 3M so that you
know which form to use
to capture partnership
information.

. S
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Table 2: Available Outcome Domains

Domain Type Is Past History Collected On
Collected on PAF?

Residential A Yes PAF & KET

Education

0 School Enrollment and Graduation/Completion Dates | AB Yes PAF &

0 Grades, Attendance and Special Education Assistance Yes KET
Employment A Yes PAF & KET
Financial Support B Yes PAF & 3M
Legal Issues / Designations

O Partner’s Legal Issues AB Yes PAF &

0 Legal Designation of Partner’s Dependents No KET
Emergency Interventions A Yes PAF & KET
Health Status B Yes PAF & 3M
Substance Abuse B Yes PAF & 3M
ADL-older adult only B No PAF & 3M
IADL-older adult only B No PAF & 3M

Note: Go to the Full Service Partnership (FSP) Data Collection and Reporting (DCR) Data Dictionary

document to review the Complete Variable Index (CVI) for each domain. This document in
under Construction.

5.7 Partnership Assessment Form (PAF)
e The PAF is completed at the time in which a Partnership is established

e ltincludes a history for some domains and baseline data for all domains

e The questions on the PAF vary by the age group assigned to the Partner.

5.8 Key Event Tracking (KET)
e The KET is completed every time there is a change in one of the KET domains

e AKET contains information on the change that occurred for a KET domain and the dates the

changes occurred.

5.8.1 KET Domains are:
e Administrative Information — All changes
e Residential — All changes
e Education — Dates of school enrollment or graduation dates
e Employment — All changes
e LegalIssues / Designations — Dates of Partner’s legal issues
e Emergency Interventions — All changes.

DCR-UserManual-V10.10-2020 Page |28


http://www.dmh.ca.gov/POQI/docs/FSP_Data_Dictionary_October_2011.pdf
http://www.dmh.ca.gov/POQI/docs/FSP_Data_Dictionary_October_2011.pdf

Chapter 5: Introduction to the FSP DCR

5.9 Quarterly Assessment (3M)

e The Quarterly Assessment (3M) is completed every 3 months to assess changes for the 3M

domains.

e A 3M assessment must be completed every 3 months but can be collected for the Partner

status up to 15 days before or 30 days after it is due.

e Data collected in this timeframe can be submitted at any time to the FSP DCR system by

stating the collection date within the required window.

5.9.1 3M Domains are:

e Education — Current status of grades, attendance and special education assistance

e Financial Support — All current status

e Legal Issues / Designations — Current status of legal designations of Partner’s

dependents
e Health Status — All current status
e Substance Abuse — All current status
e ADL/IADL - All current status.

5.10 Data Collection Intervals

Questions for each domain are collected at various intervals depending on the nature of the

information being collected.

1. Baseline information in relation to all questions is collected when the Partnership is

established via the PAF history questions.

2. Information in which it is important to know the date of
the event occurred are collected initially on the PAF and
then updated via the KET forms.

3. Other information is collected via the PAF and then the
status is updated quarterly via the 3M.

Figure 4 illustrates an example data set by the collection intervals,
which is described by the example below.

DCR Tip: N

Be sure to collect the correct
Partnership Date because this
field cannot be changed after
the partnership is established.
The only way to correct the
partnership date is to delete
the entire partnership and
recreate it with the correct

partnership date. _)
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5.10.1 Example Data Collection Intervals

A Partnership is established on 7/1/2009 with a TAY.

The baseline information for the Partner indicates that the Partner is homeless, not in school and
not employed. The Partner currently has a co-occurring substance abuse problem for which he is
not receiving treatment services, and the Partner is currently receiving no financial support.

On 8/25/2009, the Partner has his first arrest during the program, and the arrest date is recorded
in the FSP DCR via a KET.

On 9/5/2009, the Partner moves into an emergency shelter and the residential change and date
are recorded in the FSP DCR via a KET.

On 10/1/2009, the end of the Partner’s first quarter in the FSP program, the Partner receives his
first 3M assessment. The Partner’s current status indicates that he still has a co-occurring
substance abuse problem for which he is not receiving treatment services, and the Partner is still
receiving no financial support.

On 10/6/2009, the Partner has his second arrest during the program and, on the same day, his
first mental health emergency intervention. Both events are recorded via the same KET.

On 11/2/2009, the Partner has his third arrest during the FSP program, and the arrest date is
recorded via a KET.

On 12/15/2009, the Partner has his second mental health emergency intervention, and the date
and type of intervention are recorded via a KET.

On 1/1/2010, the end of the Partner’s second quarter in the FSP program, the Partner receives
his second 3M assessment. The Partner’s current status indicates that he still has a co-occurring
substance abuse problem for which he is now receiving treatment services, and the Partner is
still receiving no financial support.

On 1/23/2010, the Partner moves into an apartment alone, and the residential change and date
are recorded via a KET.

On 4/1/2010, the end of the Partner’s third quarter in the FSP program, the Partner receives his
third 3M assessment. The Partner’s current status indicates that he still has a co-occurring
substance abuse problem for which he is still receiving treatment services, and the Partner is now
receiving food stamp and housing support.

On the same day, 4/1/2010, the Partner begins a technical school program, and that information is
recorded via a KET.

On 4/9/2010, the Partner has his third mental health emergency intervention, and the date and
type of intervention is recorded via a KET.

On 4/25/2010, the Partner begins part-time supported employment, and the average weekly
hours and wage are recorded via a KET.

On 7/1/2010, the end of the Partner’s fourth quarter in the FSP program, the Partner receives his
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fourth 3M assessment. The Partner’s current status indicates that he no longer has a co-occurring
substance abuse problem, but he is still receiving treatment services, and the Partner is still
receiving food stamp and housing support. No other events occur in the quarter and no KETs are
created for the Partner.

On 10/1/2010, the end of the Partner’s fifth quarter in the FSP program, the Partner receives his
fifth 3M assessment. The Partner’s current status indicates that he no longer has a co-occurring
substance abuse problem, and he is no longer receiving treatment services. The Partner is still
receiving food stamp and housing support. The Partner has met all of his goals, and is
discontinued from the FSP Program via a KET with a discontinuation reason and date.
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1 2 3
Emergency Interventions J,* J:k x
1 2 3
KET Collected Legal Issues [Arrests, Probation, etc.) J:t 'L* ‘L*
Domains ]
E|“||:'c-,'r"|ent| Mot Employed

Education (Enrollment ) Graduat cn]| Mot in School

L Resioentiol [ lomeles | Emergencysheiter. | Apartment Alone |

Timeline Quarter in FSP Program "
g Start Date (7f1/2009) End Date {10/1/2010)

Education [Grades [ Attendance)
Financial Support
3M Collected Legal Issues [Partner's Dependents)
1 Health 5tatus
Domains  —
Substance Abuse
ADL jolder adult only) = T _ = T
ADL jolder adult only) if s =5 = 35
— — I—— — ——
10/1/2009 1/1/2010 41172010 77172010 111’!’21]11]
Figure 4: Data Collection Example Timeline:
* An asterisk Goes to the relative point in time when the event occurred.
1,2,3

The number next to the asterisk Goes to the relative order of similar events occurring over time.

5.11 Data Reporting and Validation Rules
The data reporting rules are shown throughout this FSP DCR Manual. Appendix A: Data Reporting and Validation Rules summarizes
the FSP DCR reporting rules in a comprehensive list for references.
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6 The DCR User Interface

Several roles have been created to allow different access to the application.

\

Table 3: Access to the User Interface

System User Role Type of Access DCR Tip:
Make sure you have

BHIS County County Approver
) . correct type of access
Approver can assign their own to DCR for your
type of Access. position.
FSP DCR Data Entry RW _

FSP-DCR Admin CA-RW

Note: depending on your role, you will see different option/functionalities in the User Interface.
To see what access you have, see : Table 6: Level of Access and Authority to DCR Webpages

by User Roles.

Once logged into DCR for the MHSA system, the DCR Home Page will be shown.

Welcome: 5 oy

s P el
Data Collection and Reporting Health Care Services

Home-  Parlnerships=  Tramsfers=  Admine Helps  Relum o BHIS Starts With |~ ~Select Page— v NS Selecl Counly.
Home County : Alameda
Sarslem Messages
Message Tille From Slarl Date End Date

N C—
o No items to display

Figure 5: DCR Home Page

6.1 DCR Menu Options
Depending on the user’s role, the FSP DCR system has up to SIX primary menu options.
Note: Not all menu options are visible to all users.

Note: Go to Adding and Managing DCR Users to see a complete list of roles and associated
available menu options.

1. DCR Home Page
The Partnerships Menu

The Transfers Menu
The Admin Menu
The Help Menu

The Return to BHIS Menu.

o vk wWwN
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6.1.1 DCR Home Page
Access is granted to : All roles. All users can view the Home page (RO).

Home~

DCR Home

Figure 6: DCR Home Menu

The DCR Home page allows the user to view:

1. System Messages.

Pending Partnership Assessment Form(s).

2
3. The 30 Day Key Event Notification(s) Table.
4

Quarterly Assessment(s) Due.

Note: As default, the system will show only five lines in each table. You can view page by page or
click on the link ‘View all’ to expand the tables.

6.1.1.1 System Messages
The Home page contains a table for System Messages.
This functionality is available for the CA-RW to inform users of any DCR related announcements.

6.1.1.2 To View & Manage System Messages
1. Select Home on the menu bar and the DCR Home submenu. (This is also the
default webpage you will see at login.)
2. Review the list of Partners in the System Messages. Notice that there may be
several pages listed.

Note: You can navigate to the next page of the table by selecting the page number OR the Next
link OR you can select the View All link in the upper right corner of the table to view a list
of all System Messages.

Note: The table can also be sorted by any heading by simply clicking on the heading one time for
ascending and twice for descending.

Home

System Messages

Message Title From Start Date End Date

] » oo 5
ﬁ No items 1o display

Figure 7: System Messages Table
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6.1.1.3 Pending Partnership Assessment Form(s)

The Home page contains a table for Pending Partnership Assessment Form(s).
6.1.1.3.1 How to View & Manage Pending Partnership Assessment Form(s)

1. On the Menu Bar: select Home / DCR Home

submenu. (This is also the default webpage you will

see when you log in.)
2. Review the list of Partners in the “Pending
Partnership Assessment Form(s)”

DCR Tip:
The table can also
be sorted by any
heading by simply

3. Notice that there may be several pages of Partners clicking on the

listed.

Note: You can navigate to the next page of the table by selecting
the page number OR the Next link OR you can select the

heading one time
for ascending and

View All link in the upper right corner of the table to view a list of all Partners with

notifications.

Note: The table can also be sorted by any heading by simply clicking on the heading one time for

ascending and twice for descending.

Pending Partnership Assessment Form(s)

‘a23453739w..

Partner Name CSICCN County FSP 1D Age Partnership Date Assigned PSC

apaf2, adtest2 000atest2 27 09/10/2017 TestFN TestLN

Art, Almond AADD12345 16 10/01/2017 Fname Lname

Bunny, Bugs BB0012345 25 08/15/2017 TestFN TestLN

cpafl, cdtest1 000ctest1 10 09/08/2017 01234567897 123456789

Doe, John 18 09/25/2017 TestFN TestLN

1-5 of 225 items

Figure 8: Pending Partnership Assessment Form(s).

6.1.1.4 The 30 Day Key Event Notification(s) Table
This table shows all the Partners who have been
residing in a temporary setting for 30 days or more.

6.1.1.4.1 FSP DCR Temporary Residential Settings
The FSP DCR defines the following settings as temporary:

1. Emergency Shelter.
Homeless.

Medical Hospital.
Psychiatric Hospital.
State Psychiatric.
Juvenile Hall / Camp.

No Uk wN

Department of Juvenile Justice (DJJ).

DCR Tip:
Only one residential change should
be made per day.

DCR does not capture “time of
change” and therefore cannot put
multiple changes in, on the same
day in the correct order.

If multiple changes are entered for
the same day, DCR may assume the
partner ended up, at the end of the
day, in the incorrect setting, which
will affect your ability to count days
spent in each setting.
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6.1.1.4.2 How to View & Manage 30 Day Key Event Notification(s)
1. Onthe Menu Bar select: Home / DCR Home submenu. (This is also the default

webpage you will see when you log in.)

2. Review the list of Partners in the 30 Day Key Event Notification(s) Table.

3. Notice that there may be several pages of Partners listed.

Note: You can navigate to the next page of the table by selecting the page number OR the Next
link OR you can select the View All link in the upper right corner of the table to view a list
of all Partners with 30 day key event notifications.

Note: The table can also be sorted by any heading by simply clicking on the heading one time for
ascending and twice for descending.

To manage the Partners who are listed in this table, you need to update their Residential status.
Once their Residential status is updated and submitted, their name will NO longer be shown in

4. Select a Partner’s name link to access the KET on which the last residential

change was made. (KETs submitted with other information subsequent to the
KET with the residential change will not be shown from this table.)

this table.

30 Day Key Event Nofification(s)
Partner Name CSICCN
pafi, adultit Oaptest11
pafi, oall Ooatest11
paf12, adulti2 Daptest12
pafi2, oa12 Doatest12
pafi21, Child121 Octest121

County FSPID | Age

27

61

27

61

10

4
.2 3 4 5 B 7 3 9 10

Key Event Date

1072012017

10/2012017

10/20/2017

1072012017

10/09/2017

Reason

Emergency Shelter / Temporary Housing (includes people living with friends but paying no rent)

Emergency Shelter / Temporary Housing (includes people living with friends but paying no rent)

Emergency Shelter / Temporary Housing (includes people living with friends but paying no rent)

Emergency Shelter / Temporary Housing (includes people living with friends but paying no rent)

Acute Medical Hospital

Total Days

78

76

78

76

View All
Assigned PSC

First Last

First Last

First Last

First Last

TestFN TestLN

1-5 of 62 items

Note: A dialog box will notify you that the information in the KET shown is read only from this

Figure 9: Manage Partners with the 30 Day Key Event Notification

area of the FSP DCR.

Message from webpage

You have read-only access, You can only view assessments, Any
changes you rake will NOT be saved.

Ok
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6.1.1.4.3 Toreview ALL of the information on the KET

If the information in the KET requires correction follow these steps:

1. Note the Date Completed (mm/dd/yyyy) field date.

2. Select (on the Menu bar) “Partnerships / Manage Active Partners”.
3. Select the correct Partner Name.
4

Click on the date under KET History.

KEY EVENT TRACKING
View [ Update Current KET Status

Enter Mew KET

KET HISTORY

1072072017

Figure 10: The KET requires correction, click on KET History Date link.

The “View KET” view will be shown, allowing you to:
1. View and change the Partner’s information.

2. Select ‘Residential Information’ domain, make changes and change the Date.

3. Click [Submit] to save changes made.

4. Click [Cancel] to leave this view without saving changes and return to the DCR
Home page.

5. Click [Print] to print a copy of the KET form.

Note: Go to Data Correction for details on correcting KET data in the FSP DCR application.
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6.1.1.5 Quarterly Assessment(s) Due
The Home page contains a table for Quarterly Assessment(s) Due.

6.1.1.5.1 How to View & Manage Quarterly Assessment(s) Due
1. On the Menu Bar, select Home / DCR Home submenu. (This is also the default
webpage you will see when you log in.)
2. Scroll down to review the list of Partners in the Quarterly Assessment(s) Due.
3. Notice that there may be several pages of Partners listed.

T
Partner Name CSI CCN County FSP ID Age Due Date Days Past Due Assigned PSC
Back, Billie Diiii1234 53 121182017 15 Bermuda Bahama
Matter, Alma Quuuu1234 61 12116/2017 17 Bermuda Bahama
Yao, Yo Otitt1234 25 121182017 15 Bermuda Bahama
Zap, Zip Oyyyy1234 65 120182017 15 Bermuda Bahama
Figure 11: Quarterly Assessment(s) Due Table *\
Note: You can navigate to the next page of the table by selecting the page DCR Tip:
number OR the Next link OR you can select the View All link in the Sort the table
upper right corner of the table to view a list of all Partners with 30 by using the
day key event notifications. header to save
time and

Note: The table can also be sorted by any heading by simply clicking on the

organize
heading one time for ascending and twice for descending.

partnerships!

6.1.2 The Partnerships Menu
Access is granted to:
1. Data Entry role (RW).
2. Administrator role (RO).

This menu can be used to add new Partners into the FSP DCR system by creating the initial PAF
and can manage both Active - and Inactive Partners.

Partnerships~  Transf

Add New Partner (PAF)

Manage Active Pariners

Inactive Partners

Figure 12: Partnerships Menu
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6.1.3 The Transfers Menu
Access is granted to: Data Entry role (RW) only.

The Transfers menu allows a user with a RW role to access the portion of the website that
allows for:

e Download FSP Data Files

e Upload FSP XML Files.

Transfers« Admin~

Download FSP Data Files

I Upload FSP XML Files
Figure 13: Transfers Menu

6.1.4 The Admin Menu

Visibility to the Admin Menu is based on the level of access and authority. See: Table 6: Level of
Access and Authority to DCR Webpages by User Roles.

The Admin menu allows users to:

1. Access forms (such asthe PAF, KET, and 3M assessment forms) in a printer
friendly format.

2. View or share FSP groups.

3. Access the System Messages interface where new system messages can be
added and current messages can be viewed.

4. View or add PSCs.
Manage Groups.

Admin>  Help~
Forms - Printer Friendlhy
View/Share FSF Groups
System Messages

Manage PSCs

Manage Groups

Figure 14: Admin. Menu
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6.1.5 The Help Menu
The Help menu offers links to training materials published on the DMH website as well as contact

information for DMH Performance Outcomes and Quality Improvement (POQI) group.

Help - Return to Bh

Y
DCR User Manual DCR Tip:
) Check out the
Contact Us “Training” section for
Figure 15: Help Menu more resources!
6.1.6 The Return to BHIS Menu -
Use this link to go to the BHIS system
6.2 Searching for Partners
One way to locate a Partner is to use the searching function. N
On most webpages of the FSP DCR, a ‘Search for’ box will be shown on DCR Tip:
the top of the view. You can only
search for

Note:
e On the Partnerships menu with the Inactive Partners people v§/|th|n
. . . your assigned
submenu, the Search for box will search inactive Partners only group
e On the Admin menu with the PSCs submenu, the Search for J

box will search for PSCs only.

6.2.1 To Search for an Active Partner:
1. Open the BHIS website (https://bhis.dhcs.ca.gov)
2. Click [Log In] and enter your credentials.
3. On the Menu Bar, select the Applications / DCR Web Application submenu.

Note: Most webpages will show a ‘Search for’ box. Make sure you are on a webpage that shows
the search box, but that you are not on

e The Partnerships menu with The Inactive Partners submenu
e The Admin menu with the PSCs submenu.
Note: These will NOT search Active Partners.

There are four fields in the Search area:
1. Enter Search Text entry field.

2. Start with drop-down box.

3. Last Name drop-down box.

4. Select Page drop-down box.
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1. Select a searching option of either Last Name OR CCN / FSP from the drop-down
box.

2. Enter the appropriate Partner information for the active Partner you wish to locate.

3. Make sure you make a selection for the —Select Page- option.

4. Select [Go].

CALIFORNIA DEPARTMENT :"' I(
Data colleation snd Reporting | H1€aIth Care Services

Home - Partnerships - Transfers- Reporis~ Admin~  Help~ Retum fo BHIS Enter Search Text | Starts With |s |l Last Mame | |W—Select Page— | |ehTsE

IManage Active Partners

Figure 16: Search for an Active Partner

Note: The results of the search will provide a list of matching Partners in the Active Full Service
Partners webpage. Review the list for the Partner of interest.
Selecting a Partner’s name will show the Outcome Assessment for the selected Partner.

1. Select [Clear Search] to return to the full list of active Partners.

Data Collection and Reporting Health Care Services

Homes  Painonbipns  Tamdens  Fepofae  Adsine  Helpe Moo b BHS

Manage Active Farinens

PAF Status Filer Pending & Gormplets

Partner Name CSICCN County FSP ID Age Partnerstip Date Assigned PSC PAF Stalus
762538000 ar 07012009 Deda 14411-Marques Comgiete(")
e, Ficharg DOOO42388 CCT42388 57 03012013 James Rockwel Compigte
Asioe, Laonand DO0ORBOIA 53 0RARI00Y Halena Marcy Compiats
ooa411114 &8 08202015 Bianca Bustos Complete
Aaise, Sasey Kaka FO0NEAHED n LFRET Elzanath Marnas Peading
od, Grecia 002055619 " 10:062018 Celne Rivers Pending
Abad, Veneoa 002154743 15 1216ens Colne Rivera Fending
002013858 3 0702012 Omar Visguez Pending
002133181 til 0112014 Omar Vasguaz Fending
Aban, Paliic 002404710 n 08087010 Omar Viesguoz Pending

'°1zlss:anm

Figure 17: Results for Searching for an Active Partner

6.2.2 To Search for an Inactive Partner

Open the BHIS website (https://bhis.dhcs.ca.gov) .
Click [Log In] and enter your credentials.
Select: “Applications / DCR Web Application”.

Select Partnerships menu / Inactive Partners submenu to show the

P wnNRE

Search for box on that page.
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CALIFORNIA DEPARTMENT E

: : '
Data Collection and Reporting H‘E‘alth Care Services

Home - Parmerships - Transfers - Reporis - Admin - Help~ Return to BHIS

Manage Acfive Pariners

Inactive Pariners

PAF Status Filter: | Pending & Complete

Figure 18: Search for an Inactive Partner

5. Select a searching option of either Last Name OR CCN / FSP from the drop-down
box.

6. Enter the appropriate Partner information for the inactive Partner you wish to

locate.
7. Inthe “-Select Page-” drop-down, select: “Inactive Partners”.
8. Click [Go].

The results of the search will provide a list of matching Partners in the Inactive Full
Service Partners webpage.

9. Select a Partner Name to show the Outcome Assessment table for the selected
Partner.

Outcomes Assessments for: paftd, adultiq

Date to Reactivate | 11007y ]
PAF KEY EVENT TRACKING QUARTERLY ASSESSMENT S
View ! Update Cument KET Status
Enter New KET
PAF HISTORY KET HISTORY QUARTERLY HISTORY
10102017 107202017
{pending)

Table 4: Outcome Assessment Table for an Inactive Partner
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7 Creating Partnership Assessment Forms (PAFs) - Establishing
Partners

A Partnership is established in the FSP DCR through the PAF. The PAF collects information on
the Partner’s history and current status for administrative data and ten (10) outcome domains.
When a Partnership is established at a provider site, there are three basic methods in which the
initial PAF information can be collected from the Partner:

1. How to Create a PAF Using Printed Forms.

2. How to Create a PAF Using the Online FSP DCR.

3. How to Create a PAF Using XML Batch Submission.

7.1 PAF Time Line

However, no matter which method is used, the Partner should be established in the FSP DCR,
no later than 90 days after the information is collected at Partner intake.

Note: A Partnership can be established with partial PAF information.

7.2 Mandatory Fields on a PAF form

There are six fields that must be completed on the PAF for the PAF to be saved and the
Partnership to be established.
1. Partner’s First Name.
Partner’s Last Name.
Partnership Date.
Partner’s Date of Birth.
Full Service Partnership Program ID (FSP Program ID).
Partnership Service Coordinator ID (PSC ID).

o U A wWwN

Once the Partnership is established with a PAF, the Partner becomes “Active” in the FSP DCR.
(A KET and 3M data can also be submitted for this Partner.)
e Information on the PAF can later be updated at any time by submitting updated
information for the Partner’s PAF while it remains in the “Pending” or
“Complete” status
e When the PAF becomes “Certified” complete, the information on the PAF can
no longer be updated.

Note: Go to Managing Active Partners for further details on updating PAF information.
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7.3 Methods to Collect PAF Information from a Partner at Intake
1. How to Create a PAF Using Printed Forms.
2. How to Create a PAF Using the Online FSP DCR.
3. How to Create a PAF Using XML Batch Submission.

7.3.1 How to Create a PAF Using Printed Forms
For Partners whose information is collected initially on printed forms, there are printer friendly
versions of all forms available through the FSP DCR / Menu Bar / Admin. menu.
The forms can be filled in and used for data entry of a PAF with a “Complete” status in the FSP
DCR.

Note: Go to Appendix A: Data Reporting and Validation Rules for an overview of the data
reporting rules that must be met for valid data on the PAF.

Open the BHIS website (https://bhis.dhcs.ca.gov) .

Click [Log In] and enter your credentials.

On the Menu Bar, select the Applications / DCR Web Application submenu.
On the Menu Bar, select the Admin / Forms — Printer Friendly submenu.

il S

CAELIFORNIA DEPARTMENT O

bata Collection and Reporting | €It Care Services

Home - Partnerships - Transfers~ Reporis- Admin - Help~ Retumn 1

Fomms - Printer Friendhy

View'Share FSP Groups

System Messages System Messages
Message Title Manage Roles

M 1 o L ™ Add/Edit County Programs

Figure 19: Admin. / Forms - Printer Friendly Menu

5. You will be directed to the following DHCS website where all printer friendly FSP DCR

forms will be shown.
6. Select the appropriate form from the ‘Full Service Forms” drop-down.
7. Select the Save or Print icon.
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7.3.2 How to Create a PAF Using the Online FSP DCR Application

The following instructions apply to DCR counties who enter each Partner’s information
through the online FSP DCR.

1. Open the BHIS website (https://bhis.dhcs.ca.gov) .

2. Click [Log In] and enter your credentials.

3. On the Menu Bar, select the Applications / DCR Web Application submenu.
4

On the Menu Bar, select the Partnerships / Add New Partner (PAF) submenu. (see Figure 20).

Home~ Partnerships - Transfers- Admin - Help~

Add New Partner (PAF)
Manage Active Partners

Inactive Partners

Figure 20: Partnership / Add New Partner (PAF) Menu

5. Enter the Partner’s date of birth and Partnership date.

Enter Partner's Date of Birth MM/DDIYYYY &
(mmi/ddiyyyy)
Enter Partnership Date (mm/ddlyyyy) &=

Figure 21: Partner's DOB and Partnership Date dialog box
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6. Click [Get Form].

7. The complete PAF form for the appropriate
age group is shown on the next page.
8. Fillin the Partnership Information.

(- DCR Tip:

after the partnership is

is to delete the entire

Be sure to collect the correct
partnership date because
this field cannot be changed

established. The only way to
correct the partnership date

partnership and recreate it

h with the correct partnership j

DCR Tip
Partner Date of Birth cannot be
corrected because the partner’s type
of form is determined by his/her age
group, relying on the date of birth.
Please make sure the partner’s data
of birth is correct when creating the
partnership.

If it is found to be incorrect after the
partnership is established in DCR,
then the entire partnership must be
deleted and recreated with the
correct birthdate.

PARTNERSHIP INFORMATION

ino referred the pariner? (mark one)

O Self

© Family Member (e.g., parent, guardian, sibling, aunt, uncle, child)
O Significant Other (&.9., boyfriend / girfriend, spouse)

O Friend / Neighbor (i, unrelated other)

O School

O Primary Care / Medical Office

County Alameda *

€51 Gounty Client Mumber (CCN) |:|
County Pariner ID (optional) |:|
Partner's First Name |
Partner's Last Name [
Partnership Date (mmiddlyyyy) 12/05/2006 *

Partner's Dale of Birth (mnvddiyyyy) 03151955 *

© Emergency Room

© Mental Health Facility / Community Agency
© Social Services Agency

© Substance Abuse Treatment Facility / Agency
O Faith-based Organization

O Other County | Community Agency

Clear Domain

O Homeless Shefter

O Street Quireach

(O Jail / Prison

O Acute Psychiatric / State Hospital

O Other

Figure 22: Partnership Information Domain
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Note: The CSI County Client Number (CCN) is automatically checked against the CSI database of
IDs, and a notification is shown when the CCN does not match any CSl records.

o All fields with a red asterisk are required fields.

e There are four required fields on this page that
must be completed. (see highlights on Figure

If you receive the message
Note: Several demographic fields (gender, race, and that the CSI number is already
ethnicity) are populated from the CSI in use, then STOP. Do not
database via the CCN. Although a valid CCN create the partnership for this
is not required to establish a Partnership, the person as a current
PAF will remain in the “Pending” status until a partnership already exists in
valid CCN is provided. DCR for this person.

Check with your County
Administrator and CSI
database to find the partner in
DCR and transfer that partner
to you so that you can
continue the partnership.

DCR Tip:
The CSI database may be further behind in
reporting, and when this happens, DCR
may provide this message: “CSI number
not found” if it number does not match

anyone in the CSI database.

If this message is received, please
Continue entering information for the
partner.

Once the CSl data catches up, the partner
will automatically be matched and the
error will resolve itself.

9. Select the Administrative Information link to expand the next section of form fields.
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CSl County Client Number (CCN)

County Alameda *

1

P VPR 1= Y = "  ——

[=—

Ey

C Family Member (e.g., parent, guardian, sibling, aunt, uncle,
grandparent, child)

C Significant Other (e.g., boyfriend / girifiend, spouse)

() Friend / Meighbor {i.e., unrelated other)

Parvers Last Hane r—©
Partnership Date (mmiddiyyyy) 02110/2014 *

Pariner's Date of Birth (mmv/dd/yyyy) 10M10/1954 *

Wheo referred the partner? (mark one)

O self O Emergency Room

 Mental Health Facility | Community Agency

) Social Senvices Agency

) Substance Abuse Trealment Facility / Agency

© Homeless Shelter

© Street Ouireach

O Jail / Prison

O Acute Psychiatric / Stale Hospital

Clear Domain

C School C Faith-based Organization © Other
O Primary Care / Medical Office © Other County / Community Agency
|ADMINISTRATIVE INFORMATION
Clear Domain
PARTNERSHIP STATUS
Provider Number / NP1 {Opfional)
Full Service Partnership Program |D Please Select One v|* I

Parinership Service Coordinator 1D

Please Select One V|
Figure 23: Administrative Information — Highlighted fields are mandatory

Note: The Provider Number / NPI (optional) is automatically checked against the list of
providers, and a notification is shown when the Provider Number/NPI does not match any
records. It is not required for the Provider Number/NPI to match.

e The county’s registered FSP programs is shown in the Full Service Partnership
Program ID drop-down list.
e The county’s PSCsis shown in the Partnership Coordinator ID drop-down list.

Note: Go to Enrolling and Certifying a County for details on creating program ID codes.

Note: Go to Adding and Managing DCR Users for details on registering PSCs in the FSP DCR.

e At this point, all of the six fields required to establish the Partnership should be
completed.

e |tis recommended that you save the partially complete PAF at this time to establish the
Partnership.

10. Select the Save and Continue line at the bottom of the Administrative Information section.
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11. A message is shown that some error(s) were present with the submission, and the

assessment will be saved with a Pending Status.

County Alameda *
GS1 Gounty Glient Number (GCN) |:|
County Partner ID (optional) 1
Partner's First Name Test )

Partner's Last Name

Partnership Date {mmvddfyyyy)

Partners Date of Birth (mmiddfyyyy)
There were some error(s) present with the submission. Please click ok to store
the assessment with pending status or click cancel to fix the error(s) and

submit again.

‘Vho referred the partner? (mark one)
O seif

[ Don'tlet this page create more messages Cancel

© Family Member (e.g., parent, guardian, sibling, aunt, ung Outreach

grandparent)

O Significant Other {e.g., boyfriend / girlfriend, spouse) O Social Services Agency © Juvenile Hall / Camp / Ranch / Division of Juvenile Justice
O Friend / Meighbor {i.e., unrelated other) (O Substance Abuse Treatment Facility / Agency O Jail ! Prison

< School O Faith-based Organization © Acute Psychiatric / State Hospital

O Primary Care  Medical Office ® Other County / Community Agency

BDMINISTRATIVE INFORMATION

PARTNERSHIP STATUS

Provider Mumber / NPI (Optional) ||
Full Service Partnership Program ID |B FSP TAY v
Partnership Service Coordinator ID TestLN, TestFN wv|E

Clear Domain

Figure 24: Dialog Box: Store with Pending Status

12. Click [OK]. It may take a few seconds for the FSP DCR to save the PAF.

13. A dialog box is shown that the assessment was successfully saved.

County Alameda *
€SI County Client Number (CCN) .
County Pariner 1D (opiional) [
Pariner's First Name +
Pariners Last Mame
Partnership Date (mmiddfyyyy) 09/01/2015 *

Pariner's Date of Birth (mm/dd/Avyyy) 01/06/1994 *

e frorm webpage

‘Who referred the pariner? (mark one)
O Seif Q) O Homeless Sheiter

| Assessment has been successfully stored
© Family Member (e.q., parent, guardian, sibling, aunt, uncle, le] 2 © Strest Outreach

grandparent)

ok
O Friend / Meighbor {i.g., unrelated other) Q _ O dail / Prison

O Primary Care { Medical Office @ Other Gounty / Community Agency

O significant Other (e.g., boyfriend / girtfriend, spouse) Q| (r Juvenile Hall/ Camp / Ranch / Division of Juvenile Justice

© School © Faith-based Organization © Acute Psychiatric / State Hospital

Clear Domain

PMINISTRATIVE INFORMATION

PARTNERSHIP STATUS

Provider Number / NP1 (Optional) 1

Full Service Partnership Program 1D [B.FSPTAY v+

Partnership Service Coordinator ID TestLN, TestFN w|*

Clear Domain

Figure 25: Dialog Box: Assessment Successfully Stored
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14. Continue entering information in the PAF by selecting the links to expand each domain of
guestions on the form.

15. There are options to Expand all Domains at once or to Clear Domain if needed.

16. Save your work as you go. Each time an error message is shown that you are about to
overwrite and existing assessment.

17. Click [OK] to continue on the first dialog box.

18. Click [OK] again to store the PAF as pending on the second dialog box.

Introduction to the FSP DCR__section: Appendix A: Data Reporting and Validation Rules for an
overview of the data reporting rules which must be met to enter valid data for each
domain.

7.3.2.1 Validation Report
If you would like to see a Validation Report of the errors that exist on the PAF at its current status
while entering data:
1. Click on the Save and Continue link.
2. Click [OK] to continue on the first dialog box.

3. Click [Cancel] and do not store the PAF as Pending on the second dialog box.

A link is shown below the [Submit], [Cancel] and [Print] [Delete] buttons: “Click here for Validation
Report”.

ADMINISTRATIVE INFORMATION

Clear Domain
PARTNERSHIP STATUS
Provider Number / NP1 (Opfional) |
Full Service Parfnership Program ID \B, FSP TAY |

Partnership Service Coordinator ID TestLN, TestFN ot
PROGRAM INFORMATION

In which additional program(s) is the partner CURRENTLY involved? (mark all that apply)
AB2034 a

Governor's Homeless Initiative (GHI) [m]
MHSA Housing Program ]

Save and Confinue

RESIDENTIAL INFORMATION - includes hospitalization and incarceration
EDUCATION

EMPLOYMENT

SOURGES OF FINANCIAL SUPPORT

LEGAL ISSUES / DESIGNATIONS

EMERGENCY INTERVENTION

Click here for Validation Report

Figure 26: Link to View the Validation Report

4. Select the link to see a list of information which must be completed for the PAF
to be stored with a “Complete” status.
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7.3.2.2 Clear Domain

If you receive an error message that you have answered in two competing sections of a domain

(e.g., you have answered in sections for both the TAY who are legally required to attend school

and for those who are not legally required to attend school), you

may be unable to manually clear the answers you selected in a8 DCR Tip:

one section to clear the error. “ .
. ) The “Clear Domain

In that case, use the Clear Domain link to reset all of the option function is an easy way

radio buttons for that domain to unselected and then re-enter to clear a full section.

only the information in the correct section.

Clear Domain

ADMINISTRATIVE INFORMATION

PARTNERSHIP STATUS

Pravider Number / NP1 {Optional) 7
Full Service Partnership Program 1D B, FSP TAY bl
Partnership Service Coordinator ID TestLN, TestFN |

PROGRAM INFORMATION
In which additional program(z) is the partner CURRENTLY involved? (mark all that apply)

AB2034 O
Governor's Homeless Initiative (GHI) O
MHSA Housing Program ]

Save and Confinue

Figure 27: Clear Domain

1. When you have completed entering information to the PAF, click [Submit] to save
and exit the PAF.

Note: If all fields have been entered correctly, the PAF will be stored with a status of “Complete”.
If there are any validation errors, which can be viewed on the validation report, the PAF will be
stored with a status of “Pending”.

You will then see a “Success” notification that the PAF was stored successfully”.
The following links are shown:
2. “Click here to return to (Partner’s name) on the Active Full Service Partners screen”

3. “Click here to return to the Active Full Service Partners screen”.

7.3.3 How to Create a PAF Using XML Batch Submission
All fields for the PAF may be entered into the counties own system and later exported for XML
batch submission to the FSP DCR. (see XML Batch File - Submission Introduction)
All data reporting and data validation rules for the FSP DCR still apply for this method.

Note: A review of the previous information in this chapter regarding PAF printed forms and online
PAF submissions will provide an overview of the organization of the PAF data and
associated business rules to which the FSP DCR requires compliance for submission.

Note: Go to Appendix A: Data Reporting and Validation Rules for an overview of the data
reporting rules which must be met to enter valid data for each domain.

Note: Go to Data Reporting Options section: Selecting a Method of Data Submission for further
information on submitting FSP DCR data via this method.

DCR-UserManual-V10.10-2020
Page |51



Chapter 7: Creating PAFs

7.4 Certifying and Decertifying a PAF as Complete
When a PAF is completed in full, the FSP DCR automatically changes the PAF Status E}
from “Pending” to “Complete”.

In some cases, there is information for a Partner which cannot be obtained, and this will

prevent the FSP DCR from ever recognizing the PAF as complete.

Example:

One example of this is when an FSP DCR Partnership is established BEFORE the Partner is
registered with DHCS as a CSl client.

7.4.1

In this case, the FSP DCR will not recognize the CSI CCN number as valid, and the PAF
will remain in “Pending” status even if the CSI CCN and all other information is
complete.

Once the client is registered in the CSI system, the information will be automatically
updated in the FSP DCR.

However, in cases where information will remain missing for the Partner, the PAF
status can be manually changed from “Pending” to “Certified” complete by a user
with the RW role.

When a PAF status is set to “Certified” complete in the FSP DCR it is shown as
“Complete*”.

Any PAFs which have been certified as complete can also be decertified to return to
“Pending” status by a user with the RW role.

How to Certify a PAF as Complete
1. Open the BHIS website (https://bhis.dhcs.ca.gov) .

2. Click [Log In] and enter your credentials.

3. On the Menu Bar, select the Applications / DCR Web Application submenu.

4. On the Menu Bar, select the Partnerships / Manage Active Partners submenu.

5. Inthelist of Active Partners, find the ‘Partner Name’ of interest from the list or
through a search.

6. Go to the ‘PAF Status’ column with the value ‘Pending’.

7. You will need to hover over the word “Pending” to see if your cursor changes into

a ‘pointer finger’ cursor.

e |[fit does change to a ‘Pointer Finger’, it is a link. E}

e [f it does NOT change, it’s not a link

Baker, Robet 003333337 22 0412212016 Bermuda Bahama Pending Alameda

Figure 28: Pending status is a Link
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Note: The Pending status will be a link if:

e The User has the RW role.

e The Partner’s has a valid CSI #. To check if the CSI# is valid, click on the
“Validation Report” link in the “Outcomes Assessments” table.

8. Click on the ‘Pending’ link

9. Enter areason why the incomplete PAF is being certified as complete.

Certify Complete Reason:

oot oaver

Figure 29: Certify Complete Reason

10. Click [Certify Complete].

Note: The status of the Partner in the ACTIVE Full Service Partners table will now be shown as
“Complete*”.

7.4.2 To Decertify a PAF
The PAF information has a ‘Complete (*)’ status (with an asterisk).
This means:

e All mandatory information is complete

e There is still missing (noncritical) information.

If in the future, more information becomes available, you can Decertify and update and complete
the PAF.
In order to complete the PAF with full information for all the domains, you will need to:

1. Decertify.

2. Enter full information for all Domains.

3. Certify PAF to set the status to ‘Complete’
Note: If the full information for all domains is entered, the ‘Complete’ status should NOT have an
asterisk.

To Decertify a PAF, follow these steps:

1. Open the BHIS website (https://bhis.dhcs.ca.gov) .
Click [Log In] and enter your credentials.
On the Menu Bar, select the Applications / DCR Web Application submenu.
On the Menu Bar, select the Partnerships / Manage Active Partners submenu.
Click the ‘Partner Name’ of interest, who has status: “Complete (*)” from the list
or through a search.

vk wnN

Note: Make sure that the ‘Complete’ has an asterisk (*)
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6. Enter the ‘Decertify Reason’.
7. Click [Decertify].

Partner Name CSICCN County FSP ID Age Partnership Date Assigned PSC I=FRE=CERT County

King, Prig 000005555 28 081072017 TestFN TesiLN Complete(*) 5 Alameda

& ° (L 1-1of 1items

Outcomes Assessments for: King, Prig

PAF KEY EVENT TRACKING ‘QUARTERLY ASSESSMENTS
08102017 View | Update Current KET Stalus Currently Due: Days Past Due:
(Complete*) A NIA
Validaiion Reporl
WET HISTORY QUARTERLY HISTORY
NA 11272017
Cerlify Complete Reason:
[To Decertiy, cick [Deceriify] 6
el s, = Gaaiial) O 118208 50227 P /]
e

Figure 30: Decertify a PAF

8. Enter the decertify reason, and click [Confirm Decertify].
Decerlify Reason:

Figure 31: Enter the Decertify Reason

9. The status of the Partner in the ACTIVE Full Service Partners table will now be
shown as “Pending”.

10. Enter all missing information for all the domains.

11. Click [Submit].

12. The PAF should now have status “Complete” (with NO asterisk).
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8 Creating Key Event Tracking Forms (KETs)

After a Partnership is established, information on the status of the Partner for certain domain
areas can be tracked through time in the FSP DCR using the KET form.

Note: Go to:

Introduction to the FSP DCR for details of which domain areas are tracked by the KET or 3M.

When a Partner’s status changes for one of the KET tracked domain areas, a KET is submitted to
the FSP DCR with the new status date (if applicable) and status information.

One KET form can submit one change for every question tracked through key events.

If a Partner has several changes in status for the same question (e.g., the Partner changes
residential status several nights in a row), then a separate KET will need to be entered for each
change.

Like the PAF, there are three basic methods in which the KET information can be collected from
the Partner.

8.1 KET Time Line

~

However, no matter which method is used, the information for the Partner DCR Tip
should be updated in the FSP DCR no later than 90 days after the date Be sure to update
of the event a KET in the FSP
- DCR within 90
days of the event
8.2 Methods to Collect KET Information from a Partner (priferably ':]‘SAP)'
1. How to Create a KET Using Printed Forms. Make §ure the
event is not
2. How to Create a KET Using the Online FSP DCR.

entered more
3. How to Create a KET Using XML Batch Submission. \, than.once.into j
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8.2.1 How to Create a KET Using Printed Forms
For Partners whose information is collected initially on printed forms, there are printer friendly
versions of all forms available through the FSP DCR Admin. menu.

The forms can be filled in and used for data entry of a PAF with a “Complete” status in the FSP

DCR.

Note: Go to Appendix A: Data Reporting and Validation Rules for an overview of the data
reporting rules which must be met for valid data on the PAF.

1.

2.
3.
4

Open the BHIS website (https://bhis.dhcs.ca.gov)
Click [Log In] and enter your credentials.

On the Menu Bar, select the Applications / DCR Web Application submenu.
On the Menu Bar, select the Admin / Forms — Printer Friendly submenu.

CALIFORNIA DEPARTMENT OF

_ : il
pata Collection and Reporting | I1€@Ith Care Services

Home -~ Partnerships - Transfers- Reporis - Admin - Help~ Retum 1

Fomms - Printer Friendhy
View'Share FSP Groups
Sysiem Messages System Messages
Meszage Title Manage Roles

al 1 o L M Add/Edit County Programs

Figure 32: Admin. / Forms - Printer Friendly Menu

You will be directed to the following DHCS website where all printer friendly FSP DCR
forms will be shown.

Select the appropriate form from the ‘Full Service Forms” drop-down.

Select the ‘Save’ or ‘Print’ icon.
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8.2.2 How to Create a KET Using the Online FSP DCR Application
The following instructions apply to DCR counties who enter each Partner’s information through
the online FSP DCR.

KEY EVENT TRACKING
View / Update Cummrent KET Status
Enter New KET

KET HISTORY
MNIA

Figure 33: Create a NEW KET

8.2.2.1 ToFillin KET Form Fields through the Online FSP DCR Application:

Open the BHIS website (https://bhis.dhcs.ca.gov) .
Click [Log In] and enter your credentials.
On the Menu Bar, select the Applications / DCR Web Application submenu.

On the Menu Bar, select the Partnerships / Manage Active Partners

P wnhe

submenu.
5. Select the Partner Name of interest.

Note: Go to: Searching for Partners for further details on locating a Partner in the FSP DCR.

6. Select the Enter New KET link under the KEY EVENT TRACKING section of

the table.
Outcomes Assessments for: Jacohsz, Dolly
PAF KEY EVENT TRACKING QUARTERLY ASSESSMENTS
12/19/2017 View / Update Current KET Status Currently Due: Days Past Due:
Pending Enter New KET N/A N/A
Validation Report
KET HISTORY QUARTERLY HISTORY
IN/A N/A

Figure 34: Entering a New KET in the Key Event Tracking
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The following dialog box is shown:
Enter New Key Event Tracking

Partner you want to enter the assessment for: Jacobsz, Dolly

A

Date Completed (mm/ddlyyyy)

Figure 35: Dialog Box: Enter New KET Date

7. Enter the date the KET form was completed.

Note: If the KET information was collected on a printed form, then enter the date the printed
form was completed.
8. Select [Get Form].
The ‘Enter KET’ view is shown:

Enter KET

Alirnea *

= cunty Chent Numbers (CON)
County Partner |0 joptional)

Parine

rst Name Doty *

Pariners Last Name Jacobsz -
Heted (manvadiyyyy) farang

ate of Birth (mmddfyyyy) 12272004

10 this soction if Swere ane no changes)

Figure 36: Entering New KET - Get Form

9. Select each domain and record all of the current key event information with
the date of each event (as applicable). A different date can be entered for
each event.

10. Click [Submit].

Note: The following note is very important

e If the KET will include a change in Partnership status (discontinuation), then other
information about the Partnership should NOT be entered on the same KET.
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e If aPartneris about to be discontinued, it is
recommended that all other events and information
aboutthe Partner should be entered on separate
KET prior to submitting the KET for the
discontinuation.

e Once the Partner is discontinued, the Partner
becomes inactive.

e When entering a new KET for the inactive Partner, (
see Managing Inactive Partners) the change date
(such as Date of Residential Status Change) must be a
date that is :

= Before the Discontinuation Date
AND
= After the Partnership Date.

DCR Tip:

Once created, a
discontinuation KET cannot
be deleted.

We recommend that a
discontinuation be entered
on its own form without
other information.

Enter all other key event
changes on a separate form.

You will then see a notification that the KET was stored successfully.
You can:
e Navigate to the active Partner view for the Partner just established through selecting the
top link
e Returnto the list of all Active Partners by selecting the bottom link.

KET Success

Success

Key Event Assessment for Jacobsz, Dolly has been successfully stored. Thank you for
submitting your data.

Click here to return to Jacobsz, Dolly on the Inactive Full Service Partners screen

Click ok to return to the Inactive Full Service Pantners screen

Figure 37: KET has been submitted with Success
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8.2.3 How to Create a KET Using XML Batch Submission
All fields for the KET may be entered into the counties own system and later exported for XML
batch submission to the FSP DCR. (see XML Batch File - Submission Introduction)

All data reporting and data validation rules for the FSP

DCR still apply for this method. DCR Tip:

At this time, DCR will not

take the flow of multiple

discontinuation and re-

establishment records for

one partner.

Send only one

discontinuation or

Note: Go to Appendix A: Data Reporting and reestablishment record for
Validation Rules for an overview of the data
reporting rules which must be met to enter valid data for each domain.

Note: A review of the previous information in this
chapter regarding KET printed forms and
online KET submissions will provide an
overview of the organization of the KET data
and associated business rules to which the FSP
DCR requires compliance for submission.

Note: Go to Data Reporting Options section: Selecting a Method of Data Submission for further
information on submitting FSP DCR data via this method.
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9 Creating Quarterly Assessment Forms (3Ms)

9.1 3M Time Line
Every 3 months after a Partnership is established, information on the status of the Partner for
certain domain areas is updated through the FSP DCR using the 3M form.

The 3M assessment m ust be collected up to 15 days before or 30 days after it is due.

Note: Go to Chapter 2 “Introduction to the FSP DCR” at Table 2-2 for details on which domain
areas are tracked by the KET or 3M.

On the 3Ms, the current status of Partnership information for the relevant domains must be
entered, even if it is the same status as was entered on the PAF.

9.2 Methods to Collect 3M Information from a Partner

Like the PAF & KET, there are three basic methods in which the 3M information can be
collected from the Partner:

How to Create a 3M Using Printed Forms. DCR Tip

How to Create a 3M Form Using the Online FSP DCR Data on 3M forms must

Application. ) o be collected within
How to Create a 3M Using XML Batch Submission.

their time frames:

15 days before and up
to 30 days after the
due date. See Table 4 if
time frame is not

| [realid Date or Assessrent Date Out of Range within acceptable time.
. If you miss a timeframe

Message from webpage

by a bit — for example
oK by a week —it is okay to
ask the partner to

Table 5: Date is out of Range report their status as of
‘last week’. The current

status of the partners
9.2.1 How to Create a 3M Using Printed Forms should be submitted,

The following instructions apply to DCR counties who even if there are no

collect each Partner’s information through the printed FSP changes in status from
the last 3M.

forms.

1. Open the BHIS website (https://bhis.dhcs.ca.gov) .
2. Click [Log In] and enter your credentials.
3. On the Menu Bar, select the Applications / DCR Web Application submenu.
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4. On the Menu Bar, select the Admin / Forms — Printer Friendly submenu.

CALIFORMIA DEPARTMENT OF

J | N L (
pata Collection and Reporting | I1€@Ith Care Services

Home -~ Partnerships - Transfers- Reporis - Admin - Help~ Retum 1

Fomms - Printer Friendhy

View'Share FSP Groups

System Messages System Messages

Meszage Title Manage Roles

al 1 o L M Add/Edit County Programs

Figure 38: Admin. / Forms - Printer Friendly Menu

5. You will be directed to the following DHCS website where all printer friendly FSP
DCR forms will be shown.

6. Select the appropriate form from the ‘Full Service Forms” drop-down.

7. Select the Save or Print icon.

9.2.2 How to Create a 3M Form Using the Online FSP DCR Application

Open the BHIS website (https://bhis.dhcs.ca.gov) .
Click [Log In] and enter your credentials.
On the Menu Bar, select the Applications / DCR Web Application submenu.

On the Menu Bar, select the Partnerships / Manage Active Partners

P wnh e

submenu. (see Figure)

5. Select the Partner from the shown list OR search for the Partner of interest
via the Search for box.

6. Select the date of the 3M to be completed under the Quarterly Assessments

box.
Outcomes Assessments for: Health, Care
PAF KEY EVENT TRACKING QUARTERLY ASSESSMENTS
02/01/2017 View / Update Current KET Status Currently Due Days Past Due
N/A N/A
KET HISTORY QUARTERLY HISTORY
05/26/2017 08/01/2017 (ﬂis@,g'w\
05/26/2017 05/01/2017 (missing)

05/25/2017
04/03/2017

Figure 39: Outcomes Assessment View 3Ms

Note: Go to Searching for Partners for further details on locating a Partner in the FSP
DCR.
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9.2.2.1 When 3Ms Become Due

e The 3Ms become due every three months on the same day of the month as the
Partnership was established.
e Alinkis shown in the FSP DCR Currently Due box for an upcoming 3M assessment 15
days before it becomes due. The link indicates the date the 3M is due.
The FSP DCR allows a 3M assessment to be collected from a Partner up to 15 days
before OR 30 days after it is due.
e Thirty days after the 3M was due, the link for the 3M moves down to the Quarterly
History box, where it shows a (missing) notification if no information has ever been
entered in the assessment form.
QUARTERLY ASSESSMENTS

Currently Due: Days Past Due:
12/08/2017 13

QUARTERLY HISTORY
MIA

Figure40: 3M Notifications

7. Click on the ‘Currently Due’ date link.

The ‘Add 3M’ dialog box is shown:

Add 3M

Partner you want to enter the assessment for: cpafi, cdtest1 (000ctest1)

et

Date Completed (mm/dd/yyyy)

Figure 39: Dialog Box: Get Form

8. Enter the date the 3M form was completed.

Note: If the 3M information was collected on a printed form, then enter the date the printed
form was completed.

9. Select [Get Form].
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The ‘Enter 3M’ view is shown.

Enter 3M
Child / Youth Quarterly Assessment Form
FOR AGES 0-15 YEARS
Expand All Domains

PARTNERSHIP INFORMATION

County Alameda *

CSI County Client Number (CCN) 000ctest1

County Partner ID (optional)

Partner's First Name cdtest? *

Pariner’s Last Name cpafl *

Date Completed (mmiddfyyyy) 12/22/2017 *

Partner's Date of Birth (mm/ddfyyyy) 01/01/2007 *
EDUCATION
SOURCES OF FINANCIAL SUPPORT
LEGAL ISSUES / DESIGNATIONS
HEALTH STATUS
SUBSTANCE ABUSE
COUNTY USE QUESTIONS
m Expand All Domains

Figure 40: Enter New Quarterly Assessment

All of the relevant domains for quarterly assessment are shown.
10. Enter the appropriate information for all questions on the entire form.
11. Click [Submit].

You will then see a notification that the 3M was stored successfully. (see: Figure 41)

Note: If desired, you can navigate to the active Partner view for the Partner just established by
clicking the top link; OR you can return to the list of all active Partners by selecting the
bottom link.

Quarterly Assessment Success

Success

Quarterly Assessment for cpafl, cdtest1 has been successfully stored. Thank you for submitting
your data.

Click here to return to cpafi, cdiest1 on the Active Full Service Partners screen

Click ok to return to the Active Full Service Pariners screen

Figure 41: Success Notification for the 3M
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There are few validation notifications available for data on the 3M assessments.

Note: If a 3M assessment is submitted incomplete, there will be no

indicator or status to later alert the user of the missin . ‘\
! . g DCR Tip:
information. )

Fill out the 3M

all at once, the
system does
not flag

9.2.3 How to Create a 3M Using XML Batch Submission incomplete y
All fields for the 3M may be entered into the counties own system

and later exported for XML batch submission to the FSP DCR. (see XML Batch File -
Submission Introduction)

Therefore, it is recommended that the 3M assessment be
completed in full at the time they are started.

All data reporting and data validation rules for the FSP DCR still apply for this method.

Note: A review of the previous information in this chapter regarding 3M printed forms and
online 3M submissions will provide an overview of the organization of the 3M data and
associated business rules to which the FSP DCR requires compliance for submission.

Note: Go to Appendix A: Data Reporting and Validation Rules for an overview of the data
reporting rules which must be met to enter valid data for each domain.

Note: Go to Data Reporting Options section: Selecting a Method of Data Submission for further
information on submitting FSP DCR data via this method.
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10 Managing Active Partners
The FSP DCR provides three tables on the DCR Home webpage designed to assist with managing
Partners in the FSP DCR.

1. PAF Pending Partnership Assessment Form(s) Table.
2. 30 Day Key Event Notification(s) Table.
3. Quarterly Assessment(s) Due Table.

Note: Also see: DCR Home Page for more information

After a Partnership is established, the ACTIVE Full Service Partners view summarizes all of the
PAF, KET and 3M assessments that have been created for a Partner.

Use this view to:
1. View & Manage PAFs, KETs or 3Ms.
2. Create new KETs or 3Ms.

10.1 How to Delete a Partner
After a Partnership is established, a Partnership which was added to the FSP DCR by mistake, in
duplicate, or for a Partner who never commenced the FSP program, etc., can be deleted from the
FSP DCR.

Open the BHIS website (https://bhis.dhcs.ca.gov)

Click [Log In] and enter your credentials.

On the Menu Bar, select the Applications / DCR Web Application submenu.

On the Menu Bar, select the Partnerships / Manage Active Partners submenu to

show the list of active Partners.

il S

Welcome: IT Analysts

- | eatirornia serartmEnT OF £
Data Collection and Reporting Health Care Services

Home-  Pamnerships-  Transfers=  Admin-  Help~  Retumto BHIS 60Q Select Cour|
Manage Active Partners
PAF Status Filter.  Pending & Complete

Pariner Name CSI CCN County FSP ID Age Partnership Date Assigned PSC PAF Status County

Ayerd, Dreya 23 021212014 Bermuda Bahama Pending Alameda
Back, Billie 0iiii234 53 09/18/2017 Bermuda Bahama Pending Alameda
Baker, Robet 003333337 22 04/22/2016 Bermuda Bahama Pending Alameda
Beer, Anita 000011223 22 04722/2016 Bermuda Bahama Complete Alameda
Binks, Jar Jar 004444443 18 12/31/2014 Awesome Coordinator Complete(*) Alameda
Blink, Blank 000005559 53 08/23/2017 Amea Larion Complete(*) Alameda
Bloom, Stewart 111000999 ” 08/01/2007 Awesome Coordinator Pending Alameda
Chewbacca, Chewiefr 004444442 13 0170172017 Bermuda Bahama Complete Alameda
ChildPafTest, ChildPaiTest 003333334 12 02/03/2017 Awesome Coordinator Complete Alameda
Chippers, Chirpy 003333336 FSPO1 1" 10/09/2017 Amea Larion Complete Alameda

: o 2 3 4 5 581 8 90w (") 1-10 07 206 items

Figure 42: Manage Active Partners View

5. From the table, select the Partner Name of interest.
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6. Select the date link under the PAF heading in the Outcomes Assessment table.

(see Figure 43:)

Outcomes Assessments for: Baker, Robet

PAF

04227016

Figure 43: Date Link for a PAF

7. The PAF form will be shown. Scroll to the bottom of the form, and click

[Delete].

iships~  Translers-  Admin-  Help-  Relumio BHIS

Partner's First Name
Partner's Last Name

Partnership Date (mmvddyyyy)
Partners Date of Bith (mmiddyyyy)

WWho referred the partner? (mark one)
®self

© Family Member (2.0., parent, guardian, sibling, aunt, uncle, gran
O Significant Other (e.g., boyfriend / girfiiend, spouse)

O Friend / Neighbor (i.e., unrelated other)

O school

O Primary Gare / Medical Office

ADMINISTRATIVE INFORMATION

RESIDENTIAL INFORMATION - includes hospitalization and incarcer:
EDUCATION

EMPLOYMENT

SOURCES OF FINANCIAL SUPPORT

LEGAL ISSUES / DESIGNATIONS

EMERGENCY INTERVENTION

HEALTH STATUS

SUBSTANCE ABUSE

COUNTY USE QUESTIONS

[ J coms Lo ] 55

Delete Button on PAF Form
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Delete Reason:

Confirm Delete Cancel Delete

Figure 44: Enter Delete Reason and Click [Confirm Delete]

8. Enter areason for deleting the Partnership in the Delete Reason box.
Note: The delete reason is a required field to delete a Partnership.

9. Click [Confirm Delete].
10. Click ok to confirm you want to delete the Partnership.

Note: After the Partnership is deleted, the Partner’s information will be available for viewingin
the Manage Active Partners view, Filter: ‘Deleted’.

11. At the top of the page, use the PAF Status Filter drop-down box to select ‘Deleted’.

Manage Active Partners
PAF S Fler | Deeted

Fariner Hame C3lCon County F5F 10 Age Pannership Date Aszigned F5C PAF Status County

Baba, Mary DOODDEES1 7 002TRT Amea Larlon Dedeled Alamoda
111000060 " 08012007 AWEEOME Coorminaton Deletea Alameda
000072223 B R Ambe Angartol Dot Alameda
123456789 ) 06302014 Awesome Coordinatorn Deleted Alameda
225555 L] oiizonn? Awesome Coctinalon Deleted Aameda

Man, Bal 001225489 7 077202017 Awerome Coorfinabor Dasberlodd Aameda
001225489 17 0720207 Awesome Cocrdinator Daletea Aameda
0optests ] 02017 Amea Ladon Daleted A0

Strappe. Jocaue 000445527 o1 t1] 1012005 Awesome Coorinalor Deleled Alarmeds

: o il b 1- 500 5 nems

Figure 45: Deleted Partners View

Note: The Partnership information cannot be changed, and the Partnership cannot be reactivated
at any time.
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10.2 How to Discontinue a Partner / Inactivate
A Partnership in which the Partner participated in the FSP program for some time, but is no
longer participating can be discontinued.

After a Partnership is discontinued, the Partner status is set to Discontinued and is considered
‘Inactive’ and the Partner is shown in the section of the FSP DCR for Inactive Partners.

1. Open the BHIS website (https://bhis.dhcs.ca.gov)

2. Click [Log In] and enter your credentials.

3. Onthe Menu Bar, select the Applications / DCR Web Application submenu.

4, Onthe Menu Bar, select the Partnerships / Manage Active Partners submenu to
show the list of active Partners.

5. In the Manage Active Partners view, select the Partner of interest.

6. Select the ‘Enter New KET" under the KEY EVENT TRACKING heading

in the Outcomes Assessment for: table. (see Figure 46)

KEY EVENT TRACKING
View ! Update Cument KET Status

Enter New KET

KET HISTORY
MIA

Figure 46: Inserting a New KET

Important: Other relevant key event dates and information should NOT be entered on the same
KET as the discontinuation.
All other events and information about the Partner, who is about to be discontinued,
should be entered on separate KET prior to submitting the KET for the discontinuation.

7. Enter the Date Completed (mm/dd/yyyy) (see Figure 47: Date Completed Dialog
Box ).

Partner you want to enter the assessment for: ChildPafTest, ChildPaiTest (003333334)

Date Completed (mmiddiyyyy) o i

Figure 47: Date Completed Dialog Box

8. Click [Get Form].
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The ‘Partnership Information’ view is shown with all Domains listed in links below it.
Enter KET

FULL SERVICE PARTNERSHIP

Child / Youth Key Event Tracking Form
FOR AGES 0-15 YEARS

PARTNERSHIP INFORMATION

County Alameda *
G35l Gounty Client Number (CCHN) 003333334
County Partner ID {optional)

Partner's First Name ChildPafTest *
Partner's Last Name ChildPafTest *
Date Completed (mmidd/yyyy) 01/25/2018 *
Partner's Date of Birth (mmiddfyyyy) 02/03/2005 *

ICHANGE IN ADMINISTRATIVE INFORMATION (Ship this section if there are ne changes}

RESIDENTIAL INFORMATION - includes hospitafization and incarcerafion {Skip this section if there are no changes)
EDUCATION (Skip this section if thers are no changas)

EMPLOYMENT (Skip this section if there are no changes)

LEGAL ISSUES / DESIGMNATIONS (Skip this section if there are no changes)

EMERGENCY INTERVENTION (Skip this section if thers are no changes)

COUNTY USE QUESTIONS (Skip this section if there are no changes)

5 = )

Figure 48: Partnership Information View

9. Click on the ‘'CHANGE IN ADMINISTRATIVE INFORMATION’ link to open the
Administrative Domain.
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Half way down the form is the “Date of Partnership Status Change (mm/dd/yyyy)”

Enter KET

CHANGE IN ADMINISTRATIVE INFORMATION (Skip this secSion if there are na changes)

PARTNERSHIP STATUS

Date of Provider Number / NP1 Ghange {mmvddryyyy): :|
NEW Provider Humber / NPI: [
Date of Full Service Partnership Program ID Change (mmvddiyyyy): [
NEW Full Senvice Partnership Program 10: |Please Select One w
Date of P ip Service Coordi Change {1 Yy |:|
LMW Pannership Senvice Coorinzior 1 B X
I_ Date of Parinership Status Change (mmiddyyyy): 1 Step
Indicate NEW Eﬂnﬂshi! status:
O Discontinuation / Interruption of Full Service Partnership and / or community services / program (indicate reason below) F_ Ste p

O Reestablishment of Full Service Parinership and / or community services / program

If there is a DISCONTINUATION / INTERRUPTION of Full Service Partnership and / or community senvices /
program, indicate the reason (mark one):

O Target population criteria are not met.

O Partner decided to discontinue Full Service Parinership participation afier parinership established.

O Partner moved to another county / service area ‘_ Step

O Afier repeated attempts to contact partner, sihe cannot be located.

O Community services / program i pted — Partner's ci reflect a need for residential / institutional mental health services at this ffne (such as State Hospital).
O Community services / program interrupted — Partner will be placed in JUVENILE HALL / GAMP | RANCH.
O Community senvices / program interrupted — Partner will be placed in DIVISION of JUVENILE JUSTICE.

O Partner has successfully met his / her goals such that di il ion of Full Service P; ip s

O Partner is deceased.

Figure 49: Submitting a Discontinuation

10. Enter the date the Partnership ended in the “Date of Partnership Status
Change (mm/dd/yyyy)” box. (see Figure 49: Submitting a Discontinuation).

Note: When you enter the ‘Change Date’ (such as Date of Residential Status Change) this date
MUST be a date that is before the Discontinuation Date and after the Partnership Date.

11. Inthe “Indicate NEW partnership status’ area, select the “Discontinuation /
Interruption of Full Service Partnership

and / or community services / program DCR Tip:
(indicate reason below)” radio option. Double check that you need
12. Select the Discontinuation reason. to discontinue a partner
Caution: There is NO final confirmation, so be sure that before submitting the KET.
you would like to discontinue the Partner A discontinuation KET
before submitting the KET. cannot be deleted.

13. Click [Submit].
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10.3 Viewing & Managing PAFs
To View & Manage PAFs, you will need to have a Data Entry role (RW).

Open the BHIS website (https://bhis.dhcs.ca.gov) .
Click [Log In] and enter your credentials.
On the Menu Bar, select the Applications / DCR Web Application submenu.

P wnN e

On the Menu Bar, select the Partnerships / Manage Active Partners
submenu. (see Figure 50.)

CALIFORN|A DEPARTMENT OF

Cosrinl
Data Collection and Reporting H €ad lth Care Ser\”ces

Home~ Partnerships ~ Transfers~ Admin~ Help ~ Return to BHIS Enter Search Text Starts With B —Select Page— |v|feliie}
Add New Partner (PAF)
Manage Active Pariners

Inactive Partners bnding & Complete

Partner Name CSI CCN County FSP ID Age Partnership Date Assigned PSC PAF Status

Figure 50: Manage Active Partners - Drop-down menu

10.3.1 Viewing a PAF
There are several ways to view a Partner’s PAF.

Weleame: IT Analysts

Data Collaction and Repenting | H€AIth Care Services

Home~  Parnerships+  Transfers=  Admin=  Help»  Relumto BHIS Enter Search Text |Starts With | Last Hame ~ [§—Select Page— v 68

Manage Active Partners
PAF Stalus Filler  Pending & Complete "

Partner Name CS8ICCN County FSP ID Age Partnership Date Assigned PSC PAF Status County
Ayerd, Dreya 23 02/12/2014 Bermuda Bahama Pending Alameda
Back, Billie 0iiii1234 53 0971872017 Bermuda Bahama Pending Alameda
Baker, Robet 003333337 2 04/22/2016 Bermuda Bahama Pending Alameda
Beer, Anita 000011223 22 04/22/2016 Bermuda Bahama Complete Alameda
Binks, Jar Jar 004444443 18 12/31/2014 Awesome Coordinator Complete(?) Alameda
Blink, Blank 000005559 53 087232017 Amea Larton Complete(*) Alameda
Bloom, Stewart 111000999 79 08/01/2007 Awesome Coordinator Pending Alameda
Chewbacca, Chewiefr 004444442 43 0170172017 Bermuda Bahama Complete Alameda
ChildPafTest, ChildPafTest 003333334 12 02/03/2017 Awesome Coordinator Complete Alameda
Chippers, Chirpy 003333336 FSPO1 n 10/09/2017 Amea Larion Complete Alameda
el ° 2 3 4 5 5 8 9w - (") 1-10.0f 206 items

Figure 51: Manage Active Partners View
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10.3.1.1 Sorting the Active Partners by Any Heading
The table can also be sorted by any heading by simply clicking on the heading one time for
ascending and twice for descending.

10.3.1.2 Sorting the Active Partners by PAF Status Filter

You can sort the list using the PAF Status Filter drop-down box; the view can show a list of:
1. Active Partners.

2. Deleted Partners.
3. All (deleted and undeleted active) Partners.

Note: The list of all Partners will NOT include inactive Partners.

5. Click on a Partner Name and the Outcome Assessments Table is shown at the
bottom of the page.

10.3.1.3 The Outcome Assessment Table
The Outcomes Assessments Table shows all forms for PAF, KET and 3M.

‘Outcomes Assessments for: Baker, Robet

KEY EVENT TRACKING QUARTERLY ASSESSMENTS
0472212016 View / Update Current KET Status Currently Due: Days Past Due:
Pending Enter New KET A NA
Validafion Report

KET HISTORY QUARTERLY HISTORY
17 7

1

17
05/01/2016

Figure 52: Outcomes Assessments Table

10.3.2 Managing a PAF
To open a Partners PAF, click on the Date link in the PAF column.

10.3.2.1 Set the Active Partners PAF to a Completed Status

Complete the necessary information listed in the validation report to be able to change the
status to ‘Completed’.

1. Select a Partner’s name link to access the incomplete PAF form, the Partner’s PAF will be
shown. (see Figure 53)

Jacobsz, Doily: 13 12/19/2017 IT Analyst1 Pending Alameda
King, Prig 000005555 27 08/10/2017 TestFN TestLN Pending Alameda
1] 4

ﬁ 2 3 4 a8 6 7 8 9 10 1-10 of 227 items
o] for: Dolly

PAF KEY EVENT TRACKING QUARTERLY ASSESSMENTS
12/19/2017 View / Update Current KET Status Currently Due: Days Past Due:
Pending Enter New KET N/A N/A
Validation Report
KET HISTORY QUARTERLY HISTORY
N/A N/A

Figure 53: Selecting a Partner’s Name Link

Note: In the above example the name: “Jacobsz, Dolly” was selected, and the ‘Outcomes
Assessments for Jacobsz, Dolly is shown.

2. Click on the Validation Report to see the ‘Warnings’ for the missing information for the
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PAF.

-

Validation Report

Following required fields were missing / Errors were encountered for Jacobsz, Dolly

PARTNERSHIP INFORMATION
— WARNING B00009: CSI County Client Number (CCN) value missing.
— WARNING B00016: Who referred the partner? (mark one) is not valid

RESIDENTIAL INFORMATION
— WARNING PAF016: Please supply a residential setting for Tonight.
— WARNING PAF017: Please supply a residential setting for Yesterday.
— WARNING PAF018: Please supply at least one residential setting for 'Prior to the 1ast 12 months.'
— WARNING PAF049: Please enter a value for '# Occurrences' for at least one residential setting 'During the last 12 months.’
— WARNING PAF050: Please enter a value for '# Days' for at least one residential setting 'During the last 12 months.'

EDUCATION

— WARNING B00009: Highest level of education completed: value missing.

— WARNING B00009: Is the partner CURRENTLY receiving special education due to serious emotional disturbance? value
missing.

— WARNING B00009: Is the partner CURRENTLY receiving special education due to another reason? value missing.

— WARNING B00003: Estimate the partner's attendance level (excluding scheduled breaks and excused absences) DURING
[THE PAST 12 MONTHS: value missing.

— WARNING B00009: Estimate the pariner's attendance level (excluding scheduled breaks and excused absences)
CURRENTLY value missing.

— WARNING B00009: CURRENTLY, his/her grades are: value missing.

— WARNING B00009: DURING THE PAST 12 MONTHS, his/her grades were: value missing.

— WARNING B00009: DURING THE PAST 12 MONTHS, how many times has s/he been suspended? value missing.

— WARNING B00009: DURING THE PAST 12 MONTHS, how many times has s/he been expelled? value missing.

Figure 54: Example of a Validation Report

3. With the Validation Report open, click on the ‘Date’ link in the PAF column to open the PAF
and complete the missing information needed to complete the PAF. (click ‘Expand All
Domains” on the top right corner of the form to expand all).

4. After entering all information, click [Submit]. (Select [Cancel] to NOT store the PAF).

Note: If all information has been entered correctly, the Validation Y
Report should contain no more Warnings and the PAF will be DCR Tip:
set to “Completed” status. Be sure to save
. eriodically to
10.3.2.2 Save and Continue P . . Y
: : P avoid losing
The Save and Continue link, located below every domain, is used to h
save your entered information per domain. Use this functionality to _ar:cy partr_mers; P
make sure you do not lose your work if the application ‘times-out’. information!
SUBSTANCE ABUSE
Clear Domain
In the opinion of the partnership service coordinator, has the pariner ever had a co-occurring mental iliness and substance use problem? Ovyes ONo
In the opinion of the partnership service coordinator, does the partner CURRENTLY have an active co-occurring mental iliness and substance use problem? Oves ONo
Is the pariner CURRENTLY receiving substance abuse services? Oves O No
Save and Continue

Figure 55: Clicking the Save & Continue Link
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10.3.2.3 Optional Selections on the PAF form

£ £ £ 3

Figure 56: Optional Selections for the PAF Form

1. Click [Submit] to confirm the submission. If all of the information in the PAF is complete
and valid (If there are no more validation errors), the PAF Status will change to
“Complete”.

2. Select [Cancel] if you want to leave the form without saving the newly entered
information.

Click [Print] if you would like to print a copy of the Partner’s PAF form.

4. Click [Delete] to delete the Partner’s PAF.

10.4 Viewing and Managing Key Event Tracking (KETSs)
1. Open the BHIS website ().
2. Click [Log In] and enter your credentials.
3. On the Menu Bar, select the Applications / DCR Web Application submenu.
4. On the Menu Bar, select the Partnerships / Manage Active Partners submenu, (see Figure
57) to show the list of Active Partners.

CALIFORN|A DEPARTMENT OF

Health Care Services €

Data Collection and Reporting

Home~ Parinerships~  Transfers~  Admin=  Help~ Return to BHIS Enter Search Text Starts With v —-Select Page- |v|leile]

Add New Partner (PAF)

Manage Active Partners

Inactive Pariners bnding & Complete M

Partner Name CSICCN County FSP ID Age Partnership Date Assigned PSC PAF Status

Figure 57: Manage Active Partners - Drop-down menu

5. Locate a Partner in the Manage Active Partners table and click on the Partner Name to show the
Outcome Assessments table.
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KEY EVENT TRACKING
View / Update Current KET Status
Enter New KET

KET HISTORY
111212017
1110812017
1110512017

Figure 58: Outcome Assessments table: View/Update KET Status

The Key Event Tracking section contains the following links:
1. View/Update Current KET Status
2. Enter New KET
3. KET History (Date links)
4. Click the View/Update Current KET Status link under the Key Event Tracking.

Note: The user will not be able to make changes in the View/Update Current KET Status form; it
is only a snapshot of the most recently updated KET information.

Home~  Parnerships~  Transfers~  Admin~  Help~  Relumto BHIS Enter Search Te: Starts With v [fLast Name | v[[i-Select Page-- | [Ieed

View KET

FULL SERVICE PARTNERSHIP

Older Adult Key Event Summary
FOR AGES 60+ YEARS

Expand All Domains
PARTNERSHIP INFORMATION

County Alameda ©
CSI County Client Number (CCN)

County Partner ID (ptional)

Partner's First Name Anne *
Pariner’s Last Name Jacobs *
Date Gompleted (mm/ddiyyyy) 12152014 *

Partner's Date of Birth (mm/ddlyyyy) 1011511930 *

CHANGE IN ADMINISTRATIVE INFORMATION (Skip this section if there are no changes)

RESIDENTIAL INFi

ATION - includes hospilalization and incarcerafion (Skip thes saction ffthara sre no changes)
EDUCATION (Skip this section if there are no changes)

EMPLs T (Skip this section ifthere sre no changes)

COUNTY USE

i there & es)
Expand All Domains
m il m

Figure 59: Enter KET Information View

From here, the options are to Enter KET information, [Cancel] or [Print]

1. Click [Enter KET]. This will open the “Enter New Key Event Tracking” form.

2. Click [Cancel]. This will take you back to the Active Full Service Partners screen. (A window
is shown asking you if you are sure you want to cancel.)

3. Click [Print]. This will print the form from the view that opens in a printer friendly version.

Note: You can see all of the Partner’s information by clicking Expand all Domains while Collapse
all Domains will hide the domain information.

Note: Under “Legal Issues / Designations” and then “Arrest Information” and then “Date Partner
Arrested” only a single arrest will be shown; so if the Partner has been arrested multiple
times, only the most recent arrest is shown, not the most recently submitted.

DCR-UserManual-V10.10-2020 Page |76



Chapter 10: Managing Active Partners

10.4.1 KET History

Only the first five KET history dates is shown; in order to see more or all KETs, click ‘View All’
at the end of the dates listed under KET History.
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10.5 Viewing and Managing 3Ms

Open the BHIS website (https://bhis.dhcs.ca.gov)
Click [Log In] and enter your credentials.
On the Menu Bar, select the Applications / DCR Web Application submenu.

On the Menu Bar, select the Partnerships / Manage Active Partners submenu

uvi e e

Select a Partner’s name link.

The Outcomes Assessments table is shown

‘Outcomes Assessments for: Baker, Robet

PAF KEY EVENT TRACKING QUARTERLY ASSESSMENTS

0412212016 View / Update Current KET Status Currentty Due: Days Past Due:
Pending Enter New KET NiA NA
Validation Report

QUARTERL®

Figure 60: Outcomes Assessments Table

6. Under Quarterly Assessments, select the ‘Date’ link you want to view.
The ‘Add 3M’ view is shown

W R | CALIFORNMIA DEPARTMENT © "
Data Collection and Reperting Health Care Services

Home~  Parnerships-  Transfers-  Admin-  Help-  Retumto BHIS Staris With  |w|fLast Nams [ [[i-Selec]

Add 3m

Partner you want to enter the assessment for: Baker, Robet (003333337)

Date Completed (mm/ddiyyyy) MDD &

Note: You can navigate to the next page of the table by selecting the page Number OR the Next
link OR you can select the View All link in the upper right corner of the table to view a list
of all Partners with 3Ms currently due.

Note: The table can also be sorted by any heading by simply clicking on the heading one time for
ascending and twice for descending.

7. Select a Partner’s name link to enter the 3M information for the 3M which is currently
due.
Note: You cannot enter information for a 3M which is overdue by more than 30 days from this

table. Go to Creating Quarterly Assessment Forms (3Ms) for instructions on completing a
3M which may be overdue by more than 30 days.
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PAF KEY EVENT TRACKING QUARTERLY ASSESSMENTS
10/22/2016 View / Update Current KET Status Currently Due: Days Past Due:
Pending Enter New KET 01/22/2018 9
Validation Report
KET HISTORY QUARTERLY HISTORY

10/10/2017 10/22/2017 (missing)
10/06/2017 07/22/2017 (missing)
10/06/2017 04/22/2017 (missing)

01/22/2017 (missing)

Figure 61: To Manage Partners with the Quarterly Assessment(s) Due

8. The next screen will show the 3M entry form. Complete the information for the 3M

currently due.

Note: Go to Creating Quarterly Assessment Forms (3Ms) section: How to Create a 3M Form Using
the Online FSP DCR Application to complete the 3M form.
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11 Managing Inactive Partners
After a Partnership is inactivated, the INACTIVE Full Service Partners webpage summarizes all
of the PAF, KET and 3M assessments which were created for a Partner during the last active
Partnership. This is also the place to reactivate a Partner. Missing 3Ms can be submitted and
information in most existing KETs can be modified if required.

11.1 Re-establish an Inactive Partner Timeline

e |f the Partner has been inactive for less than a year, then the Partner can be reactivated in
connection with the original PAF submitted.

e [f the Partner has been inactive for more than a year, then the FSP DCR will prompt the
user to submit a new PAF form in order to reactivate the Partner.

DCR Tip:
Note that the FSP
DCR may not take out
of order 3Ms or KETs

Note: Go to Data Correction for further information on
correcting and updating PAF, KET and 3M data for
inactive Partners.

1. Open the BHIS website when re-establishing
(https://bhis.dhcs.ca.gov) a partner via XML

2. Click [Log In] and enter your credentials. batch submission.

3. On the Menu Bar, select the Applications / All assessments must
DCR Web Application submenu. be submitted in

4. On the Menu Bar, select the Partnerships / \ chronological order in
Inactive Partners submenu to show the list of

inactive Partners.

Data Collection and Reporting

Home ~ Partnerships - Transfel
Add Mew Partner (PAF)
Manage Acfive Pariners

Inactive Partners

FaTarataT

Figure 62: Inactive Partners Menu
5. Locate the Partner of interest in the list.

Note: You can search for an inactive Partner with the Search for box. You can sort the list by any
column heading by selecting it once for an ascending sort or twice for a descending sort.
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Selecting a Partner’s name will show the Outcome Assessment table where all of the Partner’s
assessments are organized.

Outcomes Assessments for: Steinbeck, Brett

Date to Reactivate

PAF

KEY EVENT TRACKING ‘QUARTERLY ASSESSMENTS
View [ Update Cumrent KET Status

PAF HISTORY
037062017
{pending)

KET HISTORY QUARTERLY HISTORY
03/0612017 09/06/2017 (missing)
06/06/2017 (missing)

Figure 63: Outcomes Assessment Table

By selecting the date link in the appropriate sections of the table, you can select the following

actions:

vk

6.

Print PAF Validation Report.

Review / Correct / Update PAF Information.

Review all KET Information / Correct some KET information.
Review / Correct / Update 3M Information.

Complete a Missing 3M.

Reactivate a Partner.

Note: Go to Data Correction for further information on correcting and updating PAFs, 3Ms or
KETs data for inactive Partners.

Inactive Partners

PAF Status Filter: | Pending & Complete

FPariner Name CSl CCN County F
Steinbeck, Brett 800155555

L] 4 0 L |

Outcomes Asseszments for: Steinbeck, Brett

Date to Reactivate  MWDDAYY i -I

PAF

PAF HISTORY
03062017
(pending)

Figure 64: Manage Inactive Partners with the INACTIVE Full Service Partners Webpage
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11.2 View an Inactive Partner’s Current KET Status:
1. Open the BHIS website (https://bhis.dhcs.ca.gov)
2. Click [Log In] and enter your credentials.
3. On the Menu Bar, select the Applications / DCR Web Application submenu.
4

On the Menu Bar, select the Partnerships / Inactive Partners submenu to show the
list of inactive Partners.
5. Locate a Partner at the Inactive Partners webpage and click on a Partner to show
the Outcome Assessments table.
Click View Current KET Status link under the Key Event Tracking.
7. The options from here are to either:
e [Enter KET]
e [Cancel]
e [Print].
8. Click [Enter KET] to enter a New KET for this Inactive Partner.
9. Click [Cancel] to go back to the Inactive Partners view.
10. Click [Print] to open a printer friendly version of the form to be printed.

11. You can see all of the Partner’s information by clicking the ‘Expand all Domains’
link while ‘Collapse all Domains’ will hide the domain information.
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11.3 How to Reactivate a Partner / Reestablishment

Partners who no longer participate in the FSP, for a variety of reasons, can be discontinued from
the Partnership. However, their information will remain in the system as an inactive Partner.

If the Partner returns to the program, the Partner can be reactivated at any point in the future.
A KET is used to discontinue a Partner. However, no other information about the Partner should

be entered on the same KET which is used for the Partnership status change (i.e., discontinuation

or reactivation).

11.3.1 A KET which contains a Partnership status change can be edited

KETs which contain a discontinuation or reactivation can have all of the fields altered EXCEPT for

the actual selection of the discontinuation or re-establishment, and the discontinuation of re-

establishment date.

1. Open the BHIS website (https://bhis.dhcs.ca.gov) .
2. Click [Log In] and enter your credentials.
3.
4,
Inactive Partners.
5. From the INACTIVE Partners table, select the Partner of interest.
6.

7. Click [Reactivate] (see Figure 65).

Enter the date the Partner was reactivated in the Date to Reactivate box

Inactive Partners

PAF Status Filter: . Pending & Complete

Pariner Name CS51 CCN County F
Steinback, Brett 900155555

Dutcomes A itz for: Steinbeck, Brett
Date to Reactivate &

PAF

PAF HISTORY
0362017

(pending)

Figure 65:Re-activate a Partnership

On the Menu Bar, select the Applications / DCR Web Application submenu.
On the Menu Bar, select the Partnerships / Inactive Partners submenu to show the list of
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If the re-activation date was within a year after the
discontinuation date, a screen is shown to confirm the
Partnership was reactivated. It is required that all key event
changes which occurred while the Partnership was inactive
be entered into the FSP DCR via the KETs.

\ partners who were

DCR Tip:
If you need to re-
establish a partner who
had a partnership with
someone else, you may
need to contact your
County Administrator
to reactivate the
partner and then
transfer that partner to
you. You will not be
able to see or manage
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12 How to Become a County Approver

Two County Approvers and one Vendor (if applicable) are assigned for each system, by submitting
the County Approver Certification & Vendor designation form, to DHCS.
The County Approver certification forms are available on the BHIS portal website:

Open the BHIS website (https://bhis.dhcs.ca.gov)

In the “Links” box, click the link: “Approver certification forms”.

Select: Mental Health Data Collection and Reporting (MHSA-DCR) / Download.
The form: DHCS 5260 (Rev. 07/17) will open.

Complete the information and have the County Director sign the form.

6. Send the signed form to: MHSData@dhcs.ca.gov.

vkhwne

Note: All forms MUST be signed and sent by the counties Behavioral Health Director’s email
domain. If you have any questions, please e-mail these to MHSData@dhcs.ca.gov.

12.1 DHCS processes the received County Approver Certification Forms

Once the e-mail is received, DHCS will:
1. Create the User accounts for the designated County Approvers.
2. Assign them County Approver role in the BHIS Portal for both Production and Staging
environment.
3. Send the County Approvers an encrypted e-mail with the assigned Username and
temporary password.

Once County Approvers receive the encrypted e-mail, they:
1. Must change the password using the instructions in the e-mail.
2. Can login to the BHIS portal and manage (Add/Remove/Update) user accounts and user
roles, once the temporary password has been changed.

Note: County Approvers will use the same Username and password to login to BHIS staging and
production portals.

Note: All user changes to BHIS take approximately 1 hour to become active and available through
BHIS and the FSP DCR application
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13 Adding and Managing DCR Users

The County Approver Designee is responsible for:
1. Adding New Users. (BHIS system)
2. Managing Existing Users.

IMPORTANT — County Approvers Do NOT create accounts for PSCs in BHIS unless they need to
access DCR! PSCs are now managed by those with CA-RW roles. Only add users to BHIS who need

access to DCR.

13.1 Adding New Users

When adding new users, there are three actions to take:
1. Adding the user to BHIS
2. Adding a User Role
3. Assign the User to a Group.

13.1.1 Adding the user to BHIS
As the County Approver, you can add New Users, using the BHIS website:
1. Open the BHIS website (https://bhis.dhcs.ca.gov) .
2. Click [Log In] and enter your credentials.
3. On the Menu Bar, select the Administration / Manage Users submenu.

DREN|A DEPARTMENT O

Information Systems HEalth Care SETVICEE

Home Apphcafions - My Profile Change Password Administration - Help

Manage Users
= Porial Messages

Message

Figure 66: BHIS: Administration / Manage Users
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13.1.1.1 Determine if User already has been entered into BHIS
Before you can add a new User to DCR, you need to determine if the User already exists in the
BHIS system.
1. Search by LAST Name and/or Work Email to see if user is already in BHIS for your
County.
2. Click the down-arrow to the right of “Last Name”.

Last Name ¥

VWeston Show items with value that:
S | Starts with 'li
hiair

Goodall m Clear

Figure 67: Search for User in BHIS

3. Enter the last name you are looking for and click [Filter]
4. If found, Go to: Managing Existing Users (chapter: 13.2)
5. If not found, click [Add].

Health Care Services

Chenge Panewerd Adriribialion = Moo Logo

Tracey Weston Sheo e wilh wakon that maceyweskngiredingn o Pending. Waitng For Dy To Actvate 0irHT018

" .
Unes Mame 3 Firstbiame ¥ Last Hame ! Employment Organizaton i Work Emad 7 Stakes ¥ Lmummm

Banding, Vst Fer Dhes To fctvate oraiens

Fending. Wastng Fee Dnes To Actvate omaRa view

fren -
e v Goodat =l - Pandng, Waiing For Cica To Deacivaie s
et e e Yo [ ———— auowo P—
- - ‘|5 5 3

Figure 68: Add User

The “Manage User: Add user Profile” view will be shown:

»  Health Care Services

Wome  Mppkcstows  NyPrulle  ChangePetsnd  Admiiskalions  Hepe Lo
s MaNA0 USer A Usar Profie n
User Name

]
Work Fmad [ ——
First Mome * Lt arne * .
Work Adkdrena cay
Stale )
Wock Phane Work Fax
=1

Figure 69: Manage User: Add User Profile view

Note: When entering the new user’s e-mail, the E-mail Domain must match the e-mail domain
that is in the BHIS system.
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A. For County DCR users this can only be ONE and the same, approved e-mail domain.

B. If thisis a County Contracted Provider/contractor/company (CCP) who enters DCR
data on behalf of the County, then DHCS MUST have a list of all e-mail domains to
be added, sent to DHCS by the County Approver.
Send this list to MHSData@dhcs.ca.gov.

6. Enter the information requested and click [Save].

7. DHCS will receive an e-mail to create a User ID for this person.

Home Applicafions~ My Profie Change Password

CALIFORN .- {
information systems | Health Care Services

Administration - Help~ Log out

&+ Manage User: Add User Profile

User created succesfully in TEST environment.

Click here to add role(s)

=]

Work Email * Employment Organization *

| dolly jacobsz@dhcs.ca.gov | | Diepartment OF Health Care Services ﬂ |
First Name * Last Name *

| Doly | | Jacobsz

Work Address City

State Zip

Work Phone Work Fax

Figure 70: User Created Successfully

Note: if you want to add a User Role now, click on the link: “Click here to add role(s)”, and

continue to step 8.

13.1.2 Adding a User Role

e User roles determine the level of access and authority of FSP DCR users.

e All FSP DCR users must be assigned at least one role but may be assigned multiple roles.

e If auseris assigned multiple roles to meet county business needs, and the user will
assume the highest level of access and authority that is available to any of the assigned

roles.

Note: To view the Level of Access and Authority go to: Table 6: Level of Access and Authority to

DCR Webpages by User Roles
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There are several user roles to choose from:

Read Only (RO).

Read/Write (RW).

County Administrator, Read Only (CA-RO).
County Administrator, Read/Write (CA-RW).
State System Administrator (SSA).

6. Share FSP Group (SFG).
e FEach user role provides access to a different set of FSP DCR menu items.

e Nosingle user role provides access to ALL FSP DCR submenus.
Table 6: Level of Access and Authority to DCR Webpages by User Roles

uihwn

Menu Submenu Roles
RO (RW CA- |CA-RW SSA SFG
RO State only
DCRHome 1. DCRHome ro ro ro ro ro ro
Partnerships | 1. Add New Partner - rw - ro - -
2. Manage Active Partners ro rw ro ro ro ro
3. Inactive Partners ro rw ro ro ro ro
Transfers 1. Download FSP DataFiles ro ro - - ro -
2. Upload FSP XMLFiles - rw - - - -
Reports 1. Assessment Counts - - - - rw -
2. User Roles By County - - - - rw -
Admin 1. Forms- Printer Friendly ro ro ro ro ro ro
2. View/Share FSP Groups ro ro ro rw ro rw
3. System Messages - - ro rw rw -
4. Manage Roles - - - - rw -
5. Add/EditCounty - - - - rw -
6. Manage Groups - - ro rw - -
7. Manage PSCs - - ro rw - -
Help 1. DCR User's Manual ro ro ro ro ro ro
2. Training ro ro ro ro ro ro
3. Contact Us ro ro ro ro ro ro

e Adash (-) symbolizes that a user with only that role cannot see or access the submenu (has
no access or authority for the submenu). When a user cannot access or see any submenus
for a main menu, then the main menu will also become unavailable to the user.

e A notation of ‘ro’ (read only) defines that the user can access the information on the
webpage but cannot make any changes to the information (has access but no authority to
make changes).

e A notation of ‘rw’ (read/write) defines that a user has the highest level of access and
authority and can view the information and make changes. When a user is assigned multiple
roles, the user will assume the highest level of access and authority for each submenu that
is available to any of the assigned roles.
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13.1.2.1 Two ways to add a User role

1. Ifyou just added the person as a “New User, click on the link: “Click here to add role(s)”
(see: Figure 70: User Created Successfully) and continue to step 8

2. If the user is already added to BHIS, go to “Administration / Manage Users” and find
the user. Click on the View link.

The Manage Users View User Profile view is shown:

stermanas sparems | HEQIth Care Services

R

W Manage Users

Emplknymend Organication:

Sywem Rk Access CrpaniIation

Account State Rk Stanss

Uiser Hame & Fist Hame ¥ Last Hame T Lmgkoyment Organcaben x Glabus 7 Laat Updaled Date  Achon
S - e s o
Tommy Tentm o] Poncing, Vg For Dhcs To Acivale LRLe Aot
- Fay Dbes P, Woalirgg Fer Diwcs T Aclvale fuBTHE
Hema pareixinay Alameda Peacing Waiing For Dibes To Actvale TR
Hema parantattree Alameda Rermatarh s o anasohss 24 00 Pending, Walling For Dies To Acivale Qi bl
" - VIEAr ™ 5 .

Figure 71: Click "View" to view the User Profile

The Manage Users: view User Profile View is shown:

« | Health Care Services

FiManaps Lisars: Vigw User Profie

& Persenal Profie

Fu Mo -, e (59 Tanz Covotes By P

User Mare Fax Covaten tate ouecos

Fmgieapmsenl Cuareastin e Fmal e Ak o Ugetated By [ 7 |
841 Pl Chges it Panrwoit Lxpiry Date Hipdated late

Aamen 20 1 M 2, Prrterve, G, K287 e tisus P, mating b EHICS o Scvate

& User Roles

i
= - — -

Figure 72: Manage Users: View User Profile - User Roles

8. Inthe User Roles section, Click [Add].
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The Manage Users: Add User Role view is shown:

+ Add New Role

System *
Mhsa_Der 3]

=

Access Organizations *

Figure 73: Manage Users View: Add User Role - Add New Role

9. Select the following values from the drop-down boxes:
e System “MHSA_DCR”
e Role (choose accordingly)
e Access Organization (County)

10. Click [Save].

13.1.3 Assign the User to a Group
See How to Assign a Group to a DCR User

13.2 Managing Existing Users
This functionality is available for the role of “County Approver”.

After the user has been added to the BHIS system and has been assigned as least one User Role,
the County Approver is responsible for:
1. Viewing DCR User Status.
Viewing DCR User Profile.
Editing and Requesting Deactivation of DCR Users.
Approving requests from County Staff and CCPs.
Managing User Roles. (i.e. RO, RW, CA-RW, etc...)

nkwnN

This is done through the BHIS County Approver Management interface.
1. Open the BHIS website (https://bhis.dhcs.ca.gov) .
2. Click [Log In] and enter your credentials. (see: How to Become a County

Approver).
3. On the Menu Bar, select the Administration / Manage Users submenu.

ORN|A DEPARTMENT OF

CALIFORDN -: ’—
imfermation systems | HEa@lth Care Services

Home Apphications ~ My Profile Change Paszword Administration - Help~ Log out

Manage Users
= Portal Messages

Message

Figure 74: Administration Menu
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The following view will be shown:

maror g
ces

Prering, Wit Fer [hea T Actvate

Hema Gerarlame Hameda Panding, Waltng F'er Uncs Te Advate

Hema Ganaman Elamedy Pereing, \Wating Fer Dhes T Artvate

Actnested

Figure 75: Manage Users View

This view has a filter area and a table that shows the users who have been added.

Note: Every column in this table can be used to sort the information by clicking on the drop-down
arrow located in the top right-hand corner of the column.

13.2.1 Viewing DCR User Status.
Following is the list of all the available User Account Status’ and their brief descriptions:

e Pending, waiting for DHCS to Activate — County Approver has added a new User
account in BHIS Portal. DHCS will be notified with the new User details. DHCS will
create username and temporary password and will send out an Encrypted e-mail to
User’s Work e-mail address. User will have to change this temporary password into a
more permanent password using the link given in the encrypted e-mail. Only after a
permanent password is created the user can log onto BHIS Portal with the username
and password.

e Activated - County Approver has added a new User account in BHIS Portal. DHCS has
confirmed the username and password has been created for the same User.

e Pending, waiting for DHCS to Deactivate — County Approver has sent in a request to
remove a User account from BHIS Portal. DHCS will be notified with the User details.
DHCS will perform the necessary action to remove the User from the system.

e Deactivated - County Approver has requested to remove a User account from BHIS
Portal. DHCS has confirmed removal of the account for the same User.

13.2.2 Viewing DCR User Profile
1. Open the BHIS website (https://bhis.dhcs.ca.gov).
2. Click [Log In] and enter your credentials. (see: How to Become a County Approver).
3. On the Menu Bar, select the Administration / Manage Users submenu.
4. Click the link “View” at the end of the row, to view the DCR User Profile.
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13.2.3 Editing and Removing DCR Users.

1. Open the BHIS website (https://bhis.dhcs.ca.gov).

2. Click [Log In] and enter your credentials. (see: How to Become a County Approver).

3. On the Menu Bar, select the Administration / Manage Users submenu.

4. Click the link “View” at the end of the row, to view the DCR User Profile, who has the
status “Activated”.

5. Inthe “Personal Profile” area, click [Edit]. This opens the: “Manage Users — Edit User
Profile” view.

6. Select the ‘Request for deactivation’ radio button. (see: Figure 76: Request for
Deactivation of a DCR User)

® Activate ) Reguest for deactivation

Figure 76: Request for Deactivation of a DCR User

13.3 Maintaining & Managing Groups

This functionality is available for the role of “County .
Administrator” (CA-RW). DCR Tip: \
Users may only view
Note: You can add a County Administrator RW role to your partners that are within
profile in order to assign groups to users. Once you their group.
add the CA-RW role, it might take couple of hours to If a partner you are
have new role privileges. working with is not in
13.3.1 Group Structure your group, contact your
FSP DCR Groups control the ability of users to View or Access County Administrator to
data for Partners in the program. move that partner to your
group or to adjust your

e The group structure provides security in order to limit the group.
number of users who can access a Partner’s data. \._ )
e A county’s group structure will depend on both their reporting method and business
methods.
e The user who enters or uploads the data may not be the same user who accesses and
reviews the data.
0 A group should be created for each set of users who need to Upload the same data
0 A group should be created for each set of users who need to Access the same data.
e If the users who enter the data are the only users (except the “<County> Master Group”)
who need to access the data, then the group structure will be simplified.
e The least number of users possible should belong to each group.
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13.3.1.1 A “<County> Master Group”
As a default, a “<County> Master Group” exists in the FSP DCR for each county.
1. Any user assigned to the “<County> Master Group” can access, all Partners’ data for the
entire county.
2. A user can be assigned to only one group. However, the FSP Partner’s data can belong to
several groups.

13.3.2 Who Can View / Share FSP Partner’s Data
This functionality is available for the role of: County Administrator (CA-RW and SFG role).

Assign yourself to same group as the Partner’s PSC by following these steps:
1. Open the BHIS website (https://bhis.dhcs.ca.gov).
Click [Log In] and enter your credentials.
On the Menu Bar, select the Applications / DCR Web Application submenu.
On the Menu Bar, select the Admin / Manage Groups submenu.
Find your name.
In the last column behind your name the button can either read:
e Remove
e Assign.
7. If you have a [Remove] behind your name and the group is the same group as the
Partner’s PSC:
a. On the Menu Bar, select ‘Admin/ View/Share FSP Groups’ submenu to share from
one group to other group’ section
8. If you have [Assign]any group assigned then go to step #
9. If you your group is not the same as Partner’s PSC then Remove yourself from current
group by clicking [Remove].

oukwnN

Welcoms SELLE. T4 S

LDLRK CALIFORNIA DERARTMENT O] -
Data Collection and Reporting Health care Ser\”ces

Home=  Parinerships=  Transfers=  Admins  Help=  Refum to BHIS Staris With | w[JLast Name '~ [f Group! [ Goll  Selec by

County : Stanislaus

Manage Groups
User Name User Organization Title: Group Approved /

Stanislaus Stanislaus Master Group 201711101 00:00:00 by REMOVE

£ o 2 3+ 1-10f1items

Figure 77: Manage Groups - REMOVE
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10. Click Assign and select the group you want to assign from drop down and click assign

Data Collection and Reporting Health Care Ser\”(:es

Home=  Parnerships~  Transfers=  Admine  Help=  Retum to BHIS Enter Search Text GoQ,  Select County
Ce
Manage Groups
User Name User Organization Title Group Approved
Fua 2017/11/14 00:00:00 by REMO\:E/

S e Mg 2017/11/01 00:00:00 by ASSIGN
2017/11/02 00:00:00 by REMOVE

= T = 2017/11/14 00:00:00 by REMOVE

Figure 78: Manage Groups - ASSIGN

11. Logout and log back into DCR for the ‘Group Change’ to take affect
1. On the Menu Bar, select Admin / ‘Share/Delete/Move partners from one group
to other group’ section in SFG role and follow the steps
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13.3.3 View/Share FSPs between Groups:
Those users with CA-RW or SFG role can share partners amongst groups by DCR users who belong
to same group as Partner’s PSC. This is done using View/Share FSP Groups page.

View/Share FSP Groups page allows users to share individual partners. Users can share partner
by adding a different group, so users in both of the groups can manage the partner.
User can switch the partner from one group to another by editing and selecting a new group.

13.3.3.1 Two FSP Groups can see the Partner’s information - How can I correct this?
There are two settings you need to check:
1. The FSP Group the Partner is assigned to.
2. The Group you are assigned to.

13.3.3.1.1 Find the FSP Group the Partner is assigned to:
1. Goto:Navigation Bar / Admin. / ViewShare FSP Groups
2. Inthe Search bar, do a search using the Partner’s CCN number.

Example:
T - '

050000222 Starts With v [WCCN/FSP v [N —Select Page— | v|Reliel

= a PN PR

3. When the results are shown, note which_Group the Partner is assigned to.
13.3.3.1.2 Find the Group you are assigned to:

1. Goto:Navigation Bar / Admin. / Manage Groups.

2. Find your User Name and look to see what Group you are assigned to.
a. If the Group is the same as the Partners group, your good.
b. If the Group is NOT the same as the Partners group, click [REMOVE], confirm by

clicking [REMOVE] again. Click [OK].
c. Click [ASSIGN] and select the Group Name that the Partner belongs to.
3. Logout and log back in.

Note: Now that you are in the same Group as the Partner, you can see which Group(s) it's being
shared with.

13.3.3.1.3 The ‘Shared’ Group can be (View/Share) ‘deleted’, then the Group will not be able to see this
Partner anymore.
1. Goto:Navigation Bar / Admin. / ViewShare FSP Groups
In the Search bar, do a search using the Partner’s CCN number.
3. If the Partner has a ‘Group share’ between two groups, you will see:
e The Main Group
e The Shared Group.

4. Find the Shared Group. (you see the Shared Group with the [Edit/Delete] option)

5. Click [Delete].

6. If you have changed the Group you were assigned to (in step 2c), go back in to: Manage Groups and
remove yourself from the Partner’s Group and then add yourself back to the Group you were in
when you started.

7. Logout and log back in for the change to take effect.

N
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Health Care Services

Datas Codlectlon and Reporting

T ST ETLIT ST O

View/Share FSP Groups

Mote: T Wasted giodd Shd tha oo the PGSO Bebings 1 aanod be siled o2 deltled

Pariner Mame 51 CCN County FSP 1D Due Dale Age Assigned PSC

ADD A GROUP 'fr.

Assigred Goup
o -_._,_,_.-H""'
PRI Tesst Group -
< DELETE
Ay user adsignaed o tha County Master Groud will i access 1o Bl FSPs within Bhat County. This
(areip s crealed by DUR sysiem sulomalcally
EDIT

Figure 79: View/Share FSP Groups
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13.3.4 How to Add a Group to the County
This functionality is available for the role of “County Administrator” (CA-RW).

Open the BHIS website (https://bhis.dhcs.ca.gov) .

Click [Log In] and enter your credentials.

On the Menu Bar, select the Applications / DCR Web Application submenu.
On the Menu Bar, select the Admin/Manage Groups submenu.

PwnNnpE

DEPARTMENT O

Data Collection and Reperting Health Care Services

Home ~ Partnerships ~ Transfers~ Admin - Help~ Retum to BHIS

Formes - Printer Friendhy

View'Share FSP Groups

SRR System Messages
Message TigguyEnrnrg. 11

" ~ Manage Groups

Figure 80: Manage Groups

The following view is shown:

Manage Groups

Maintain MHSA Groups

User Name User Organization Title Group Approved

Figure 81: Manage Groups View

5. Click [Maintain MHSA Groups].
The following view is shown:

weleome: 1T Analys|

Data Collection and Reporting | H€aIth Care Services

Home-  Parnerships-  Transfers~  Admin-  Help-  Refumnto BHIS Enter Search Text Select Page— |w e e

MHSA System User Groups for County: Alameda

ADD A GROUP TO THE COUNTY

Group Name 7 GroupDescription Status Modified By Modified On

AT TestAT Inactive Hemalatha Gorantla 121812017

Figure 82: Groups - Add A Group to the County
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6. Click [Add a Group to the County].

The following dialog box is shown:
Add Group

Group Name:

Group Desc:

Status Active ﬂ

Full Name

M 4 1 3 H
o Mo items to display

Close

Figure 83: Add Group Dialog Box

7. Enter a Group Name and Description.
8. Select the Status from the drop-down field.
9. Click [Save].
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13.3.5 How to Edit a Group
1. Open the BHIS website (https://bhis.dhcs.ca.gov) .
2. Click [Log In] and enter your credentials.
3. Onthe Menu Bar, select the Applications / DCR Web Application submenu.
4. Onthe Menu Bar, select the Admin/Manage Groups submenu.

The following view is shown:

Manage Groups

User Mame User Organization Title Group Approved

Figure 84: Manage Groups View

5. Click [Maintain MHSA Groups].

The ‘Groups’ view is shown:

Welenme: IT Analyst

CALIFORNIA DEPARTMENT OF r
Data Collection and Repeorting Health Care Services ]

Home-  Parnerships-  Transfers-  Admin~  Help-  RetumtoBHIS GoQ
Groups
MHSA System User Groups for County: Alameda
ADD A GROUP TO THE COUNTY
Group Name 1 GroupDescription Stalus Modified By Modified On
AT TestAT Inactive Hemalatha Gorantia 121972017
Alameda Master Group Any user assigned o the County Master Group will have access to all FSPs within that County. This Group is created by DCR system automatically. Inactive MasterUser 011052013
Alameda Master Group Any user assigned fo the County Master Group will have access to all FSPs within that County. This Group is crealed by DCR system automatically. Inactive MasterUser 01/05/2013
Alameda Master Group Any user assigned to the County Master Group will have access to all FSPs within that County. This Group is created by DCR sysiem automatically. Inactive MasterUser 01/05/2013
Alameda Master Group Any user assigned o the County Master Group will have access to all FSPs within that County. This Group i created by DCR system automatically. Active MasterUser 06/30/2017
ALM GH Group Hema's Test Group Active IT Analyst 111772017
ALM GH Group2 Hema's test group to make it inactive Inactive IT Analyst 1013172017
Bonita House Active MasterUser 063072017
GROUPTEST GROUPTEST Inactive IT Analyst 01/09/2018
Jilfs Test Group Use this for documentation Active IT Analyst 0112372018
e o 2 (" )" 1-100f 16 items

Figure 85: Edit a Group
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6. Click on the (blue) ‘Group Name’ link that you wish to edit.

The Edit Group dialog box is shown.

Edit Group

Group Name: Jill's Test Group

Group Desc: Use this for documentation

Status Active [v]

Full Name
4 » ]
o No items to display
Close

Figure 86: Edit Group Dialog Box

DCR-UserManual-V10.-2019 Page|122



Chapter 13: Adding and Managing DCR Users

13.3.6 How to Assign a Group to a DCR User
In order to see client data, a group needs to be assigned to your DCR User.
As a County Administrator (CA-RW), you should be able to assign groups to DCR Users in your
county.
This is done through the DCR website:
1. Open the BHIS website (https://bhis.dhcs.ca.gov) .
2. Click [Log In] and enter your credentials.
3. On the Menu Bar, select the Applications / DCR Web Application submenu.
4. On the Menu Bar, select the Admin/Manage Groups submenu.

O v i i

Health Core Services

Lhlp it i = f Bl o

Figure 87: Manage Users

5. Click [Assign] at the end of the user row to assign a group. (see: Figure 88: Assign
To Group)
Note: Assigning user to County Master Group would provide access to all partner data.

Kris Dubble Alameda Missing 2017/07/20 00:00:00 by Sujatha Bhagavatula ASSIGN

b 02 ' 1-100f 14 items

Figure 88: Assign To Group
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The Assign Group to the user dialog box is shown:

Assign Group to the user

Group Mame: | Alameda Master...

Do you want to assign a Group 1o this user?

ASSIGM

CANCEL

Figure 89: Assign Group to the user Dialog Box

6. Select the Group Name from the drop-down box.

7. Click [Assign].

Note: Assigning a DCR User to the County Master Group will provide access to ALL partner data.
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13.3.7 How to Remove a Group from a DCR User
This functionality is available for the role of “County Administrator” (CA-RW).

Open the BHIS website (https://bhis.dhcs.ca.gov) .

Click [Log In] and enter your credentials.

On the Menu Bar, select the Applications / DCR Web Application submenu.
On the Menu Bar, select the Admin/Manage Groups submenu.

PwnNnpE

The Manage Groups view is shown:

Welcome: IT Analysi]

ALIFORNIA DEPARTMENT OF a
Data Collection and Reporting Health Care Services

Home~  Parnerships-  Transfers~  Admin-  Help~  Retumio BHIS Staris With  [v[flLastName [ [J-Select Page— [w[Jlce8 Selec]

Manage Groups

User Name User Organization Title Group Approved

County Analyst1 Alameda Bonita House 2017/07/18 00:00:00 by Sujatha Bhagavatula REMOVE

Figure 90: Manage Groups View

5. Click [REMOVE] at the end of the user row to remove the user from a group.
The ‘View User Information dialog box is shown.

View User Information b4

Are you sure you want to remove the Group assigned to
this user?

REMOVE CANCEL

e ]
Figure 91: View User Dialog box

6. Click [Remove] to confirm

DCR-UserManual-V10.-2019 Page|125


https://bhis.dhcs.ca.gov/

Chapter 13: Adding and Managing DCR Users

13.3.8 How to Edit a User Changing Groups

When a user is changing groups then the following steps should be taken:

1. Open the BHIS website (https://bhis.dhcs.ca.gov).

Click [Log In] and enter your credentials.

On the Menu Bar, select the Applications / DCR Web Application submenu.

On the Menu Bar, select the Admin/ Manage Groups submenu.

Find the user needing to have their group changed.

Select Remove then okay.

Go back to the user then select Assign and assign user to the new group.

If the FSPs needs to change to this newly assigned group, then a KET would need to be
submitted for each.

O Nowu s wWN

13.3.9 How to Add a PSC

9. Open the BHIS website (https://bhis.dhcs.ca.qov).

10. Click [Log In] and enter your credentials.

11. Onthe Menu Bar, select the Applications / DCR Web Application submenu.
12. On the Menu Bar, select the Admin/ Manage PSCs submenu.

IFORMIA DEPARTMEMNT O

Data Collection and Reporting Health Care Ser

Home ~ Partnerships - Transfers~ Admin - Help~ Retum

Forms - Printer Friendhy

ViewrShare FSP Groups

SEENNIEEEERE System Messages
Message TigguuyERmeg.T.7%

o - Manage Groups

Figure 92: Manage PSCs Submenu

The Manage PSCs view is shown:

I ETTI (T ST G

Manage PSC

Last, Firstama Usamama Organization T Geoup

iAAnganto 001 Mental Care Faciity Cllent Senvice Coordinator Alameca Master Group

Figure 93: Manage PSC View
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13. Click [New+].
The Edit PSC dialog box is shown:

Figure 94: Add PSC Dialog Box

14. Enter the PSC information.
15. Click [Save].

13.3.10 How to Edit an Existing PSC and PSC Group without any active partners

16. Open the BHIS website (https://bhis.dhcs.ca.gov).

17. Click [Log In] and enter your credentials.

18. On the Menu Bar, select the Applications / DCR Web Application submenu.
19. On the Menu Bar, select the Admin/ Manage PSCs submenu.

20. Select the “Last, FirstName” of the person you wish to edit.

21. Inthe example below, you can also edit the Group because the PSC does not have any

active partners assigned.

The Edit PSC dialog box is shown:

Edit PSC
No active partners assigned.
First Name: TestingFirst
Last Name: Tesstingl ast
Group: Passages
Title: Test
Organization: Test
Street None
Address:
City | State / None cA
Zip:
Phone: { ] Ex:
Email:

Figure 95: Edit PSC Dialog Box

22. Make changes to the PSC
23. Click [Save].
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13.3.11
1. Open the BHIS website (https://bhis.dhcs.ca.gov).
2. Click [Log In] and enter your credentials.
3.
4. On the Menu Bar, select the Admin/ Manage PSCs submenu.
5.

How to Edit an Existing PSC Group with active partners

On the Menu Bar, select the Applications / DCR Web Application submenu.

Select the “Last, FirstName” of the person you wish to edit.

In the example below, you can edit some information of the PSC but since the PSC has one active
partners assigned you will not be able to change the group.

To change the group in this situation do the following:
For all active partners, you will need to temporarily change the PSC in the PAF. This will
need to be done for all active partners for a PSC.

1.

To find the active partners, go to Manage Partners and sort by PSCs.

Then identify all the partners needing to be temporarily changed to another PSC (write

this down).

Go in to each Partner for this PSC and change the PSC in the PAF to another PSC. Do this
for all the Partners you wrote down.
Once all the Partners are temporarily changed, go back in to Manage PSCs and change the

PSCs group.

Go back in to each Partner for this PSC where the PSC was change in the PAF and change
them back to the PSC with the updated group.

EditPSC

First Name:

Last Name:

Group:

Title:

Street
Address:

City / State /
Zip:

Phone:

Email:

Organization:

1 active partners assigned.

July

Testing

YIP-DBH

Testing ADD PCS

CA

Figure 96: Edit PSC Dialog Box
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14 XML Batch File - Submission Introduction

The remainder of this chapter provides an overview of the technical aspects for submitting data
via XML batch upload.

Note: submitting data through an XML Batch file does not mean you cannot access and/or submit

data through the online DCR application. You will have access to the online DCR application. XML
is just a different way to submit data through a Batch file.

e The 3rd party software vendors will need to become familiar with the MHSA DCR XML
Schema Definition (XSD) described in the next section.

e Users who submit XML files from already established vendor processes may skip the “XML
Batch Uploading” section later in this chapter.

14.1 XML Schema Definition (XSD)

In order to share information via XML, there must be a mutually defined XSD. (A third party
software vendor normally performs this function.)

e The XML XSD definition required by the FSP DCR system is referred to as DCR_5.3. (This
definition specifies the exact format of DCR FSP XML Files.)

e Accompanying DCR_5.3 is the description of the “processed results with errors.” (This
document is referred to as: DCR 5.3 ProcessedResults _Errors_Final))

Note: The information in this section is provided to assist FSP DCR users who define the structure
of the XML files to be transferred to FSP DCR. This function is usually done by a third party

software vendor. All other users do not need to read this section, but can reference this
information as general guidance.

The FSP XSD Files are posted on the BHIS website and should be provided to the third party

software vendor. This will allow the third party software vendor to develop their XML export
functionality to allow files to be uploaded to FSP DCR.

14.1.1 To Access XSD Files
For ease, DCR_5.3 and DCR 5.3 ProcessedResults_Errors_Final are included here:

=

DCR_5.3.x5d

Figure 97: DCR_5.3.xsd
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MHSADCR_WithSTRTP_V5.4.xsd
Figure 98: XSD file with STRTP included

=

DCR 5.3
ProcessedResults_Er

Figure 99: DCR 5.3 Processed Results Errors Final

14.1.2 DCR Validation Matrices
The FSP DCR system validates uploaded XML files based on a wide variety of criteria.
These criteria are published here as DCR Validation Matrices.
DCR Validation
Matrices_Counties_f

Figure 100: DCR Validation Matrices

The published DCR Validation Matrices contains all of the validation criteria for the assessment
types (PAF, KET, and 3M) as well as an exhaustive list of XML Error Codes that can be
encountered during data submission.

14.1.3 XML Batch Uploading
e The user who will be uploading these XML files into DCR must be assigned the role of
RW (Read/Write). (This is new with the DCR Rewrite).

e Go to: DCR Application / Transfers menu to Upload

FSP XML Files. DCR Tip: \
14.1.3.1 To Upload XML Batch Files to DCR: At this time, DCR will not
take the flow of multiple
1. Open the BHIS website (https://bhis.dhcs.ca.gov) discontinuation and re-

g

Click [Log In] and enter your credentials.

3. Onthe Menu Bar, select the Applications / DCR Web
Application submenu.

4. Onthe Menu Bar, select the Transfers / Upload FSP

XML Files submenu. (see Figure 101).

establishment records for
one partner.

Send only one
discontinuation or
reestablishment record for
a partner in each XML ﬁl?)

.
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Home~  Partnerships~  Transfers»  Admin~  Help~  Return to BHIS

Download FSP Data Files

Upload FSP XML Files

Figure 101: Upload FSP XML Files

Once at the Upload FSP XML Files view, users have the option to perform a New Upload. (see
Figure 102)

Home~ Partnerships - Transfers - Admin~- Help~ Return to BHIS

Upload

Batch Submittals
New Upload

Figure 102: New Upload

5. Select [New Upload]
Users are then able to browse their local computer for XML files to upload to the FSP DCR system.
Once the XML file has been located, highlight the file and select [Open)].

Note: Please work with your third party application provider for assistance exporting the FSP data
in XML format and saving it to a specific file location.

6. Upon returning to the Upload FSP XML Files view, the file path of the XML document selected will
appear. (see Figure 103)

7. Click [Browse] to locate a different file.
8. Click [Upload] to submit the selected file to the FSP DCR system, or [Cancel] without submitting
any files.

Upload

Batch Submittals

H:\DCRiTesting\Examples\DCR TAY PAF-Insert.xml Upload

Figure 103: Submitting a Batch File

If the upload is submitted successfully, the Batch Request will be queued for processing.

Balch Submittals

Result BatchNumber Submitted File Name Date Submitbed Submitled By Date Processed Date Viewed Viewed By
View/Save TAY_PAF-butte-ce1.3 DCR_TAY_PAF-insart xml QUZH2018 D12E 58 PM IT Analysts

Figure 104: Batch File Submitted Successfully

Note: When XML Files are processed by the FSP DCR system, a data validation is done to ensure
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2.

3.

that the files are in the correct format and contain the required information as defined in
the DCR Validation Matrices.

If the submission does not meet all of the validation criteria, the user will receive a rejection
message including details about why the batch file was not successful. In this example, the
submitted file contains an already used batch number. (see Figure 105).

Batch Submittals
B00001: Batch was already processed on 01/31/2018 which was submitted by IT Analysts on 01/31/2018

H\DCR\Testing\After Code Review Testing\TAY PAF-Butte| Browse.. Upload m

Figure 105: Rejected Batch File

After a successfully submitted batch request is processed, the View/Save link will become active.

(see Figure 106)

There are three Fatal Error codes that will prevent the file from processing:
e BO000O01 - File is already processed.

e B00003 - Wrong Node and new XML element

e B000OS - Invalid XSD Version

e BO00O0O06 - If user uploads the same file before it is processed.
File is already uploaded but not processed. User can

Batch Submittals
New Upload

Result

View/Save

overwrite.
BatchNumber Submitted File Mame Date Submitted Submitted By Date Processed Date Viewed Viewed By
01/31/2018 10:27:37 01/31/2018 10:28:20
TAY_PAF-butte-xx1.4 TAY_PAF-Butte-xx1.4.xml AM IT Analysts AM

Figure 106: View/Save Option is visible

The previously processed XML files can be viewed or saved to the user’s workstation.

14.1.3.2 To View or Save Previously Uploaded XML Batch Files:

PwnNpE

hd

Open the BHIS website (https://bhis.dhcs.ca.gov)

Click [Log In] and enter your credentials.

On the Menu Bar, select the Applications / DCR Web Application submenu.

On the Menu Bar, select the Transfers / Upload FSP XML Files submenu. Previously uploaded files
will be shown. (see Figure 106)

Find the desired file to view or save, and select the View/Save link.

Click [Open] to view the file or click [Save] to save the file in a path on your network. (see Figure
107)

Do you want to open or save TAY_PAF-Butte-xox1.4_ProcessedResult.axml from bhissecuretest.dhes.ca.gov? Open Save | ¥ Cancel
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Figure 107: Open or Save the File

14.1.4 Submission Errors
If the submission files do not meet the validation criteria and contain formatting or data related
errors, an error code will be shown after the batch submittal has been processed.
The error codes will contain specific information about what error was encountered which helps
the user to determine what must be done to resolve the error.

14.1.4.1 Fatal or Non-Fatal Errors.
Errors can be either fatal or non-fatal. Fatal errors will result in the submittal being rejected;
these submissions must be corrected and resubmitted before they will be accepted by the FSP
DCR system. For non-fatal errors, the FSP DCR system will accept the submission but the user
should follow up on the error message and resubmit the batch if necessary.
Data related errors can often be corrected by modifying data in the submission error within the
third party system and resubmitting the batch with the corrected data.

Note: New with the DCR Rewrite of 2017 is the ability to correct non-fatal and fatal errors.

Important: Any changes made in DCR must also be made in the \1
County’s EHR. Otherwise, the two will not match. DCR Tip:

If you make error
correction in DCR,
be sure to make
changes in your

For issues related to XML formatting or XSD version, it may be
necessary to work directly with the third party software vendor
to correct the export format from their system; this may require
software changes by the third party vendor. EHR’s FSP data as

well so that the

It is recommended that users first attempt to resolve the issue records will match
themselves within the third party system based on the error k at the County and _IJ
message received.

If the user is unable to resolve the issue, it is recommended that they contact the third party
software vendor for assistance in resolving the issue.

Support can be reached at MHSADCRSupport@dhcs.ca.gov.

Note: Appendix B contains an exhaustive list of errors that can be encountered during batch
submissions. (Appendix B: Batch Submission Errors)

14.1.5 XML Batch Corrections

Users can correct information within an assessment and resubmit if necessary.
Data can be resubmitted to FSP DCR in the event of:

1. Data submission errors

2. To correct data for an assessment submitted in a prior batch.

14.1.5.1 Fatal Errors
If fatal errors are encountered, the data will not be accepted by FSP DCR.
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Users should correct the information based on the error message and resubmit with valid data.

14.1.5.2 Non-Fatal Errors
If non-fatal errors are encountered, the data will be accepted by FSP DCR.
When applicable, users should correct the information based on the error messages and
resubmit.

Not all assessments can be corrected by simply resubmitting data. Based on business rules, the
system may not allow some assessments to be resubmitted.

In these circumstances, users must delete the Partner and resubmit all assessments in order to
correct the data.

Note: Go to Data Correction for details about the FSP DCR business rules.

14.1.6 XML Batch Submission Testing
DHCS provides a DCR Staging environment to Counties, DCR users and providers to facilitate

training of employees and XML Batch Submittal testing. This system can be accessed at:
https://bhissecurestage.dhcs.ca.gov

Before submitting XML Batch test files, notify DHCS DCR IT at MHSADCRSupport@dhcs.ca.gov
when the following conditions have been met:

14.1.6.1 Requirements for Submitting XML Batch Files to FSP DCR Test Application:

1. All users who will submit the test XML Batch files are enrolled in BHIS for DCR Staging and have
the RW role.

2. Group structure is in place.

3. Partnership Service Coordinators (PSCs) referenced in the <Coordinator D> element in the
STAGING XML Batch file(s) are enrolled or added as PSCs in DCR Staging.

4. County Program IDs are entered into the system by DHCS DCR Support staff.

DHCS DCR support staff will then provide the county access to DCR Staging environment where
testing will take place. It is suggested that the county submit test XML Batch files in the order
listed subsequently.

Note: Before submitting KET and 3M file(s), be sure to submit the corresponding PAF file(s) with
the Usage element set to 'P' (see Sample 1 below).

Submit an XML file containing one PAF for each age group.

Submit an XML file containing multiple PAFs for each age group.

Submit an XML file containing one KET for each age group.

Submit an XML file containing multiple KETs for each age group.

Submit an XML file containing one 3M for each age group.

Submit an XML file containing multiple 3Ms for each age group.

Submit an XML file containing one PAF, one KET, and one 3M for each age group.

NoubkbwnNnpeE
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8. Submit an XML file containing multiple PAFs, multiple KETs, and multiple 3Ms for each age
group.

9. Submit an XML file containing one discontinuation for any age group

10. Submit an XML file containing one reestablishment for any age group

<E;t.c:h£eader>
<Uzage>P</Usage:
<BatchDatETime>201?—11—|2l]Tl]l] :00:00</EatchDateTimes>
<Batchlmber>DCR_TAY PAF-Insert</Batchiurber:s>
<E3DVersionMurbers>5.3</X30VersionNurber >
</Batchheaders
<TAY_PAF AssessmentGUID="AAAALAD-AARN-AAAA-AAMR-ARARAAAAARAAL" LssessmentType="PAF" oOperation="Update':>

Figure 108: Sample Submission of PAF File with Usage Element Set to ‘P’
If submission fails or returned processing results are incorrect during any of the steps previously
in this chapter, please notify MHSA DCR Support at MHSADCRSupport@dhcs.ca.gov and provide
the information listed subsequently.

14.1.6.2 Information Needed When Contacting MHSA DCR Support for a Batch Failure:
1. County name
2. Date submitted
3. Batch number
4. The form, section, or question that was not submitted or processed correctly

14.2 Enrolling and Certifying a County for XML Data Submission
The following chapter outlines the process for new counties to begin reporting data to the FSP
DCR.
e Counties already approved to submit data to the FSP DCR should go to this chapter for
instructions as their business needs or reporting needs change or require adjustment.
e A County must be certified before submitting Partner outcome data to the FSP DCR
production system.

The following six requirements must be completed for a county to become certified:
1. The county has identified its reporting method (DCR or XML County).

The county has identified its business method

The county has identified its group structure

The county has registered and trained an County Approver Designee

The county has registered its Program ID Codes with DHCS. (see: 14.2.1)

The county has successfully submitted test data in the FSP DCR Staging Environment

ouUuhwWN

14.2.1 Create or Change a Program ID for each FSP program:
1. Send an email to DHCS at MHSData@DHCS.ca.gov.
2. Provide the new 4-character Program ID or ID needing to be changed and the New program ID.
3. Provide the program ID description (up to 250 characters).
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14.2.2 Certifying Counties for XML Data Submission

In addition to the criteria, lists the following criteria must also be met for XML counties.
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14.2.2.1 Additional Criteria Required for Certifying XML Counties:

All users who will submit XML batch files are enrolled in BHIS DCR Production and have RW role.
All 12 forms have been successfully submitted in Staging. (see 12.1.6)

No high-severity FATAL errors (e.g., errors that impact security).

Low failure rate (<5%) for low-security errors.

Error messages that consistently occur should be fixed.

Review Re-activation process.

An understanding that PreviousPartnerGUID can only be used once Counties have spot-
checked their data using FSP DCR online system in Staging to ensure that FSP DCR data match
what is in their system and sent a confirmation email to MHSADCRSupport@dhcs.ca.gov

NouhswWwNE

14.2.3 Identifying County Reporting Method
There are two options for reporting data to the FSP DCR. Counties can report individual data
directly through forms on the online data system. If counties maintain their own system of FSP
data, the counties can choose upload batch data to the FSP DCR via XML files. Counties now have
the ability to do both methods but to submit via XML, the County MUST be XML Certified.

14.2.3.1 FSP DCR Reporting Options:
1. Online Individual Form Entry = “DCR Online Counties”
2. Batch XML File Submission = “XML Counties”

Note: Go to Data Reporting Options for further details on online individual form entry and batch
XML file submission.

14.2.4 Identifying County Business Method
A county will need to set up a structure in the FSP DCR to support the method of data reporting.
e [f the county is an XML county, will the providers upload their own XML files or will the
county upload all provider XML batch data on behalf of the providers?
e [f the county is a DCR Online County, will the providers enter their own data via the FSP
DCR or will the county enter all of the data on behalf of the providers?

Note: Counties may also have vendors that submit data on behalf of the providers or the entire
county. A vendor is any company or individual who is authorized to act on behalf of other
organizations (counties/providers) including, but not limited to, exchanging and processing
confidential information and data.

There are four main business structures:
1. XML batch uploaded by the county/vendor on behalf of all providers
2. Online individual form entry by each provider
3. Online individual form entry by each coordinator
4. Online individual form entry by the county/vendor on behalf of all providers
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14.2.5 Requesting to Become a Certified County
Once a county has completed the six steps (see 12.2.1.2) required to become a certified county,

the county should contact support (MHSADCRSupport@dhcs.ca.gov) to request to be a certified
county.

1. Write an e-mail to DHCS at MHSADCRSupport@dhcs.ca.gov. Include the following
information in the email:

e Your County

e Your Name

e County Approver Designees for your County

e A statement that your county has completed the six requirements to
become a certified county listed at the beginning of this chapter

2. DHCS will inform you when you become a certified county, and the county’s users
can then begin submitting Partner outcome data to the FSP DCR.
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15 Data Reporting Options

There are two options available to counties for data collection and reporting; users can enter
information directly into the DHCS FSP DCR application or export information from third party
applications and upload the data to DHCS.

15.1 Entering FSP Data Directly into the Online FSP DCR Application
DHCS provides the FSP DCR system to counties, which allows for users to log into the web-based
system over the Internet and document the results of Partner assessments directly into the FSP
DCR system. Once documented, no additional steps must be taken in order to submit the
required outcomes assessments to DHCS.

15.2 Using Third Party Applications for FSP Data
DHCS allows counties to use approved third party applications to document Partner

assessments. These applications must capture all required information for FSP outcome
assessments and be able to export assessments in the standard reporting format to DHCS.

For counties utilizing a third party application, the required data must be exported in a specific
format. This format is an Extensible Markup Language (XML). These assessment data must then
be uploaded via XML batching into FSP DCR.

15.3 Selecting a Method of Data Submission
Each county must determine their method of submitting FSP outcomes assessment data to DHCS.
In the past, counties that used DCR had to use this method exclusively and were not able to
submit via XML batch upload data from a 3rd party system.
The limitation has been relaxed and now those
e Counties who use third party applications to export and upload FSP data are now also
allowed to use FSP DCR.
e Counties who use FSP DCR can submit by XML if the County is XML Certified.

15.4 Accessing the FSP DCR Test Staging Application
DHCS provides a test Staging environment to facilitate employee training and XML batch
submittal testing. This system can be accessed at https://bhissecurestage.dhcs.ca.gov.

All data entered into the Staging environment will be maintained separately from data entered
into the standard FSP DCR (also called the production FSP DCR). The test Staging’s DCR
application can be used for testing XML batch uploads or for training new FSP DCR users on
how to enter data directly into the FSP DCR.
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Important: For security reasons, DHCS does NOT allow the submission of real personal
information (PI) or real personal health information (PHI) in DCR Staging environment.

All personal information must be de-identified.

It is recommended that each user test data entry and upload via the Staging FSP DCR
application before attempting to submit any data to FSP DCR Production.

15.4.1 To Access the FSP DCR Staging Application:

DHCS is not automatically adding the County Approvers and users to the Staging environment
due to the volume of users created in BHIS production.

DHCS requests counties to give MHSADCRSupport Staff at least a week’s notice before the
County Approvers start adding the users in the staging. DHCS must add County Approvers to
staging and ensure program codes were successfully migrated from production to staging.

Once County Approvers have been added to Staging, please follow these steps:

1. County Approvers need to add County Administrator Read Write (CA-RW) and other
DCR users along with their roles (RW, RO, SFA and CA-RO)

2. DHCS will link the username and grant access to roles (Note: Username and password
will be same as production).

3. County Administrator needs to create groups and assign users to groups
County Administrator needs to create PSCs

Important: Partner data will not be copied from production to staging. Only Program codes.
Everything else needs to be added manually by users (County Administrators and RWs). As
expressed above, real partner data should never be used in staging environment.
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16 Data Correction
Missing data can be added or aberrant data can be corrected in the FSP DCR. Users can
overwrite existing information on a Partner’s PAF, KETs or 3Ms through the online FSP DCR
or via XML batch upload. KETs and 3Ms cannot be deleted, but all incorrect information for
the assessments can be cleared such that no aberrant data remains in the database.

Note: While the FSP DCR will allow correcting or clearing
aberrant data, DHCS advises against clearing all DCR Tip: ‘\
fields in an assessment as this results in inefficient Fields such as:
use of the system. e County Partnership Date
In this case, DHCS recommends that the entire e Partner’s Date of Birth.
Partnership be deleted and recreated such that all Cannot be corrected via
assessments are reentered with correct data in the XML or on the online DCR.
FSP DCR. If these are incorrect, the
Regardless of the method a county chooses to partnership must be
correct its data, the highest priority is for correct and deleted and recreated with
complete data in the FSP DCR. \L the correct informatior_w.‘)

Some fields cannot be updated on the online forms such
as the County, the Partnership Date and the Partner’s Date of Birth on a completed PAF.
All other data elements are editable.

16.1 Correcting, Updating and Deleting a PAF with the Online FSP DCR
False information on the PAF can be corrected, and missing information on a PAF can be
updated for active or inactive Partners. However, a Partner can only have one PAF at a time
for a Partnership, and deleting the PAF will delete the entire Partnership.

16.1.1 To Correct or Update a PAF for an Active Partner:

Open the BHIS website (https://bhis.dhcs.ca.gov)

Click [Log In] and enter your credentials.

On the Menu Bar, select the Applications / DCR Web Application submenu.

On the Menu Bar, select the Partnerships / Manage Active Partners submenu to show

the list of active Partners.

Locate the Partner of interest through the list or through a search.

6. Select the Partner’s name to show the Outcomes Assessments for: table. (see Figure
109)

7. Select the PAF date link under the PAF heading, and you will be returned to the PAF.

PwnNnpE
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Keys. Kites CC0000123 14 081612017 Bermuda Bahama Pending Alameda
r Y

1 3 4 5 6 7 8 9 10 11 - 20 of 206 items
Outcomes Assessments for: Keys, Kites

PAF KEY EVENT TRACKING QUARTERLY ASSESSMENTS

View / Update Current KET Status Currently Due Days Past Due:
. Pending Enter New KET N/A NiA
Validation Report
KET HISTORY QUARTERLY HISTORY
N/A 11/16/2017 (missing)

Figure 109: Outcomes Assessments

1. Find the fields in the PAF with incorrect data and correct the data by
selecting the field and deleting the current information and replacing it with
new information or by selecting a different radio button.
2. Find the fields missing data and update the fields with new data.

A dialog box is shown:

“You are about to overwrite an existing assessment.

Do you want to continue?”

1. Click [OK]. The updated information will be stored.

Note: False information on the PAF can be corrected, and missing information on a PAF can be
updated for inactive Partners as well.

Note: The County, the Partnership Date and the Partner’s Date of Birth cannot be updated on
the PAF. However, other Partnership information & administrative data fields can be
corrected or updated in the PAF.

The corrections and updates on some administrative fields will immediately be present
throughout all KETs and 3M assessments as well.

Introduction to the FSP DCR For a complete list of all Partnership information & administrative
data, fieldsthat will be automatically update through all KETs and 3Ms when corrected
on the PAF.
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16.1.2 To Correct or Update a PAF for an Inactive Partner:

Open the BHIS website (https://bhis.dhcs.ca.gov)
Click [Log In] and enter your credentials.
On the Menu Bar, select the Applications / DCR Web Application submenu.

P WPk

On the Menu Bar, select the Partnerships / Inactive Partners submenu to show the
list of inactive Partners.

b

Locate the Partner of interest through the list or through a search.

Select the Partner’s name to show the Outcomes Assessments for: table. (see

Figure 110)

7. Select the PAF date link under the PAF History heading, and you will be returned to the
PAF.

paf26, adult26 Obtest?d 10102017 28 101612017 Amhe Angartol Pending Alameda

L
0 2 1-100f 20 items

Qutcomes Assessments for: paf26, adult26

Date to Reactivate B Reaciivate

PAF KEY EVENT TRACKING QUARTERLY ASSESSMENTS
View / Update Current KET Status
Enter New KET

—

PAF HISTORY KET HISTORY QUARTERLY HISTORY
101072017 10/20/2017 NIA
oending) 10/20/2017

Figure 110: Correct or Update a PAF for an Inactive Partner
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16.2 Correcting, Updating and Deleting a KET with the Online FSP DCR
False information on KETs can be corrected and missing information on KETs can be updated
for active and inactive Partners. KETs cannot be deleted at this time with the FSP DCR, but all
incorrect information in a KET can be cleared.

KET** The following instructions apply to all KETs. KETs which contain a
discontinuation or reestablishment can have all of the fields altered EXCEPT for
the actual selection of the discontinuation or re-establishment, and the
discontinuation of re-establishment date.

16.2.1 To Correct or Update a KET for an Active Partner:

Open the BHIS website (https://bhis.dhcs.ca.gov)
Click [Log In] and enter your credentials.
On the Menu Bar, select the Applications / DCR Web Application submenu.

Eall o

On the Menu Bar, select the Partnerships / Manage Active Partners
submenu to show the list of active Partners.
Locate the Partner of interest through the list or through a search.

o v

Select the Partner’s name to show the Outcomes Assessments for: table.

(see Figure 111)
7. Select a KET date link under the KET History heading, and you will be
returned to the KET.

Outcomes Assessments for: Chippers, Chirpy

PAF KEY EVENT TRACKING QUARTERLY ASSESSMENTS
10/09/2017 View / Update Current KET Status Currently Due Days Past Due
Enter New KET NIA N/A
KET HISTORY QUARTERLY HISTORY
10/24/2017 N/A

10/23/2017

Figure 111: Correct or Update a KET for an Active Partner

8. Find the fields in the KET with incorrect data and correct the data by selecting
the field and deleting the current information and replacing it with new
information or by selecting a different radio button.

9. Find the fields missing data and update the field with new data.

Note: The Partner information, such as County, Partner name, date completed and date of birth
cannot be updated on the KET.
Partner information can be corrected or updated in the PAF, and changes in the PAF will
then be shown throughout all current or new KETs and 3Ms.

See:
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Introduction to the FSP DCR for a complete list of all Partnership information & administrative

data, fields which will be automatically update through all KETs and 3Ms when corrected on the
PAF.

Note: The Partnership Status cannot be updated or corrected in an existing KET.
In order to discontinue or reestablish a Partner you must begin a new KET.

10. Once all fields have been updated, click [Submit].
A dialog box is shown:

“You are about to overwrite an existing assessment.

Do you want to continue?”

11. Click [OK]. The updated information will be stored.
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16.2.2 To Clear all Incorrect Information in a KET for an Active Partner:
There are occasions where it might be necessary to clear all incorrect information from a KET.
For example:
It is noticed that a KET was entered and applied to the wrong Partner; or one arrest for the
same date was submitted on two different KETs for the same Partner.
e KET assessments cannot be deleted in entirety in the FSP DCR at this time.
e However, all of the incorrect information in the KET can be cleared.

1. With the KET form open with incorrect data to be cleared, click the
Expand All Domains link to show the form in its entirety. (see Figure 112).

2. Scroll through the form, and at the beginning of each domain, click the Clear
Domain link, as necessary.

Note: The fields for the domain will be set to blank and all radio selection buttons will become
unselected.

Note: Remember, KETs that contain a Partnership status change (discontinuation or
reestablishment) can have all fields altered except for the actual selection of the
discontinuation or reestablishment, and the discontinuation of reestablishment date.

3. Adialog box is shown asking if you are sure you want to clear all of the

values.
4. Select [OK].

Clear Domain
PARTNERSHIP STATUS
Date of Provider Number / NPI Change (mm/ddiyyyy): ]
NEW Provider Number / NPI ]
Date of Full Service Partnership Program ID Change (mm/ddiyyyy)
NEW Full Service Partnership Program ID |FSU? Testing Purposes N
Date of Partnership Service Coordinator Change (mm/ddfyyyy): |:|
NEW Partnership Service Coordinator ID:
Date of Partnership Status Change (mm/dd/yyyy) 101162017
Indicate NEW parinership status:

Figure 112: Clear all Incorrect Information in a KET for an Active Partner

5. Repeat steps 3 and 4 until all of the incorrect data in KET form is cleared,
except for the Partnership Information (which can only be changed on the
PAF).

6. Click [Submit] to resubmit the KET with cleared information to
o verwrite the existing KET form.

7. A message box is shown asking if you are sure you would like to overwrite the
existing assessment. Click [OK].

Information on KETs** can be updated for inactive Partners as well. Like active Partners, the
information for the Partnership status cannot be updated on existing KETs.
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16.2.3 To Correct or Update a KET** for an Inactive Partner:

Eal R

hd

{paf26, adult26}

‘ 4
a ?

Open the BHIS website (https://bhis.dhcs.ca.gov)
Click [Log In] and enter your credentials.
On the Menu Bar, select the Applications / DCR Web Application submenu.

On the Menu Bar, select the Partnerships / Inactive Partners submenu to
show the list of inactive Partners.

Locate the Partner of interest through the list or through a search.

Select the Partner’s name to show the Outcomes Assessments table.
(see Figure 113)

Select the KET date link under the KET History heading, and you will be
returned to the KET.

Daptest26 10/10/2017 28 1011672017 Amhe Angartol Pending Alameda

1- 10 of 20 items

Outcomes Assessments for: paf26, adult26

Date to Reactivate

3

KEY EVENT TRACKING QUARTERLY ASSESSMENTS

10/10/2017
(pending)

8.

PAF
View / Update Current KET Status
Enter New KET
PAF HISTORY

KET HISTORY QUARTERLY HISTORY
s N/A

Figure 113: Correct or Update a KET** for an Inactive Partner

Continue by following the instructions for “To Correct or Update a KET for
an Active Partner” listed previously in this chapter.

16.2.4 To Clear all Incorrect Information in a KET for an Inactive Partner:

1. Follow steps “To Correct or Update a KET for an Inactive Partner” instructions
listed previously in this chapter.
2. Continue with “To Clear all Incorrect Information in a KET for an Active
Partner” instructions listed previously in this chapter.
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16.3 Correcting, Updating and Deleting a 3M with the Online FSP DCR

False information on the 3M can be corrected, and missing information on a 3M can be updated for
active or inactive Partners. 3Ms cannot be deleted at this time with the FSP DCR, but all incorrect
information in a 3M can be cleared. However, clearing all information from a 3M will not restore its
original (missing) status as is seen for new empty 3Ms which are also awaiting completion.

16.3.1 To Correct or Update a 3M for an Active Partner:

Open the BHIS website (https://bhis.dhcs.ca.gov)
Click [Log In] and enter your credentials.
On the Menu Bar, select the Applications / DCR Web Application submenu.

P wNPeE

On the Menu Bar, select the Partnerships / Manage Active Partners
submenu to show the list of Active Partners.

v

Locate the Partner of interest through the list or through a search.

o

Select the Partner’s name to show the Outcomes Assessments for: table.
(see Figure 114)

7. Select a 3M date link under the Quarterly History heading, and you will be returned
to the 3M.

Outcomes Assessments for: ChildPafTest, ChildPafTest

PAF KEY EVENT TRACKING QUARTERLY ASSESSMENTS
02/03/2017 View / Update Current KET Status Currently Due: Days Past Due
Enter New KET | N/A
KET HISTORY
12/19/2017
11712/2017

05/03/2017 (missing)

Figure 114: Correct or Update a 3M for an Active Partner

8. Find the fields in the 3M with incorrect data and correct the data by selecting
the field and deleting the current information and replacing it with new
information or by selecting a different radio button.

9. Find the fields missing data and update the field with new data.

Note: The Partner information, such as County, Partner name, date completed and date of birth
cannot be updated on the 3M. However, Partner information can be corrected or
updated in the PAF, and changes in the PAF will then be shown throughout all current or
new KETs and 3Ms.

10. Once all fields have been updated, click [Submit]. A menu is shown:
“You are about to overwrite an existing assessment.
Do you want to continue?”
11. Click [OK]. The updated information will be stored.
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16.3.2 To Clear all Incorrect Information in a 3M for an Active Partner:

1. Follow steps “To Correct or Update a 3M for an Active Partner” instructions

listed previously in this chapter.

2. With the 3M form open with incorrect data to be cleared, click the Expand All

Domains link to show the form in its entirety. (see Figure 115)

3. Scroll through the form, and at the beginning of each domain, select the Clear
Domain link, as necessary. The fields for the domain will be set to blank and all

radio buttons will be set to unselected.

A message is shown asking if you are sure you want to clear all of the values.

5. Click [OK].

Is the partner CURRENTLY receiving special education due to serious emotional disturbance?

be ss3age trom webpage

Is the partner CURRENTLY receiving special education due to ano|

Estimate the pariner's attendance level (excluding scheduled break

o Aire you sure you want to clear all the values in EDUCATION ?

CURRENTLY, his/her grades are

®vyes O

®ves O

2 Poor

Figure 115: Clear all Incorrect Information in a 3M for an Active Partner

No

No

O Very Good
® Good
O Average

O Below Average

| Clear Domlmr

© Always attends school (never truant)
'6:‘ Attends school most of the time
'i-‘Snmetlmes attends school

O Infrequently attends school

O Never attends school

Save and Continue

6. Repeat until all of the incorrect data is cleared from the 3M form, except for the

Partnership Information (which can only be changed on the PAF).

7. Click [Submit] to resubmit the new blank 3M form to overwrite the existing 3M

form.

Note: Although a 3M can be stored without any data, from the Manage Active Partners

webpage, the link for that 3M will not show the (missing) indicator.

Although all of the 3M information is missing, the 3M is shown as if it has been
completed. You can later access the cleared form and complete the 3M with the correct

information.

8. A message box is shown asking if you are sure you would like to overwrite the

existing assessment. Click [OK].
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16.3.3 To Correct or Update a 3M for an Inactive Partner

Open the BHIS website (https://bhis.dhcs.ca.gov)
Click [Log In] and enter your credentials.
On the Menu Bar, select the Applications / DCR Web Application submenu.

On the Menu Bar, select Partnerships / Inactive Partners submenu to show the list

P whpeE

of inactive Partners. (see Figure 116)

Locate the Partner of interest through the list or through a search.
Select the Partner’s name to show the Outcomes Assessments table.

7. Select the 3M date link under the 3M History heading.

o w

Qutcomes Assessments for: ("), ZzZzZ

Date to Reactivate i

PAF KEY EVENT TRACKING QUARTERLY ASSESSMENTS

View / Update Current KET Status

Enter New KET
PAF HISTORY KET HISTORY QUARTERLY HISTOR
02/02/2005 01/01/2015 08/02/2017 (missing
(pending) 05/02/2017 (missing
02/02/2017 (missing

11/02/2016 (missing
08/02/2016 (missing
View All

Figure 116: Correct or Update a 3M for an Inactive Partner
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16.3.4 To Clear all Incorrect Information in a 3M for an Inactive Partner

1. Continue with “To Clear all Incorrect Information in a 3M for an Active
Partner” instructions listed previously in this chapter.

16.4 Correcting Data through XML Batch Upload
Data can be corrected and updated through XML batch updates. Updated PAF, KET and 3M
records can overwrite existing information in the FSP DCR with similar constraints as apply for
the online FSP DCR.

A brief overview of the business rules for data correction is noted in the next section.
Note: Go to all previous sections in this chapter for further information on the capability to

correct data via the online FSP DCR as a guidance for capabilities to correct or update
data via XML batch upload.

16.5 Overview of Business Rules for Data Correction
16.5.1 PAF Data Correction Rules:

e False information on the PAF can be corrected, and missing information on a PAF
can be updated for active or inactive Partners. PAFs can be deleted; however, a
Partner can only have one PAF at a time for a Partnership, and deleting the PAF
will delete the entire Partnership.

0 The Partnership date cannot be updated on the PAF. However, other
Partnership information & administrative data fields can be corrected or
updated in the PAF. The corrections and updates on some administrative
fields willimmediately be viewable throughout all KET and 3M assessments
in data extracts and in the online FSP DCR system.

0 When correcting a Partner’s birth date on the PAF, the age group for the
Partner at the time the Partnership was established could change. If a
correction to the birth date results in a change of age group at the time of
the Partnership, the PAF form will not update to the appropriate PAF type to
accommodate the change. Therefore, in this case, the Partnership should be
deleted and recreated in the FSP DCR. If the change to the birth date does
not change the age group for the Partner for any assessments already
entered into DCR, then proceed with changing the birth date.

e False information on the PAF can be corrected, and missing information on a
PAF can be updated for inactive Partners as well.

16.5.2 KET Data Correction Rules:
e False information on KETs can be corrected and missing information on existing
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KETs can be updated for active Partners. KETs cannot be deleted at this time
within the FSP DCR, but all incorrect information in a KET** can be overwritten
with null/blank values.
e The Partnership Status cannot be updated or corrected in an existing KET. In
order to discontinue or reestablish a Partner you must begin a new KET.

e KETs which contain a discontinuation or reestablishment can have all of the fields
altered EXCEPT for the actual selection of the discontinuation or re-establishment,
and the discontinuation of re-establishment date. Information on existing KETs can
be updated for inactive Partners as well. Like active Partners, the information for
the Partnership status cannot be updated on existing KETs. When entering a new
KET for the inactive Partner, the change date (such as Date of Residential Status
Change) must be a date that is before the Discontinuation Date and after the
Partnership Date.

The following instructions apply to all KETs. KETs which contain a discontinuation or
reestablishment can have all of the fields altered EXCEPT for the actual selection of the
discontinuation or re-establishment, and the discontinuation of re-establishment date.

16.5.3 3M Data Correction Rules:

e False information on the 3M can be corrected, and missing information on a 3M
can be updated for active or inactive Partners. 3Ms cannot be deleted at this time
with the FSP DCR, but all incorrect data in a 3M can be overwritten with
null/blank information. However, clearing all information from a 3M will not
restore its original (missing) status as is seen for new empty 3Ms which are also
awaiting completion.

Note: Go to the Full Service Partnership (FSP) Data Collection and Reporting (DCR) Data
Dictionary document at the Complete Variable Index (CVI) section for a list of all
variables associated with the PAF, KET and 3M. This document in under Construction.
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17 Data Download

The FSP DCR offers a function for users with the RW role to download all of the Partner data to
which they have access through their group.

The data can be downloaded as XML or CSV files:
e The XML data downloads into three files (a PAF, a KET and a 3M file).
e The CSV data downloads into four files:
1. a PAF Non-Residential with all domains EXCEPT Residential
2. aPAF - Residential with residential domain information only

3. aKET and a 3M file).

The XML or CSV files can then be used to perform data analysis and data reporting in other
applications such as MS Excel, MS Access, SPSS or SAS.

17.1.1 To Download Data:

Open the BHIS website (https://bhis.dhcs.ca.gov)
Click [Log In] and enter your credentials.
On the Menu Bar, select the Applications / DCR Web Application submenu.

On the Menu Bar, select the Transfers menu / Download FSP Data Files

P wnhe

submenu. (see Figure 117)
5. Click [New Download].

Partnerships~  Transfers~  Admin~  Help~  Return to BHIS

Download FSP Data Files
lownload

Upload FSP XML Files

Figure 117: Download Data

6. Select the “CSV Flat File” or “XML” file type from the Download Format drop-
down box.

7. Inthe Form Type drop-down box, elect one of the available forms to include
in the download.

8. (Optional) Enter a date range of data to be returned. The date range for the PAF
records restricts based on Partnership Date.
The date range for the KET and 3M records restricts based on the date the form
was completed (Date Completed field). If a date range is not entered, all data
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will be returned.
9. Click [Run] to return the file. Notice that the web browser will indicate the
request is running. It may take several minutes for the data file to download.
(see Figure 118)

Note: Larger files may cause the FSP DCR to produce an error after several minutes. Reduce the
size of the file by restricting to a smaller date range, and retry the download.

Data Download

CSV Flat File hd DD'-,-.-'r.Iogd FSP Data Dictionary - February 2011
Instructions

PAF (Residential information only)
Optional
Date Range: = Through: &

(Leave blank to get all PAF forms submitted; however, it may cause System Out-Of-Memory or Time-Out error!)

Figure 118: Run a Download Request

Note: Go to the Full Service Partnership (FSP) Data Collection and Reporting (DCR) Data
Dictionary document to view:

e Data Definitions of the fields in the downloaded files
e A crosswalk between the fields in the FSP DCR forms

e Fields in the data extract files.
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18 Appendix A: Data Reporting and Validation Rules

No. | Form | Domain Age Group Description
n/a N/A All Data should be reported within 90 days of event occurrences
3M N/A All 3Ms must be conducted within 15 days before or 30 days after their due date
All N/A All For the online FSP DCR, when selecting a Radio button (e.g., yes or no) user cannot un-click all

selections, so as to opt out of answering a question; if users need to opt out after a selection is
made, they must select the Clear Domain link to unselect all toggle buttons for the domain and re-
enter the information for the domain

4. KET, N/A All When the Partner exceeds the age group range (ex: turning from 15 to 16) all KETs and 3Ms
3M collected after the Partner ages up must reflect the new age group for the Partner
5. KET Partner Info | All If a PSC ID is changed on the same date on two or more different KETs, the Partner is now moved
& Admin to the latest group based on the record creation time
6. PAF Partner Info | All A valid CSI CCN must be submitted for the CSI-linked fields to be populated, without which the PAF
& Admin Status will remain “Pending”
7. PAF Partner Info | All Two Partners cannot have the same CSI CCN
& Admin
8. PAF Partner Info | All The Partnership date cannot be changed once a PAF is initiated
& Admin
9. PAF Partner Info | All If the Partner’s birth date is changed on the PAF resulting in a change of the Partner’s age group at
& Admin the time of the Partnership date, then PAF will not reflect the change in age group; the Partnership
should be deleted and reinitiated with the corrected birth date entered for the Partner
10. | PAF Residential All There must be a number of past 12 occurrences submitted for every value of past 12 days
submitted, and vice versa
11. | PAF Residential All There must be at least one residential setting for Prior to the last 12 months
12. | PAF Residential All There must be at least one residential setting for the last 12 months
13. | PAF Residential All For residential setting during the last 12 months, there must be a value for the number of

occurrences for at least one residential setting
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No. | Form | Domain Age Group Description
14. | PAF Residential All For residential setting during the last 12 months, there must be a value for the number of
occurrences for every value for days
15. | PAF Residential All There must be one residential setting selected for where the Partner resided “yesterday”
16. | PAF Residential All There must be one residential setting selected for where the Partner resided “tonight”
17. | KET Residential All One KET can only contain one residential change at a time
18. | PAF Education Child Since some children under the age of eight are not required to attend school, the Education
Domain questions on the Child PAF are not mandatory
19. | PAF Education TAY, Adult, The highest level of education must be submitted
Older Adult
20. | PAF Education TAY, Adult, | The Partner’s educational setting during the past 12 months must be submitted
Older Adult
21. | PAF Education TAY, Adult, The Partner’s current educational setting must be submitted
Older Adult
22. | PAF Education TAY Whether or not the Partner is currently receiving special education due to serious emotional
disturbance must be submitted
23. | PAF Education TAY Whether or not the Partner is currently receiving special education due to another reason must be
submitted
24. | PAF Education TAY All questions must be completed in either the “Required by law to attend school” or the “Not
Required by law to attend school” sections
25. | PAF Education TAY A TAY PAF cannot be submitted if the two sections in the Education Domain called, “For Youth Who
Are Required By Law to Attend School” and, “For Youth Who Are Not Required By Law to Attend
School” are both filled out, since they are mutually exclusive
26. | PAF Education Child, TAY There is nothing to indicate that it is inappropriate to enter a student as having good attendance
while also having been suspended/expelled; since these are required fields for TAY, a PAF
must be “certified” complete when leaving these fields blank
27. | PAF Education Child, TAY There is nothing to indicate that it is inappropriate to enter a student’s grades while also having
been suspended/expelled; since these are required fields for TAY, a PAF must be “certified”
complete when leaving these fields blank
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No. | Form | Domain Age Group Description
28. | PAF Employment | All There must be at least one employment status for the past 12 months
29. | PAF Employment | All There must be at least one employment status for current employment
30. | PAF Employment | All There must be a submission for whether or not the Partner’s current recovery goals include any
kind of employment
31. | PAF Employment | All For employment during the last 12 months, there must be a value for Average Hours per Week for
every value of # of Weeks and/or Average Hourly Wage, and vice versa
32. | PAF Employment | All For current employment, there must be a value for Average Hourly wage for every value of
Average Hours per Week, and vice versa
33. | PAF, Employment | All No other employment settings can contain information if the “Partner is not employed at this
KET time”
34. | PAF Financial All There must be at least one source of financial support during the past 12 months
35. | PAF Financial All There must be at least one source of financial support “currently”
36. | PAF Financial All For sources of financial support in the last 12 months, the “No Financial Support” option can only
Support be submitted if no other sources of financial support are submitted, indicating that the Partner had
no source of financial support for the entire 12 month period
37. | PAF Legal All There must be a value submitted for the number of times the Partner was arrested during the past
12 months
38. | PAF Legal All Whether or not the Partner was arrested any time prior to the last 12 months must be submitted
39. | PAF Legal All Whether or not the Partner is currently on probation must be submitted
40. | PAF Legal All Whether or not the Partner was on probation during the past 12 months must be submitted
41. | PAF Legal All Whether or not the Partner was on probation prior to the last 12 months must be submitted
42. | PAF, Legal Child Whether or not the Partner is currently on parole from the Division of Juvenile Justice must be
Child submitted
43, | PAF Legal All Whether or not the Partner was on any kind of parole during the past 12 months must be
submitted
44, | PAF Legal All Whether or not the Partner was on any kind of parole prior to the last 12 months must be
submitted

____________________________________________________________________________________________________________________________________________________________________________________________|
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No. | Form | Domain Age Group Description
45. | PAF Legal All Whether or not the Partner is currently on conservatorship must be submitted
46. | PAF Legal All Whether or not the Partner was on conservatorship during the past 12 months must be submitted
47. | PAF Legal All Whether or not the Partner was on conservatorship prior to the last 12 months must be submitted
48. | PAF Legal All Whether or not the Partner currently has a payee must be submitted
49, | PAF Legal All Whether or not the Partner has a payee during the past 12 months must be submitted
50. | PAF Legal All Whether not the Partner had a payee prior to the last 12 months must be submitted
51. | PAF Legal Child, TAY Whether or not the Partner is currently a dependent of the court must be submitted
52. | PAF Legal Child, TAY Whether or not the Partner was a dependent of the court during the past 12 months must be
submitted
53. | PAF Legal Child, TAY Whether or not the Partner was a dependent of the court prior to the last 12 months must be
submitted
54. | PAF Legal All There must be a numeric amount submitted for the total number of children the Partner has who
are currently on W & | Code 300 status as a dependent of the court
55. | PAF Legal All There must be a numeric amount submitted for the total number of children the Partner has who
are currently in foster care placement
56. | PAF Legal All There must be a numeric amount submitted for the total number of children the Partner has who
are currently legally reunified with the Partner
57. | PAF Legal All There must be a numeric amount submitted for the total number of children the Partner has who
are currently adopted out
58. | PAF Emergency | All There must be a numeric amount submitted for the total number of emergency interventions in
Intervention the past 12 months that were related to the Partner’s physical health
59. | PAF Emergency All There must be a numeric amount submitted for the total number of emergency interventions in
Intervention the past 12 months that were related to mental health or substance abuse
60. | PAF Health All Whether or not the Partner currently has a primary care physician currently must be submitted
Status
61. | PAF Health All Whether or not the Partner has had a primary care physician during the past 12 months must be
Status submitted
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No. | Form | Domain Age Group Description

62. | PAF Substance All There must be an answer submitted for the opinion of the Partnership service coordinator on
Abuse whether or not the Partner has ever had a co-occurring mental illness and substance abuse

problem

63. | PAF Substance All Whether or not the Partner is currently receiving substance abuse services must be submitted
Abuse

64. | PAF ADL Older Adult | The level of functioning for Bathing must be submitted

65. | PAF ADL Older Adult | The level of functioning for Dressing must be submitted

66. | PAF ADL Older Adult | The level of functioning for Toileting must be submitted

67. | PAF ADL Older Adult | The level of functioning for Transfer must be submitted

68. | PAF ADL Older Adult | The level of functioning for Continence must be submitted

69. | PAF ADL Older Adult | The level of functioning for Feeding must be submitted

70. | PAF ADL Older Adult | The level of functioning for Walking must be submitted

71. | PAF ADL Older Adult | The level of functioning for House-Confinement must be submitted

72. | PAF IADL Older Adult | The level of functioning for Telephone must be submitted

73. | PAF IADL Older Adult | The level of functioning for Walking Distance must be submitted

74. | PAF IADL Older Adult | The level of functioning for Groceries must be submitted

75. | PAF IADL Older Adult | The level of functioning for Meals must be submitted

76. | PAF IADL Older Adult | The level of functioning for Housework must be submitted

77. | PAF IADL Older Adult | The level of functioning for Handyman Work must be submitted

78. | PAF IADL Older Adult | The level of functioning for Laundry must be submitted

79. | PAF IADL Older Adult | The level of functioning for Medication must be submitted

80. | PAF IADL Older Adult | The level of functioning for Money must be submitted
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19 Appendix B: Batch Submission Errors

Table 7: Batch Submission Errors

Error Code Is Fatal Message

Please supply both ‘Is this an active problem? ‘ and ‘does the youth have a co-

3M001 FALSE . . ,
occurring mental illness and substance use problem?

Not allowed to update the assessment as it was created by online/batch systems.
ASTOO01 TRUE Note: A record that was submitted via batch is not allowed to be updated from the
online DCR. Data entered online cannot be updated from a batch transaction.

Not allowed to insert the assessment as the Partner was created by online/batch
systems.

AST002 TRUE

Not allowed to update the assessment as the previous Partner was created by

ASTO003 TRUE .
online/batch systems.

Batch was already processed on DATE which was submitted by USER on DATE. Note:
B00001 TRUE This batch has already been submitted and processed and will not be accepted to be
processed a second time.

B00003 TRUE XML doesn't conform to XSD VERSION

Assessment falls outside the date range of XSD version; Acceptable assessment dates are
B00004 TRUE from. DATE to DATE.
00005 TRUE Invalid XSD Version. Note: The XSD version in the batch header is not one of the

currently supported XSD versions.

Batch was already submitted by USER on DATE. Do you want to overwrite?
B00006 TRUE Note: Do not overwrite the batch if you intend this to be a new submittal. Check
your batch number generator to make sure it is incrementing properly.

B00007 TRUE Assessment was not found for update.

B00008 TRUE Unauthorized to update this assessment as it belongs to a different county/group.
B0O0009 FALSE VALUE missing.

B00010 TRUE DATE Future date is not allowed.

B00011 TRUE Date of Provider Number / NPl Change (mm/dd/yyyy): not a valid date

B00012 TRUE @@@1 lower than acceptable value

B00013 TRUE Unemployed higher than acceptable value

B00014 TRUE NEW Provider Number / NPI: Length of this field can either be 10 digits

300015 TRUE lk\)llngrovider Number / NPI: Length of this field can either be 10 digits or 4 digits or
B00016 FALSE AB2034 is not valid

B00017 FALSE Physical Health Related is not numeric value

KETO01 TRUE gi?ji ,supply both the ‘Date of Residential Status Change’ and the ‘New Residential
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Error Code Is Fatal Message
Please supply both the 'Date of Program Change' and the corresponding program

KET002 TRUE involvement for AB2034, Governor's Homeless Initiative and/or the MHSA Housing
Program.

KET003 TRUE Please su|pp|y both the 'Date of Provider/NPI Number Change' and 'New Provider/NPI
Number.

KETOO4 TRUE ‘Please supply b'oth the Date'of Full SerV|ce|Partnersh|p Program ID Change' and
New Full Service Partnership Program ID.

KETOOS TRUE Plea?e supply both the Datg of Partngrshlp Se|rV|ce Coordinator ID Change
and 'New Partnership Service Coordinator ID.

KETO06 TRUE Please supply gllz Da?te of' Partnership St'atus Change, New Partnership Status,
Reason for Discontinuation / Interruption.

KET0O7 TRUE Please supp’ly both the 'Date of Grade Level Completion' and ‘Level of education
completed.

KET008 TRUE Plea-se s,upply both the ‘Date of Educational Setting Change’ and ‘New Educational
Setting.

KET009 TRUE Please supply both ‘Not in school Of. any kind’ and 'If stopping school, did the Partner
complete a class and/or program?

KETO10 TRUE Please indicate the Educatlon.al setting an-d Does Qng of tt1e Partner’s current
recovery goals include any kind of education at this time?

KETO11 TRUE Please supply both the 'Date of Employment Change' and any associated
employment change(s) that occurred.

KET012 FALSE NOT IN USE Note: This error code is not currently being used.

KETO13 TRUE Please ’supply both the ‘Date of Probation Status Change’ and the ‘New Probation
Status.

KETO14 TRUE Please supply I?oth the D’ate of Conservatorship Status Change’ and the ‘New
Conservatorship Status.

KETO015 TRUE Please supply both the ‘Date of Payee Status Change’ and the ‘New Payee Status.’

KETO16 TRUE Please supply bot’h the ‘Date of W & | Code 300 Status Change’ and the ‘New W & |
Code 300 Status.

KETO17 TRUE Please supply both :che Date of Emergency Intervention’ and the ‘New Emergency
Intervention type.

KET018 TRUE You cannot edit a KET where a discontinuation or re-establishment is already indicated.

KETO019 TRUE You cannot have a 3M assessment dated after the inactive date.

KET020 TRUE [DATE] cannot be earlier than the Partnership date

KET021 TRUE Please supply both the ‘Date of Parole Status Change' and the ‘New Parole Status.’

KET022 TRUE Partner to re-activate is not inactive.

KET023 TRUE KET Reactivate date of DATE must be earlier than one year from Discontinuation date of
DATE.

KET024 TRUE Eilgle:js? supply both the Date of Change and the value for the corresponding 'County Use

KET025 TRUE Please supply both 'Date of Partnership Status Change' and 'New Partnership Status.'

KET026 TRUE Either 'Hours' or 'Wage' was supplied; all corresponding values are required.
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KET027 TRUE Please supply only one residential setting.

KET028 TRUE [DATE] cannot be after the date Partner was discontinued: DATE.

KET029 TRUE Partner to discontinue is already inactive.

KET030 TRUE Not allowed to change the Date of Partnership Status Change from @@ @1 to @@ @2.

KET031 TRUE Not allowed to change the Partnership Status

KET032 TRUE KET assessment date: @@ @1 cannot be earlier than the partnership date: @ @ @2.

KET033 TRUE If)oartngcI;fTF;er{iecljg;i::i:;cz:)trtgsg(ri::qr.\ge' @@ @1 should be greater than or equal to @@ @2

PAF001 TRUE CS| # already exists for Partner

PAF002 TRUE County Partner ID already exists for Partner

PAF003 FALSE CSl # did not match our records.

PAF004 TRUE Coordinator does not exist in the database.

PAF005 FALSE NOT IN USE Note: This error code is not currently being used.

PAF006 FALSE Provider # not found.

PAF007 TRUE Not allowed to change the assessment date from DATE to DATE.

PAF008 TRUE Partner GUID already exists for Partner

PAF009 TRUE Partner GUID missing/not available.

PAF010 TRUE Assessment GUID already exists for Partner

PAFO11 TRUE Cannot find a matching Assessment GUID - unable to update the Partner details.

PAFO12 TRUE Quarterly Assessment date is outside Fhe al!owable range' (days before to days after
the due date) or an assessment for this period already exists.

PAF013 TRUE Full Service Partnership Program ID FSP ID not found.

PAF014 TRUE Assessment ID/GUID is missing - cannot update Partner information.

I Il

PAF016 FALSE Please supply a residential setting for Tonight.

PAF017 FALSE Please supply a residential setting for Yesterday.

PAF018 FALSE Please supply at least one residential setting for 'Prior to the last 12 months.'
You have made entries to both the Education sections 'Required by law to attend

PAF019 TRUE school' and 'Not required by law to attend school.' Please answer the questions in
one section only.
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PAF020 FALSE Either 'Weeks,' 'Hours,' or '"Wage' was supplied; all corresponding values are required.
PAF021 FALSE Please supply at least one employment status for 'During the past 12 months.'
PAF022 FALSE Please supply at least one employment status for 'Current' employment.
PAF023 FALSE NOT IN USE Note: This error code is not currently being used.
PAF024 FALSE NOT IN USE Note: This error code is not currently being used.
PAF025 FALSE Please supply a value for all questions in the 'Required by law to attend school' section.
PAFO26 FALSE Plea'se supply a value for all questions in the 'Not required by law to attend school
section.
PAF027 FALSE Please supply at least one source of financial support for 'During the past 12 months.'
PAF028 FALSE Please supply at least one source of financial support for '‘Currently.’
PAF029 FALSE NOT IN USE Note: This error code is not currently being used.
PAFO30 TRUE The tota|| number of days cannot exceed 365 under the column 'During the past 12
months.
PAFO31 EALSE Provider Number/NPI' can be BLANK, 4 character ALPHANUMERIC, or a VALID NPI
number.
PAFO31f TRUE Ffrc')wder Number/NPI' can be BLANK, 4 character ALPHANUMERIC, or a VALID 10-
digit NPl number.
PAF032 TRUE Not appropriate age group. Use 'FORM' form.
PAF033 TRUE Not authorized to submit assessment for 'COUNTY" county.
PAF034 TRUE User is not authorized to use this PSC or PSC does not exist.
PAF035 TRUE 'Assessment date' cannot be earlier than 'date of birth.'
'Year the Partner was first placed on W & | Code 300 status' cannot be after the
PAF036 TRUE .
current year and cannot be earlier than 150 years from the current year.
You have indicated that the Partner is currently in school of some kind and also
PAF037 TRUE indicated that the Partner is currently not in school of any kind. Please correct the
conflicting information.
You have indicated that the Partner is currently employed and also indicated that the
PAF038 TRUE . L .
Partner is currently unemployed. Please correct the conflicting information.
PAF039 FALSE Please indicate the year when the Partner was first placed on W & | Code 300 status.
PAF040 TRUE Previous Partner GUID missing/not available.
PAF041 TRUE Previous Partner is not inactive.
PAF042 TRUE PAF Reactivate date of DATE is earlier than one year from Discontinuation date of DATE.
PAF043 FALSE The total number of days must equal 365 under the column 'During the past 12 months.'
You have indicated that the Partner currently has at least one source of financial
PAF044 TRUE . . .
support and also indicated that the Partner currently has no financial support. Please
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correct the conflicting information.

PAF045 FALSE Please select at least one educational setting for 'Currently.’

PAF046 FALSE Please select at least one educational setting for 'During the past 12 months.'

One of the sections 'Required by law to attend school' or 'Not Required by law to

PAF047 FALSE
attend school' must be completed.

PAF048 TRUE Cannot submit PreviousPartnerGUID; PAF already exists.

PAFO49 EALSE Please enter a value Ifor # Occurrences' for at least one residential setting 'During
the last 12 months.

PAFO50 FALSE Please enter a value for '# Days' for at least one residential setting 'During the last 12

months.'

You have indicated that the Partner had at least one source of financial support during
PAFO51 TRUE the past 12 months and also indicated that the Partner has had no financial support
'During the past 12 months.' Please correct the conflicting information.

PAF052 TRUE Previous Partner's DOB is different from new Partner's DOB.

PAF053 TRUE Please supply only one residential setting for 'Tonight.'

PAF054 TRUE Please supply only one residential setting for 'Yesterday.'

PAFO055 TRUE Assessment type (PAF, KET or 3M) cannot be changed.

PAFO56 TRUE Partner is not active. Partner must be active for operation.

PAF057 TRUE Please supply a reason to Partner.

PAF058 TRUE This assessment has been deleted and cannot be updated.

PAF059 TRUE This Partner has been deleted and a new assessment cannot be submitted.

PAF060 TRUE Partner is not deleted. Partner must be deleted in order to be restored.

PAFOB1 TRUE CP:;tnn;rl;CZatr:i?::;n re-established after a year or more, and then deleted,

PAF062 TRUE Partner's date of birth is different from what is in the database.

PAF063 TRUE Assessment date is different from what is in the database.

PAF064 TRUE PAF status is not pending. PAF status must be pending for OPERATION

PAFO6S TRUE g;k)l;;:c:_;lugl\lls not certified complete. PAF status must be certified complete for

PAF066 TRUE CSl #is blank or did not match our records. PAF cannot be changed to certified complete.

PAFOG7 TRUE zz::;iroi;_mt active or inactive. Partner must be active or inactive for @@ @1

PAFOGS TRUE Year the partner w_as first placed on W&I Code 300 statuses cannot be earlier than the
Partner's date of birth.

PAFOGS TRUE Partnership date @ @ @1 should be greater than or equal to @@ @2 for STRTP

Residential Program.
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invalid EALSE Invalid element Note: Error will show for empty setting elements (<Setting/>) or
element settings that do not exist on the form (e.g., AvgHrWage for Current Employment).
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20 Appendix C: Examples of XML Batch Files

Example of a PAF for an Adult.
Example of a 3M for a TAY.
Examples of a KET for an OA.

20.1 Example of a PAF for an Adult

<DCR_XML_File xmlIns:xsi="http://www.w3.0rg/2001/XMLSchema-instance"
xmlins:xsd="http://www.w3.0rg/2001/XMLSchema">
<Batchheader>
<l-- XML Structure and elements has to be in the order of the form inputs -->
<l-- Usage T for testing, P for production -->
<Usage>T</Usage>
<BatchDateTime>2017-10-11T00:00:00</BatchDateTime>
<!-- Batch Number is required and need to be unique -->
<BatchNumber>TC_ADULT_PAF</BatchNumber>
<XSDVersionNumber>5.3</XSDVersionNumber>
</Batchheader>
<ADULT_PAF AssessmentGUID="6ce2f1c2-acf4-42bd-a534-25c1a36cfa48"
AssessmentType="PAF" Operation="Update">
<l--<PreviousPartnerGUID></PreviousPartnerGUID> -->
<l-- Assessment types can be PAF, KET, 3M, any other values will be rejected -->
<!I-- Option value 'Update’, updates the information if assessment already exists in the
system, else it adds it -->
<l-- COMMENT: option value 'Delete’, deletes the assessment
COMMENT: option value 'Restore’, restores the previously deleted assessment
COMMENT: Operation value 'CertifyComplete', marks a pending assessment as
complete by certifying it
COMMENT: Operation value 'DeCertifyComplete’, marks a certified complete
assessment as decertified and puts it in 'Pending' status -->
<Partner>
<CountyID>TEST COUNTY</CountylD>
<CSINumber>TCADO0001</CSINumber>
<!-- CountyFSPID is optional -->
<CountyFSPID></CountyFSPID>
<FirstName>tcadultl</FirstName>
<LastName>tcpafl</LastName>
<AssessmentDate>2017-10-10</AssessmentDate>
<DateOfBirth>1990-01-01</DateOfBirth>
<ReferredBy>Friend</ReferredBy>
<l-- Use one of the ReferredBy attributes
<ReferredBy>Self</ReferredBy>
<RerredBy>Emergency Room</ReferredBy>
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<Referred§y>HomeIess Shelter</WredBy>
<ReferredBy>Family Child TAY</ReferredBy>
<ReferredBy>Significant Other</ReferredBy>
<ReferredBy>Mental Health Facility</ReferredBy>
<ReferredBy>Street Outreach</ReferredBy>
<ReferredBy>Social Services Agency</ReferredBy>
<ReferredBy>Juvenile Hall</ReferredBy>
<ReferredBy>Friend</ReferredBy>
<ReferredBy>Substance Abuse Facility</ReferredBy>
<ReferredBy>Jail / Prison</ReferredBy>
<ReferredBy>Acute Psychiatric</ReferredBy>
<ReferredBy>School</ReferredBy>
<ReferredBy>Faith-based Organization</ReferredBy>
<ReferredBy>Other Referred</ReferredBy>
<ReferredBy>Primary Care</ReferredBy>
<ReferredBy>Other County</ReferredBy> -->
</Partner>
<FSPAdminInfo>

<ProviderSitelD></ProviderSitelD>
<CountyProgramID>FS03</CountyProgramID>
<CoordinatorIiD>69!SPSC.001</CoordinatorID>
<Programs QueCode="AB2034">

<Setting PgmVal="true">

</Setting>
</Programs>
<Programs QueCode="GHI">

<Setting PgmVal="true">

</Setting>
</Programs>
<Programs QueCode="MHSA">

<Setting PgmVal="true">

</Setting>
</Programs>
<l--
COMMENT: Program participation is optional, select any programs that partner is

currently involved

<Programs QueCode="AB2034">

<Setting PgmVal="true">

</Setting>
</Programs>
<Programs QueCode="GHI">

<Setting PgmVal="true">

</Setting>
</Programs>
<Programs QueCode="MHSA">
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<Setting PgmVal="true">
</Setting>
</Programs> -->
</FSPAdminInfo>
<Residential>
<ResidentialSetting QueCode= "Assisted Living">
<Setting Current="true">
</Setting>
</ResidentialSetting>
<ResidentialSetting QueCode= "Community Care">
<Setting PastTwelveOccurences="1" PastTwelveDays="180" >
</Setting>
</ResidentialSetting>
<ResidentialSetting QueCode= "Homeless">
<Setting PastTwelveOccurences="1" PastTwelveDays="180">
</Setting>
</ResidentialSetting>
<ResidentialSetting QueCode= "Long-Term Care">
<Setting PriorTwelve="true">
</Setting>
</ResidentialSetting>
<ResidentialSetting QueCode= "Unknown Setting">
<Setting PastTwelveOccurences="0" PastTwelveDays="5"
PriorTwelve="true">
</Setting>
</ResidentialSetting>
<l-- Use all residential settings that apply for current, past 12 occurrence, day,
and prior twelve settings. Past 12 days total should equal to 365
<ResidentialSetting QueCode= "With Parents">
<Setting Current="true" Yesterday="true" PastTwelveOccurences="1"
PastTwelveDays="365" PriorTwelve="true">
</Setting>
</ResidentialSetting>
<ResidentialSetting QueCode= "With Other Family">
<Setting Current="true" Yesterday="true" PastTwelveOccurences="1"
PastTwelveDays="365" PriorTwelve="true">
</Setting>
</ResidentialSetting>
<ResidentialSetting QueCode= "Apartment Alone">
<Setting Current="true" Yesterday="true" PastTwelveOccurences="1"
PastTwelveDays="365" PriorTwelve="true">
</Setting>
</ResidentialSetting>
<ResidentialSetting QueCode= "Single Room Occupancy">
<Setting Current="true" Yesterday="true" PastTwelveOccurences="1"
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“PastTwelveDays="365" PriorTwelve=true">
</Setting>
</ResidentialSetting>
<ResidentialSetting QueCode= "Emergency Shelter">
<Setting Current="true" Yesterday="true" PastTwelveOccurences="1"
PastTwelveDays="365" PriorTwelve="true">
</Setting>
</ResidentialSetting>
<ResidentialSetting QueCode= "Homeless">
<Setting Current="true" Yesterday="true" PastTwelveOccurences="1"
PastTwelveDays="365" PriorTwelve="true">
</Setting>
</ResidentialSetting>
<ResidentialSetting QueCode= "Individual Placement">
<Setting Current="true" Yesterday="true" PastTwelveOccurences="1"
PastTwelveDays="365" PriorTwelve="true">
</Setting>
</ResidentialSetting>
<ResidentialSetting QueCode= "Assisted Living">
<Setting Current="true" Yesterday="true" PastTwelveOccurences="1"
PastTwelveDays="365" PriorTwelve="true">
</Setting>
</ResidentialSetting>
<ResidentialSetting QueCode= "Congregate Placement">
<Setting Current="true" Yesterday="true" PastTwelveOccurences="1"
PastTwelveDays="365" PriorTwelve="true">
</Setting>
</ResidentialSetting>
<ResidentialSetting QueCode= "Community Care">
<Setting Current="true" Yesterday="true" PastTwelveOccurences="1"
PastTwelveDays="365" PriorTwelve="true">
</Setting>
</ResidentialSetting>
<ResidentialSetting QueCode= "Medical Hospital">
<Setting Current="true" Yesterday="true" PastTwelveOccurences="1"
PastTwelveDays="365" PriorTwelve="true">
</Setting>
</ResidentialSetting>
<ResidentialSetting QueCode= "Psychiatric Hospital">
<Setting Current="true" Yesterday="true" PastTwelveOccurences="1"
PastTwelveDays="365" PriorTwelve="true">
</Setting>
</ResidentialSetting>
<ResidentialSetting QueCode= "State Psychiatric">
<Setting Current="true" Yesterday="true" PastTwelveOccurences="1"
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“PastTwelveDays="365" PriorTwelve=true">
</Setting>
</ResidentialSetting>
<ResidentialSetting QueCode= "Residential Treatment">
<Setting Current="true" Yesterday="true" PastTwelveOccurences="1"
PastTwelveDays="365" PriorTwelve="true">
</Setting>
</ResidentialSetting>
<ResidentialSetting QueCode= "Nursing Physical">
<Setting Current="true" Yesterday="true" PastTwelveOccurences="1"
PastTwelveDays="365" PriorTwelve="true">
</Setting>
</ResidentialSetting>
<ResidentialSetting QueCode= "Nursing Psychiatric">
<Setting Current="true" Yesterday="true" PastTwelveOccurences="1"
PastTwelveDays="365" PriorTwelve="true">
</Setting>
</ResidentialSetting>
<ResidentialSetting QueCode= "Long-Term Care">
<Setting Current="true" Yesterday="true" PastTwelveOccurences="1"
PastTwelveDays="365" PriorTwelve="true">
</Setting>
</ResidentialSetting>
<ResidentialSetting QueCode= "Jail">
<Setting Current="true" Yesterday="true" PastTwelveOccurences="1"
PastTwelveDays="365" PriorTwelve="true">
</Setting>
</ResidentialSetting>
<ResidentialSetting QueCode= "Prison">
<Setting Current="true" Yesterday="true" PastTwelveOccurences="1"
PastTwelveDays="365" PriorTwelve="true">
</Setting>
</ResidentialSetting>
<ResidentialSetting QueCode= "Other Setting">
<Setting Current="true" Yesterday="true" PastTwelveOccurences="1"
PastTwelveDays="365" PriorTwelve="true">
</Setting>
</ResidentialSetting>
<ResidentialSetting QueCode= "Unknown Setting">
<Setting Current="true" Yesterday="true" PastTwelveOccurences="1"
PastTwelveDays="365" PriorTwelve="true">
</Setting>
</ResidentialSetting> -->
</Residential>
<Education>
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<HighestmiplomaqughestGrade>
<!l-- Use one option for HighestGrade
<HighestGrade>No Diploma</HighestGrade>
<HighestGrade>GED</HighestGrade>
<HighestGrade>Diploma</HighestGrade>
<HighestGrade>Some College</HighestGrade>
<HighestGrade>AA</HighestGrade>
<HighestGrade>Bachelors</HighestGrade>
<HighestGrade>Masters</HighestGrade>
<HighestGrade>Doctoral</HighestGrade> -->
<EducationSetting QueCode="Technical">
<Setting PastTwelveNbrWeeks="26">
</Setting>
</EducationSetting>
<EducationSetting QueCode="Not in school">
<Setting PastTwelveNbrWeeks="52" Currently="true">
</Setting>
</EducationSetting>
<RecoveryGoals>No</RecoveryGoals>
<I--
COMMENT: Use all the options that apply for a particular partner
<EducationSetting QueCode="Not in school">
<Setting PastTwelveNbrWeeks="52" Currently="false">
</Setting>
</EducationSetting>
<EducationSetting QueCode="High School">
<Setting PastTwelveNbrWeeks="" Currently="">
</Setting>
</EducationSetting>
<EducationSetting QueCode="Technical">
<Setting PastTwelveNbrWeeks="" Currently="">
</Setting>
</EducationSetting>
<EducationSetting QueCode="Community College">
<Setting PastTwelveNbrWeeks="" Currently="">
</Setting>
</EducationSetting>
<EducationSetting QueCode="Graduate">
<Setting PastTwelveNbrWeeks="" Currently="">
</Setting>
</EducationSetting>
<EducationSetting QueCode="0ther Education">
<Setting PastTwelveNbrWeeks="" Currently="">
</Setting>
</EducationSetting> -->
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</Education>
<Employment>

<Past12Status QueCode="Non-paid">
<Setting NumWeeks="10" AvgHrsWeek="20">
</Setting>

</Past12Status>

<!I-- Use all that apply for Past12 months employment details or use unemployed

<Past12Status QueCode="Competitive">
<Setting NumWeeks="" AvgHrsWeek="" AvgHrWage="">
</Setting>

</Past12Status>

<Past12Status QueCode="Supported">
<Setting NumWeeks="" AvgHrsWeek="" AvgHrWage="">
</Setting>

</Past12Status>

<Past12Status QueCode="Transitional">
<Setting NumWeeks="" AvgHrsWeek="" AvgHrWage="">
</Setting>

</Past12Status>

<Past12Status QueCode="In-House">
<Setting NumWeeks="" AvgHrsWeek="" AvgHrWage="">
</Setting>

</Past12Status>

<Past12Status QueCode="Non-paid">
<Setting NumWeeks="" AvgHrsWeek="" AvgHrWage="">
</Setting>

</Past12Status>

<Past12Status QueCode="0Other Employment">
<Setting NumWeeks="" AvgHrsWeek="" AvgHrWage="">
</Setting>

</Past12Status>

<Past12Status QueCode="Unemployed">
<Setting NumWeeks="" AvgHrsWeek="" AvgHrWage="">
</Setting>

</Past12Status> -->

<Unemployed>true</Unemployed>

<!l-- Use all that apply for current employment details or use unemployed

<CurrentStatus QueCode="Competitive">
<Setting AvgHrsWeek="" AvgHrWage="">
</Setting>

</CurrentStatus>

<CurrentStatus QueCode="Supported">
<Setting AvgHrsWeek="" AvgHrWage="">
</Setting>

</CurrentStatus>
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<Currentstatus QueCode="Transitional">
<Setting AvgHrsWeek="" AvgHrWage="">
</Setting>
</CurrentStatus>
<CurrentStatus QueCode="In-House">
<Setting AvgHrsWeek="" AvgHrWage="">
</Setting>
</CurrentStatus>
<CurrentStatus QueCode="Non-paid">
<Setting AvgHrsWeek="" AvgHrWage="">
</Setting>
</CurrentStatus>
<CurrentStatus QueCode="0ther Employment">
<Setting AvgHrsWeek="" AvgHrWage="">
</Setting>
</CurrentStatus>
<CurrentStatus QueCode="Unemployed">
<Setting AvgHrsWeek="" AvgHrWage="">
</Setting>
</CurrentStatus>
Note: Unemployed uses true/false values
<Unemployed>Yes</Unemployed>
</CurrentStatus> -->
<!-- Recovery Goals use Yes or No values-->
<RecoveryGoals>No</RecoveryGoals>
</Employment>
<FinancialSupport>
<FinancialSource QueCode="SSI">
<Setting Curr="true" Past12="true">
</Setting>
</FinancialSource>
<!I-- Choose all that apply for FinancialSource settings
<FinancialSource QueCode="Wages">
<Setting Curr="true" Past12="true">
</Setting>
</FinancialSource>
<FinancialSource QueCode="Spouse">
<Setting Curr="true" Past12="true">
</Setting>
</FinancialSource>
<FinancialSource QueCode="Savings">
<Setting Curr="true" Past12="true">
</Setting>
</FinancialSource>
<FinancialSource QueCode="0Other Family">
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<Setting Curr="true" Past12="true >
</Setting>

</FinancialSource>

<FinancialSource QueCode="Retirement">
<Setting Curr="true" Past12="true">
</Setting>

</FinancialSource>

<FinancialSource QueCode="Veterans">
<Setting Curr="true" Past12="true">
</Setting>

</FinancialSource>

<FinancialSource QueCode="Loan">
<Setting Curr="true" Past12="true">
</Setting>

</FinancialSource>

<FinancialSource QueCode="Housing">
<Setting Curr="true" Past12="true">
</Setting>

</FinancialSource>

<FinancialSource QueCode="General">
<Setting Curr="true" Past12="true">
</Setting>

</FinancialSource>

<FinancialSource QueCode="Food Stamps">
<Setting Curr="true" Past12="true">
</Setting>

</FinancialSource>

<FinancialSource QueCode="TANF">
<Setting Curr="true" Past12="true">
</Setting>

</FinancialSource>

<FinancialSource QueCode="SSI">
<Setting Curr="true" Past12="true">
</Setting>

</FinancialSource>

<FinancialSource QueCode="SSDI">
<Setting Curr="true" Past12="true">
</Setting>

</FinancialSource>

<FinancialSource QueCode="SDI">
<Setting Curr="true" Past12="true">
</Setting>

</FinancialSource>

<FinancialSource QueCode="Tribal Benefits">
<Setting Curr="true" Past12="true">
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</Setting>
</FinancialSource>
<FinancialSource QueCode="0Other Support">
<Setting Curr="true" Past12="true">
</Setting>
</FinancialSource>
<FinancialSource QueCode="No Support">
<Setting Curr="true" Past12="true">
</Setting>
</FinancialSource> -->
</FinancialSupport>
<Legallssue>
<!--Arrested past twelve is integer value -->
<ArrestPast12>0</ArrestPast12>
<!I-- Arrested Prior 12 months takes Yes No values -->
<ArrestPrior12>No</ArrestPrior12>
<!l-- Currently on Probation takes Yes No values -->
<ProbCurr>No</ProbCurr>
<!l-- Past 12 months on Probation takes Yes No values -->
<ProbPast12>No</ProbPast12>
<!l-- Past 12 months on Probation takes Yes No values -->
<ProbPrior12>No</ProbPrior12>
<!l-- Past 12 months on Parole takes Yes No values -->
<ParolePast12>No</ParolePast12>
<!l-- Prior 12 months on Parole takes Yes No values -->
<ParolePrior12>No</ParolePrior12>
<!l-- Conservationship currently takes Yes No values -->
<ConservCurr>No</ConservCurr>
<!I-- Conservationship Past 12 takes Yes No values -->
<ConservPast12>No</ConservPast12>
<!I-- Conservationship Past 12 takes Yes No values -->
<ConservPrior12>No</ConservPrior12>
<!l-- Payee Currently takes Yes No values -->
<PayeeCurr>No</PayeeCurr>
<!l-- Payee past 12 takes Yes No values -->
<PayeePast12>No</PayeePast12>
<!l-- Payee Prior 12 takes Yes No values -->
<PayeePrior12>No</PayeePrior12>
<!I-- Enter integer value for children total for each setting -->
<CustodyInformation QueCode="Dependent">
<Setting ChildrenTotal="1">
</Setting>
</Custodylnformation>
<CustodyInformation QueCode="Foster">
<Setting ChildrenTotal="2">
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</Setting>
</CustodyInformation>
<CustodyInformation QueCode="Reunified">
<Setting ChildrenTotal="0">
</Setting>
</CustodyInformation>
<CustodyInformation QueCode="Adopted">
<Setting ChildrenTotal="0">
</Setting>
</CustodyInformation>
</Legallssue>
<Emergency>
<I-- Enter integer value of number of physical related health emergencies during
past 12 months -->
<PhyRelated>1</PhyRelated>
<l-- Enter integer value of number of metal related health emergencies during
past 12 months -->
<MenRelated>3</MenRelated>
</Emergency>
<HealthStatus>
<l-- Currently has Physician? Takes Yes or No values -->
<PhysicianCurr>No</PhysicianCurr>
<l-- past 12 months has physician? Takes Yes or No values -->
<PhysicianPast12>No</PhysicianPast12>
</HealthStatus>
<SubstanceAbuse>
<l-- Has partner had mentalillness or substance abuse problem, according to
coordinator? Takes Yes or No values -->
<Mentallllness>Yes</Mentallllness>
<l-- Has partner currently suffers from mentalillness or substance abuse
problem, according to coordinator? Takes Yes or No values -->
<ActiveProblem>Yes</ActiveProblem>
<I--Is the partner currently receiving substance abuse services? Takes Yes or No
values -->
<AbuseServices>No</AbuseServices>
</SubstanceAbuse>
<CntyUseFields>
<l-- Use these text fields (length 15 char) to enter any data for county use -->
<CountyUseField QueCode="1">
<Setting CntyFieldVal="county ADULT1">
</Setting>
</CountyUseField>
<CountyUseField QueCode="2">
<Setting CntyFieldVal="county ADULT2">
</Setting>
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</CountyUseFieId>
<CountyUseField QueCode="3">
<Setting CntyFieldVal="county ADULT3">
</Setting>
</CountyUseField>
<CountyUseField QueCode="4">
<Setting CntyFieldVal="county ADULT4">
</Setting>
</CountyUseField>
<CountyUseField QueCode="5">
<Setting CntyFieldVal="county ADULT5">
</Setting>
</CountyUseField>
<CountyUseField QueCode="6">
<Setting CntyFieldVal="county ADULT6">
</Setting>
</CountyUseField>
</CntyUseFields>
<l-- Reason is needed only when Operation is CerifyComplete or DeCertifyComplete.
<Reason>Information cannot be found. Set complete</Reason> -->
</ADULT_PAF>
</DCR_XML_File>
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20.2 Example of a 3M for a TAY

<DCR_XML_File xmlIns:xsi="http://www.w3.0rg/2001/XMLSchema-instance"
xmlins:xsd="http://www.w3.0rg/2001/XMLSchema">
<Batchheader>
<l-- XML Structure and elements has to be in the order of the form inputs -->
<l-- Usage T for testing, P for production -->
<Usage>T</Usage>
<BatchDateTime>2017-10-20T00:00:00</BatchDateTime>
<l-- Batch Number is required and need to be unique -->
<BatchNumber>ADULT_3M</BatchNumber>
<XSDVersionNumber>5.3</XSDVersionNumber>
</Batchheader>
<!-- Enter PAF AssessmentGUID as PartnerGUID, and use unique GUID for KET's
AssessmentGUID -->
<!-- Operation type 'Update' is only valid operation -->
<l--AssessmentDate should be past or same as status change dates -->
<!-- None of the change dates can be earlier than original partnership date (PAF
AssessementDate) -->
<TAY_3M AssessmentGUID="" PartnerGUID="" AssessmentType="3M" Operation="Update"
AssessmentDate="2017-10-23">
<Education>
<l-- Please provide YES/No values - OPTIONAL -->
<EmotionalDisturbance>No</EmotionalDisturbance>
<l-- Please provide YES/No values - OPTIONAL -->
<AnotherReason>No</AnotherReason>
<AttendanceCurr>Always Attends</AttendanceCurr>
<!l-- Please select one of the Attendence Currency options
<AttendanceCurr>Mostly Attends</AttendanceCurr>
<AttendanceCurr>Sometimes Attends</AttendanceCurr>
<AttendanceCurr>Infrequently Attends</AttendanceCurr>
<AttendanceCurr>Never Attends</AttendanceCurr> -->
<!l-- Please select one of the Grades Currently options
<GradesCurr>Very Good Grades</GradesCurr>
<GradesCurr>Good Grades</GradesCurr>
<GradesCurr>Average Grades</GradesCurr>
<GradesCurr>Below Average Grades</GradesCurr>
<GradesCurr>Poor Grades</GradesCurr> -->
</Education>
<FinancialSupport>
<!l-- Please select all the options that apply
<FinancialSource QueCode="Wages">
<Setting Curr="true">
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</Setting>

</FinancialSource>

<FinancialSource QueCode="Spouse">
<Setting Curr="true">
</Setting>

</FinancialSource>

<FinancialSource QueCode="Savings">
<Setting Curr="true">
</Setting>

</FinancialSource>

<FinancialSource QueCode="Child Support">
<Setting Curr="true">
</Setting>

</FinancialSource>

<FinancialSource QueCode="0Other Family">
<Setting Curr="true">
</Setting>

</FinancialSource>

<FinancialSource QueCode="Retirement">
<Setting Curr="true">
</Setting>

</FinancialSource>

<FinancialSource QueCode="Veterans">
<Setting Curr="true">
</Setting>

</FinancialSource>

<FinancialSource QueCode="Loan">
<Setting Curr="true">
</Setting>

</FinancialSource>

<FinancialSource QueCode="Housing">
<Setting Curr="true">
</Setting>

</FinancialSource>

<FinancialSource QueCode="General">
<Setting Curr="true">
</Setting>

</FinancialSource>

<FinancialSource QueCode="Food Stamps">
<Setting Curr="true">
</Setting>

</FinancialSource>

<FinancialSource QueCode="TANF">
<Setting Curr="true">
</Setting>
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</FinanciaISource>
<FinancialSource QueCode="SSI">
<Setting Curr="true">
</Setting>
</FinancialSource>
<FinancialSource QueCode="SSDI">
<Setting Curr="true">
</Setting>
</FinancialSource>
<FinancialSource QueCode="SDI">
<Setting Curr="true">
</Setting>
</FinancialSource>
<FinancialSource QueCode="Tribal Benefits">
<Setting Curr="true">
</Setting>
</FinancialSource>
<FinancialSource QueCode="0Other Support">
<Setting Curr="true">
</Setting>
</FinancialSource>
<FinancialSource QueCode="No Support">
<Setting Curr="true">
</Setting>
</FinancialSource> -->
</FinancialSupport>
<Legallssue>
<l-- Include any of the custody information options that apply
<CustodyInformation QueCode="Dependent">
<Setting ChildrenTotal="1">
</Setting>
</CustodyInformation>
<CustodyInformation QueCode="Foster">
<Setting ChildrenTotal="1">
</Setting>
</CustodyInformation>
<CustodyInformation QueCode="Reunified">
<Setting ChildrenTotal="1">
</Setting>
</CustodyInformation>
<CustodyInformation QueCode="Adopted">
<Setting ChildrenTotal="1">
</Setting>
</CustodylInformation> -->
</Legallssue>
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<HealthStatus>
<!-- Please provide YES/NO values for Physician currency -->
<PhysicianCurr></PhysicianCurr>
</HealthStatus>
<SubstanceAbuse>
<!-- Please provide YES/NO values for Active problem -->
<ActiveProblem></ActiveProblem>
<!-- Please provide YES/NO values for Abuse services -->
<AbuseServices></AbuseServices>
</SubstanceAbuse>
<CntyUseFields>
<l--include all the fields that apply -->
<l--<CountyUseField QueCode="4">
<Setting CntyFieldVal="found">
</Setting>
</CountyUseField>
<CountyUseField QueCode="5">
<Setting CntyFieldVal="help">
</Setting>
</CountyUseField>
<CountyUseField QueCode="6">
<Setting CntyFieldVal="in the">
</Setting>
</CountyUseField> -->
</CntyUseFields>
</TAY_3M>
</DCR_XML_File>
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20.3 Examples of a KET for an OA
<DCR_XML_File xmlIns:xsi="http://www.w3.0rg/2001/XMLSchema-instance"
xmlins:xsd="http://www.w3.0rg/2001/XMLSchema">
<Batchheader>
<l-- XML Structure and elements has to be in the order of the form inputs -->
<l-- Usage T for testing, P for production -->
<Usage>T</Usage>
<BatchDateTime>2017-10-20T00:00:00</BatchDateTime>
<l-- Batch Number is required and need to be unique -->
<BatchNumber>QQ_OA_KET</BatchNumber>
<XSDVersionNumber>5.3</XSDVersionNumber>
</Batchheader>
<!-- Enter PAF AssessmentGUID as PartnerGUID, and use unique GUID for KET's
AssessmentGUID -->
<l-- Operation type 'Update' is only valid operation -->
<l--AssessmentDate should be past or same as status change dates -->
<!-- None of the change dates can be earlier than original partnership date (PAF
AssessementDate) -->
<OA_KET AssessmentGUID="" PartnerGUID="" AssessmentType="KET" Operation="Update"
AssessmentDate="2017-10-20">
<FSPAdminInfo>
<DateProviChange>2017-10-11</DateProviChange>
<ProviderSitelD>123456</ProviderSitelD>
<DateProgmChange>2017-10-11</DateProgmChange>
<CountyProgramID>FS02</CountyProgram|D>
<DateCoordChange>2017-10-11</DateCoordChange>
<CoordinatorID>01!AAngarto.001</CoordinatorID>
<!l-- <DateStatusChange>2017-10-16</DateStatusChange>
<PartnerStatus>Discontinuation</PartnerStatus> -->
<l--Use one of the status changes along with DateStatuChange
<PartnerStatus>Discontinuation</PartnerStatus>
<PartnerStatus>Reestablishment</PartnerStatus>
<DiscontReason>Target Criteria</DiscontReason> -->
<l--use of the DiscontReason when PartnerStatus is Discontinuation
<DiscontReason>Target Criteria</DiscontReason>
<DiscontReason>Serving Jail</DiscontReason>
<DiscontReason>Serving Prison</DiscontReason>
<DiscontReason>Discontinue</DiscontReason>
<DiscontReason>Moved</DiscontReason>
<DiscontReason>Not Located</DiscontReason>
<DiscontReason>Institution TAY Adult Oadult</DiscontReason>
<DiscontReason>Met Goals</DiscontReason>
<DiscontReason>Deceased</DiscontReason>
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<marget Criteria</DiscontReason> -->
<!--<Programs QueCode="AB0234">
<Setting DateProgramChange="2017-10-17" PgmVal="Yes">
</Setting>
</Programs> -->
<Programs QueCode="GHI">
<Setting DateProgramChange="2017-10-17" PgmVal="No">
</Setting>
</Programs>
<Programs QueCode="MHSA">
<Setting DateProgramChange="2017-10-11" PgmVal="Yes">
</Setting>
</Programs>
</FSPAdminInfo>
<Residential>
<DateResiChange>2017-10-11</DateResiChange>
<ResidentialSetting QueCode="Foster Home Non-relative">
<Setting Current="true">
</Setting>
</ResidentialSetting>
<l-- Use one option for Residentialsetting
<ResidentialSetting QueCode="With Parents">
<Setting Current="true">
</Setting>
</ResidentialSetting>
<ResidentialSetting QueCode="With Other Family">
<Setting Current="true">
</Setting>
</ResidentialSetting>
<ResidentialSetting QueCode="Apartment Alone">
<Setting Current="true">
</Setting>
</ResidentialSetting>
<ResidentialSetting QueCode="Single Room Occupancy">
<Setting Current="true">
</Setting>
</ResidentialSetting>
<ResidentialSetting QueCode="Emergency Shelter">
<Setting Current="true">
</Setting>
</ResidentialSetting>
<ResidentialSetting QueCode="Homeless">
<Setting Current="true">
</Setting>
</ResidentialSetting>

DCR-UserManual- Page | 183



Appendix C: XML Examples

<ResidentialSetting QueCode="Individual Placement >
<Setting Current="true">
</Setting>

</ResidentialSetting>

<ResidentialSetting QueCode="Assisted Living">
<Setting Current="true">
</Setting>

</ResidentialSetting>

<ResidentialSetting QueCode="Congregate Placement">
<Setting Current="true">
</Setting>

</ResidentialSetting>

<ResidentialSetting QueCode="Community Care">
<Setting Current="true">
</Setting>

</ResidentialSetting>

<ResidentialSetting QueCode="Medical Hospital">
<Setting Current="true">
</Setting>

</ResidentialSetting>

<ResidentialSetting QueCode="Psychiatric Hospital">
<Setting Current="true">
</Setting>

</ResidentialSetting>

<ResidentialSetting QueCode="State Psychiatric">
<Setting Current="true">
</Setting>

</ResidentialSetting>

<ResidentialSetting QueCode="Residential Treatment">
<Setting Current="true">
</Setting>

</ResidentialSetting>

<ResidentialSetting QueCode="Nursing Physical">
<Setting Current="true">
</Setting>

</ResidentialSetting>

<ResidentialSetting QueCode="Nursing Psychiatric">
<Setting Current="true">
</Setting>

</ResidentialSetting>

<ResidentialSetting QueCode="Long-Term Care">
<Setting Current="true">
</Setting>

</ResidentialSetting>

<ResidentialSetting QueCode="Jail">
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<Setting Current="true">
</Setting>
</ResidentialSetting>
<ResidentialSetting QueCode="0Other Setting">
<Setting Current="true">
</Setting>
</ResidentialSetting>
<ResidentialSetting QueCode="Unknown Setting">
<Setting Current="true">
</Setting>
</ResidentialSetting> >
</Residential>
<Education>
<DateGradeComplete>2017-10-11</DateGradeComplete>
<HighestGrade>12th</HighestGrade>
<l-- Use one option for HighestGrade
<HighestGrade>10th</HighestGrade> -->
<l-- Use one option for HighestGrade
<HighestGrade>GED</HighestGrade>
<HighestGrade>No Diploma</HighestGrade>
<HighestGrade>Diploma</HighestGrade>
<HighestGrade>Some College</HighestGrade>
<HighestGrade>AA</HighestGrade>
<HighestGrade>Bachelors</HighestGrade>
<HighestGrade>Masters</HighestGrade>
<HighestGrade>Doctoral</HighestGrade> -->
<DateSettingChange>2017-10-11</DateSettingChange>
<EducationSetting QueCode="Technical">
<Setting Currently="true">
</Setting>
</EducationSetting>
<!--<EducationSetting QueCode="Not in school">
<Setting Currently="true">
</Setting>
</EducationSetting>
<EducationSetting QueCode="High School">
<Setting Currently="true">
</Setting>
</EducationSetting>
<EducationSetting QueCode="Technical">
<Setting Currently="true">
</Setting>
</EducationSetting>
<EducationSetting QueCode="Community College">
<Setting Currently="true">
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</Setting>

</EducationSetting>

<EducationSetting QueCode="Graduate">
<Setting Currently="true">
</Setting>

</EducationSetting>

<EducationSetting QueCode="0Other Education">
<Setting Currently="true">
</Setting>

</EducationSetting> -->

<!-- <CompletePgm></CompletePgm>

<RecoveryGoals></RecoveryGoals> -->

</Education>
<Employment>

<DateEmpChange>2017-10-11</DateEmpChange>

<CurrentStatus QueCode="Non-paid">
<Setting AvgHrWage="0">
</Setting>

</CurrentStatus>

<!-- Include all changes pertaining to employment, new and on-going - ->

<CurrentStatus QueCode="Competitive">
<Setting AvgHrsWeek="" AvgHrWage="">
</Setting>

</CurrentStatus>

<CurrentStatus QueCode="Supported">
<Setting AvgHrsWeek="" AvgHrWage="">
</Setting>

</CurrentStatus>

<CurrentStatus QueCode="Transitional">
<Setting AvgHrsWeek="" AvgHrWage="">
</Setting>

</CurrentStatus>

<CurrentStatus QueCode="In-House">
<Setting AvgHrsWeek="" AvgHrWage="">
</Setting>

</CurrentStatus>

<CurrentStatus QueCode="Non-paid">
<Setting AvgHrsWeek="" AvgHrWage="">
</Setting>

</CurrentStatus>

<CurrentStatus QueCode="0ther Employment">
<Setting AvgHrsWeek="" AvgHrWage="">
</Setting>

</CurrentStatus>

<Unemployed>true</Unemployed>
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<Recovery(-30als>No</ RecoveryGoals> -->
<RecoveryGoals>No</RecoveryGoals>
</Employment>
<Legallssue>
<!-- <DateArrested>2017-10-16</DateArrested>
<DateProbation>2017-10-16</DateProbation>
<I- - Select one of the probation statuses below
<ProbationStatus>Placed Probation</ProbationStatus>
<ProbationStatus>Removed Probation</ProbationStatus> - ->
<DateConserva>2017-10-16</DateConserva>
<!l- - Select one of the conservatorship statuses below
<ConservaStatus>Removed Conservatorship</ConservaStatus>
<ConservaStatus>Placed Conservatorship</ConservaStatus> - ->
<DatePayee>2017-10-16</DatePayee>
<l- - Select one of the payee statuses below
<PayeeStatus>Removed Payee</PayeeStatus>
<PayeeStatus>Placed Payee</PayeeStatus> -->
</Legallssue>
<Emergency>
<!-- <DateEmergencyChange>2017-10-16</DateEmergencyChange>
<l- - Select one of the emergency types below
<EmergencyType>Physical</EmergencyType>
<EmergencyType>Mental</EmergencyType> -->
</Emergency>
<CntyUseFields>
<!l--include all the fields that apply -->
<CountyUseField QueCode="1">
<Setting DateValueChange="2017-10-11" CntyFieldVal="found">
</Setting>
</CountyUseField>
<CountyUseField QueCode="2">
<Setting DateValueChange="2017-10-11" CntyFieldVal="help">
</Setting>
</CountyUseField>
<CountyUseField QueCode="3">
<Setting DateValueChange="2017-10-11" CntyFieldVal="in the">
</Setting>
</CountyUseField>
</CntyUseFields>
</OA_KET>
</DCR_XML_File>
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