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that will take on DMH’s responsibilities.
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Definitions and Abbreviations

Term
3M
ADL
Adult
CA
Child/Youth
Csl

Cvi
DCR
DMH
FSP

FY
IADL
KET
MH
MHSA
MHP
Older Adult
PAF
Partner
POQl
PSC

ro

RO

rw

RW
SSA
SFG
TAY
TOC
WIC
XML
XML-U
XSD

Meaning
Quarterly Assessment

Activities of Daily Living

Adults of Ages 26 - 59

County Administrator

Children of Ages 0 - 15

Client Services Information

Complete Variable Index

Data Collection and Reporting
California Department of Mental Health
Full Service Partnership

Fiscal Year

Instrumental Activities of Daily Living
Key Event Tracking

Mental Health

Mental Health Services Act

Mental Health Plan

Older Adults of Ages 60+

Partnership Assessment Form

A Client of the Full Service Partnership
Performance Outcomes and Quality Improvement
Partnership Service Coordinator

Read Only (Authority)

Read Only (Role)

Read/Write (Authority)

Read/Write (Role)

State System Administrator

Share FSP Groups Role

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

California Welfare and Institution Code
Extensible Markup Language
XML-Upload Role

XML Schema Definition
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Introduction

This training curriculum is designed to be used as a tool for training new or existing staff to use
the FSP DCR as administrators or as general users. Trainers can use the PowerPoint
presentations available together with this document’s presenter’s notes to perform standard
employee trainings. Alternatively, employees can follow this manual’s slide handouts with text
narrative for guided self-instruction to use the FSP DCR.

This training curriculum covers aspects related to submitting and storing correct data in the FSP
DCR. A separate training curriculum addresses extracting, analyzing and creating reports from
the FSP DCR data.

This training curriculum is intended for any person who uses the FSP DCR forms or the FSP DCR
online system for data submission or data management. The first module of the training is
designed for administrative users, and the second module of the training is designed for basic
FSP DCR users. Users and new trainers should plan to allow for at least three hours to complete
Module 1 training and four hours to perform Module 2 training. An outline of the training
curriculum appears below.

» DCR Training Curriculum Outline:
1. Module 1: FSP DCR Administrators - ITWS and DCR Administrative Functions
0 Enrolling and Certifying a County
O Managing DCR Users
0 Data Reporting Options
= XML Data Reporting and Correction

2. Module 2: FSP DCR Users

0 Overview of the FSP DCR Forms

0 Overview of the FSP DCR Data Dictionary
= Utilizing the Complete Variable Index (CVI)
= Crosswalks from Forms to Fields
= Data Descriptions

0 Overview of the FSP DCR User Manual
= |ntroduction to the FSP DCR
=  Online System Interface
= Establishing Partners
=  Working with KETs
=  Working with 3Ms
= Managing Partners
= Correcting Data

Page 4 of 145



FSP DCR User Training Curriculum

This training was funded by the MHSOAC.
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o
—

Training Overview

1. Enrolling and Certifying a County
2. Managing DCR Users

3. Data Reporting Options

This training covers these three sections of the FSP DCR User Manual (1/17/2012).
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Reference Materials
¢ FSP DCR Data Dictionary (9/15/20m)

Contact Us
Title CSl Information
Frequently Asked Questions

tem ir
Original DCR

= 04/03/06
Online DCR Ru

04/09/07
08/14/07

Design and Te_Reated Lins
Internet Brows: Search 07/10/07
R Model Options Analysi: 01/26/06
MHSA DCR Data Model 02/08/06
| ESP DCR Data Dictionary | 02/16/12
XML Information

An updated version of the FSP DCR Data Dictionary was completed on 9/15/2011, and it
can be accessed on ITWS thorough the MHSA Information menu, by selecting the
Technical Information submenu and then clicking to download the FSP DCR Data
Dictionary.
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MHSA System Messages ructions
Conlact Us. A
Inining forthe "
Currently, the DMH Performance Outcomes and Quality Improveme  Fraquantly Asked Questians for counties who are preparing to collect and submit Full Service
Pastnership (FSP) Outcomes Assessment data. County staff will not b 17 pestngs. bchnology Web Services (ITWS) Mental Health Services Act (MHSA) data
system a:!d submi! data until they are “certified’ as having received th MHSA Training page at hitpy 'www dmh.ca.gov POQI trainngMHS A asp
for more information. T =y
Title - Last Updated
\nsinictions Reference imformabon (Ad Codes)
Impacting XL intg an Access Database ol U 061807
B Cilacd Lol Becces Tocios = 02HEN2
T TS T T Ry Requirsments for DEGMHSA
hearch B3 VYepcasl CSLopt 00708
March_Bh_Viepeas FSP pot 030708
March &h Webcast FSP_handouts pdl 030706

A FSP DCR User Manual was created on 1/17/2012, and it can be accessed on ITWS
thorough the MHSA Information menu, by selecting the User Manuals and Instructions
submenu and then clicking to download the DCR User Manual.
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e

This Section Covers:

—

Identifying County Reporting Method

Identifying County Business Method

¢ Identifying a Group Structure

* Registering an Approver Designee

* Enrolling as a New ITWS User with Approver Designee Status

* Enrolling as an Existing ITWS User with Expanded Approver
Designee Membership

* Creating FSP Program ID Codes
* Submitting Test Data to the FSP DCR Test System

* Requesting to Become a Certified County

This section covers these activities in the FSP DCR.
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Steps for Enrolling and Certifying

1. The county identifies a reporting method (DCR or XML County)

2. The county identifies its business method

3. The county identifies its group structure

4. The county registers and trains an Approver Designee

5. The county registers Program ID Codes with DMH

6. The county successfully submits test data in the FSP DCR Test

Environment

Note: XML counties have additional requirements

A county must be certified before submitting partner outcome data to the FSP DCR
production system. The six steps must be completed for a county to become certified.
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ldentifying County Reporting Method

1. Online Individual Form Entry

= “DCR Counties”

2. Batch XML File Submission

= “XML Counties”

There are two options for reporting data to the FSP DCR. 1) 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; or 2) Counties must choose one or the other method as a combination of the
methods is not supported at this time.
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e
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—

Identifying County Business Method

1. XML batch uploaded by a vendor
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

A county will need to set up a structure in the FSP DCR to support the method of data
reporting.
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o
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Identifying a Group Structure

» FSP partner’s data can be viewed by any user who:

=

1. Isassigned to the “<County> Master Group”
2. Isin the same group as the user who submitted data
3. Isin same group as the PSC assigned to the partner

4. Isin same group to which the partner information has
been shared (Shared Group)

Note: PSC = Partnership Service Coordinator

FSP DCR Groups control the ability of users to view or access data for partners in the
program. As a default, a “<County> Master Group” exists in the FSP DCR for each county.
Any user assigned to the “<County> Master Group” can access, through the FSP DCR, all
partners’ data for the entire county. An FSP DCR user can be assigned to only one group.
However, the FSP partner’s data can belong to several groups.

Page 14 of 145



FSP DCR User Training Curriculum

Data Input
Group

<County>
Master
Group

Partner
Data

A county’s group structure will depend upon both their reporting method and business
methods. The group structure provides security in order to limit the number of users who
can access a partner’s data. The user who enters or uploads the data may not be the same
user who accesses and reviews the data. Therefore, a group should be created for each set

of users who need to upload the same data, and a group should be created for each set of
users who need to access the same data.
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Data Input HoC GroMp
Group (A group which

contains the
(The Vendor) PSC)

<County>
Master Group

(The County
Employees)

Shared Group

(The Provider's
Administrators)

Partner
Data

The Diagram depicts the groups who would be able to access a partner’s data if a vendor
was responsible for inputting the data to the FSP DCR, but a PSC still needed access to the
DCR to view the partner’s history and notifications. In this business structure, the PSC
might be the only member of his/her group. The PSC could then share each partner
assigned with the administrators within his/her provider’s organization. The shared group
would comprise of the provider’s administrators. Of course, the approved county employee
users would still have access to all of the counties data via the “<County> Master Group”.
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Data Input PSC Group
Group

(A group which
(The Provider containsthe

Administrators) PSC)

<County>
Master Group Shared Group(s)

(The County (if needed)
Employees)

In this Diagram, the business structure is simplified slightly as each provider inputs the data
for its organization. Therefore, the provider acts as the Data Input Group, and shared
groups are optional for this structure.
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Inputand PSC
Group

(A group which

contains the PSC)
<County> Master

Group

(The County
Employees)

Shared Group

(The Provider's
Administrators)

In this Diagram, the business structure is set up such that each PSC enters data for their
own FSP partners. Therefore, the Input Group and the PSC Group are the same group. In
this case, the PSC could then share each partner assigned with the administrators within
his/her provider’s organization. The shared group would comprise of the provider’s
administrators.
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PSC Group

(A group which
contains the PSC)

<County> Master
Group = Input
Group (The Provider's
(The County Administrators)
Employees)

Shared Group

In this Diagram, the business structure is set up such that county employees enter the data
for all providers. Therefore, the Input Group and the “<County> Master Group” are the
same group. In this case, the PSC could then share each partner assigned with the
administrators within his/her provider’s organization. The shared group would comprise of

the provider’s administrators.
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Registering an Approver Designee

* An Approver Designee must:
> Authorize users to access ITWS and FSP DCR
Create groups

» Separate approvers can be designated for each organization
* The County Mental Health Director must sign

»~ Fill out the form MH3273 on ITWS to become an Approver
Designee

A county must register an Approver Designee. An Approver Designee is someone who is
designated to authorize individuals (users) from their organization to access ITWS and FSP
DCR. The Approver Designee is also responsible for creating groups via the ITWS in order to
structure access to the DCR for his/her organization. Separate approvers can be designated
for each organization (county, vendor, direct provider, etc.). However, the County Mental
Health Director must sign all paperwork approving each Approver Designee.

Refer to the FSP DCR User Manual (1/17/2012) at Chapter 4, Section “Registering an
Approver Designee”, page 42 for step-by-step instructions.
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o

| Creating FSP Program ID Codes

* FSP Program IDs must be created in the database by
DMH

* To create a Program ID for each FSP program:
Write email to DMH at POQI.Support@dmh.ca.gov
Provide the 4-character Program ID
Provide program description (up to 250 characters)

Before a county can begin using the FSP DCR, FSP Program IDs must be created in the
database. DMH must create the FSP County Program IDs in the database for each county
program. An Approver Designee should contact DMH with all county FSP Program IDs and

descriptions.
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~Submitting Test Data to the FSP
DCR Test System

* DMH Approves a Test submission
Create a partner in the online DCR (or)
Submit a batch of partners through XML

® Test submissions must include PAF, KET and 3M
assessments

Before a county can become certified, DMH must review and approve a test submission of
data to the FSP DCR Test System. Online DCR users should key enter at least one partner.
XML batch counties should submit batches of records. The test partner must have PAF, KET

and 3M records submitted without error.

Page 22 of 145



FSP DCR User Training Curriculum

- Requesting to Become a Certified
County

® Write an email to DMH at POQI.Support@dmh.ca.gov

Must have completed six requirements listed previously

Once a county has completed the six steps required to become a certified county, the
county should contact DMH to request to be a certified county.

DMH will inform the county when certified, and the county’s users can then begin
submitting partner outcome data to the FSP DCR.
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This Section Covers:

Enrolling a New ITWS User for Access to the FSP DCR
Enrolling an Existing ITWS User for New Access to the FSP DCR
Understanding User Roles

—

* Accessing the ITWS Approver Management Interface
* Assigning and Removing Roles for FSP DCR Users

Managing Groups

Assigning and Removing Groups for FSP DCR Users

Managing User Requests for Access to the FSP DCR

Managing Partnership Service Coordinators (PSCs)

Data Security and Data Sharing between Users

This section covers these activities in the FSP DCR.
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- Enrolling ITWS Users for Access to
the FSP DCR

Approver Designee approves:

» New users to enroll in the ITWS system with
permission for FSP DCR

» Existing ITWS users to have permission to access the
FSP DCR

Enroll process begins at ITWS login screen

ITWS Login
Usemame |
Password |

Login L_Enroll

Before a new user can access the FSP DCR, the user must be enrolled in the ITWS system
with permission to access the FSP DCR. The Approver Designee for each organization is
responsible for approving users, assigning users to roles, creating groups and assigning
users to groups. New users must be enrolled in the ITWS system with permission to access
the FSP DCR. Existing ITWS users must be request for permission to access the FSP DCR.

Refer to the FSP DCR User Manual (1/17/2012) at Chapter 4, Section “Enrolling as a
New ITWS User with Approver Designee Status”, page 47 for step-by-step instructions.
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o
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Understanding User Roles

1. Generic Read Only (RO)

Generic Read/Write (RW)

Partnership Service Coordinator, Read Only (PSC-RO)
Partnership Service Coordinator, Read/Write (PSC-RW)
County Administrator, Read Only (CA-RO)

County Administrator, Read/Write (CA-RW)

State System Administrator (SSA)

Share FSP Group (SFG)

XML-Upload (XML-U)

M

0800l O s e

User roles determine the level of access and authority of FSP DCR users. All FSP DCR users
must be assigned at least one role but may be assigned multiple roles. A list of available
user roles appears in the slide.
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o
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| Roles and DCR Menus

Menu
Submenu

Roles

RO

PSC-RO

PSC-RW

CA-RO

CA-RW

SSA

SFG

XML-U

DCR Home
DCR Home

ro

E

o

ro

ro

ro

ro

Partnerships
Add New Partner
Manage Active Partners
Inactive Partners

ro
ro

2232

ro
ro

222

ro
ro

ro
ro

ro
ro

Transfers
Download FSP Data Files
Upload FSP XML Files

Reports
Assessment Counts
User Roles By County

Admin
HTML Forms
Forms - Printer Friendly
Virtual PSCs
View/Share FSP Groups
System Messages

ro

ro

ro
ro

ro
ro
ro
ro

ro

ro

ro

ro
rw

ro rw
ro rw
Manage Roles - - - -
Add/Edit County Programs - - - - - - rw
Help
DCR User's Manual ro ro ro ro ro ro ro ro ro
Training ro ro ro ro ro ro ro ro ro
Contact Us ro ro ro ro ro ro ro ro ro

This Table details the level of access and authority for each role for each FSP DCR menu or
submenu. There are a total of 18 submenus in the FSP DCR application, organized under six
main menu sections. Each user role provides access to a different set of FSP DCR menu
items. No single user role provides access to all FSP DCR submenus.

A dash (-) 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. 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). 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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ccessing the ITWS Approver
Management Interface

® Via ITWS at: https://mhhitws.cahwnet.gov

Home I Systems mformauon ] Functions | Utilities | Support | Logout

User Preferences
User Profile (Contact Information)

Request Additional Membership

Approver Management |

The Approver Designee approves requests and assigns roles and groups for users through
the ITWS Approver Management interface.
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- Assigning and Removing Roles for
FSP DCR Users

» All users must be assigned at least one role

¢ Users can have multiple roles

* The Approver Designee is responsible for
assigning/removing user roles

e PSC Roles: | Hom | Systems | Inlormaon | Funcions | iiies | Support | Logout
oles: User Information - geimnio Appover Management
] User Information
* Assigned to all PSCs Usemome: MMOUSE Tite: hi Entetomer
. Fitst Name, Last Name: Mickey, Mouse Street: 001 Disneyland Drive
accesslng DC R Email: Trm_Fum@drmu Ca.gov City|State[ZIP: Anaheim CA 12345

User Type:County Employes Photie: [045) 123-4567
User Organization:®9 . Test County Fax:
Enrollment Request Submited Date: 722007 11:21.00 AM Enraliment Request Approved:

» Cannot be removed

. « Roles for 7 ¥ Asgign Fioly |
from a PSC with S R ] 1 0105 MHSA S
= Group © Group C Test Group. Bemove  Name Description Renove
assigned partners . N o |

All users must be assigned at least one role before accessing the FSP DCR. A user can be
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. The
Approver Designee is responsible for assigning user roles, which is done through the ITWS
Approver Management interface.

All PSC who have access to the FSP DCR must be assigned one of the Partnership Service
Coordinator roles (i.e., PSC-RO or PSC-RW) in addition to any other roles they might require
for a county’s business needs. Only users with the PSC-RO or the PSC-RW can be assigned
to an FSP partner as his/her coordinator. Before removing the PSC role from a user, you
must first make sure that any FSP partners assigned to that PSC are reassigned to another
PSC by using a KET form.

Refer to the FSP DCR User Manual (1/17/2012) at Chapter 5, Section “Assigning and
Removing Roles for FSP DCR Users”, page 59 for step-by-step instructions.
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_/““J-.:.-.:-..-.

Managing Groups

* The Approver Designee can create and inactivate
groups to meet the business needs of the organization

* Via ITWS Approver Management Interface

3 Approver Management - Micrasoft Infernet Explorer T RACIATRL) :r__rERI

Bl Gt Yew Fgeortes ook Mep —~

G+ O - [1 @ G Pseech Sreews @3- w0 R

ket | Q] Netps: frhivtors. cabwrast. oo JEws] SE0F VTS 050 DL
| Home | Systems | M5 lnomsion | Funcions | Usites | Support | Logout | A

Approver Management
Maintain Organization: | 69 - Test County % | System: | MHSA »
abistaln »

Pending Requests {4} - for MHSA system

User Request Type User Onganization Tk Date Subimirted
Moy Chtrery Pending Resource [ St Programemer Anatyst 12402008 416:00 P
Cuk iz Pending Membership CMHHPAA Sinff Indormation Systems Anabyst V2006 545,00 AM
fanoen Reueat Pending Envolment 69 - Teat County tester 10AB2008 10:0500 AN
A Khao Pending Envolment 69~ Tost County A Congutant - Deny Access 4NB2007 1:21:00 W
Entalled Users {52 - for MHSA system
[ User Organization Tie Group Role Appreved
Al Khan E9.-Test Courty QA Consutisrt Mezzng County Administralor, Readétrte (CA-RW) Apr 25 2007 1-45PM by MHSA ADMN
Aflab Khan Teat QA Consutient - Provider Manng Merzrg Apr 17 2007 10:S6AM by MHEA ADMM

The Approver Designee can create and delete groups to meet the business needs of the
organization. As discussed, the group to which the user is assigned determines which FSP
partners the user can access.

Refer to the FSP DCR User Manual (1/17/2012) at Chapter 5, Section “Managing Groups”,
page 62 for step-by-step instructions.
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~Assigning and Removing Groups for
FSP DCR Users

* A user must be assigned to one group

* A user can be assigned to only one group

* The Approver Designee is responsible for assigning
and removing a group

* Performed via ITWS Approver Management Interface

* The current group must be removed first before a new
group can be added for a user

All users must be assigned one group before accessing the FSP DCR. A user can be assigned
to only one group. The Approver Designee is responsible for assigning a group to each user,
which is done through the ITWS Approver Management interface. If the user is already

assigned to a group, then the group must be removed first before a new group can be
added.

Refer to the FSP DCR User Manual (1/17/2012) at Chapter 5, Section “Assigning and
Removing Groups for FSP DCR Users”, page 65 for step-by-step instructions.
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~ Managing User Requests for Access
to the FSP DCR

* The Approver Designee approves user requests for
enrollment via ITWS Approver Management interface

» User must be assigned one group and at least one role
before accessing the DCR

Email: Traci Fujita@dmh.ca.gov City|State[ZIP: Anaheim CA 12345
User Type:County Employee Phone: (945) 123-4567
User Organization:69 - Test County Fax:

Enrellment Request Submited Date: 7722007 11:21:00 AM Enrollment Request Approved:

User Group for MHSA System - User Roles for MHSA System -
Hame / Description Remove b

|G ¢ Group C Test Group Bemove | Name / Description Remove
o Records Found:
Pending Memberships for WHSA System
System  Organization Function Approve Deny Pending
MHSA 69 - Test County System Information and Documentation O o) o
DCR Appication o] @] o
User authenticity verification method: ¥ | Heip ¥

After a user applies for access to the FSP DCR as a new or existing ITWS user, the Approver
Designee must approve the access through the ITWS Approver Management interface. The
Approver Designee must assign the new user to a group and give the user at least one role.

Refer to the FSP DCR User Manual (1/17/2012) at Chapter 5, Section “Managing User
Requests for Access to the FSP DCR”, page 68 for step-by-step instructions.
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- Managing Partnership Service
Coordinators (PSCs)

» Every partner must be assigned to a PSC

* Two options for creating PSCs in the FSP DCR:

.. Assign a PSC-RW or PSC-RO role to an enrolled FSP
DCR user (via ITWS Approver Management Interface)

Create a virtual PSC in the FSP DCR (via DCR Admin
Menu)

]

Department of Mental Health
MHSA Data Collection and Reporting

Paper. Jackss SOUUENKINSTOT | WINSESC " | Coordnator County 59 Master Group
Virtal P50 Office. Mary @ (e = FFICE 001 Provides Coordnator County 59 Master Group

2 total vitual PSCs

Every partner in the FSP DCR must be assigned to a PSC, and a partnership cannot be
established without identifying an associated PSC’s Coordinator ID. There are two options
for creating PSCs in the FSP DCR. A PSC can be created by assigning a PSC-RW or PSC-RO
role to an enrolled FSP DCR user; or a virtual PSC can be created in the FSP DCR.

If the PSC will need to access, view, enter or update information in the FSP DCR application,
then the PSC should be enrolled as a FSP DCR user. A virtual PSC can be created for PSCs
who do not need to access the FSP DCR application for any of their business needs.

When a partnership is established via a PAF on the FSP DCR online application, only virtual

PSCs and enrolled FSP DCR users with a PSC-RO or PSC-RW role will be available in the
drop-down box of coordinators to which the new partner can be assigned.
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.~ Managing Partnership Service
Coordinators (PSCs)

* Instructions available in FSP DCR User Manual to:

View Available Enrolled FSP DCR Users with a PSC Role
> View Available Virtual PSCs

Search for a Virtual PSCs

Create a New Virtual PSC
> Remove a New Virtual PSC

View all Active Partners Assigned to a PSC

Refer to the FSP DCR User Manual (1/17/2012) at Chapter 5, Section “Managing
Partnership Service Coordinators (PSCs)”, page 70 for step-by-step instructions.
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= — e e
~Data Security and Data Sharing
Between Users

* Groups control the number of users who access a
partner’s data.

* Roles identify if the user will have privilege for read or
write

» Sharing allows additional groups of users to temporarily
view a partner’s data

* User must be assigned the SFG role to share partner data

* Sharing is assigned and removed for each partnership

The FSP DCR is equipped with several features to secure partner information. As discussed,
user groups control the number of users who can access a partner’s data. When a user has
access to a partner’s data, user roles identify if the user will have the ability to only view
(read only) or change (write) the partner’s data. Carefully planning and utilizing the
combination of user groups and user roles will provide the best security of the partner’s
information such that the fewest number of users will have the ability to access or change
the partner’s data.

When only a few number of users can access a partner’s data, it may be necessary to
temporarily “share” the access to the partner’s information in the event that the FSP DCR
user who normally manages the partner’s data will be unavailable (e.g., on leave, vacation
or another assignment, etc.). In order for a FSP DCR user to have the ability to share a
partner’s data with another group of FSP DCR users, the user must be assigned the SFG
role. (Refer to list of possible FSP roles on previous slide.)

When a user has been assigned the SFG role, the user can share a partner’s information
with another group of FSP DCR users. Sharing is performed on an individual partner basis,

and the action of sharing must be repeated for all partners who will need to be shared.

Refer to the FSP DCR User Manual (1/17/2012) at Chapter 5, Section “Data Security and
Data Sharing Between Users”, page 76 for step-by-step instructions.
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This Section Covers:

—

* Entering FSP Data Directly into the Online FSP DCR Application
» Using 3rd Party Applications for FSP Data

* Selecting a Method of Data Submission

* Accessing the FSP DCR Test QA Application
¢ XML Batch File Submission Introduction

¢ XML Schema Definition (XSD)

* DCR Validation Matrices

* XML Batch Uploading

* Submission Errors

* XML Batch Corrections

e XML Batch Submission Testing

» Certifying counties for XML data submission

This section covers these activities in the FSP DCR.
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Online FSP DCR Application

e

® The Web- Department of Mental Health
MHSA Data Collection and Reporting
based system
FULL SERVICE PARTNERSHIP
allows users to e A S e P
FOR AGES 16.25 YEARS
Emand all Domang
perform data PARTIERSHP NEGRIATION
County 55
Ceunty .
entry CS1 Coumty Cieet Number (COH) mu—’ = i s
County Partase 1D (optional) e
Partnars First Namo Pue -
Pactners Last Hame fones ¢
Partnership Date {medd/yyyy) [r2o0s ¢
Partnars Diate of Binth {menddlyyyy) peme -
Wha referred the partner? (mark one)
L) © Emwsgency Room  HMomeless Shelier
e L
St O . SR S gy St S B
" Frated / Neighbor {1 ¢, weeelated other) F'm“"“’"“" € Jad I Prison
 School  Fathbased Omganization " Acute Paychistne | State Hospaal
 Primary Care | Madical Ofice ,;:’;"“""Y”:“""“‘"  Other
ADSISTRATIVE EQRMATION.

DMH 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 DMH.
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~Using 3rd Party Applications for
FSP Data

* Must capture all information for FSP outcome
assessments

* Must organize assessment data in the appropriate data
structure

* Must be uploaded to DCR in Extensible Markup
Language (XML) format

DMH allows counties to use approved 3rd 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 DMH.
For counties utilizing a 3rd 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 the FSP DCR system.
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~Selecting a Method of Data
Submission

* Counties must submit data exclusively as either:
Online DCR
XML Batch

* XML counties will have read-only access online

* XML counties cannot make updates online

Each county must determine their method of submitting FSP outcomes assessment data to
DMH. In general, counties that use the DCR Application must use this method exclusively
and are not able to XML batch upload data from a 3rd party system. Counties that use 3rd
party applications to export and upload FSP data must use this method exclusively.

Additionally, FSP data that is XML batch uploaded to the FSP DCR cannot be updated

online. For counties who XML batch upload data, FSP DCR users must be assigned Read
Only roles in order to view data that has been submitted.
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- Accessing the FSP DCR Test QA
Application

* Quality Assurance (QA) DCR
Employee training
XML batch submittal testing

e Link: https://mhhgitws.cahwnet.gov/

* Data maintained separately from production data

DMH provides a test Quality Assurance (QA) system to facilitate employee training and XML
batch submittal testing. This system can be accessed at https://mhhqitws.cahwnet.gov/.

All data entered into the test QA environment will be maintained separately from data
entered into the standard FSP DCR (also called the production FSP DCR). The test QA FSP
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.

It is recommended that each user test data entry and upload via the test QA FSP DCR
application before attempting to submit any data to the production FSP DCR application.
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_ XML Batch File Submission
Introduction

* 3rd party software vendors will need to become
familiar with the MHSA DCR XML Schema Definition
(XSD)

* Users who submit XML files from already established
vendor processes may skip to the “XML Batch
Uploading” slide

The 3rd party software vendors will need to become familiar with the MHSA DCR XML
Schema Definition (XSD) described in the next section. However, users who submit XML
files from already established vendor processes may skip the “XML Batch Uploading” slide.

Page 43 of 145



FSP DCR User Training Curriculum

=

| XML Schema Definition (XSD)

* Needed by 3 party vendors
* Posted on the DMH Website

System Messages
CSl Information
Frequenthy Asked Questions
Interim DCR System
IT Meetings
Technical Information
User Manuals and Instructions o =
Reference Information (Aid Codes) DCR Batch Submittal XSD ver 5.3 self-extracting<—  04/29/09
Related Links XML Batch Testing Instructions 03/08/10
Search X5SD Download Instructions 05/05/08
XML Batch Upload Instructions 05/05/08
DCR Validation Matrices 03/114/11
riabl lues for XM wnl
300 05/16/08
h Del Fil 011110
XML Batch Certify Complete Support Files 01711110

In order to share information via XML, there must be a mutually defined XSD. This function
is normally performed by a third party software vendor. The XML definition required by the
FSP DCR system is referred to as the MHSA DCR XSD. This definition specifies the exact
format of the FSP XML Files.

The FSP XSD Files are posted on the ITWS website and should be provided to the 3rd party
software vendor. This will allow the 3rd party software vendor to develop their XML export
functionality to allow files to be uploaded to the FSP DCR system. To access these files, log
into the ITWS system and access the MHSA system.
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|

| DCR Validation Matrices

e Validates uploaded files based on criteria

e Criteria published on DMH website

System Messages

CSl Information

Frequenthy Asked Questions

Interim DCR System

IT Meetings

Technical Information

User Manuals and Instructions

Reference Information (Aid Codes) 04/209/09

Related Links 03/08/10

Search 05/05/08
05/05/08
03/14/11
05/16/08
0111110
011110

The FSP DCR system validates uploaded XML files based on a wide variety of criteria. These
criteria are published as the DCR Validation Matrices on the Technical Information under
MHSA Information menu.
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o

~ XML Batch Uploading

® Users must have XML-U role

e Users will have access to the Transfers menu and
Upload FSP XML Files

Home Partnerships  Transfers  Admin
Download FSP XML Files |
Upload FSP XML Files ‘

» Users can begin an upload with New Upload button

Home Parnerships  Transfers  Reports  Admin Help

Batch Submittals

MNew Upload

The user who will be uploading these XML files into the FSP DCR system must be assigned
the role of XML Upload (XML-U.) Users with this role will have an option under the
Transfers menu in the FSP DCR system to Upload FSP XML Files, which can be used for XML
batch uploading. For step-by-step instructions, refer to the FSP DCR User Manual
(1/17/2012) at Chapter 6, Section “XML Batch Uploading”, page 86.
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e

~ XML Batch Submission Testing

» Use QA DCR system to test batch files of assessment records

* XML Batch File Submission Order:
.. One PAF for each age group

Multiple PAFs for each age group

One KET for each age group

Multiple KETs for each age group

One 3M for each age group

Multiple 3Ms for each age group

7. One PAF, one KET, and one 3M for each age group

8. Multiple PAFs, multiple KETs, and multiple 3Ms for each age
group

Y ¥

oy

DMH provides a test QA system to providers to facilitate training of employees and XML
Batch Submittal testing. It is suggested that the county submit test XML Batch files in the

order listed.
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Submission Errors

* Error codes identify validation and formatting errors

Error definitions in DCR User Manual Appendix B
* Fatal Errors: Submission is rejected

* Non-fatal Errors: Submission is accepted, but must
resubmit data to correct errors in specific records

If the submission files do not meet the validation criteria and contain formatting or data
related errors, an error code will be displayed to the user 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.

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. Refer to Appendix B of the FSP DCR User Manual (1/17/2012) for Error Code
Definition List.

Data related errors can often be corrected by modifying data referenced in the submission
error within the 3rd party system and resubmitting the batch with the corrected data. For
issues related to XML formatting or XSD version, it may be necessary to work directly with
the 3rd party software vendor to correct the export format from their system; this may
require software changes by the 3rd party vendor.
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XML Batch Corrections

» Fatal Errors:
Correct issue and resubmit batch

—

* Non-fatal Errors:
Correct information and resubmit problem records

» Use Partner-Level Templates from MHSOAC to view partner-
level data from DCR CSV download files

Some records cannot be corrected

- For example: Once submitted, discontinue and reactivation
KET records cannot be changed, deleted or corrected

Data can be resubmitted to the FSP DCR system in the event of data submission errors or to
correct data for an assessment submitted in a prior batch. If fatal errors are encountered,
users should correct the information based on the error message and resubmit with valid
data.

If non-fatal errors are encountered, the data will be accepted by the FSP DCR system. When
applicable, users should correct the information based on the error messages and
resubmit. Users can correct information within an assessment and resubmit if necessary.

Not all assessments can be corrected by simply resubmitting data. Based on business rules,
the system may not allow some assessments to be resubmitted. For example, once
submitted, KET records which contain a partner discontinuation or reactivation cannot be
changed or corrected. In these circumstances, users must delete the partner and resubmit
all assessments in order to correct the data.
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o

Correcting Data by XML Batch

» Update by overwriting existing information on:
PAF records
KET** records
> 3M records

=

~ A KET** with a partnership status change cannot be overwritten

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.
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Business Rules for Data Correction
e PAFs:

Can be updated for active or inactive partners

Can be deleted, which will delete the entire partnership
Partnership date cannot be updated

Changes to most partnership info. & admin fields will
perpetuate across KETs & 3Ms

Date of birth should be updated with caution

An overview of the business rules for data correction relating to the PAFs is listed on this
slide.

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. The birth date should only be changed if
the change to the birth date does not change the age group for the partner for any
assessments already entered into the FSP DCR.
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Business Rules for Data Correction

» All KETs:
Existing KETs cannot be deleted
New KETs can be added for active partners

New KETs cannot be added for inactive partners (except for
reactivation)

» Existing KETs without deactivation/reactivation:
Can be updated for active or inactive partners

» Existing KETs with deactivation/reactivation:
Cannot be updated or altered

In the case of incorrect deactivation or reactivation, the

partnership must be deleted and recreated with the correct
information

An overview of the business rules for data correction relating to the KETs is listed on this
slide. There are some cases in which data cannot be corrected on a KET, and the

partnership must be deleted and recreated in the DCR so that only the correct partnership
information is stored in the DCR.
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Business Rules for Data Correction
* 3Ms
Cannot be deleted

Can be updated for active or inactive partners

In the case that 3Ms exist outside of allowable range:
» These cannot be deleted
~ The partnership must be deleted and recreated

An overview of the business rules for data correction relating to the 3Ms is listed on this
slide. There are some cases in which 3M outside the allowable range cannot be deleted,
and the partnership must be deleted and recreated in the DCR so that only the correct
partnership information is stored in the DCR. Additional data reporting and validation
rules can be found in the FSP DCR User Manual (1/17/2012) at Appendix A on page 157.

Page 53 of 145



FSP DCR User Training Curriculum

e

—
—

Partner-Level Data (PLD) Templates

* MS Access Template from MHSOAC available via ITWS
* Used to View DCR CSV file downloads
* Accompanied by a user manual

 Horoe | Systens | MsA ntormation | Funclions | ueities | Support | Logout |
System Messages

MHSA ructions

Training for the
Currently, the DMH Performance Outcomes and Quality Imp

Contact Us
CS5l Information

Partnership (FSP) Outcomes Assessment data, County staff will not £
system and submit data until they are ‘certified’ as having received th
for more information.

thik ranng. New REpoding Requirements for DIGHHSS
Masch_Bih_ Webcast G5 ppt

March_Sih Webcast FSP ppt

March_8in_Webcasl FSP_handouts paf

(Outcomes Assessment

for counties who are preparing to collect and submit Full Service
tchnology Web Services (ITWS) Mental Health Services Act (MHSA) data
MHSA Training page at hitp:'www.dmh ca.gov PO tramingMHSA asy

Last Updated

[GET
02ren2
02nen2

030706
030706
030706

The MHSOAC worked with California State University, Sacramento (CSUS) University
Enterprises, Inc. (UEI) to develop a Partner-Level Data Templates tool built in Microsoft
Access which will allow counties to view a summary of individual partner-level data utilizing
the Full Service Partnership (FSP) Data Collection and Reporting System (DCR) exported
comma-separated value (CSV) data files. After importing the DCR CSV files, the Partner-
Level Data Templates will allow a county to browse or search for each FSP partner’s history
and outcome data. The tool also provides a summary report for a partner’s data for export
and printing.

The PLD Templates can be downloaded from ITWS by accessing the MHSA Information
menu and the User Manual and Instructions submenu and clicking to download the DCR

Client-Level Report Template.

The PLD Templates are accompanied by a user manual, and the FSP Data Analysis Training
provides further instruction on utilizing the Partner-Level Templates.
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| Utilize the PLD Templates

* The PLD Templates can assist in:
Reviewing partner data currently stored in DCR
Troubleshooting XML submission errors for partners

Cross-checking a county’s 3rd party application data
compared to the FSP DCR data after XML uploads

The PLD Templates can assist in:
* Reviewing partner data currently stored in DCR
* Troubleshooting XML submission errors for partners
* Cross-checking a county’s 3rd party application data compared to the FSP DCR
data after XML uploads
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| The PLD Templates

* Displays all of a partner’s data in one searchable form

7] Feontbage | | Partnes lnbo

San Francisco Partner Level Report

10/06/2011

PARTNER INFORMATION

me Doe, John 2f20/2000 -“ -I-r =5 281

Citywide Adult
M
Adult

1/1/1965

1/1/1965

DOMAIN DATA FOR: Total 3ns Due: 1

ts | Admin Changes | D1: Residential | D2 Education | DX: Employment | D4: Financial | D5: Legal | D6: Emergency | D7-DS: Health Substance | D%: ADL | D10: LADL

The PLD Templates allows users to browse through the data of all of the partnerships. As
seen this slide, a form in the PLD Templates displays an overview of the partnership
information, administrative changes during the partnership and a tab for each domain.

By selecting each tab, users can review all of the FSP data reported for a partnership.
Alternatively, users can select one tab of domain information, such as the D5: Legal domain
for example, and then scroll through each partnership to browse just the data reported for
that domain (e.g., legal) for each partnership.
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The PLD Templates

* Provides a report of a partner’s complete DCR data

—

— - — —
w—— — —a
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The PLD Templates also produces a print preview of a report of one partnership’s data. As
seen in this slide, the report displays an overview of the partnership information in a multi-
page report which is separated into sections by domain.
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_ Certifying counties for XML data
submission
* Additional Criteria Required for Certifying XML
Counties:

All submitters have XML-Update role

All assessment forms successfully submitted in QA
No high-severity FATAL errors

Low failure rate (<5%) for low-security errors

Error messages addressed and fixed

Understand PreviousPartnerGUID used once
Spot-checked to cross-check submitted data

» Use Partner-Level Templates from MHSOAC to view partner-level
data from DCR CSV download files

XML counties must meet these requirements in addition to the criteria listed on the
previous slide titled “Steps for Enrolling and Certifying”.
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This training was funded by the MHSOAC.
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Training Overview

.. FSP Assessment Forms
2. FSP DCR Data Dictionary
3. FSP DCR User Manual for Users

NJ

This training covers these main areas of the FSP DCR Data Dictionary (9/15/2011) and the
FSP DCR User Manual (1/17/2012).
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Reference Materials
¢ FSP DCR Data Dictionary (9/15/20m)

Contact Us

Title CSI Information Last Updated
_ Frequently Asked Questions
t m Ir [T _Meetings
o1 [[i=INBI®ZE  Technical information 04/03/06
Online DCR Ry User Manuals and Instructions 04/09/07
Personal Com| Reference information (Aid Codes) [SE 08/14/07
Design and Te Related Links
Internet Brows: Search 07/10/07
R Model Options Analysi 01/26/06
MHSA DCR Data Model 02/08/06
| ESP DCR Data Dictionary | 02/16/12
XML Information

An updated version of the FSP DCR Data Dictionary was completed on

9/15/2011, and it can be accessed on ITWS thorough the MHSA Information menu, by
selecting the Technical Information submenu and then clicking to download the FSP DCR
Data Dictionary.
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T TS T T Ry Requirsments for DEGMHSA
hearch B3 VYepcasl CSLopt 00708
March_Bh_Viepeas FSP pot 030708
March &h Webcast FSP_handouts pdl 030706

A FSP DCR User Manual was created on 1/17/2012, and it can be accessed on
ITWS thorough the MHSA Information menu, by selecting the User Manuals and
Instructions submenu and then clicking to download the DCR User Manual.
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This Section Covers:

—

» FSP Data Collection Forms

o FSP Age Groups

> FSP Outcome Domains
FSP DCR Data Hierarchy

Data Collection Example

This section covers these elements of the FSP DCR forms.
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FSP Data Collection Forms

e FSP data collected on assessment forms:

=

Partnership Assessment Form (PAF)
~ A history of the partner
» Current status of the partner

Quarterly Assessment Form (3M)
» Collection of current partner status every 3 months

Key Event Tracking Form (KET)

~ Tracks the dates of major events (e.g., arrests, graduation, etc.)

The FSP DCR collects information about a partner at intake through a PAF, which 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. Then some information is updated
only quarterly via the 3M form, while other changes in status are collected on an ongoing
basis via the KET form as certain key events occur.
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| CHILD PAF
= FULL SERVICE PARTNERSHIP 51/07

B — ' Child / Youth Partnership Assessment Form
- FOR AGES 0-15 YEARS

PARTNERSHIP INFORMATION

oy ———-
— C51 County Clent Mumber (CON} I:I

County Partner ID (optional) l:l

Partner's First Name I:I .
Partner's Last Nome :I .
Partnership Date (mmiddiyyyy) : .
Partner's Date of Birth (mmidd/yyyy) : -

Whao referred the partner? (mark one)

 Seif " Emergency Room " Homeless Shelter

" Family Member (&.g., parent, guardian,  Mental Heaith Facility /

p
sibling, aunt, uncle, grandparent) Community Agency Street Qutreach

 Significant Other (e.g., boyfriend / giffriend,  ~ Social Services Agency f‘_.r_uuenuc Hall f Camp | Ranich /
Spouse) Division of Juvenile Justice

 Substance Abuse Treatment

™ Acut hiatric / Hospital
Facility / Agency e FSyehe State Hospita

© Friend / Neighbor (l.e., unrelated other)

 Schoot " Faith-based Organization " Other

" Other County / Community

" Primary Care | Medical Office
Agency

ADMINISTRATIVE INFORMATION

PARTHNERSHIP STATUS

Provider Number / NP1 (Optional) |:|

Full Service Partnership Program ID

Partnership Service Coordinator ID

The assessment forms can be printed to facilitate data collection during appointments.
Data entry through the DCR displays the same layout and organization of fields in the
forms, which aids the transfer of data to the electronic FSP DCR system via data entry. An
example of a partial assessment form appears in this slide.
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Age Groups
* Separate forms exist for each age group:

 Child / Youth (Ages o-15)

Transition Age Youth (Ages 16-25)
» Adults (Ages 26-59)
Older Adults (60+)

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. Information is collected on the partner through
FSP DCR forms specific to each age group. If 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.
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Outcome Domains

Domain Type | Is Past History Collected On
Collected on PAF?

Residential A Yes PAF & KET
Education

o School Enrollment and Graduation/Completion Dates | A Yes PAF & KET

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

o Partner’s Legal Issues A Yes PAF & KET

o Legal Designation of Partner’s Dependents B No PAF & 3M
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

* Type A - Collected on PAF & KET
* Type B - Collected on PAF and 3M

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: Residential Housing, Employment, Education, Financial Support, Health
Status, Emergency Intervention, Substance Abuse, Legal Issues, and for older adults only,
Activities of Daily Living (ADL) and Instrumental Activities of Daily Living (IADL). Domain
Type A are collected on the PAF and KET. Domain Type B are collected on the PAF and 3M.
The partner’s historical information for a domain is collected only on the PAF.
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_FSP DCR Data Hi

= Optional Field

= on original PAF

" populated
. Updated through

" ams

Can only be changed

(it pending)
Automaticalty

KETs
Updated through

When a partnership is initiated in the FSP DCR, information is required on a PAF specific to
the partner’s age group. 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. There are a total of six fields
which are required to start a partnership in the database, and all other fields are optional
and can be added to or updated on the PAF after the partnership is established. Changes to
the all other information about the current status of the partner are then tracked through

the KET or 3M forms.
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Data Collection Example

EEES—————

— 24 3u
+ 4 1
KET Collected i
e A Not Employed Supported Employment
HNot in School Technical m
- T kb Emar Shalter Apartment Alone
Timeline Quarter in FSP Program | Quarter 1 | Quarter 2 [ Quarter 3 0 a rl T a 3 l
7 Start Date (7/1/2009) | | End Date (10/1/2010)
[ 1st3M 2nd 3M 3rd 3M 4th 3M 5th 3M
{
3M Collected | =
Domains  — i =
|
| |
. | i | l
L R— NS L. 2. IS
10/1/2009 1/1/2010 2/1/2010 7/1/2010 10/1/2010

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.

Outcome data is collected on 3Ms and KETs throughout the partnership as FSP services are
rendered as illustrated.

Then 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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This Section Covers:

o Data Dictionary Overview

> Complete Variable Index

;> Assessment Form Crosswalks
> Data Field Definitions

This section covers these elements of the FSP DCR Data Dictionary (9/15/2011).
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Data Dictionary Overview

* Three main elements:

Complete Variable Index (CVI)
~ Table of all fields, organized by domain

>, Crosswalk between form fields and variable names
~ Annotated forms with data variable numbers

Variable definitions

~ Field types, sizes and permissible values

The FSP DCR Data Dictionary (9/15/2011) provides three helpful elements. In order to
assist in identifying which variables are associated with which questions on a form, the
variables have been given an identifying number in the document. Each domain is given its
own set of identifying numbers. For example, there are 87 Residential variables identified
as 5.01 —5.87. The CVI provides a complete overview of all of the variables and their
numbers. The variables are then cross-walked between form and variable name using the
identifying number. The variable definitions provide information on the questions from the
forms and the possible values which can be stored in the variable.
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1101  PhysicanCurr
1102 PhysicianPast12
1201  Mentallliness 128 3 33 a1 49
1202  ActiveProblem 18 29 | 23 B3 41 49
1203 AbuseServices 128 29 | B3 3 a1 49
[ForvARmCS—————— | | |
1301 Bathing 129 230 50
1302 Dressing 129 230 50
1303 Toileting 129 230 50
1304 Transfer 130 231 50
1305 Continence 130 231 20
1306 Feeding 130 231 50
1307 Walking 130 231 50
1308 HouseConfinement 151 23 51
1401 Telephone 132 233 51
1402 WalkingDistance 132 233 51
1403 Groceries 132 233 51
1404 Meals 132 233 51
1405 Housework 133 234 L5 ]
14.06 Handyman 133 234 31
1407 Laundry 133 234 sl
1408 Medication 134 235 51
1409 Money 434 2 i

The CVI provides a quick overview of all of the variables, their identifying numbers, the
forms on which they are collected, the age groups for which they are collected, the pages
where they are defined, and the number of variables by domain. Clicking on any of the
variable page numbers in the CVI will jump to the cross-referenced page in the document
for that variable.
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Assessment Form.Crosswal

e —
| Child /Youth PAF Crosswalk
CHILD PAF
FULL SERVICE PARTNERSHIP 5107
Child ! Youth Partnership Assessment Form
FOR AGES 0-15 YEARS
—_—

PARTNERSHIP INFORMATION
Ceunty 3.01 - p.61
51 County Clent Number (CCN) 102 - p& T
3.03 - p.61

County Pariner 1D jopsonal

Partners Frat Name 3.08-p.52
Partners Last Name:
Partrership Date (Priadoyyy) 3.06 - p.62

| —

3.05 - p.62

Partner's Date of Beth (mmidddyyyy)

Wi referred the partnes? (mark one) 308 - pg3

 Sedl

 Emergency Room " Homeless Shelier
Famity Memeer (o9 parend, guardian, f Merial Heath Facdty  Steet Outresch
sDIng aunt. uncie grandoarent) Community Agency

" Sgnificant Other (8.9 . boylnend | gilinend, - % ™ Juvenie Hall / Camp / Ranch !
spouse) N et Aty Divisicn of Juvenile Justice

" Frignd [ Neightor (Le.. unrelated other) r'x:_"“;'::t‘n“'* Trewiment  ~ u:ue Paychiatii / State Hospital
ity | Agency

" Schoo " Futn-tased Orpanizaton " Other

. r c i

 Primary Care / Modical Office LAkt 7 oty

Agency

ADMINIS TRATIVE INFORMATION

PARTNERSHIP STATUS

Pravider Nusmiber | NP1 (Oplonal) 4.02-p54 |

Full Service Partnershio Pregrem ID

4.04-p.58

Partnership Service Coordinator ID 4.06-pgd

A section of the forms for each age group annotated with variable identifying number
serves as a crosswalk before each main form type section of the document. For example,
before the section of definitions of variables collected on the PAF, there is a section which
cross walks the Child/Youth PAF, the TAY PAF, the Adult PAF, and the Older Adult PAF form
guestions to variable identifying numbers. Clicking on any of the form field identifying

numbers will jump to the cross-reference of that variable definition in the PAF variable
definitions section.
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Data Field/Variable Definitions

* Provides definition of variable name, form question,
and permissible values

—

* Example:

EMPLOYMENT VARIABLES

7.07 Pastl2_Transitional

EMPLOYMENT: Transitional Employment / Enclave: Paid jobs in the community that are 1) open only to individuals with
the disability AND 2) are either time-limited for the purpose of moving to a more permanent job OR are part of a group
of disabled individuals who are working as a team in the midst of teams of non-disabled individuals who are performing
the same work;

On Form Ape Group Data Type Format Length
PAF Child, TAY, Adult, Number XX 2
Older Adult

Comments
Number of weeks the partner was in this employment setting DURING THE PAST 12 MONTHS;
Valid Codes

0-52

When a MHP retrieves data that is stored in the system, there are three main files based on
the three main form types: PAF, KET and 3M data files. Each of these files contains variables
which map back to the questions on the three form types. The field/variable definitions in
the Data Dictionary (9/15/2011) assist the use of the DCR data extraction files.
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This Section Covers:

—

Introduction to the FSP DCR
Online System Interface

» Establishing Partners

» Working with KETs

» Working with 3Ms
Managing Partners

o Data Correction

This section covers these activities in the FSP DCR.

Page 78 of 145



FSP DCR User Training Curriculum

—— _:ﬁd}

— e

e
—

Introduction to the FSP DCR

* Tracks Partnership Outcomes

—

* Partners associated with one:
Program
Partnership Service Coordinator (PSC)

Provider (optional)

* Partner Demographics:
Name & Date of Birth
CSI number links all other demographics from CSI database

The FSP DCR is designed so that FSP partners can be added, tracked and updated in the FSP
DCR system. The FSP DCR system associates each partner with one of the county’s FSP
programs. Partners are assigned to one partnership service coordinator (PSC). The FSP DCR
also provides the option of associating a partner with one provider. At any time, a partner
can be switched between county programs, providers and PSCs or discontinued or
reestablished.

The FSP DCR collects information about the partner’s name, and it requires a date of birth
to calculate the age group of the partner. The age group of the partner helps the FSP DCR
to identify the correct form fields which vary by age groups. However, minimal other
demographic information about the partner is reported to the FSP DCR directly, and when a
Client Services Information (CSI) number is provided in the FSP DCR, an automated link to
the DMH CSI database populates the gender, race, ethnicity and CSI date of birth fields of
the FSP DCR.
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Introduction to the FSP DCR

1.

e

A R ol el

* Categories of Data:

General Partnership Information & Administrative
Data Fields

Internally Generated Fields

CSI-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)

Data stored by the FSP DCR can be categorized into six categories.
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Introduction to the FSP DCR

* General Partnership Info. & Admin. 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)

=

When a partnership is initiated in the FSP DCR, information is required on a PAF specific to
the partner’s age group. 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. There are a total of six fields
which are required to start a partnership in the database (noted by asterisk), and all other
fields are optional and can be added to or updated on the PAF after the partnership is
established.

* = Required field
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Introduction to the FSP DCR

* Data quality rules designed to prevent incorrect data

=

* PAF completion status alerts when missing PAF data
Validation reports identify missing data pieces

* Notification lists alert users for
3Ms due

Partners in temporary residence >30 days

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. The FSP DCR identifies when there is missing data on the
PAF through the PAF status notification. The FSP DCR also provides a notification list when
there are missing quarterly assessments. In addition, the FSP DCR online interface provides
a notification list when the data indicates that a partner is at a temporary residence for
more than 30 days, suggesting that this data should be validated.
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Introduction to the FSP DCR

® Online web interface

o [TWS secure data submission and extraction

California Department of Mantal Health
Information Technology Web Services (ITWS)

Whats New

ITWE Maittensace Schedubs

Crested. JAIRO? 20600 PY Last Lodated, 20802011 12,248 W.M E
The Department of WS
Produchon Servers on Turscay, September 20, 7011, mawv-m a»c 100
pam. Daring this tme. ITVYS senvices wil b ineemationty

Quick Links
= Fre-Enmbment quie:
= DN Apoiges (2rfCation forme
= ADP Approves ceicalion o

= Gystem sovolment Quxes

Data is reported to the FSP DCR through the ITWS website. The ITWS website allows
Department of Mental Health (DMH) and business partners (counties, vendors, state
departments, etc.) to securely report and access various DMH systems over the Internet.
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_ The Online System Interface
Topics

ITWS System Requirements

Adding the ITWS website as a Trusted Site
Configuring Pop-up Blocker

Enabling Cookies in Internet Explorer
Navigating to the ITWS website

ITWS What’s New

ITWS Utilities Menu

ITWS Support Menu

MHSA Information Menu

Accessing the FSP DCR Application
Using the DCR Interface

DCR Menu Options

Support

The online system interface section will cover these topics.
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ITWS System Requirements

1. Microsoft Windows Operating System using Internet
Explorer version 6 or later

=

2. Minimum 1024 x 768 recommended resolution
The ITWS system should be added as a Trusted Site
Pop-ups must be allowed for the ITWS system

Cookies must be enable for the ITWS website in
Internet Explorer

VoW

In order to access the Information Technology Web Services (ITWS) website, your computer
must meet or exceed these requirements.
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~Adding the ITWS website as a
Trusted Site

» Enter the ITWS website, EETTT— )

General Seausity | privacy | Content | Connectons | Programs | Advanced |

https://mhhitws.cahwnet.gov/ | saseoumedes sy
as a Trusted Site in you browser | | @ & v @

Internet  Localintranet [[IEREERE] Restricted
wles

Internet Options menu. S —

W tustnot to damage your computer or
your fles,

~ Seaurity level for this zone
Allowed levels for this zone: Al
-] - Medum
4 | - Prompits before downloading potentially unsafe
: content
'lJ - Unsigned ActiveX controls vl not be downloaded

™ Enable Protected Mode {requires restarting Internet Explorer)

L o | o |

You can add the ITWS site as a trusted site though your browsers Internet Options menu.

Refer to the FSP DCR User Manual (1/17/2012) at Chapter 3, Section “Adding the ITWS
Website as a Trusted Site”, page 22 for step-by-step instructions.
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Configuring Pop-up Blocker

—

* Enter the ITWS website, 4
https://mhhitws.cahwnet.gov/ ] T s T st
as a site to allow pop-ups e g |
through your browsers Homtg =
Internet Options menu e

P Py 4 tovired vhiers & pagien f2 bloehiad

¥ Show Netfication bar when a pop-up is blocked

Blocking level:

|Medum: Bock most automatic popups =

Leoom more sbout Popup Blocker Cose I

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

Refer to the FSP DCR User Manual (1/17/2012) at Chapter 3, Section “Configuring Pop-up
Blocker”, page 24 for step-by-step instructions.
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~Enabling Cookies in Interne
Explorer
* Error Messages When x
Cookies Are Disabled: P e e
@) cookies, regardiess of ther privacy pobcy.
Access to ITWS is denied Tipe e eac ks o he et you wert o manage, andhen chck Ao
Cookies must be enabled Tormove sk fom e of managedses,slc s e o hwebste
Please login before trying to Ao of webste
enter [TWS e At ot i Bock
Managed webstes. b
* Go to browser’s Internet e oy
Remove all
Options and go to the
Privacy tab and enter ITWS
website |
=

The ITWS website uses cookies. These must be enabled in order for the site to operate
properly. If cookies are not enabled, you may not be able to access the system and may
receive an error message after entering your username and password. By default, the
privacy setting slider bar will be set to Medium and cookies for the ITWS system will be
allowed. However, if you have higher level of security enabled on your computer, you will
need to set ITWS as a site allowed to use cookies.

Refer to the FSP DCR User Manual (1/17/2012) at Chapter 3, Section “Enabling Cookies in
Internet Explorer”, page 26 for step-by-step instructions.
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Navigating to the ITWS website

1. Navigate directly: https://mhhitws.cahwnet.gov/

2. Navigate to www.dmbh.ca.gov and select Providers &
Partners tab and then the ITWS link.

/& Providers and Partners: Home Page - Windows Internet Explorer

=10] x|
Jrooe oo 031 ( 8][4 ][ %] | @ roiers apatnessomn.. I Ao

Skip to- Content | Footer | Accessibiity | [Search (o] fl
% CALIFORNIA DEPARTMENT OF @ ThisSie ¢ Calfomia
GOV MENTAL HEALTH

Home | News & Publications | Jobs | Services | Laws/Regs | Providers & Partners | Prop 63

Contracting Opportunities Disaster Services Involuntary Detentions ITWS MedCCC POQI Privacy Web-Based Data Reports
Home -» Provider Info

« s

The ITWS website can be accessed from any workstation connected to the Internet by
navigating directly to the website or via the DMH website, Providers & Partners tab.

Refer to the FSP DCR User Manual (1/17/2012) at Chapter 3, Section “Navigating to
the ITWS website”, page 28 for step-by-step instructions.
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D]/ 8 || 2114 1% 58 ot tdermaton Tectmmogy.. %
Home |_‘..\.':r;= informaan | Enrol |-3Uii‘F'C'l1_.i-;-.'-‘.|3"\ .

California Department of Mental Health
Information Technology Web Services (ITWS)

Vhar's New Usermame:
[UGELEER WS Maintonance Schedule [togn] _eneot |
Created: 3/4/2009 5:06:00 PM Last Updated: 9/6/2011 11:24:00 AM Fotgot your Username or Password!
The Department of Mental Health wil be performing System Mamtenance on the ITWS -
F s on Tu , Sep 20, 2011, between 6:00 p.m. and 10:00
p.m. Duwing this time, ITWS services We encourage everyone 1o read

the Pre-Enroliment Guide and get
familiar with the ITWS enroliment
process, for users and
approvers.

This s k5 Ses! wewed wilh intemet Explorer version 5.5 3nd above
2 imation Ttk

Fer Security Information, click on the padiock

Under the What’s New section, important notifications and other information including
system maintenance and downtime are posted.
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ITWS Utilities Menu

» ITWS Utilities Menu Options:
Change Password

=

User Preferences

User Profile

Request Additional Membership
Approver Management

Mental Health Services Al ST
User Preferences

System Messages ;. profijle (Contact Information)

No New M
Created: 9/17/2011 10:12:C Request Additional Membershi
There are currently no New Me

P

Approver Management

After logging in, the ITWS utilities menu allows users to change their user settings, and it is
also the portal to the user management application for the Approver Designee. As seen in this
figure, the Utilities menu has these menu options.

Change Password allows users to change their own passwords. User Preferences allows
users with appropriate permissions to set their preferences. User Profile allows users to
view their current contact information and profile settings. The user can also view the
Memberships Process Log, Pending Memberships or Approved Memberships. Request
Additional Membership allows users to request additional membership permissions and
authority as needed. Approver Management provides a portal to the Approver
Management website for managing user membership requests, groups and roles.

Refer to the FSP DCR User Manual (1/17/2012) at Chapter 3, Section “ITWS Utilities Menu”,
page 30 for step-by-step instructions.
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ITWS Support Menu

* ITWS Support Menu Options
Comment Form
Contact ITWS
Online Technical Support

=

Message History
Contact ITWS
Online Technical Support
Message History
Search ITWS

ADP Approver Certification Forms
DMH Approver Certification Forms

From the ITWS Support Menu, users can access the Comment Form, find information to
Contact ITWS, access Online Technical Support information, and view Message History.

The Comment Form allows any user to submit feedback directly to the ITWS team. The
Contact ITWS page includes contact information for ITWS General Support, as well as other
system help desks. For most support issues related to the ITWS system such as assistance
with user ID’s, passwords, connectivity, and encryption, the ITWS Help Desk can be reached
by email at itws@dmbh.ca.gov. The Online Technical Support page includes articles
published by the ITWS helpdesk. This includes information about system bugs, how-to
instruction, and general information. Message History allows users to view all system
messages including User Messages, messages about the MHSA system as well as messages
by status including Pending, Private and Public.
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| MHSA Information Menu

1.
 ome | Systems | inormaton | Functons | uies | Support | Logout

DMH - Department of Mental Health |
Mental Health Services Act (MHSA) k |

2.
o T Sysene | s omaton ] Frcios | Uit | Sppor ] Lopo |

Ment System Messages MHSA)

Contact Us
CSl Information
Frequently Asked Questions
IT Meetings
This sité Technical Information and above
chom User Manuals and Instructions ion Technology

Reference Information (Aid Codes)
Related Links

Search

Users can access the Mental Health Services Act (MHSA) system from the Systems menu.
Once the system is selected, a new heading, D,” /YIZOWAKZY, appears on the ITWS bar.
The Technical Information website contains useful historic and updated documents about
the technical aspects of the FSP DCR, which are useful for XML batch submission.
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Accessing the FSP DCR Application

* Click on Functions menu and select the DCR
Application

—_—

 Home | Systems | WS nfomaten | Functons | ttes | suppor | Logot

Mental Health Se =Sl iliRHSA)

To access the FSP DCR application, the MHSA system must be selected under the ITWS
Systems menu. After selecting the MHSA system, the top menu will change and a new set
of menu options will be available. Click on Functions menu and select the DCR Application.

Refer to the FSP DCR User Manual (1/17/2012) at Chapter 3, Section “Accessing
the FSP DCR Application”, page 33 for step-by-step instructions.
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Using the DCR Interface
. . Collection and Reporting

Home Partnerships Transfers Admin Help

—

Search for System Messages

Lasttiame =]

Pending Partnership Assessment Form(s)
DCR Home

30 Day Key Event Notification(s)

Quarterly Assessment(s) Due

Miew AN

Once logged into the DCR interface for the MHSA system, the DCR Home Page will be
displayed. The ITWS Home link allows the user to exit the FSP DCR system and return to
the DMH ITWS homepage without logging out. The Log out link will end the user’s session
to both the FSP DCR and ITWS system, returning the user to the primary ITWS Login page.
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DCR Menu Options

¢ FSP DCR System Main Menu Options:
o Home

—

> Partnerships

> Transfers
Admin

o Help

Home Partnerships Transfers Admin Help

DCR Home

Depending on the user’s role, the FSP DCR system has up to five primary menu options. All
menu options are not visible to all users.

Page 96 of 145



FSP DCR User Training Curriculum

o
—

DCR Sub-Menu Options

Home Partnerships Transfers Admin Help
Add New Pariner (PAF) |

=

Manage Active Pariners

Inactive Partners

Home Partnerships Transfers Admin Help

Download FSP Data Files

Home Partnerships Transfers = Admin  Help
Forms - Printer Friendly
View/Share FSP Groups
System Messages
Virtual PSCs

Home Partnerships Transfers Admin Help

Training

Contact Us

The Partnerships menu can be used to add new partners into the FSP DCR system by

creating the initial PAF and can be used to manage both active and inactive partners. For authorized
users, the Transfers menu allows users to access the portion of the website that allows for

the download of FSP data files. For authorized users, the Admin menu allows users to

access forms (such as the PAF, KET, and 3M assessment forms) in a printer friendly format,

view or share FSP groups, and access the "LIEIGW DGEEAOGE interface where new system

messages can be added and current messages can be viewed. For authorized user roles,

users can also view or add S{HZAI WA €. 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.
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Support

POQI.Support@dmbh.ca.gov.

To provide feedback, comments and input regarding the FSP DCR, contact the POQI support
group at POQI.Support@dmbh.ca.gov.
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_ Establishing Partners

* Methods to Collect PAF Information from Partner
at Intake:

1. Print PAF forms and fill out answers with pen/pencil

2. Fill in PAF form fields through the online FSP DCR
application

3. Enter data into another application to later be
uploaded to the FSP DCR via XML batch submission

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 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.
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" PAF through Printed Forms

Home Partnerships Transfers Admin Help
Forms - Printer Friendly
View/Share FSP Groups
System Messages
Virtual PSCs

OR

http://www.dmh.ca.gov/POQI/Full Service Forms.asp

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 should
be filled in with complete and valid information such that the information can be used for
data entry of a PAF with a “Complete” status in the FSP DCR.
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PAF through the Online FSP DCR

* Partnerships > Add New Partner (PAF)
* Enter date of partnership and select Get Form

Department of Mental Health
MHSA Data Collection and Reporting

Home  Partnerships  Transfers  Admin  Help

Select the Partnerships menu and the Add New Partner (PAF) submenu. Enter the
partner’s date of birth and partnership date, and select the Get Form button. A PAF form
for the appropriate age group appears on the next page.

Refer to the FSP DCR User Manual (1/17/2012) at Chapter 7, Section “Completing the PAF
through the Online FSP DCR”, page 96 for step-by-step instructions.
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| The Online PAF Form

* Fill in Partnership Information domain on form

Department of Mental Health
MHSA Data Collection and Reporting

Homa Pannenbigs Tramalers  Admin Halp e Laak

m G

Sy Cowek 53

e b FULL SERVICE PARTNERSHIP

| Transition Age Youth Partnership Assessmant Form
FOR AGES 16.25 YEARS

Cousty 59
[eeesamets

I ——
3

Fill in the Partnership Information. The CSI County Client Number (CCN) is automatically
checked against the CSI database of IDs, and a notification will appear when the CCN does
not match any CSI records. All fields with a red asterisk are required fields. Several
demographic fields (gender, race, and ethnicity) are populated from the CSI database via
the CCN. Although a valid CCN is not required to establish a partnership, the PAF will
remain in the “Pending” status until a valid CCN is provided. There are four required fields
on this page which must be filled.

Refer to the FSP DCR User Manual (1/17/2012) at Chapter 7, Section “Completing the PAF
through the Online FSP DCR”, page 96 for step-by-step instructions.
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'he Online PAF Form
ADMISTRATIVE IS QRMATION. g
@ Claac Domain
Some R—
i e o Pronider Numiber / NP1 {Optional) T Prrvide 8t foumd
Administrative ot Senice P Pogan® [ ST v e -
Patnsrship Sensce Coordinator 0 [encet Gens =

Information fields
are required or link
to other databases

PROGRAM BFORMATION

Inwhich additional program(s) i the partser CURRENTLY
imvolved? (mark all that apply)

AB2034 r
Governer's Homaless Initiatie (GHI)

MEISA Housing Program

Submit Cancal Print

Select the Administrative Information link to expand the next section of form fields. The
Provider Number / NPI (optional) is automatically checked against the list of providers,
and a notification will appear when the NPl does not match any records. It is not required
for the NPI to match. There are two required fields on this page that must be filled. The
county’s registered FSP programs will appear in the Full Service Partnership Program ID
drop-down list. The county’s enrolled PSC users and virtual PSCs will appear in the
Partnership Coordinator ID drop-down list.

At this point, all of the six fields required to establish the partnership should be completed.
It is recommended that you save the partially complete PAF at this time to establish the
partnership. Select the Save and Continue link. A message will appear that some error(s)
were present with the submission, and the assessment will be saved with a pending status.
Refer to the FSP DCR User Manual (1/17/2012) at Chapter 7, Section “Completing the PAF
through the Online FSP DCR”, page 96 for step-by-step instructions.

The FSP DCR will allow 20 minutes to complete or save the PAF or it will “time out”. (A
popup time will appear when you have 5 minutes or less remaining, and you will be able to
renew your session.) However, 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. 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. The time limit will still apply, so always save
any information you have completed before stepping away from the FSP DCR application.
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Online PAF Validation Report

* The Validation Report link only appears after
selecting Submit and then Cancel

—

IDED INFORMAT - ingl h fization and incarceration

EDUCATION
EMPLOYMENT
SOURCES OF FINANCIAL SUPPORT
LEGAL ISSUES I/ DESIGNATIONS

! NCY INT] i i
HEALTH STATUS
SUBSTANCE ABUSE

COUNTY USE QUESTIONS
Submit | Cancel | Pint | / Expand all Domaing

|Click here for Validation Report|

Message from webpage x|

There were some error(s) present with the submission. Please dick
ok to store the assessment with pending status or chok cancel to /

fix the error(s) and submit again.

If you would like to see a Validation Report of the errors that exist on the PAF at its current
status while entering data, click on the Save and Continue link. Select OK to continue on
the first popup box.

A link will appear below the Submit, Cancel and Print buttons to Click here for Validation
Report. Select the link to see a printable list of information which must be completed for
the PAF to be stored with a “Complete” status.

Refer to the FSP DCR User Manual (1/17/2012) at Chapter 7, Section “Completing the PAF
through the Online FSP DCR”, page 96 for step-by-step instructions.
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Online PAF Stored

* PAF stored successfully

Department of Mental Health
MHSA Data Collection and Reporting

Home  Partnerships  Transfers Admin  Help

When you have completed entering information to the PAF, click the Submit button to save
and exit the PAF. 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”.

Refer to the FSP DCR User Manual (1/17/2012) at Chapter 7, Section “Completing the PAF
through the Online FSP DCR”, page 96 for step-by-step instructions.
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* PAF through XML Batch

» Use 3" party application to store FSP data
* Export PAF records as XML and upload to DCR

Home Partnerships  Transfers  Admin
Download FSP XML Files
Upload FSP XML Files

All fields for the PAF may be entered into the counties own system and later exported for
XML batch submission to the FSP DCR. All data reporting and data validation rules for the
FSP DCR still apply for this method.
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' Working with KETs

* Methods to Collect KET Information from Partner
at Intake:
1. Print KET forms and fill out answers with pen/pencil

2. Fill in KET form fields through the online FSP DCR
application

3. Enter data into another application to later be
uploaded to the FSP DCR via XML batch submission

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. 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.
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-

- KET through Printed Forms

Home Partnerships Transfers Admin Help
Forms - Printer Friendly
View/Share FSP Groups
System Messages
Virtual PSCs

OR

http://www.dmh.ca.gov/POQI/Full Service Forms.asp

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.
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KET through Online FSP DCR

* Partnerships > Manage Active Partners

Department of Mental Health
MHSA Data Collection and Reporting

Home Pamnenhips Tramsfers  Admin  Help
Add New Patrost (PAF)

Select the Partnerships menu and the Manage Active Partners submenu. Select the
partner from the displayed list or search for the partner of interest via the Search for box.

Select the Enter New KET link under the KEY EVENT TRACKING section of the table which
appears.

Refer to the FSP DCR User Manual (1/17/2012) at Chapter 8, Section “Completing the KET
through the Online FSP DCR”, page 103 for step-by-step instructions.
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The Online KET Form

* Enter Date Completed and select Get Form

Department of Mental Health
MHSA Data Collection and Reporting

Partnerships  Transfers  Admin  Help
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On the next screen, enter the date the KET form was completed. If the KET information was
collected on a printed form, then enter the date the printed form was completed. Select
Get Form.

Refer to the FSP DCR User Manual (1/17/2012) at Chapter 8, Section “Completing the KET
through the Online FSP DCR”, page 103 for step-by-step instructions.
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| The Online KET Form

* Fill in KET domain information on form

Department of Mental Health
MHSA Data Collection and Reporting

WS Home Logout

[ —ry Home  Parnerships  Tramsders  Admin  Help |
Besn e FULL SERVICE PARTNERSHIP
Child / Youth Key Event Tracking Form

fowom <IN FOR AGES 0-15 YEARS

Exzard 3 Comaing

£ S WET

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. Click the Submit
button. Refer to the FSP DCR User Manual (1/17/2012) at Chapter 8, Section “Completing
the KET through the Online FSP DCR”, page 103 for step-by-step instructions.

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. A KET which
contains a partnership status change cannot be edited or deleted at any point. If a partner
is about to be discontinued, all other events and information about the partner should be
entered on separate KET prior to submitting the KET for the discontinuation. Once the
partner is discontinued, the partner becomes inactive and no new KETs can be made for
the partner while the partner is inactive.

The only way to resolve incorrect data on a KET which also contains a partnership status
change is to delete the partner and all associated assessments and create a new partner by
resubmitting all of the partner’s assessments. When performing this function, make sure to
avoid the same problem in the future by ensuring that all KETs with a partnership status
change do not contain any other partnership information.
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* KET through XML Batch

» Use 3" party application to store FSP data
» Export KET records as XML and upload to DCR

Home Partnerships  Transfers  Admin
Download FSP XML Files
Upload FSP XML Files

All fields for the KET may be entered into the counties own system and later exported for
XML batch submission to the FSP DCR. All data reporting and data validation rules for the
FSP DCR still apply for this method.
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Working with 3Ms

* Methods to Collect 3Ms Information from Partner
at Intake:
1. Print 3M forms and fill out answers with pen/pencil
2. Fill in 3M form fields through the online FSP DCR
application

3. Enter data into another application to later be
uploaded to the FSP DCR via XML batch submission

—_—

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 must be collected up to 15 days before or 30 days after it is due.

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. Like the PAF & KET,
there are three basic methods in which the 3M information can be collected from the
partner.
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- 3M through Printed Forms

Home Partnerships Transfers Admin Help
Forms - Printer Friendly
View/Share FSP Groups
System Messages
Virtual PSCs

OR

http://www.dmh.ca.gov/POQI/Full Service Forms.asp

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.
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3M through Online FSP DCR

* Performed from Partnerships > Manage Active Partners

Department of Mental Health
MHSA Data Collection and Reporting

Home  Parnenships  Translers  Admin  Help
T Add Hew Partner (PAF) B
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Select the Partnerships menu and the Manage Active Partners submenu. Select the
partner from the displayed list or search for the partner of interest via the Search for box.

The 3Ms become due every three months on the same day of the month as the partnership
was established. A link will appear 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. Thirty days after the 3M was due, the link for the 3M moves down to
the Quarterly History box, where it displays a (missing) notification if no information has
ever been entered in the assessment form.

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

the FSP DCR User Manual (1/17/2012) at Chapter 9, Section “Completing the 3M through
the Online FSP DCR”, page 107 for step-by-step instructions.
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The Online 3M Form

* Enter Date Completed and select Get Form

Department of Mental Health
MHSA Data Collection and Reporting

Partnerships  Transfers  Admin  Help

On the next screen, enter the date the 3M form was completed. If the 3M information was
collected on a printed form, then enter the date the printed form was completed. Select
Get Form. Refer to the FSP DCR User Manual (1/17/2012) at Chapter 9, Section
“Completing the 3M through the Online FSP DCR”, page 107 for step-by-step instructions.
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| The Online 3M Form

¢ Fill in domain information on the form
Department of Mental Health

MHSA Data Collection and Reporting
Home  Parnerships  Transfers  Admin  Help

FULL SERVICE PARTNERSHIP
Child / Youth Quarterty Assessment Form
FORAGES 0-15YEARS

County 59 ;.
CSl County Client Numbser (CCH) FSS&B-HSG
County Partnes ID {optional) IW“I‘NS?W
Partner's First Name my s
Partner's Last Name E; .
Date Completed (mmvdd'yyyy) lm‘l "
Pastner's Date of Bath (mmidd'yyyy) 'D_S'DSHM -

On the next screen, all of the relevant domains for quarterly assessment are displayed.
Carefully enter the appropriate information for all questions on the entire form. Click to
submit the form. Refer to the FSP DCR User Manual (1/17/2012) at Chapter 9, Section
“Completing the 3M through the Online FSP DCR”, page 107 for step-by-step instructions.

There are few validation notifications available for data on the 3M assessments. If a 3M
assessment is submitted incomplete, there will be no indicator or status to later alert the
user of the missing information. Therefore, it is recommended that the 3M assessment be

completed in full at the time the 3M is started.
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* 3M through XML Batch

» Use 3" party application to store FSP data
» Export 3M records as XML and upload to DCR

Home Partnerships  Transfers  Admin
Download FSP XML Files
Upload FSP XML Files

All fields for the 3M may be entered into the county’s own system and later exported for
XML batch submission to the FSP DCR. All data reporting and data validation rules for the
FSP DCR still apply for this method.
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Managing Partners Online

Areas of the FSP DCR with Links to a Partner’s Information:

1. Home menu and DCR Home submenu webpage
- Pending Partnership Assessment Form(s) Table
- 30 Day Key Event Notification(s) Table
- Quarterly Assessment(s) Due Table

2. Search for box results webpage
For Active Partners
For Inactive Partner

;. Partnerships menu and Manage Active Partners submenu webpage
- Active Full Service Partners with Pending & Complete Status Table
- Active Full Service Partners with Deleted Status Table
- Active Full Service Partners with All Status Table

4.  Partnerships menu and Inactive Partners submenu webpage

5.  Report menu and Assessment Counts submenu report (for SSA role only)

The FSP DCR has several menus and tables with links to a partner’s information. It is
important to understand how the location of the link to the partner’s information controls
which information is displayed for the partner when the link is selected. When you select
on a link of a partner’s information from one webpage or table you will see a different form

or page of information than when you select the same link from a different location in the
FSP DCR.

Note: A FSP DCR user will only see information for partners to which the user has access.
Access to partner’s information is controlled through a user’s group.
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_ Home Notification Tables

¢ Pending Partnership Assessment Form(s) Table
* 30 Day Key Event Notification(s) Table
* Quarterly Assessment(s) Due Table

The FSP DCR provides three tables on the DCR Home webpage designed to assist with
managing partners in the FSP DCR. Whether an FSP DCR user submits information on each
partner via printed forms, the online FSP DCR or via XML batch method, there are useful
notifications and reports within the FSP DCR to assist a user in identifying incomplete,
missing or current information.
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Pending Partnership Assessment Form(s)

» Displays partnerships with incomplete PAF information
* “Pending” PAF Status

Department of Mental Health
MHSA Data Collection and Re ortin

< e Mome  Parteerships  Transfers  Admin el
S

The Pending Partnership Assessment Form(s) table displays all partners who have
incomplete information on the PAF, as identified by the “Pending” status. Clicking on a
partner’s name in this table will open the incomplete PAF form for that partner, where the
information can be completed or a validation report can be run to identify the missing
information for the partner.

Notice that there may be several pages of partners listed. 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 pending partner PAFs. The
table can also be sorted by any heading by simply clicking on the heading one time for
ascending and twice for descending. Refer to the FSP DCR User Manual (1/17/2012) at
Chapter 10, Section “Using DCR Home Notification Tables to Assist Partner Management”,
page 112 for step-by-step instructions.

Page 121 of 145



FSP DCR User Training Curriculum

30 Day Key Event Notification(s)

FSP DCR Temporary Residential Settings:
1. Emergency Shelter 4. Psychiatric Hospital
2. Homeless 5. State Psychiatric
3. Medical Hospital 6. Juvenile Hall / Camp
7. Department of Juvenile Justice (DJJ)

o ———————— e ———— B —— ] ————————

The 30 Day Key Event Notification(s) Table displays all partners who have been residing in
a temporary setting for 30 days or more. The FSP DCR defines these settings as temporary.
Selecting a partner’s name link will 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 displayed from this table.)

Notice that there may be several pages of partners listed. 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. The table can also be sorted by any heading by simply clicking on the heading
one time for ascending and twice for descending.

Refer to the FSP DCR User Manual (1/17/2012) at Chapter 10, Section “Using DCR Home
Notification Tables to Assist Partner Management”, page 112 for step-by-step instructions.
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Quarterly Assessment(s) Due Table

* Displays partnerships 3M due (-15 to +30 days of due date)

The Quarterly Assessment(s) Due Table displays all partners who currently have a 3M due.
The table will display all partners who have an upcoming 3M due in 15 days or less while
noting that the 3M is 0 days overdue. The table will also display all 3Ms which are overdue
by less than 30 days. This table does not display partners with 3Ms who are overdue by
more than 30 days. Selecting a partner’s name link will open the 3M which is currently due.
You cannot enter information for a 3M which is overdue by more than 30 days from this
table.

Refer to the FSP DCR User Manual (1/17/2012) at Chapter 10, Section “Using DCR Home
Notification Tables to Assist Partner Management”, page 112 for step-by-step instructions.

Notice that there may be several pages of partners listed. 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. The table can also be sorted by any heading by simply clicking on the heading one
time for ascending and twice for descending.
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Searching for Active Partners
* Enter Last Name or CCN/FSP ID

IDepartment of Mental Health
MHSA Data Collection and Reporting

County. County59 Home  Partnerships  Transfers Admin  Help

=

Search for
I
| Last Name 'l

Last Name

CCN/FSP o

One way to locate a partner is to use the search function. On most webpages of the FSP
DCR, a Search for box will appear on the left band of the screen. This Search for box is used
to search for active partners on every webpage except for on two webpages.

FSP DCR Search for box searches active partners on every webpage except:
® On the Partnerships menu with the Inactive Partners submenu, the Search for box will
search inactive partners only

¢ On the Admin menu with the Virtual PSCs submenu, the Search for box will search for
PSCs only

Select a searching option of either Last Name or CCN / FSP from the drop-down box, and
enter the appropriate partner information for the active partner you wish to locate. Select
the Go button. The results of the search will provide a list of matching partners in the
Active Full Service Partners webpage.

Refer to the FSP DCR User Manual (1/17/2012) at Chapter 10, Section “Searching for
Partners”, page 121 for step-by-step instructions.
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Searching for Inactive Partners

e Enter Last Name or CCN/FSP 1D
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Home  Patnersships  Translers  Admin  Help
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Navigate to the Partnerships menu and Inactive Partners submenu to display the Search
for box on that page. Select a searching option of either Last Name or CCN / FSP from the
drop-down box, and enter the appropriate partner information for the inactive partner you
wish to locate. Select the Go button. The results of the search will provide a list of matching
partners in the Inactive Full Service Partners webpage.

Refer to the FSP DCR User Manual (1/17/2012) at Chapter 10, Section “Searching for
Partners”, page 121 for step-by-step instructions.
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Managing Active Partners

* Summarizes all PAF, KET and 3Ms for partnership

iDepartment of Mental Health
MHSA Data Collection and Reporting

Home  Partnerships  Transfers  Admin  Help
Add New Partnes (PAF)
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After a partnership is established, the ACTIVE Full Service Partners webpage summarizes
all of the PAF, KET and 3M assessments that have been created for a partner. There is also a
link to view all of a partner’s most current KET status information. It is also the place where

changes can be made to the PAFs, KETs or 3Ms, and it is the place to create new KETs or
3Ms.

Refer to the FSP DCR User Manual (1/17/2012) at Chapter 10, Section “Managing Active
Partners”, page 123 for step-by-step instructions.
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Managing Active Partners

Actions Performed from the ACTIVE Full Service
Partners Webpage:

1. Print PAF Validation Report
2. Certify a PAF is Complete

3. Review / Correct / Update PAF Information
4. Review / Correct / Update KET Information
5. Review / Correct / Update 3M Information
6. AddaNew KET

7. Complete the 3M Currently Due

8. Complete a Missing 3M

9.

Discontinue a Partner
10. Delete a Partner

Selecting a partner’s name will display the Outcome Assessment for: table where all of the
partner’s assessments are organized. By selecting on the date link in the appropriate
sections of the table you can perform the actions listed on this slide.

Refer to the FSP DCR User Manual (1/17/2012) at Chapter 10, Section “Managing Active
Partners”, page 123 for step-by-step instructions.
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Certifying a PAF as Complete

=

* Partnerships > Manage Active Partners
* Select “Pending” PAF status link

Department of Mental Health
MHSA Data Collection and Reporting

WS Ham: 09 o |
Heme  Pamnerships  Transfers  Reports  Admin  Help e

ACTIVE Full Service Partners
) PAF Status Filter:

Pending & Complete »

|CSICCN  |County ESPID | Amigned PSC PAE Status

42 121102007 Lisa Simpson
Marsage Active Partners 18 352008 Lisa Simpson Faning

46 212008 Sac County

83 12102007 Lisa Simpson

{ Certify Complete I Cancel Cendy ]

When a PAF is completed in full, the FSP DCR changes the PAF Status 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.
One example of this is when an FSP DCR partnership is established before the partner is
registered with DMH as a CSI client. 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 CA-RW role. When a PAF status
is set to “Certified” complete in the FSP DCR it appears as “Complete*”. Any PAFs which

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

Refer to the FSP DCR User Manual (1/17/2012) at Chapter 10, Section “Certifying and
Decertifying a PAF as Complete”, page 126 for step-by-step instructions.
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Decertifying a PAF

* Partnerships > Manage Active Partners menu
* Select partner & select Decertify

‘Saarch bor

Once a PAF is certified, it can be decertified from the Manage Active Partners website.
Locate the partner of interest, and select the partner’s name to show the Outcomes
Assessments for: table. Below the table, a GBGIKIL button will now exist. Selecting the
decertify button will return the status of the partner back to “Pending”.

Refer to the FSP DCR User Manual (1/17/2012) at Chapter 10, Section “Certifying and
Decertifying a PAF as Complete”, page 126 for step-by-step instructions.
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Managing Inactive Partners

* Partnerships > Inactive Partners menu

* Select partner to reveal summary table below
Department of Mental Health
MHSA Data Collection and Reporting

Home  Parnerships  Translers  Admin  Help
B Add Hew Partner (PAF)
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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. Selecting a partner’s name
will display the Outcome Assessment for: table where all of the partner’s assessments are

organized. By entering a date in the Date to Reactive box and pressing the Reactivate
button, you can reactivate the partner.

Refer to the FSP DCR User Manual (1/17/2012) at Chapter 10, Section “Managing Inactive
Partners”, page 129 for step-by-step instructions.
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Managing Inactive Partners

* Actions Performed from the INACTIVE Full Service
Partners Webpage:

1. Print PAF Validation Report
2. Review / Correct / Update PAF Information

3. Review all KET Information / Correct some KET
information

4. Review / Correct / Update 3M Information
5. Complete a Missing 3M
6. Reactivate a Partner

By selecting on the date link in the appropriate sections of the table you can perform these
actions. No new KET assessments can be made while the partner is inactive, but missing
3Ms can be submitted and information in most existing KETs can be modified if required.

Refer to the FSP DCR User Manual (1/17/2012) at Chapter 10, Section “Managing Inactive
Partners”, page 129 for step-by-step instructions.
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Deleting, Discontinuing, Reactivating

® Delete Partnership -
To remove partnership created in error
To replace partnership with false information

* Discontinue Partnership —
To record date when partners stop participating in FSP
To halt the collection of 3Ms and KETs

* Reactivate Partnership -

To record the date when partner begins participating in FSP
after a lapse of participation

To reinstate collection of future 3Ms and historic/future KETs
(if partner lapse < 1 year)

To collect new PAF information and future 3Ms and KETs (if
partner lapse >= 1year)

Partnerships can be deleted, discontinued and reactivated. 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.
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 is
considered inactive and the partner will appear in the section of the FSP DCR for inactive
partners. An inactive partner can be reactivated. If the partner has been inactive for less
than a year, then the partner can be reactivated in connection with the original PAF
submitted. If 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.
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Partnerships are deleted by opening the original PAF and scrolling to the bottom of the
form and selecting the delete button. After the partnership is deleted, the partner’s
information will be available for viewing in the ACTIVE Full Service Partners webpage when
the PAF Status Filter drop-down box is set to Deleted. The partnership information cannot
be changed, and the partnership cannot be reactivated at any time.

Refer to the FSP DCR User Manual (1/17/2012) at Chapter 10, Section “Deleting,
Discontinuing and Reactivating Partnerships”, page 132 for step-by-step instructions.
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Discontinuing a Partnership

® Performed in new KET
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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). A KET which contains a partnership status
change cannot be edited or deleted at any point. Therefore, other information about the
partnership should be submitted in a separate KET from the partnership status change in
order to reserve the ability to update or correct the information at a future point.

Refer to the FSP DCR User Manual (1/17/2012) at Chapter 10, Section “Deleting,
Discontinuing and Reactivating Partnerships”, page 132 for step-by-step instructions.
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Reactivating a Partnership

* Performed from Inactive Full Service Partners webpage
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Reactivation of a partner is performed from the Inactive Full Service Partners webpage.
DCR user should locate and select the correct partner from the table of inactive partners,
and then enter a date and select the ZGADKIAIG button. If the gap in partnership was less
than a year, then a reactivation KET will be recorded for the partner. Coordinators are
expected to collect and submit all relevant key events which occurred for the partner
during the lapse from the program. If the gap in partnership was greater than a year, then
the FSP DCR will open a new PAF form with the partnership information entered for the
partner. All other parts of the new PAF need to be completed with updated information for
the partner. The PAF must be submitted for the partner to be reactivated. In this case,
coordinators do not need to collect or submit any information from the partner’s time
during the lapse of participation.

Refer to the FSP DCR User Manual (1/17/2012) at Chapter 10, Section “Deleting,
Discontinuing and Reactivating Partnerships”, page 132 for step-by-step instructions.
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Sharing Partner Information

—
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Help

® Performed from Admin Menu
¢ User must have SFG role

Forms - Printer Friendly

View/Share FSP Groups

System Messages

* Can share partners with another DCR group
* Sharing is specific to an individual partner

Department of Mental Health
IMHSA Data Collection and Reporting

| Home Pammerhigs  Transers  Admin  Help

Virual PSCs

I Mary
Office

It may be necessary to temporarily “share” the access to the partner’s information in the
event that the FSP DCR user who normally manages the partner’s data will be unavailable
(e.g., on leave, vacation or another assignment, etc.). In order for a FSP DCR user to have
the ability to share a partner’s data with another group of FSP DCR users, the user must be
assigned the SFG role. When a user has been assigned the SFG role, the user can access the
View/Share FSP Groups under the Admin menu. Users can then share a partner’s
information with another group of FSP DCR users. Sharing is performed on an individual
partner basis, and the action of sharing must be repeated for all partners who will need to
be shared.

Refer to the FSP DCR User Manual (1/17/2012) at Chapter 10, Section “Sharing Partner
Information”, page 138 for step-by-step instructions and a complete list of user roles.
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Data Correction
* Correct, Update and Delete a PAF Online

* Correct, Update and Delete a KET Online
* Correct, Update and Delete a 3M Online
* Correct Data through XML Batch Upload

* Understand Business Rules for Data Correction

Missing data can be added or incorrect 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 incorrect data remains in the database. An
understanding of the business rules for data correction will assist users in knowing how and
where to correct information in the FSP DCR.
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Correcting PAF with the Online DCR

® Return to original PAF and make corrections
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False information on the PAF can be corrected, and missing information on a PAF can be
updated for active or inactive partners. 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 will
immediately be present throughout all KETs and 3M assessments as well.

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 the FSP
DCR, then proceed with changing the birth date.

Refer to the FSP DCR User Manual (1/17/2012) at Chapter 11, Section “Correcting,

Updating and Deleting a PAF with the Online FSP DCR”, page 139 for step-by-step
instructions.
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Correcting KET with the Online DCR

® Return to existing KET form under KET History

e KETs with a discontinuation cannot be altered
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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. Inactive partners cannot have
new KETs created, but information in existing KETs can be added or updated.

KET**: This only applies to KETs which do not contain a partnership status change (i.e.,
discontinuation or reestablishment). KETs which contain a discontinuation or
reestablishment cannot be updated, changed or deleted at any time.

To correct a KET, select the active or inactive partner, and then return to the existing KET
form by selecting the link under KET History.

Refer to the FSP DCR User Manual (1/17/2012) at Chapter 11, Section “Correcting,

Updating and Deleting a KET with the Online FSP DCR”, page 142 for step-by-step
instructions.
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Correcting 3M with the Online DCR

® Return to 3M form under Quarterly Assessments
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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.

The partner information, such as partner name and birth date, 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 displayed throughout all current or new KETs and 3Ms.

Refer to the FSP DCR User Manual (1/17/2012) at Chapter 11, Section “Correcting,

Updating and Deleting a 3M with the Online FSP DCR”, page 148 for step-by-step
instructions.
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Correcting Data by XML Batch

» Update by overwriting existing information on:
PAF records
KET** records
> 3M records

=

~ A KET** with a partnership status change cannot be overwritten

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.
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Business Rules for Data Correction
e PAFs:

Can be updated for active or inactive partners

Can be deleted, which will delete the entire partnership
Partnership date cannot be updated

Changes to most partnership info. & admin fields will
perpetuate across KETs & 3Ms

Date of birth should be updated with caution

An overview of the business rules for data correction relating to the PAFs is listed on this
slide.

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. The birth date should only be changed if
the change to the birth date does not change the age group for the partner for any
assessments already entered into the FSP DCR.
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Business Rules for Data Correction

» All KETs:
Existing KETs cannot be deleted
New KETs can be added for active partners

New KETs cannot be added for inactive partners (except for
reactivation)

» Existing KETs without deactivation/reactivation:
Can be updated for active or inactive partners

» Existing KETs with deactivation/reactivation:
Cannot be updated or altered

In the case of incorrect deactivation or reactivation, the

partnership must be deleted and recreated with the correct
information

An overview of the business rules for data correction relating to the KETs is listed on this
slide. There are some cases in which data cannot be corrected on a KET, and the

partnership must be deleted and recreated in the DCR so that only the correct partnership
information is stored in the DCR.

Page 143 of 145



FSP DCR User Training Curriculum

o
e —
_—

Business Rules for Data Correction
* 3Ms
Cannot be deleted

Can be updated for active or inactive partners

In the case that 3Ms exist outside of allowable range:
» These cannot be deleted
~ The partnership must be deleted and recreated

An overview of the business rules for data correction relating to the 3Ms is listed on this
slide. There are some cases in which 3M outside the allowable range cannot be deleted,

and the partnership must be deleted and recreated in the DCR so that only the correct
partnership information is stored in the DCR.
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User Resources

* Getting data in - Users have the following resources:

FPS DCR Administrator and User Training Curriculum
FSP DCR Forms

FSP DCR Data Dictionary (9/15/2011)

FSP DCR User Manual (1/17/2012)

* Getting data out - Users have the following resources:
FPS DCR Data Analysis Training Curriculum
FSP DCR User Manual - Data Extraction Instructions
FSP DCR Partner-Level Templates
FSP DCR Application Notes

This FSP DCR Administrator and User Training Curriculum provides an overview of the FSP
DCR Forms, FSP DCR Data Dictionary (9/15/2011) and FSP DCR User Manual (1/17/2012).
The FSP DCR Administrator and User Training Curriculum is available for download as a
PowerPoint presentation or a handout with presenter’s notes. Trainers can use this
curriculum to provide training internally to new staff using the FSP DCR.

There are additional resources covering aspects of extracting and analyzing the FSP DCR
data. The FSP DCR Data Analysis Training Curriculum covers the data extraction instructions
in the FSP DCR User Manual (1/17/2012) as well as how to access and use FSP DCR Partner-
Level Templates to view a summary of a partner’s data. The training also reviews the FSP
DCR Application Notes which provide instruction for creating specific reports from the DCR
CSV data extraction files.
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