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Training Overview

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

3. Data Reporting Options
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Reference Materials

* FSP DCR User Manual (1/17/2012)

MHSA

Training for the

Currently, the DMH Performance Outcomes and Quality Improveme:
Partnership (FSP) Outcomes Assessment data. County staff will not t
system and submit data until they are ‘certified’ as having received th

for more information. | User Manuals and Instructions
Title —_—————————————

Instructions
Importing XML info an Access Database
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Contact Us

CSl Information
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Related Links

Search

fructions
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This Section Covers:

|ldentifying County Reporting Method

|ldentifying County Business Method

|ldentifying 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

DI\NI ll\l‘\"‘:l"\ﬂ +f\



Steps for Enrolling and Certifying

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

The county identifies its business method
The county identifies its group structure
The county registers and trains an Approver Designee

The county registers Program ID Codes with DMH

Ghssitlscseamnlig i

The county successfully submits test data in the FSP DCR
Test Environment

Note: XMl coiintiee have additional reatiiremente
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ldentifying County Reporting Method

1. Online Individual Form Entry

= “DCR Counties”

2. Batch XML File Submission
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ldentifying 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
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ldentifying a Group Structure

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

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

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

Note: PSC = Partnership Service Coordinator
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ldentifying a Group Structure

Data Input

<County> ‘ l Shared

Master
S ‘ ‘ Group(s)

FSP

Partner
Data
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XML Batch by County/Vendor

Data Input ZGeliel:
Group (A group which

contains the
(The Vendor) PSC)

<County>
Master Group

(The County
Employees)

Shared Group

(The Provider's
Administrators)

Partner
Data




N

Online Entry by Provider Admin.

Data Input PSC Group

Group (A group which

(The Provider contains the
Administrators) PSC)

<County>
Master Group Shared Group(s)

(The County (if needed)
Employees)

Partner
Data




Online Entry by PSCs

Input and PSC
Group

(A group which

contains the PSC)
<County> Master

Group

(The County
Employees)

Shared Group

(The Provider's
Administrators)

Partner
Data




Online Entry by County

PSC Group

(A group which
contains the PSC)
<County> Master
Group = Input Shared Group

Group (The Provider's

(The County Administrators)
Employees)

Partner
Data
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Registering an Approver Designee

® An Approver Designee must:
© Authorize users to access ITWS and FSP DCR
o 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
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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
o Provide the 4-character Program ID

© Provide program description (up to 250 characters)



pouomitting Test Datatot Ne
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



uesting to Beco

County

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

o Must have completed six requirements listed
previously






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



PEnrolling ITWS Users tor 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
theroBDOLR v v

> Enroll proces T login screen

Login |_Enroll |
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Understanding User Roles

Sl iit put ettt

Dok O

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)



Roles and

DCR Menus

(Menu Roles
Submenu RO RW |PSC-RO [PSC-RW | CA-RO | CA-RW SSA SFG XML-U
[DCR Home
| DCR Home ro ro ro ro ro ro ro ro ro
|Partnerships
Add New Partner - rw - rw - rw - - -
Manage Active Partners ro rw ro rw ro rw ro ro ro
Inactive Partners ro rw ro rw ro rw ro ro ro
|Transfers
Download FSP Data Files - - - - - rw rw - -
Upload FSP XML Files - - - - - - - - rw
[Reports
| Assessment Counts - - - - - - rw - -
| User Roles By County - - - - - - rw - -
|Admin
[ HTML Forms - - - - - - ro - -
Forms - Printer Friendly ro ro ro ro ro ro ro ro ro
Virtual PSCs - - - - ro rw ro - -
View/Share FSP Groups ro ro ro ro ro rw ro rw ro
System Messages - - - - ro rw rw - -
Manage Roles - - - - - - rw - -
| 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




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

Home | Systems | Information | Functions m

Change Password
User Preferences

User Profile (Contact Information)

Request Additional Membership

Approver Management I




igning and Remov

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

mm
. PSC ROIGS User Information -Retunto Approver Manageme

User Information

° AS S | g N ed to a I | P S C S Username: :MMOUSE Title: Chief Entertainer

First Name, Last Name: Mickey, Mouse Street: 001 Disneyland Drive
p Email: TraCI. Fuyl@dmh.ca.gw City|State[ZIP: Anaheim CA,12345
acceSSI n g D C R User Type:County Employee Phone: (945) 123-4567
User Organization:69 - Test County Fax:

Enrollment Request Submited Date: 7/2/2007 11:21:00 AM Enrollment Request Approved:

« Cannot be removed b Giroiip Sor MHS A Sptansy- 7T S e il s Tor MHS A Sitem 707700
Name / Description Remaowve v
from a PSC with e T




Managing Groups

® The Approver Designee can create and inactivate

groups to meet the business needs of the
organization

. .f & | Approver Management - Microsoft Internet Explorer EN /42 o'W :[:I[Elgl
VIC Ble Edt View Favorites Tools Help a
Qeack ~ O - & & €& O search Favorites &8 (= ‘o (W] - -
Address f] hitps:Jmhhitws.cahwnet..gov/itws/approvers. asp v_.Go Links ** W -

I

Approver Management

IMainrain Organization: _'E-El - Test County v: System: :MHSA V|

Maintain MHSA Groups List ~—

Pending Requests {4) - for MHSA system

Enrolled Users (52) - for MHSA system
Name / User Organization Title Group Role Approved

User / Request Type User Organization Title Date Submitted

Munny Chilneni Panding Resource DoAH-T Staff Programmer Anatyst 124572005 4:16:00 PM
Dusk Kurtz Pending Membsership DH-HIP &4, Stafl Information Systems Analyst V32006 94500 AM
ianore Request Pending Enroliment E9 - Test County tester 1041842006 10:05:00 AM
Aftab Khan Pending Enroliment B9 - Test County QA Consultant - Deny Access 4HE2007 1:21:00 P

Aftab Khan 69 - Test County Q& Consutiant Missing Courty Administrator, Readiite (CA-RW) Apr 25 2007 1:45PM by MHSA ADMMN
)| Affab Khan Test @4, Consutlant - Provider iz sing Missing Apr 17 2007 10:56AM by MHSA ADMIN




gning and Rem
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

eeeeeeeeeeeeeeeeeeeeee

new group can be added

o Recotd Fouml!

2345

Reimove




aging User Reg
Access to the FSP DCR

® The Approver Designee approves user requests
for enroliment via ITWS Approver Management

interface

® User must be assigned one group and at least one

Email: Traci.Fujita@dmbh.ca.gov City|State[ZIP: Anaheim CA, 12345

role befpig.dreessing the DCRE

(945) 123-4567

Enrollment Request Submited Date: 7/22007 11:21:00 AM Enrollment Request Approved:

User Group for MHSA System -

Name / Description Remove

Group C Group C Test Group Remove | MName / Description

User Roles for MHSA System -
W

Remaove

o Records Found!

Pending Memberships for MHSA System

Systemn  Orgamnization Function
MHSA 69 - Test County System information and Documentation

DCR Application

User authenticity verification method: | ‘"': Haip ¢

Approve Deny Pending
O O O
O O O

Process
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aging Partner

Coordinators (PSCs)

® Every partner must be assigned to a PSC
® Two options for creating PSCs in the FSP DCR:

A5

Assign a PSC-RW or PSC-RO role to an enrolled

FSP DCR user (via ITWS Approver Management
Interface)

Create Department of Mental Health
Admin MHSA Data Collection and Reporting

County: County 59 Home Partnerships  Transfers  Admin Help
Forms - Printer Friendly |
Search for
—— Virtual PSCs
| View/Share FSP Groups
ILast Name vI IE System Messages

Username Ry PHRETYSS

?SSUJENKINSTUTH Mhsoac &C{)Dldil"lalﬂl County 59 Master Group
Virtual PSCs (& (ctri) ~ FFFICE.001 Provider | Coordinator County 59 Master Group
e ‘\ 5tk vl SO

o~




PMianaging Partnership
Coordinators (PSCs)

* |nstructions 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



PData Security and Data Snhafing

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

o CQharinA ic accinnad and ramovied far aach nartnarchin






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

* XML Batch Submission Testing

& r\f\Fl':'F\l:nﬂ N a VeVl IIF\‘I':’\!\ 'Fr\v- V'\/“ Aﬁ‘l‘f\ e N | ||f\m:r\r\:r\n
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Online FSP DCR Application

®* The Web-
based system
allows users
to perform
data entry

Department of Mental Health
MHSA Data Collection and Reporting

Admin

Transfers Help

Home  Partnerships

FULL SERVICE PARTNERSHIP

Who referred the partner? (mark one)

C Self

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

 Significant Other (e.g., boyfriend / girifriend,
spouse)

C
" Friend / Neighbor (i.e., unrelated other) Subs

" School C Faith

© Primary Care / Medical Office Agency

— Transition Age Youth Partnership Assessment Form
[Lasthame ]| Gof FOR AGES 16-25 YEARS
Expand all Domains
PARTNERSHIP INFORMATION
Clear Domain
County County 59 *
CSI County Client Number (CCN) I2555393?5 €SI # did not mateh our records
County Partner ID (optional) |1 555
Partner's First Name [Junie :
Partner's Last Name |Jones .
Partnership Date (mm/dd/yyyy) 71172009 *
Partner's Date of Birth (mm/dd/yyyy) |3,r13.|r1 992 .

' Emergency Room
' Mental Health Facility /

Community Agency
" Social Senices Agency

Facility / Agency

' Other County / Community

C Homeless Shelter
" Street Outreach

€ Juvenile Hall / Camp / Ranch /
Division of Juvenile Justice

tance Abuse Treatment  ~ \ . 0.
-based Organization " Acute Psychiatric / State Hospital

" Other

ADMINISTRATIVE INFORMATION




PUsing 3rd Party Applications tor
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



%ctmg a Met%o%

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



Application

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

® Link: https://mhhgitws.cahwnet.gov/

* Data maintained separately from production data



PAML Batch File Submissiof™
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



XML Schema Definition (XSD)

FHZA Information | Functions

owstemn Messages

TSl Information

Frequently Asked Cluestions
Interim DCR System

IT Meetings

Technical Information

Uszer bManuals and Instructions

|

* Needed by 3" party vendors
. Posted on the DMH Web3|te

Feterence Information (Aid Codes)
Felated Links

Search

XML Information

DCR Batch Submittal X5D ver. 5.3 self-extracting -—
XML Batch Testing Instructions

25D Download Instructions

XML Batch Upload Instructions

| DCR Validation Matrices

Variable Codes and Values for XML Download DCR

|v3.0.0

XML Batch Delete Support Files

| XML Batch Certify Complete Support Files

04/29/09
03/08M10
05/05/08
05/05/08
0311411

05/16/08

0111110
0111110




DCR Validation Matrices

® Validates uploaded files based on criteria
® Criteria published on DMH website

|

AHSA Information | Functions

owstemn Messages

TSl Information

Frequently Asked Cluestions
Interim DCR System

IT Meetings

Technical Information

Uszer bManuals and Instructions

Support

Feterence Information (Aid Codes)
Felated Links

Search

04/29/09
03/08110
05/05/08
05/05/08
0314/11

05/16/08

011110
011110




XML Batch Uploading

* Users must have XML-U role

* 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

. Home Partnerships  Transfers Reports  Admin Help yith New Upload button

Batch Submittals

[ Mew Upload ]
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XML Batch Submission Testing

¢ Use

QA DCR system to test batch files of assessment

records

¢ XML Batch File Submission Order:

® N LR W N e

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

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

Multiple PAFs, multiple KETs, and multiple 3Ms for each age
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Submission Errors

® Error codes identify validation and formatting errors

o 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



XML Batch Corrections

* Fatal Errors:
o 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
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Correcting Data by XML Batch

® Update by overwriting existing information on:
© PAF records
o KET** records

© 3M records

» A KET** with a partnership status change cannot be
overwritten
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Business Rules for Data Correction

* PAFs:
© Can be updated for active or inactive partners

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

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

o Date of birth should be updated with caution
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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

o In the case of incorrect deactivation or reactivation, the
partnership must be deleted and recreated with the correct



Business Rules for Data Correction

* 3Ms

o Cannot be deleted
© Can be updated for active or inactive partners

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

............................................................................................................................................................................................................................................................................................



Partner-Level Data (PLD) Templates

®* MS Access Template from MHSOAC available via ITWS
® Used to View DCR CSYV file downloads

®* Accompanied by a user manual
 Home | systems | ueisa inormaton | Funciions |

MHSA _System Messages ‘ructions
Training for the S e Qutcomes Assessment
C8I Information
Currently, the DMH Performance Qutcomes and Quality Improveme,  Frequently Asked Questions for counties who are preparing to collect and submit Full Service
Partnership (FSP) Outcomes Assessment data. County staff will nott |7 yieetings cchnology Web Services (ITWS) Mental Health Services Act (MHSA) data

MHSA Training page at http://www.dmh.ca.gov/POQI/traininghMHSA.asp

system and submit data until they are ‘certified’ as having received th ; ;
for more information [
Title e ————————— Last Updated

Instructions Reference Information (Aid Codes)

e Related Links 06/18/07
DCR Client-Level Report Template St 02/16/12
miwie 021612
CiMH Webcast Training: New Reporting Requirements for DIG/MHSA
March_8th_Webcast_CSl.ppt 03/07/06
March_8th_Webcast _FSP.ppt 03/07/06

March_8th_Webcast FSP_handouts. pdf 03/07/06
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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

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

| ] FrontFage | 3] Partnerinfo |

San Francisco Partner Level Report

Data Displayed Through:  10/06/2011

PARTNER INFORMATION

Partner Name Doe, lohn Partnership Date 2 20/2000 Days in 81
County Partner ID Partnership Status Inactive Partnership
Global ID Date Status Change 117282010

C51 Number Program 3200, Citywide Adult

Gender M

Age Group Adult

DCR Date of Birth 1/1/1965

51 Date of Birth 1,/1/1965

Coordinater ID

CS1 New Race Provider Site 1D

PAF Status Complete
Referred By Jail / Prison
CS51Q1d Race
Hispanic M
DOMAIN DATA FOR: Total 3Ms Due: ]

3mMs | Admin Changes | D1: Residential | D2: Education | D3: Employment | D4: Financial I D5: Legal [ D&: Emergency | O7-D8: Health Sul:lst.anceJ D9 ADL[ D10: IAI:ILI



The PLD Templates

® Provides a report of a partner’'s complete DCR data
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PCertifying counties tor XiVIL Gata

submission

® Additional Criteria Required for Certifying XML
Counties:

o All submitters have XML-Update role

o 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

o Spot-checked to cross-check submitted data

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



