Client Process Monitoring System

™

Using the CPMS E-form

(Version 4.0)

(To Submit Data Electronically)

3

Developed by
Addictions and Mental Health Services Division
Office of Information Services
Department of Human Services
State of Oregon

July 2009



Nd ¢T:€ ¢T/6/C

L0 4 Laieuiuig= |- Uil EIERT || MOl S Ee=2] ”__,____m__.__.._._ L .._um_”_n_m__m_m E=]) _ cL ”m_._._m_”__ _.__._um.m_I
uLesg uLEyg op op O0EE0  £002/E0/20  /Z002/20/20 PIYD GOO0OOO Auepug sreads
u c abeq | ¥4 RN Q0Zl0  §002/6240  S0027L0/P0 PIYD £E0000 ssydolsuya uigod
u mopuipy | N o aoz Lo Z00Z/20/20 WNPY  EREERD pugydeys spood .
u SP 1009y 11D o an a0z Lo 9002/ L0710 UNPY EZRRED ¢ abed |~
U . = e ao0zl0  /Z002/82/20  f002/82/20 Wnol 989000 MOPUIM MIOS |
uipe ey ELPS g8 00z10  S002/62/F0  SO02/62/F0  UNPY e0Enno P |
HLyEHg HLyEHg s34, 58,4 0z 10 SO02/504F0  SO02/F0AF0 PIYD E0Enao usguyey 3
uyesq uuEg Op 58, 00z L0 S002/20/20  WNPY  EOEDED Adwny Adwng 1
L1 _.._._m_.__.__u_ L1 _.._._m_.__._ _u_ 1= sd .l _”__”__m.“ _._”_ S0 m_ | ] R b z _u_ o _u_._m_n__ = =F ]
HHEAD 6 9 abe aoziognz/azicl 200z/5ziz0l O 9bed IH uous L
Z obed G abe :
UL uIpY 210159y 9 ebed poziso/an  ao0zizoizol  1Jodx3 d foag ysng |
uyeg i - - dnyoeg puzfroibd  FO0Z/Z0{f Dl SIBID NPT | ogaaig |
L uLEyg o an mrerr—hN/22/20 A00Zfegfen  WnPY REOOPC ronag Jeseag LHE
_hm_ [SE=]Tat=1T _ T papEaly) _ ...“_zu_u_xm_ _ = podxd _ Sl _ m_Eﬁ’m_m_u_ﬁ_ _ Byen] cm_u_ﬁ_ _ ah | _ O m.m% _ L abed | _
_ pu = / \ _.._u JuswijoJu3 ”
L sbed ulpy — 20158y dnyaeg Hodxg Wiz Al JuaLosu3 BP0, :
MOINS Id I 3 = - = - B - seled -
/ : : £ ase] - !
Em_}mhy L4 spoday 233120 MoYs MBI saouaiadadd Joboq MG - ;
e o = = e JE AgEwalD
G abed
utl
- uld
P

SJUBIU0D JO 3|ge. [ensIA

L00Z AInc

[enue wioy-3 SINdDO



CPMS E-form Manual July 2007

Table of Contents

Visual Table of CoNtENtS.........ccveeeeeeeecceeee e, 2
Chapter 1 - Getting Started..........oovvieeieeniee e 5
INSEAIHALION ...ttt 5
INStalling 0N @ NEIWOI K. .....cooiieee e e e 6
Chapter 2 - Starting CPMS EfOrm.......ccooveiece e, 7
First timeusing EFOrM ... s 7
Enter EXPOrt HEAAEN ..o 8
Add YOUrSEIT ASUSEN ...ttt 9
Add NEW ProVIdEr ..., 11
LOGIN o 12
Chapter 3 - Administration Center..........ccccveveeveeiiesie e 15
USENSTAD .ottt 16
A NOW USENS. .ottt ee e e e e e et e e e et e e e et e e eataeeeabaaaaes 16
Lo T L= PP 17
D L= (o UL = PR 17
CMHP/Provider Tab ...t 19
F o [0 BN [ Y = 0V Lo [ S PRUPRR 9.1
Lo [ O 01/ o (= PSPPSR 20
DE B PrOVIAEN ... e e e e e e e aees 21
EXPOrt Header Tab ... 22
Edit EXPOrt HEAAEN ...t e e e e e e e e eeeeannnnes 22
SELUINGS TAD ...t 23
010 | ] o ISP 24
D= o 18 o o |1 o PSSR 24
Chapter 4 - APPIICALION.......ccceiieiierie e e 25
LOGIN o 25
L OQOTT ... 26
EXIT APPHCALION ..o 26
dentifying the VEerSION ... 26
Chapter 5- ClIent Canter ... 28
SOMT WINUOW ...ttt ettt 28
Client ReCOrdS WINUOW ..ottt 28



CPMS E-form Manual July 2007

Deleting Client RECOIS ... 30
ENFOIMENT ...t 31
AdUlt ENrollment ..........iii e 33.
Youth Enrollment FOrM .......oooiiiie e e 33
DetoX/MJ DU EQUCALION ......cooviiiie et 34
Child Enrolled with Parent ENrollment ..o e 35
TR MINALION........coiceececce bbb 36
Terminating ClientsEnrolled Electronically ... 36
Eit CHIENTS ...ttt 37
ReportsS And FOrm Printing ..., 38
Printing INdividual FOrMS.........uuueii e 42
Printing MUItIPIE@ FOrMIS .....ooeeeeeee et e e e e e e e 44
PIEVIBW .o aa e a 45
VEBW ..ottt bbbttt 46
SNOW . 47
EXPION Tt 48
RE-EXPOIT ... 50
BACKUP ..ottt 52
RESEON ...ttt 53
USEr Prefer@NCES.........coecece ettt s 55
Editing EXIStING CHENES ... 58
How to Correct Previously Submitted Data..........cccccoooevevinevicenenne, 59
TeChNICAl SUPPOIT ...t 60
F Y 0] T ol 61
Frequently Asked QUESLIONS. ..o 62
TroubIESNOOLING........cooiiec s 63
PractiCE LabS ...t 65
Common CPM S E-fOrm EdItS ....ucoiiieiice et 80
Enrollment FOrm EdifS........ouiiiiiii e e 80
Termination FOrm EditS.......ccooiiiiiiieeecee e 82
Other FOrm EdITS.....uuui i e e e e e e e e e e e e eenes 84.
Thingsto remember from the CPMS Eform Training: .....ccccceeveevvevevecciesceesieeeene 85
Participant Evaluation FOrM ..., 87



CPMS E-form Manual

Chapter 1 - Getting Started

Software requirements:

Installation
Software & Hardware Requirements

July 2007

e Microsoft Windows 95, 98, 2000, 2000 ME, NT, XP or W7.
e Microsoft Access 2000, 2003, 2007 or 2010 or Access Runtime

Hardware requirements:

Component

Computer
Microprocessor

RAM

Hard disk
Video monitor

Mouse
Keyboard
Printer

Description
IBM-compatible

Minimum: Pentium I

Recommended: Pentium Il or higher
Minimum: 32 megabytes
Recommended: 64 megabytes or higher
250 megabytes of free disk space

EGA (or higher)

The recommended video setting is 1024 x
768.

Required
101 key-enhanced

Hewlett Packard-compatible with memory of
at least 2 megabytes.

*Note: The minimum RAM and Processor will run this application, but
processing speed will be significantly slower. The recommended RAM
and Processor will run the application quite effectively. Keep in mind
that processing speed will also be affected as records accumulate.
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Installing CPMS E-form Version 4.0

Please follow these instructions. AMH data team st aff are available
to help you walk through these instructions. Just give us a call, 503-
945-5960 (ask for a CPMS E-Form Technical Supportt eam member).

Step 1 Run A&D E-form(.exe file) It will take a few moments
eventually you will see:

“Welcome to the E-forms Setup program "
Step 2 Click Next, Next, Next, Next .
Step 3 You will see:
“Setup has finished installing CPMS E-form . . . “
Click Finish .

That's it. You should now have a new icon on your
desktop.

Installing on a Network: Please call an AMH technician for instructions. See
Technical Support section in this manual.
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Chapter 2 - Starting CPMS Eform

Note: This chapter covers only the initial setup to get started. All
of the functions of the Administration Center will be covered fully
in Chapter 3.

Step 1 Start CPMS E-form by Clicking on the Eform Icon on your
Desktop.

Opening Screen
The first screen you will see is the Welcome Screen.
CPMS Electionic Foms ]

MHAS Automation Project

CPMS Electronic Forms

version J.x

Capyrght: Zampanty:

2000 - 2001 Cffice of Information Setrvices
Department of Human Services
State of Oregaon

Licensed To
’7 Mental Health and Addiction Services

S ' Wwielcome to CPMS Electronic Forme | 1418402 1:21 P

First time using Eform
If this is the first time you have used the CPMS Eform, or the header
record is missing, you will get the following message.
EForms System Handler E

Welcome to CPMS Electronic Forms!

To complete the installation we need some key information entered in
the Admin Center. The &dmin Center will follow thiz mezsage. [F vou
have questions, pleaze refer ta the CPMS E-form b anual.

Thank pou for uzsing CPMS Electronic Farms!

After reading the notice, click ok, and the Administration Center screen
will appear:
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NOTE: You must enter an export header or you will not be able to
close the following screen.

Enter Export Header

CPMS A&D Electronic Forms Administration

A ' A . .
XL Lo W0 Nl o (LI I IS LT A L1 O] - igl

| Uzers WLMHP £ Praviders Expart Header I Settingsl

Fleasze enterWr header record information.
Step 2 \\\

N

b ¢
Agency M aR
Step 3
p Conta g
Telephone Mumber
ChdE — =

tain Provider #

Step 5

| Ready

Step 1 Enter Agency Name (e.g. Clackamas County Mental
Health)

Step 2 Enter the Contact Person. (This is the person that the
AMH data team would contact if they have questions.)

Step 3 Enter the contact Person's telephone number.
Step 4 Enter CMHP Number. (e.g. 03)
Step 5 Enter Main Provider # (e.g. 001)

Note: You can edit any of the entries on this screen by double
clicking to highlight the entry you wish to change. Type in
the required changes, tab to next field or select another
box, changes on this screen are automatically saved.

Step 6 When you are finished, select the User Tab.
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Add Yourself As User

Step 1

Step 2

Note:

| CPMS A&D Electronic Forms Administratioa

TreeView
This view lists
each user in
your system.

Step 3

Step 4

Step 3

Step 4

Click Add User button

Step 1

£ 3 : =1
i Users Q'-’ 3 % u
i Admin User Close Add User, Delete User Update User

USBISI CMHP ¢ Providersl Expart Headerl Setting&l

This will create a new record. Do the following steps
below to change the entries from the new record to
add yourself as administrator.

Hit your tab key to move to Username.

Disregard the User ID, Activation Date and expiration
Date boxes, these are automatically updated by the
application.

Uszer 1D: I Wﬂ'ﬂﬂmﬂat{l 44 2/2007

| zermarnges

|fsu:hwart

|Freu:|

First Marne:

Last M ame: |S|:hwart2

xxxxx

Pazzword:

Aooezs Level:

Enter your User Name, up to 8 characters. (e.g. if the
your name were Fred Schwartz, you might enter
fschwart)

Enter your First Name. (e.g. Fred.)
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Step 5 : I ¢ Actvahon Date: I 4/ 242007
Ifschwart
Step 6 |Fred
La =3 ISchwartz
Step 7 Wr I xxxxx
docess Level I.-'i'-.u:lministrat-:ur |
Step 5 Enter your Last Name. (e.g. Schwartz)
Step 6 Enter your choice of a password between 5 and 8
characters.
Step 7 Select Administrator for your access level. Most

other users will be employees.

Step 8 Click Update User button. This will L
refresh the tree view with the Users  Update User
name.

Repeat steps 1 - 8 above for each user you add.

Step 9 Select the CMHP/Provider Tab

10



CPMS E-form Manual July 2007

Add New Provider

TreeView
This view lists
each CMHP/ ;
PrOVIder Number gt 03300 Users  CMHP / Providers
in your program. Lo 5 destod en clok Lt s, 1 you wi to 4eé o ev g Fovite, soloc he
Step 3 MW —
CMHPpE [0T =
Step 4 TovidEr YNNG 200 Provider: |[\dainPr0viderHesidentialSewices
CMHP No | Provider Mo T Prov e — |
;;l o 200 Main Pravider Residential Services
- - o3 300 DUl Provider
List View B
This view lists
the CMHP/ Click Add Provider button, this will create a new [ step 5
Provider No. | record. Do the following steps below to change the
& Program entries from the new record to the correct data for each
Title. Provider Number you use.
Step 2 Hit your tab key to move to CMHP No.
Step 3 Enter CMHP Number, This is a Drop down list, just
select the correct one. (e.g. 03)
Step 4 Enter the Provider Number. (e.g. 001)
Step 5 Enter the Organization name Please be descriptive.
(e.g. Clackamas Residential)
Bt Step 6
Update Provider
Step 6 Click Update Provider Button
Step 7 Repeat steps 1 - 5 above for each provider you add.
Step 8 Click Close.

11
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Login

Now that you have put in the necessary data to get started, you will
be required to login.

After closing the Administration Center, the following screen will come
up:

EForm Security System

Step :

zer Marme: II

FPazsword: I T Step :
LCancel | Login I

Step 1 Type in your user name. (e.g. fschwart)
Step 2 Type in your password.

Form Security System ‘

M Js0gi

User Mame:  [fschwart Step :
Password: [+ /
LCancel |

Step 3 Click Login .

The Client center will open.

12
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E CPMS A&D Electronic Forms - [CPMS A&D Electronic Forms Client Center]
E I System \i=v Enroliment gt't\ltles Window Help

Cliants By S =, = | 3 . 3

< Client Logoff Preferences View Showy Delete Reparts Print Previews

H Case

2 Dates - - ‘ G - ‘ B ] S

Y Brogvidar Enraliment Edit/Term Export Backup Restore! Admin

rmcni] = Find

Clignt Case hlo Tvpe Open Date | Close Date | Prowi Export. | Export . | Created
]

Modifie

Before you are ready to enter client data, you must go to the Admin
Center to verify everything was set up correctly.

13
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Chapter 3 - Administration Center

This area requires administrative rights to gain access. This is the
screen that allows you to add, edit, or delete users and providers; edit
the Export header record; and migrate or merge data, and change
settings.

CPMS A&D Electronic Forms Administration

)
A N

i Users (j.’ 3 % {3
i Admin User Close Add User Delete User Update User
# Fied Schwaitz Lsers |CMHF' / Praviders | Expart Header | Settings |

i ben kahn

To add a new user, click the Add Uzer button abowe and enter/change the information |
deszired then click Update above, [F pou wish bo delete an existing user, select the uzer )

to delete, wae.

User)f: | 7 ActivatinNe:l 47 27200

- [fechwan Edit Fidds
st Name: H This is where
ast M ame: IW' yOU add, or ed|t
***** current records.

TreeView
This is where
you see current

[dministrator

Ackess Level:

records in the
Admin Center
screens.

15
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Users Tab

Add New Users

Step 1

Step 3

Step 4
Step 5

[ [/

Step 6

Note:

Step 1

Step 2

Step 3

Step 4
Step 5

Step 6

& Admin User
Fred Schwartz Users |EMHF'.:"F'rnvider$| Expart Header | Settings |

i Users ‘ ) K %

July 2007

i

Close Add User Delete User Update

dezired then click Update above. |F you wish to delete an existing user, zelect
to delete, then click Delete Uzer above.

To add a new uzer, click the Add User button abowve and enter/change the infon

th

7 Achivation Date: Iw
a5t M ame: W
Pazzword: I"““““—

Access Level  |[Administrator -

L=

£t Mame:

Disregard the User ID, Activation Date and expiration
Date boxes, these are automatically updated by the
application.

Click Add User button, this will create a new record.
Do the following steps below to change the entries
from the new record to the correct data for your
employee.

Hit your tab Key to move to Username field.

Enter User Name, up to 8 characters. (e.g. if the user
name were Fred Schwartz, you would enter fschwart)

Enter the User's First Name. (e.g. Fred.)
Enter the User's Last Name. (e.g. Schwartz)

This will automatically default to "password " and can
be changed by the user when they login for the first
time.

16
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Step 7

Step 8

Step 9

Step 10

Edit Users
Step 1

Step 2

Step 3

Step 4

Delete Users
Step 1

Step 2

Select the proper access level. You mustha ve at
least one administrator, we recommend a
minimum of 2. Most other users will be employees .

Click Update User button. This will refresh the tree
view with the Users name.

Repeat steps 1 - 8 above for each user you add.

Clicking the Close button will return you to the Client
Center.

Highlight the user you wish to edit by clicking their
name in the Tree View.

Highlight the field(s) you want to edit. (e.g. Jane Doe
gets married and changes her name to Jane Roe, you
would need to change the User Name field from jdoe
to jroe and the Last Name field from Doe to Roe. You
would also change the email address if that applies.)

Click Update User button.

Clicking the Close button will return you to the Client
Center.

Highlight the user you wish to Delete by clicking
their name in the Tree View.

Click Delete User button, you will get the following
message:

17
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Step 3

Step 4

July 2007

CPMS Electronic Forms E3

You are about to delete 1 record(s).

& IF wou click Yes, you won't be able to undo this Delete operation.
Are you sure you wank to delete these records?

Click Yes.

| CPMS Electronic Forms Administration

I R T T

Cloze Add Uzer Delete Lzer Update Uzer

] i3 Admin User
1 2 FredSchwartz [lsers I ChHP / Providersl Export Headerl Migrate [rata | Merge Data | Seftings |

Clicking the Close button will return you to the
Client Center.

18
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Add New Provider

CMHP/Provider Tab

July 2007

© | & Providers
b 01200
it 03300

TreeView
This view lists
each CMHP/

Provider Number
In your program

—

Close Add Provider Delete Pr

| Users CMHP / Providers | Export Headerl Settingsl

To add a new Pravider, click the Add User button abave,
below az degired then click Update above. If you wish 6 d
Pravider you wish to delete, then click Delete above.

d enterdcl
elete an &

Update Fields
This is where you
add/edit provider
numbers

CMHP Mo |El1 'I

Provider Mo: I 200 Provider: |[\f15in Provider Residential Services /)

Provvider

— |

o3 300 DUIl Pravider

@ 200 Main Provider Residential S ervices

N

List View

This view lists the CMHP/ Provider
number and Program Title.

Step 1 Click Add Provider button, this will create a new
record. Do the following steps below to change the
entries from the new record to the correct data for
each Provider Number you use.

P ——
Step 3 CHPRE [T = | Step5
Step 4 —Fﬁm’lw Provider: |"EnterNew Provider * - I

Step 2 Enter CMHP Number, This is a Drop down list, just
select the correct one. (e.g. 03)

Step 3 Hit your tab key to move to the CMHP No. field.

Step 4 Enter the Provider Number. (e.g. 001)

Step 5 Enter the Organization name. Please be descriptive.

(e.g. Clackamas County Residential)

19
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Step 6

Step 8

| CPMS A&D Electronic Forms Administration

FER g ey
£ mzo |

Step 6
Step 7

Step 8

Add Provider Delete Provider\ Update Provider
g 03300 HP / Praviders | Export Headerl Settingsl
To add a new Pravider, click the Add User button above and enterfchange the information
below az degired then click Update above. If you wigh to delete an existing Provider, select the
Pravider you wish to delete, then click Delete above.

Uszers

CMHF No: |01 -
Provider Mo: I 200 Provider: |[\f15in Provider Residential Services
CHHP Mo | Pravider Mo | Frovider |
| nl o 200 Main Provider Residential Services
] gt o3 300 DUIl Providsr

Click Update Provider Button
Repeat steps 1 - 6 above for each provider you add.

Clicking the Close button will return you to the Client
Center.

Edit Provider

Step 1

| CPMS A&D Electronic Forms Administration

0
A&l KK

\ i3 Providers
N

Step 2

Step 1

\

£t ozo0
£it 03300

%
Add Prowder Delete Provider
Users ' -"PfDVIdBfS | Export Headerl Settlngsl

)

Update Provid

To add a new Provider, click the Add Uzer buttan above and enten"cha ge the infarmation
below az degired then click Update above. |f 1q Provider, select the
Provider you wish to delete, then click Delste Step 3

CMHP r?[ﬁg\

Provider Mo: I 200 Provider: |[\f15in Provider Residential Services

CHHP Mo | Pravider Mo | Frovider |
| o 200 Main Provider Fesidential S ervices
] wt 03 300 DUIl Provider

Highlight the Provider you wish to edit by clicking the
correct CMHP/Provider Number in the Tree View.

20
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Step 2 Highlight by clicking in the field(s) you want to edit.

Step 3 Click Update Provider button.

Step 4 Clicking the Close button will return you to the Client
Center.

Delete Provider

Step 1 Highlight the Provider you wish to Delete by clicking
correct CMHP Provider Number in the Tree View.

Step 2 Click Delete Provider button, you will get the
following message:

CPMS Electronic Forms |

You are about to delete 1 record{s).

& If wou click ¥es, wou won't be able to undo this Delete operation.
Are vou sure vou wank o delete these records?

Step 3 Click Yes.

CPMS Electronic Forms Administration

@ Providers Lt Q it
4 oze Tovider elete Provider Update Pravider
00ooo Cl &dd Provid Delete Provider Update Provid
g o100t | Users EM"“:'f"F'TD\"":'EfS| ExportHeaderl Migrate Datal Merge Datal Settingsl

To add a new Provider, click the &dd User button above and enter/change the information
below as desired then click Update above. | you wish to delete an existing Provider, select the
Provider you wish to delete, then click Delete abowve.

Step 4 Clicking the Close button will return you to the Client
Center.

21



CPMS E-form Manual July 2007

Export Header Tab

Edit Export Header

Step 1

IEIackamas County Mental Health

IJaneHoa
ne Mhimber I[EUS]T??-BEBB

| Ready

You can edit any of the entries on this screen by double clicking
to highlight the entry you wish to change. Type in the required
changes, tab to next field or select another tab, changes on this
screen are automatically saved.

Step 1 Edit the fields that need to be changed

Step 2 Clicking the Close button will return you to the
Client Center.

Note: If the export header is missing, you will not be able to
leave the Export Header Tab or close the Administration
Center. Please make sure the export header is complete before
leaving this tab.

22
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Settings Tab

This tab is used to change the location of your data files and for

debugging.

= Sgltings
- Locations
i Diebugging

/

Close

TreeView

This is where you
select to change the
location of the data

A

WARNING

These settings should only be changed by an
advanced CPMS Electronic Forms administrator or
by the direction of a MHAS system tech. Changing
these settings could stop the application from
functioning properly. Please, be sure you
understand what each setting affects before

files, or for making changes to any of these settings.
debugging.
Note: Do not change these settings unless instruct ed to do so
by an Addictions and Mental Health Services Technic  ian.
Caution: You must put a copy of your data files in the new
location BEFORE you change the path in this field! If you
don't, your database will lock and you will not be able to get

into it.

23
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Location
il CPMS A&D Electronic Forms Administration
Step 1
Step 2 | Users | CMHF / Froviders | Export Header  Seftings | i
T he location settings tell CPMS Electronic Forms where certain files are located on pour system.
azeg, if pou incomectly supply the wiong location. the application will stop functioning.
Linked Database: |C:'Program Files\Eforms o

Step 1 Click Locations in tree view.

Step 2 This is where you would change the location of your
data files. We recommend you use the default
setting.

Debugging

CPMS A&D Electronic Forms Administration

=) Seltings ‘
i Locations
— : Close
Ste p 1 s ' =buigging . )
 Users [ TMHP / Providers syt Header  Settings

Debugging
Step 2 —_— The dﬁbuglsettings.rdetermine whqt CEMS Elzcl: W Forms will ‘l’.\"it? toit's log file. This is
\I' Log Application Error entries
™ Log Edit Timing entries Step 3

Step 1 Click Debugging in the tree view.

Step 2 This is where you would set the debug options, if the
AMH Technician or Systems administrator asks you to
change the settings.

Step 3 Clicking the Close button will return you to the Client

Center.

24
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Chapter 4 - Application
Login

CPI'-‘I A&D EForm Security Syst

Step 1 <. P .

ser Marme: |BK.-5.HN
Password: | / Step 2
Cancel | Login I
Step 1 To login when you first start the application, type your

user name and password.
Step 2 Click Login .
Note: If you have never logged in before, your password will be

"password ". When you log in using this default as your password
the following screen will come up:

Step 4

Cancel I ange Paszwor
E = ?5

Step 3 Type password as your old password and then enter
a new password of your choice. Enter your new
password again.

Step 4 Click Change Password .

25
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Step 1

Step 2

To Login while the application is open, select System
from the menu and click Login and follow steps 1 & 2
above.

) " CPMS A&D Electronic For

. J System

T

Exit CPMS Electronic Forms

Logoff

To logoff without closing the application down, select
logoff from the Client Center.

Logoff

Exit Application

To Exit CPMS Eform, Choose System from the menu
and click Exit CPMS Electronic Forms.
J Swskern

7 Lagin

Exit CPMS Electronic Forms

Or click the | in the upper right corner of the computer
screen.

Identifying the Version

CPMS Electronic Forms

J Swstern Wiew Enrolment  Termination  Ukilities  Window | Help ee— Step 1
- B SR_AY|LERS| | @ I ceskem e
B CPM5S Electronic Forms Chent Center k? Wehat's This?

i About CPMS Electronic Formms

26
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Step 1 Click Help on the Menu at the top of the screen.

Step 2 Click About CPMS Electronic Forms.

- utwell Copyright: 2002 - 2007

Office of Information Services Step :
Department of Human Services
‘ State of Oregon |
Step 3 The version number is at the top right corner of the pop-

up screen.

27
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Chapter 5 - Client Center

The client center is where all client record actions are initiated. If you

are an administrator your Client Center will have the Ad

visible.

Sort
Window

Client
Records
Window

in button

2 CPMS A&D Electronic Forms - [CPMS A&D Electronic Forms Clie
JE System View

Enrollment Utilities Window Help

1 i Clients By [ = 2 ‘ 2= . ‘ e ‘ . 5 A
Logoff Preferences Views Show Delete Regor‘ts Print Previews
< Case
i T (5
U provider Enroliment Edit/Term Export Backup Restore Admin
Fino; i = Find |
Client I Case NDl Type I Open Date I Close Date | Provi... | Export [.. I Expun(...l Created ... I Modified ... I
~ Beaver, Banny 000034 Adult  02/02/2007 02/28/2007 01200 Mo Mo bkahn bkahn
“ Bice, Bo 234342 Youtn 02/02/2004 04/04/2005 01200 es res bkahn bkahn
~ Bush, Gearge oogooz Child  02/02/2006  05/05/2006 01200 e es lkahn bkahn
i “ Clinton, Hillary 909090 Det.. 02/25/2007 02/28/2007 01200 Mo Mo hkahn bkahn
e, icabok noonoz Child 02/02/2005 02/03/2005 01200 es es lkahn bkahn
“ Durnpty, Humpty 030303 Adult  02/02/2005 01200 e (1] bakahn bkahn
“ kahn, ben 000303 Child 04/04/2005  04/05/2005 01200 es Yes bkahn bkahn
“ kahn, ben 000303 Adult  04/28/2005  04/29/2005 01200 res Yes hkahn admin
“ Kerry, John 000666 Youth 02/28/2007 02/28/2007 01200 Mo Mo hkahn bkahn
i piet, wermeer 034423 Adult 010172006 01200 Mo Mo admin bikahn
r poodle, shepherd 093843 Adult  02/02/2002 01200 Mo Mo bkshn admin
“ robin, christopher 000033 Child  04/01/2005  04/29/2005 01200 es ‘res hkahn bkahn
~ Spears, Britany 00ooog Child 02/02/2007  02/03/2007 03300 Mo Mo hkahn hkahn
| Farm Edits complete; Itemns: 13 | Items selected: 1 |V\ew: Dretails | Show: Al Cases | Print: Termination Form ‘

If you log in as an employee you will not see the Admin or
the Delete button option.

Sort Window

You can choose the way you sort your records in the client center, by
clicking on client, case, dates or provider from the Sort Window.

Client Records Window

The way you see records in this window is determined by what you
select in the sort window .
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Sorted by Clients

Client Case ... |T pel OpenD... | Cloge D... | Provi...| Expaon... | Export... | Create... Modified...|
“ BROWN, CHARLES 083265  “vo.. 03/02/20.. 37048 Yes Mo Unknown  Unknown
= CRICKET, JIM 040404 “o.. 021104200, 0441720, 29016 Mo Mo Unknown  Unknown

Sorted By Case

Case .. | Client | Type | OpenD... | Cloge D.. | vai...l Expo...l Expo...l Create... | Modified...
0013, ROMBMA, ANTHONY Detow.. 03/M/20.. 0307/:20.. 21014 Mo Mo Unknown  Unknown
“ (058.. SPEARS, BRITMEY Youth  02/11/20.. 20048 Mo Mo Unknown  Unknown

Sorted by Dates

Open Date | Close D... | Client | Case .. | Type | Pruvi...l Expa...l Expo...l Create... | hodified..
N SFPEARS, BRITHEY 005812  Youth 20048 Mo Mo Unknown  Unknown
= na/02/20.. BROWMN, CHARLES 083265  Youth 37048 WYes Mo Unknown  Unknown

Sorted by Provider

Frowi... | Client | Case .. | Type | Open D... | Cloge D.. | E):pl:l...| E):pl:l...| Create... | Modified...
= 200.. SPEARS, BRITMEY 005812 Youwth  02/11/20.. M Mo Unknown  Unknown
=201 GATES, WILLIAM 015762 Adult  03/06/20... Yes Mo Unknown  Unknown
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Deleting Client Records

CAUTION: When you delete records this way, the onl y way to

restore those records is to do a complete restore, or retype the
record(s). Please call AMH before doing a restore. The delete
function is only available to those with Administra tor rights.

You can delete single or multiple client records.

Step 1 Highlight by clicking the client record(s) you want to
delete.

To highlight more than one record click on the first record,
hold the shift key down, and click on the last record, this
will highlight the first, last and all records in between.

To highlight records that are not contiguous, click the first
record, hold down the ctrl key and click on each record
you want to select while holding down the ctrl key.

Step 2 Select Delete from the toolbar.

[i.'-:']

Delste
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Enrollment

There are several ways to open enrollment forms. You can open
forms from the toolbar or from the Menu at the top of the screen.

Click the Enrollment button to open the default form that
Is selected in User Preferences.

|

E nrollment

E =
Step 1 dit/Term T Export
Adult Enrallment
Youth Enrollment Step 2
- Child Enrolled with Parent enrollment i
= Detox/DUII Education Enrollment I:

Step 1 To enroll a new client, select the dropdown arrow ()
next to Enrollment on the toolbar, the Enrollment Menu
will now appear.

Step 2 Choose the appropriate form for the client
In CPMS, there are four different forms: Adult (yellow),
Youth (blue), Child enrolled with parent enroliment (light
blue), or DUII Education/Detox (purple).

Once inside the chosen CPMS form, key in the
information. Please refer to the Using CPMS Manual if
you have questions regarding what goes in each box.
As you enter the information, the tab key can be used to
move you through the form, box by box.

Step 3 When you are finished entering client information, close

the form with the lower of the 2 X’s in the upper right
corner of the CPMS form or click on Next Form to fill out
another form.

CPMS Electronic Foims - [ARD Adult Enrollment]

J Systermn Wiew Enrollment Terminabion Utiities wWindow Help 5@’
——

| CTTENT PROACFLL MONTTOARTNG § Step 3
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Note:

Note:

If the mandatory fields (Boxes 3-8) are not filled out, you
cannot save the form, the following warning message will
appear.

EForms System Handler

@ Al mandatory fields have not been completed, please complete these field: before closing
the: farm.

If you choose to close the form anyway, you will have
one more opportunity to change your mind when the
following screen appears.

EForms System Handler B
Warning!

Al mandatory fields have not been completed. IF you wigh to
continue without saving the cunent record, please click Yes.
IF pou wish to enter the mandatary figld(z] information, please
click Mo.

Do pou wizh bo proceed?

Be sure to finish filling out the entire form before moving
on to a new form (incomplete boxes are blue and change
color when filled out)

. 71 MIP CITATIONS
AMPOTANONS |~ | Incomplete Field
Mumber of MIP Mumber of MIP
citations Diurin citations During
Treatment Treatment
= Unknown Complete Field == |00 |39 = Unknown

If the form is not entirely filled out, it will not let you
export (send the data to AMH) until it is complete.
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Adult Enrollment

Step :

=

Step :

e

Edit/Term
18 Adult Enrollment

Export

Step 1

Step 2

Youth Enrollment
= Child Enrolled with Parent enrallment
= Detox/DUII Education Enrollment

To open a blank Adult Enrollment Form, click the
down arrow () next to the enrollment button.

Select the Adult enrollment form.

CLIENT PROCESS MONITORING SYSTEM ALCOHOL & DRUG

State of Oregon ENROLLMENT FORM

CPMS AMH

Department of Human Services Curent User 1d: - bkahn

ADULT TREATMENT

CLINIC IDENTIFICATION
3CMHP Id PHDVIDEH‘ -

FIRST |

3 OPENING DATE

& MAME (USE UPPER CASE ELOCK LETTERS)
LAST

EIRTH NAME

7 CASE NUMBER 9 DATE OF BIRTH 10 ELIGIBILITY CODE 11 Program Area:

J . j,m

106 PRENATAL [107 INTERPRETER [13EDUCATION [14 SCHOOL/TRAINING

116 Level of Care Assessed |12 5EX

15 Referral Source(s)
Enter the Level of Care for  |Fopamale | Client Pregnant will interpreter Highest Grade | o Erroled in Select First Appropriate
which the client waz Matale  |atEnrollment? | $Ervices be needed | Compplated School o Training? Codels) From Top of
aszessed far client? !

List

17 ESTIMATED GROSS HOUSEHOLD MONTHLY INCOME
ENTER ACTUAL INCOME 0000=M0 INCOME - 0001=REFUSED

50000
19 RACE/ETHMICITY

18 CLIENT PRIMARY RESIDENCE
COUNTY OR STATE CODE

- I Qo - |
115 Zip Code of Residence

Enter Zip code of Residence
of enter 00007 - Transient

22 LIVING ARRANGEMENT
Enter First Sppropriate Code:

9339=MORE THAN $3333/MONTH

20 HEALTH INSURANCE
Choose primary source

21 MARITAL STATUS

-

Youth Enrollment Form

Step 1

=

Export

@ |, &
Enrollment Edit/Term

Adult Enrollment

Youth Enrollment

= Child Enrolled with Parent enrollment
- Detox/DUII Education Enrollment

To open a blank Youth Enrollment Form, click the
down arrow (¥ ) next to the enrollment button.
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Step 2 Select the Youth enroliment form.

il

' State of Oregon
CPMS AMH

Ed CPMS A&D Electronic Forms - [A&D Youth Enrollment]
System View Enrollment Utilities Window Help

CLIENT PROCESS MONITORING SYSTEM
A - D Youth ENROLLMENT FORM

Department of Human Services Current User IO bkahn
CLINIC IDENTIFICATION 3. OPENING DATE
3CHHP ‘l ;*4PF\DVIDEF|‘ -
E N&ME [USE UPPER CASE BLOCK LETTERS]
Last Firgt | Biirth M ame
7 CASE MUMBER 2 DATE OF BIRTH 10 ELIGIRILITY CODE 11 Program Area:
j - J1 ALCOHOL 2 DRUG
116 Level of Cae 1256|106 PRENATAL |107 INTERPRETER  [13EDUCATION |14 SCHOOL/TRAINING |15 REFERRAL SOURCE(S]
Aeseszed " " .
Erver the Level of Care |F=Female Client Pregrant [y interpreter services Highest Grade Maow Enralled in elect First Appropriate

for which the client was (M
assessed

“Male | AtEnmolment? |8 d o clienty  |Completed School or Training? | Bodels) From Top of List

5 - o2l N s | o M

18 Client Primary Residence

115 Zip Code of Residence: (19 RACE/ETHMICITY 20 Health Insurance: |22 LIVING ARRANGEMENT

00001 - Transient Enter First Appropriate Code:

25 EMPLOYMENT
STATUS

FAEMPLOVARILITY |31 TOTAL |32DUN 122 RECENT 117 Level of Care at Admission  [41. MIP CITATIONS
FACTOR LRRESTS |ARRESTS |ARRESTS

Enter the Level of Care for
which the chent was admitted. In past 24 months

o o e O e |

Detox/DUIl Education

)

Enrollment |~ Ed

5 =

it/ Term Export

Adult Enrollment

Youth Enrollment

Child Enrolled with Parent enrollment
Detox/DUL Education Enrollment

Step 1 To open a blank Detox/DUII Enrollment Form, click the
down arrow () next to the enrollment button.

Step 2 Select the Detox/DUII Education enroliment form.

CLIENT PROCESS MONITORING SYSTEM

State of Oregon

| »

A-D ENROLLMENT FORM

CPS AMH
Department of Human Services Cument User Id: - bkahn DETOX/DUIl EDUCATION OMLY
CLINIC IDENTIFICATION 5. 0OPENING DATE
3EMHP| J4 PHDVIDEH| B
B NAME [USE UPPER CASE BLOCK LETTERS]
Last First Birth Name
7 CASE NUMBER [2 DATE OF BIRTH [10 ELIGIBILITY CODE 11 Program Area:
| J ‘ B d T-ALCOHOL 2DRUG
116 Level of Care 125Ex  [106 PREMATAL[107 INTERPRETER [13 EDUCATION |15 REFERRAL 17 EST. GROSS H.Hold o
Assessed Femal Client will iterpreter SOURCES) MONTHLY INCOME
Enter the Level of ',‘d_:,:g‘:a Pregnant at services be Highest Grad Select First ENTER ACTUAL INCOME
Care for which the Enrcliment? | needed for client? Elg EIS d'a = Appropriate Code(s) 0001=REFUSED
client was assessed. omplete: From Top of List 0002=UMKNOWH

9933=MORE THAN $9333

-1 -] || o] o ]| ooo |

18 CLIENT RESIDENCE

115 Zip Code of Residence 19 PRIMARY 21 MARITAL STATUS |22 LIVING ARRANGEMENT

County or State Code
[List on back of farm)

Enter Zip code of Residence
or enter 00001 - Transient

RACE/ETHNICITY

Enter First Appropriate Code:

B

-l -l -l
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Child Enrolled with Parent Enrollment

B [ B .| B
Enrallment Edit/Term Export

Adult Enrollment
Youth Enrollment

8 Child Enrolled with Parent enrollment

Detox/DUI Education Enrollment

Step 1 To open a blank Child Enrolled with Parent Enroliment
Form, click the down arrow (¥ ) next to the enrollment
button.

Step 2 Select the Child Enrolled with Parent enrollment form.

0467 Child Enrolled with Parent Form

CLIENT PROCESS MONITORING SYSTEM
State of Oregon A - D ENROLLMENT FORM
CPMS AMH
Department of Human Services Current User ID - bkahn Child Enrolled with Parent
CLINIC IDENTIFICATION 3 OPENING DATE
3 CMHF I:lat PHDVIDEH‘ -
B MAME [IJSE UPPER CASE BLOCK LETTERS) 7 CASE NUMBER
LAST FIRST |
8. DATE OF BIRTH 10. ELIGIBILITY CODE 11 Program Area Azsignment of Parent 12 5EX
F=Female
j 30 i J 1-4LCOHOL 2DRUG - | tM=Male
19RACE/ETHNICITY  |105 Case # of Parent
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Termination

Terminating Clients Enrolled Electronically

Step ’ CRIKFIIM .
Step 1 To terminate a client who was enrolled electronically,
highlight the name by clicking on the client’'s name.
| ——L | &
Step E dit/Term 3 Expi
] Enrollrment Farrin
Step : Lo 1 ermination Farm
Step 2 Select the dropdown arrow (¥ ) next to Edit/Term from
the toolbar.
Step 3 Select Termination Form. Some of the data will be pre-

populated with the client information from the enrollment.
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Step 1

Step 1

Step 2

Step 3

Step 2

Step 3

Edit Clients

The Edit/Term button on the Client Center tool bar can
be set to default to either the Enrollment or Termination
Form in the Preference form.

E!

Edit/Term

Type | OpenDa.. | CloseD.. 0. | Created... | Modified..

M

Prowi... | Expo... | Exp

Arlmin

= OCRICKFT LIk “oath o 020N

nan4an4 n4nzin 24Nk MNn Unknimaem

To edit a client, Highlight by clicking on the client in the
Client Center.

£

Edit/Ter Expe

E nrallment Form
. Termination Farm

Click on the down arrow (¥ ) next to Edit/Term on the
toolbar.

Select Enroliment to complete or edit the enroliment
form. Or select Termination to complete or edit the
termination form.
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Reports And Form Printing

Step 1 _@—g ) &) &)
Feports Print Preview

Step 2 Enrollment Form

Termination Form

Enrallment and Termination Forms
Weekly Export Summary

All Cases By Provider

All Cases By Name

Incomplete Enrollments
Incomplete Terminations

Open Cases By Provider

Open Cases By Mame

Step 1 Click on the down arrow (¥ ) next to Edit/Term on the
toolbar.
Step 2 Select report/form you want to print/preview.
Reparts
Note: You can also double-click on the Reports button to

toggle to the next form/report. You can choose one of
the following reports.

Enroliment Form - This will allow you to print the
enrollment form for the client(s) you have selected.

Termination Form - This will allow you to print the
termination form for the client(s) you have selected.

Enrollment and Termination - This selection will cause
both forms for any client(s) selected to be printed,
depending on your choice.
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Weekly Export Summary - This report shows a list of
all forms, both enrollment and termination, that will be
exported in the next export process. The report
separates each type of form, showing all adult
enrollments together, all adult terminations together, etc.

CPMS A&D EForms - Export Summary

Date of Export «/2/2007

Form Type 0487 Child E nroliment
Case Numiber Open Date Close Date Provider Last Hame FirstHame
000009 2izizo07 2132007 03 300 Spears Brittany
Taotal Child Enrollments 1
Form T Type 0433 Child Tem ination
Case Numiber Open Date Close Date Provider Last Hame Eirstlarme
000009 2/2/2007 232007 03300 Spears Brittany
Total Child Terminations 1

Incomplete Enrollments - Lists all clients whose
Enrollment form is incomplete (boxes are left blank).
Remember, incomplete forms will not be exported (sent)
to AMH until they are completed. It's a good idea to run
this report before doing an export so that you can finish
filling out the incomplete forms to ensure they are sent.

CPMS A&D EForms - Incomplete Enrollment Forms

The listed cazes have enrcllment forms that have miszing information that will prevent them from being
exported. Pleaze complete theze forme if vou want them to be exported.

Form Type 0480 Adult Enrallment

Case Humber Open Date Las=t Name FirstHame Entered By
0o0n34 2122007 Beaver Benny bkahn
0234423 112006 pist VETMEEr admin
053843 2I212002 poodle shepherd bkahn

Total Adult Enroliment 3
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Incomplete Terminations — This report lists all clients
whose Terminations form is incomplete (boxes are left
blank). Remember, incomplete forms will not be
exported (sent) to AMH until they are completed. It's a
good idea to run this report before doing an export so
that you can finish filling out the incomplete forms to
ensure they are sent.

CPMS A&D EForms - Incomplete Termination Forms

The lizsted cases hawe temination form = that have missing inform atien that will prevent them from being
sxported. Pleaze complets these forms if you want them to be experted.

Form Type 0481 Adult Termination

Case Number Open Date Last Name FirstName Enrollment E xported  Entered By
2aszz 1MIZ2006 piet VYETMEET Ne admin
Total Adult Termination 1

All Cases by Provider — This report list all clients that
have ever been opened in your facility. It's sorted by
Provider Number.

CPMS A&D EForms - All Cases By Provider

CMHP 01 Baker Provider 200 Main Provider Residential 3
Case Humber LastName FirstName Open Date Close Date
oooooz2 Bush George 21212008 5/5/2008
oooooz crang icabob 21272005 21372005
000033 robin christopher 4/1/2005 422005
000034 Beaver Benny 21212007 2282007
000303 kahn ben 4/4{2005 4/5/2005
000303 kahn ken 4/28/2008 4252008
000556 Kerry John 2i28/2007 2I282007
030303 Dumpty Humgpty 2/2/2005
028422 pist VETMEET 1112008
093843 peodle shepherd 21212002
234342 Bice Bo 21212004 4/4/2008
303030 Clinton Hillary 22502007 21282007

Total Cases 12
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All Cases by Name - This report list all clients that have
ever been opened in your facility. It's sorted by Name.

CPMS A&D EForms - All Cases By Name

Last Name First Name  Case CMHP Provider OpenDate Close Date
Beaver Benny 000034 01 Baker 200 MWain Provider Residential Ser 22007 212802007
Bicz Bo 234347 01 Baker 200 Main Provider Residential Ser 2 E004 4{4(Z003
Bush George oooooz2 01 Baker 200 Wain Provider Residential Ser 21212008 S/5/2006
Clinten Hillary 505090 01 Baker 200 MWain Provider Rezidential Ser 212512007 212812007
crang icabob 000002 01 Baker 200 Main Provider Residential Ser 2/2/2008 2/3/2005
Dumpty Humpty 030303 01 Baker 200 Wain Provider Rezidential Ser 2/22005
kahn ben 000303 01  Baker 200 Main Provider Residential Ser 414005
kahn ben 000303 01  Baker 200 Main Provider Residential Ser 4/28/Z00% 4/28/200%
Kerry John 000555 01 Baker 200 Wain Provider Rezidential Ser 202852007 2/28/2007
pist ErMesr 024422 01 Baker 200 Wain Provider Rezidential Ser 1112006
poodls shepherd 093243 01 Baker 200 Wain Provider Rezidential Ser 2/22002
rokin chriztopher 000033 01 Baker 200 Wain Provider Rezidential Ser 4/1/2005
Spears Brittany 000009 03 Clackamaz 300 DUIl Provider 2122007 21372007

Total Cases 13

Open Cases by Provider

— This report list only open

clients in your facility. It's sorted by Provider Number.

CPMS A&D EForms - All Open Cases By Provider

CMHP D1 Baker Provider 200 Wain Provider Residential
Open Date Case Il umber Last Name FirstHame

21242002 093843 poodle shephend

2/2/2005 030303 Dumpty H um pty

1142008 024422 piet VETMEET

Total Cases 3
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Open Cases by Name — This report list only open
clients in your facility. It's sorted by the client’s name.

CPMS A&D EForms - All Open Cases By Name

Last Mame  First Name Case CMHP Provider Open Date
Dumpty Humpty 030303 01 Baker 200 Wain Provider Residential Ser /32005
piet WETMEEST 022422 01 Baker 200 Main Provider Residential Ser 1142008
poodle shepherd 053843 01 Baker 200 Main Provider Residential Ser 2/32002

Total Cases 3

Note: The bottom right corner of the screen will always
show what is currently selected to print.

| | Yigw: Dietailz Show: All Cazes Fritt; Enrallment Form |

Printing Individual Forms

=

Prirt

Note: The Print Button prints the report or form you have
selected. The lower right corner of the Client Center will

always show what will print.

| Wiew: Detailz | Show: All Cazes Frint: Enrollrment Farm |

po... | Created...

Modified...

Step :

LInknnwn Ardmin

Step 1 Select the client for which you want to print a form.
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B . &4 XN

Step 2 \FI eports Fririt Fresigm

Enrollment Farm

Termination Form

Enrollment and Termination Forms
Mon-Exported Forms

Wwieekly Expart Summary

Step 2 Select form you want to print

Step 3 Click Print on the Tool Bar
4

Prirt

Another way of printing an individual form is by keying
"<Ctrl> P", while you have a form opened. The following
screen will appear and allow you to print the form you are
currently looking at. (This will only print one form at a

Print [ %] I
—Printer
Mame: HP LaserJek 6L Propetties |
Status:  Default printer; Ready
Type: HP Laserlet 6L PCL
Where!  LPTL:
ComE) ™ Print to File
—Prink R.ange Copies
i« all Mumber of Copies: I 1 3:
" Pages From: I Ty I I
.] v Collate
" Seleched Record(s) !
Setup... | Ok I Cancel

Remember to Click OK.
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Printing Multiple Forms

Step . E2 CPMS A&D Elecironic Forms - [CPMS A&D Elecironic Forms Clie er] =0l %]
) J System Visw

Enrollment Utilities Window Help

- Clients By B = . 2= | i o &
< Client Logoff Preferences Views Shaw Delete Reports i Print Preview
' Case = =
“ Dates = - £ - ‘ G - ‘ G ] g
U Blouidar Enrollment Edit/Term Export Backup Restore Admin
Fingt | £l Firid |
Nent | Case Nul Tyvpe | Open Date | Close Date | Frovi.. | Expm(..l Expud(...' Created ... | Modified ... |
' Beaver, Banny 000034 Adult  02/02/2007  02/28/2007 01200 MNo Mo bkahn bkahn
ice, B 234342 “Youth 02/02/2004  04/04/2005 01200 Yes ‘res bkahn hkshn
plCush George 000002 Child ; Yes ‘es
= 908090 Det.. 0 Mo Mo
H oooooz Child 02/02/2005  02/03/2005 01200 Yes Yes hkahn bkahn
= Dumpty, Hurmpty 030303 Adult  02/02/2005 01200 Yes Mo blkahn bkahn
= kahn, ben 000303 Child 04/04/2005 D4/05/2005 01200 Yes ‘res bkahn bksahn
: kahn, ben 000303 Adult  04/28/2005  04/29/2005 01200 Yes ‘res bkahn adrmin
0006ER 02/25/2007  02/26/2007 o bkahn
= piet vermear 034423 Aclult 01zoo Mo Mo adrmin bkahn
L poodle, shepherd 093843 Adult  02/02/2002 a1z2o0 Mo Mo bkahn admin
= robin, christopher 000033 Child 04/01/2005  04/29/2005 01200 Yes hiE bikahn blahn

s Brittany fonoong Child Dz/02/2007  02/03/2007

Step 1 Select the clients you want to print a form for.

. &)
Step 2 Repaorts Frint Preview

Enrallment Farm

Termination Form

Enrallment and Termination Forms
Mon-Exported Farmz

Wieekly Export Surmmany

Step 2 Select form you want to print. Enrollment will print an
enrollment form only for each client selected.
Termination will print the termination form for each
client selected (if a termination form is complete).
Enrollment and Termination  will print both the
enrollment and termination forms for each selected
client if the form is available.

=

Print

Step 3 Click Print on the Tool Bar
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Preview

The preview button previews the report or form you have chosen with
the Reports button on the Client Center.

EV

Preview

The preview button opens a preview of the report or
form you have selected. The lower right corner of the
Client Center will always show what will preview.

|View: Details |Sh|:|w: &l Cazes ‘ Print: Enrallrment Farm

This works the same way print does. You can print
individual open forms from the preview mode by keying
<Ctrl> P while in the form.
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View
The Client Center view button lets you choose how you want to view
your client records.

Step 1
Lizt
Step 2 ~_ Details
p Small lcons
Large [cons
Step 1 To change the view, select the dropdown arrow ()
next to View on the Toolbar
Step 2 Select List, Details, Small or Large Icons.
Records in List View
F BROWMN, CHARLES
CRICKET. Jik
~ GATES. WILLIAM
= LANE, LOIS
“ PEEP,EO
< ROMMa, ANTHONY
“ SHEWZ, JIM
' SPEARS,ERITHEY
Records in Detall View
Clent

todified...

= CRICKFT LIk n4n4n4

Yonth o N2NE2N n4Ma7n

24N R

Records as Small Icons

s} L Inkniraet Arlmin

5 BROWN, CHARLES = {aceA=RgMIIT = GATES, WILLIAM = LAME, LDIS = PEEP,BO
= ROMMA, ANTHONY = SHEWZ, JIM = SPEARS, BRITMEY
Records as Large Icons
— — — o — 5 — G — G —
= B B B B B ES
BROWHM. RICKET, JIN GATES. LAME, LOIS FEEP.EBO ROMME, SHEWSZ, JIM - SPE&RS.
CHARLES WILLLAM ANTHOMY BRITHEY
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Show
The Show button lets you choose if you want to show all client records,
Open client records, or closed client records. You can select any of the
choices without affecting the default setting.

Step 1 [
&l Cazes
Step 2 Open Cazes
p Clozed Cazes
Step 1 Set the Client Records Window to display All Cases ,
Open Cases or Closed Cases . To change the display,
select the dropdown arrow (¥ ) next to Show on the
Toolbar.
Step 2 Select All Cases , Open Cases or Closed Cases .
All Cases
Client Caze Mo I Type I Open Date I Cloze Date I vaidell E zport [E]I Export [T]| Created By | Modified By
= BROWMN, CHARLES 053265 Youth 0370272000 a7n4g Tes Mo Urknown Unknown
= CRICKET. JIM 040404 Youth 024072000 044772000 29016 Mo Mo Urknown Unknown
= OGATES, WwILLIAM 015762 Adult 030642000 1202202000 20194 Yes Yes ko adrniry
=OLANE, LOIS 104114 Deta.. 0271741999 04/415/1999 29014 Yes Mo Unknown  Unknawn
“ PEEP.BO 046710 Youth  0BA17/41933  06/17/1993 29017 Mo es Urknown Unknown
Rl FiC1tAk 2 ANTHONY 001339 Deto.. 03/00/2000  03/07/2000 21014 Unknown  Unknown
=OSHEWZ, JIM 0156592 Adult  03/0342000 7100 Mo Mo ko Uik ronn
 SPEARS, BRITMEY onsg12 Youth  02/171/2000 20048 Mo Mo Urknown Unknown
Open Cases
Cliert Caze Mo I Type | Open Date | Cloge Date | Providerl E xpart [E]I Export [T]I Created By | Maodified By
= BROWM, CHARLES 083265 Youth 0340272000 37048 Yes Mo Uk nown Uk ot
HSHEWZ, JIM 015632 Adult  03/03/2000 oo Mo Mo Uk nowven Uk nown
L SPEARS. BRITHEY onss12 Youth  02411/2000 20043 MHa Uniknowan Unknowan

Closed Cases

Client Caze No I Type I Open Date | Cloge D ate I Prowider I Export (E] I Export [T) I Created By | Modified Ey
= CRICKET, JIM 040404 Youth  02/10/2000 0441772000 29016 Mo Mo Unknown Unknawn
B GATES, WILLIAM 05762 Adult 03/08/2000 12/22/20001 20134 Tex e Unknown admin
= OLANE, LOIS 104114 Deto... 024171933 04/15/1993 29014 Yex Mo Unknawn Unknawn
= PEEP.BO 04710 Youth  0B/17/1333  0BA17/1933 23017 Mo Yex Unknown Uriknown
= ROMMA, AMTHOMY Deto..  03/01/2000 O 2000 21014 Unknown Unknown
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Export
Once a week you need to send the data (the electronic forms) to AMH.
Export will allow you to do your weekly export, print out all forms that
were exported, and print a weekly summary report for your records.

Step 1 E wpart @

/ Expart |

Step 2 . ReExport

Step 1 From the Client Center, select the dropdown arrow
(™) next to Export .

Step 2 Select Export.
A&kl 0 port Menu
Step 3 -

Step 4

the export file will be save? n below. IF pou would
e to select another location, pleas=ehgl the Select
E xporf ™agtorny or Select Be-Export Directar

Wigw Wieekly Summary Bepaort

Step 5

Export Directory

\ |L|nknu:uwn \ Frint \'eekly Surmmary

Print All Farrne

.

Select Export Directary |

Step 3 You can preview what you are about to export by
clicking on View Weekly Summary Report . This
report tells you what is about to be exported to AMH.
Be sure to print this out to verify that you are sending
the correct information. While the report is open, you
can key "<ctrl> P" to print the report.

Step 4 Click on the Print All Forms box if you want to print a
copy of all exported forms.

Step 5 Select the Drive you want your export file to be sent to
by clicking on Select Export Directory.
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Step 6

Step 7

Step 8

Step 8

Step 9

July 2007

Insert a disk into A: Drive if you are sending your
export files to A.

Click Weekly Export .

You should get the following message when Export is
complete.

Export Successful E

Export to dizk completed successtully

Click OK. You will automatically return to the Client
Center.

Send the file to: CPMS OASIS
500 Summer Street NE E86
Salem, OR 97301-1118

E-mail: cpms.oasis@state.or.us
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Re-Export
Occasionally, an exported file may not reach AMH, when this occurs
you may need to do a re-export. CALL AMH BEFORE RE-
EXPORTING so they can determine if re-exporting is required!

SEp ﬁ
E sport |
Step 2 Bl 5 1= = u

Step 1 From the Client Center, select the dropdown arrow
(™) next to Export .

Step 2 Select Re-Export.
A& Vienu
i Step 3 Step 4
— Export Data

Click “weekly E=part ta start the exkort process. [Click
Re-Export Data to re-export data). Rhe location where
the export file will be zave iz shown Yelow. IF pou would

like to select anather location, pleasy click the ‘Weekly Export
Export Directony or Select Re-Export Rirectony Step 7
iew i eekly Summany Bepo)

Export Directony
o \ ‘ \F'rint Wl eekly Summary

\ Frint &l Forms

— Re-Export Data \ \

Date/Time of Expart x Re-Export Data

[ /202007 2:23:13 PME _ /
Wiew Summary Report

Step 5 -\ S
Print All Forms

Step 3 Choose the date/time to re-export (All exports show
the Date and time of the original export).

Select Export Directory |
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Step 4

Step 5

Step 6

Step 7

Step 8

Step 8

Step 9

You can view what you've exported by clicking on the
View Summary Report , in the Re-export Data
Section. This report tells you what you're re-exporting
to AMH. Please be sure to print this out and use it to
verify that you are indeed sending the correct
information to AMH. While the report is open, you can
hold down the "<ctrl> key & the letter P" to print the
report.

Click on the Print All Forms box if you want to print a
copy of re-exported forms.

Insert a disk into A: Drive if you are sending your re-
export files to A.

Click Re-Export Data .

You should get the following message when Export is
complete.

Export Successzful E

\%ﬁporl to dizk completed successtully

Click OK. You will automatically return to the Client
Center.

Send the file to: CPMS OASIS
500 Summer Street NE E86
Salem, OR 97301-1118

E-mail: cpms.oasis@state.or.us
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Backup
The Backup button allows you to backup your database on a regular
basis to protect against data loss.

Backup will allow you to backup your database to a

=

diskette. | Backup

Step 1 Click Backup from the Client Center. You should get
the following message:

Step 2 Click on Backup again to select the Backup Directory.

Browse for Folder 2 x|

Please Select a Backup Directory

= j My Computer ;I
ﬂ. 3%2 Floppy (A:)

I3 L ocal Disk (C:)
tqll Local Disk (D)
-z DVD/CD-RWY Drive (E2)

g Bkahn on 'Sheb2-ns2\DataHome' (H:)
- 5# Shared on ‘Shsb2-ns3\Dats’ (1:)

g Database on 'Shsb2-ns$\Data’ (1:)

-5 Apps on 'Sheb2-ns1' (N:)

g Public on 'Shsb2-ns 1\Apps’ (1)

(-3 Public on 'Shsb2-ns 1\sys' (Z:)

H-3 Shared Documents ;I

H.J5=4 Ben Kahn'e Narmente

Ok I Cancel |
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Step 3 Choose the backup directory (folder) and click OK.

Step 4 You should get the follow message:

x|

All data was successfully backed up.

Click OK.

Restore
Caution: Restore will over-write all data in your database. Call
AMH before doing a restore.

Restore will allow you to restore your database from a
backup copy that is on a diskette, memory stick, etc.

e
=

R estore

Step 1 Click Restore from the Client Center. You should get the
following message:

CPMS A&D EForm Resto

Click Restore to Select the Directory with
Restore Files

‘Cancel Restore |

Step 2 Select the drive you want to restore from by clicking on
Restore again. If you choose Floppy Drive, insert your
disk in the A: drive.

Step 3 Chose the directory (folder) where the backup files are
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Step 4

located.

Microsoft Access [

[rata has been restored.

You will get the following
message.

Click ok and you will be returned to the Client Center.
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User Preferences
Each user can set their preferences for how they want the Client

Center to look when they login.

Client Center Defaults

Click the Preferences button on the client center toolbar
to open the User Preferences Form and set default

preferences.
|

Preferences

| CPMS A&D User Preferences

i
=3 L4

User ID:

LN e

5 | i Close |

Client Center Defaults I Form Defaults I

Flease select vour Client Center button defaults, What vou select here

will be the default action when you dick the main button,

Clignt By
Wiew Buttam:
Show Buttan:

Reparts Buttan:

Enrollment Buttor:

E dit/Terrn Buttan:

IDetaiIs - I
I.-’-'-.II Cazes - I

|T ermination Farm

L L

|.-’-'-.|:Iult E nroliment

[Errolment Form = |

Setting Sorting Default

Client By : Clients can be sorted by Client, Case, Dates
or Provider. See Chapter 5 Client Center Show for more

information.
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Set View Defaults

View Button : The view can be set to default to List
View, Details View, Small Icons, or Large Icons. See
Chapter 5 - Client Center View for examples.

Set Default to Show Records

Show Button: The window can be set to default to show
All cases, Open cases, or Closed cases. See Chapter 5 -
Client Center Show for examples.

Set Default Report

Reports Button: Set default to Weekly Summary Report,
Enrollment Form, Termination Form, Both Enroliment
and Termination Forms, Incomplete Enrollments,
Incomplete Terminations, Open Clients and All Clients.
This default setting affects both the Print and Print
Preview buttons on the Toolbar. See Chapter 5 - Client
Center Reports for examples.

Set Default Enrollment Button

Enrollment Button: Select the appropriate form to use
when enrolling a new client. This can be 0460 Adult,
0462 Youth, 0467 Child Enrolled With Adult or 0466
Detox/DUII Education.

Set Default Edit/Term Button

Edit/Term Button: Select the form you want this button to
default to when you click on it. Selecting enroliment will
open the appropriate enrollment form for the client you
have highlighted. Selecting termination will open the
appropriate termination form for the client you have
highlighted.
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Form Defaults

Set Form View Defaults

User Preferences

al Elehen Ges,

User ID:I 1 | <}'C\ose |

client Center Defaulks Form Defaults |

Please select your Form defaults, What you select here will be the default
for the different types of actions available on Forms.

Farmn View:

Form View: This can be set to Codes or Description
entry. Both versions provide drop down lists for the
boxes on the CPMS form.

Jezcriphionsj

Descriptions

[107 INTERPRETER |13EDLI

il interpreter Highiest
zervices be needed Comple

for client? Cod% Entry

} shows both codes
| =FeTeEn Language and description.

13 o

You can either select your entry or type your entry. The
Codes version shows both codes and descriptions in the drop
down but only allows you to input the codes. The Description
version shows only the descriptions and no codes. Those
new to CPMS may prefer the Description Version.

07 INTERPRETER [13 EDU

Wl imterpreter Highest
zervices be needed 5 A
for cient? Comple Description Entry

shows description
onlv.

iF oreign Language
| Hearing Impaired
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Editing Existing Clients
Before you export (send) data to AMH, you may want to change or add
data to a previously entered record. This is easily done.

, Az
Step Shuwd b [

" _ All Caszes

Step : -~ Open Cases

Clozed Cazes

Step 1 The first thing you need to do is determine if the client that
you want to edit is an open client or a closed client. If you
aren't sure, select the dropdown arrow (¥ ) next to Show
on the toolbar.

Step 2 Select All Cases.

Step 3 From the CPMS Electronic Forms Client Center you can
highlight the record you wish to edit by clicking on it.

()] (] gl .

S Rl g alliy

™ Clients By [ = . =] . 2] ] . =) &
< Client Logoff Preferences Wiews Show Delete Reports Print Preview
= Case
< Dates E] - Eﬂ - ‘ & o ‘ ba £ ‘ Cﬁa
49 Provider Enroliment Edit/Term Export Backup Restore Admin
mine | ] i B—
Client | Case Mo | Twpe I Open Date I Close Date I Frovi.. | Expor... | Expor.. I Created ... I Modified ... ‘
Y Beaver, Benny 000034 Adult  02/02/2007  02/28/2007 01200 Mo Mo bkahn bkahn
“ Bice, Bo 234342 Youth  02/02/2004  04/04/2005 01200 Yes Yes bkahn hkahn
“ Bush, George Onoaoz Child 02/02/2006  05/05/2006 01200 Yes Yes blkahn blahn
= Clinton, Hillar 909090 Detoxf..  02/25/2007  02/28/2007 01200 Yes YEs bkahn hkahn
ol s icabob 000007 02/02/2005  02/03/2005 01200 Yes NCE]
_” Dumpty, Humpty 030303 Adult  02/02/2005 01200 Yes Mo bkahn bkahn
St 3 =T |~ kahn, ben 000303 Child  04/04/2005 04/05/200% 01200 Yes Yes bkahn hkahn
ep ' kahn, ben 000303 Adult 04/29/2005  04/29/2005 01200 Yes Yes hkahn admin
- Kerry, John 0N0BER “outh 0z/28f2007  02/28/2007 01200 es Yes bkahn blkahn
o piet vermeer 034423 Acdult 01401,/2006 o1zoo Mo Mo admin kkahn
o poodle, shepherd 093843 Adult ozmeaenng 01200 Mo Mo kkahn admin
" robin. christonher 000033 Child  04/01/2005 04/29/2005 01200 Yes Yes bkahn bkahn
Step 4 | Exp
Enrcllrme] il
=T erminatian Form
Step 5

Step 4 Select the dropdown arrow (¥ ) next to Edit/Term from
the toolbar.

Step 5 Then choose the form you wish to correct, either
Enrollment or Termination .
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How to Correct Previously Submitted Data

Previously submitted data is information that has already been
submitted to AMH. To correct previously submitted data please
follow these steps:

Step 1 Make a photocopy of the printed form in the clients’
file.
Step 2 Make the corrections on both the original printed form

and the copy of the printed form, in red ink. Be sure to
check that it is a correction and date fit.

Step 3 Correct the information on the CPMS E-form electronic
form also.
Step 4 Send the copy of the printed corrected form to AMH.

Note: Corrections MUST be made and mailed onapap er
copy. Corrections in the Eform Applications WILL N OT RE-
EXPORT!
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Technical Support
2 CPMS A&D Electronic Forms - [CPMS A&D Electronic Forms C

Step 1

Step 2

Clients By
< Clignt Logoff Pre

Step 1 Click Help on the menu.

Step 2 Select About CPMS Electronic Forms Help
The following form will open.

‘ ) &) About cPms Electronic Forms

Step 3

Step 3 Click Tech Support .
The following form will open.
x|f
Technical Support for the
A&D CPMS E-Form

Please use your CPMS E-Form Manual if you have questions, before calling us.

General Questions: Janelle Jegglie, 503.945-6186, janelle.a. jegglie@state.or.us

Technical Questions: Ben Kahn, 503.945-6196, ben.kahn@state.or.us

Piet Vermeer, 503.945-5960, piet.j.vermeer@state.or.us

Note: Please call before you do a Restore. And if you have questions about a
Merge, you may also give us a call.

Step 4 Click the X on the Technical Support Box to close the
box. Then click OK.
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Appendices

61



CPMS E-form Manual July 2007

: N
Frequently Asked Questions yrda
Q: If we use the CPMS E—form, do we still nged to keep a @
copy of the paper CPMS form in the client’s file? -

A: Yes, you still need to keep a copy of the CPMS form in the clients’
file, but you can print a copy from the CPMS E-form application.

Q: There are some things that the CPMS E-form won’t let me do, like
change the route of administration at termination. Why?

A: The CPMS E-form has built-in edits that prohibit inaccurate
responses. For a complete list, see page 80.

Q: How often do we send exported data to AMH?

A: AMH rules require that you send the data within seven days of
enrollment. Most providers send the data once a week.

Q: How do we send the exported data to AMH?
A: You can send it to us on a diskette or by e-mail.

Q: What e-mail address do we use?
A: The address is cpms.oasis@state.or.us

Q: Is there a testing period, where | have to send the electronic file
and the paper forms?

A: Yes, there is a testing period. After two successful submissions,
you will no longer need to mail us paper forms. Just send AMH the
electronic data. Please keep a copy of the form in the clients’ file.

Q: How do I Logoff the CPMS E-form without shutting it down
completely?

A: When you are back at the Client Center , just select the
Logoff button from the toolbar.

Logoff
Q: How do | shut down the CPMS E-form? .

A: When you are back at the Client Center , just select the | button
from the upper right corner of the application.
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Troubleshooting

1. You can't see all of the Toolbar in the Cli€einter.

Try setting you video to 800 X 600 or higher resioin.

2. The following message has appeared during Reiiaction.

CPMS Electronic Forms |

CPM% Electronic Forms was unable to append all the data to the table.

The conkents of Fields in O recard(s) were deleted, and & recordis) were [ost due ko
ke violations.

* If data was deleted, the data you pasted or imported doesn't match the Field data
tvpes ar the Field3ize property in the destination table,

* If records were lost, either the records wou pasted contain primary key values that
already exist in the destination table, or they violate referential integrity rules for a

relationship defined between tables,
Help |

Do wou want ko proceed anyway?
This can occur if you delete all or most of theorels from your client center
window, then do a backup. If you then try to destore, you will have
export records that do not have matching clienbnex

We recommend you do not delete a large numbelaftalecords unless you
have a backup of those records in a safe place.n@keep using the same
disk or your backup file will be over-written).

It is not a good idea to delete large numbers @ntRecords without
contacting AMH first. Also, please contact AMH @rito doing a Restore.
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Practice Labs

65



CPMS E-form Manual July 2007

Lab 1 — Enroll client data

1. Enter at least 1 Adult Enrollment form using either the description or
codes version.
a) Start at the Client Center
b) Choose Enrollment ¥
c) Choose Adult enrollment
d) Enter data from sample forms
e) When finished filling out a form, close the form and return to the
Client Center.

2. Enter at least 1 Youth Enrollment form using either the description
or codes version.
f) Start at the Client Center
g) Choose Enrollment ¥
h) Choose Youth enroliment
d) Enter data from sample forms
1) When finished filling out a form, close the form and return to the
Client Center.

3. Enter at least 1 DUII/Detox form using either the description or
codes version.
a) Start at the Client Center
b) Choose Enrollment ¥
c) Choose DUII/Detox enroliment
d) Enter data from sample forms
e) When finished filling out a form, close the form and return to the
Client Center.

4. Enter at least 1 Child Enrolled with parent Enroliment form using
either the description or codes version.
a) Start at the Client Center
b) Choose Enrollment ¥~
c) Choose Child enrolled with parent enroliment
d) Enter data from sample forms
e) When finished filling out a form, close the form and return to the
Client Center.
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Lab 2 — Editing Data
(Use previously entered client data)
1. Allclients require the following changes to their forms:

» All clients have moved to Marion County

» All clients must have an eligibility code

» All clients have 5 DUII arrests

» All clients are covered by the Oregon Health Plan

» Every client is now employed working full time

» A few of your clients had additional children they forgot to
mention during the assessment

» A few of your clients refuse to give you their income

To make the above mentioned changes:

a) Select the client listed on the lab form

b) Select Edit/Term

c) Click on Enrollment Form

d) Make changes on form

e) Close the form

f) Repeat steps (a) through (e) for each client you want to edit

2. (Optional) — Try changing additional areas of the form
» Change drugs in the drug matrix
» Change the date of birth
» Estimate the date of birth
» Change Source of Household Income
» Change the opening date to 1950
» Change the birth date to yesterday
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Lab 3 — Terminate Clients
(Use previously entered client data)

1. Terminate all your Adult Clients
a) Choose the first client from your list
b) Select Edit/Term
c) Select Termination Form .
d) Fill out form (make up the termination information — Be creative!)
e) Close the form

2. Terminate all your Youth Clients
a) Select the client on your first lab form
b) Select Edit/Term
c) Select Termination Form.
d) Fill out form
e) Close the form

3. Terminate all your Child enrolled with Parent Clients
a) Select the client on your first lab form
b) Select Edit/Term
c) Select Termination Form .
d) Fill out form
e) Close the form
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CPMS E-form Edits

These are edits that are part of the CPMS electronic submission
process to prohibit inaccurate responses. Corresponding box
numbers from the form are indicated in brackets ().

Enrollment Form Edits

Q

Q

Q

U

CMHP Number (3) and Provider Number (4) must be numeric, but
can’t be zeros.

The Open Date (5) should be equal to or greater than the date of
birth.

If coded name (6) first, last or birth name is shorter than 3 letters,
use spaces for the missing characters.

Case number (7) is numeric only and must be six digits long. Use
leading zeros when necessary. Case number can’t be ‘000000’

Verify if the case number (7) is being used with a different name (6).
If case is true, prompt user to the fact that they are duplicating a
case number.

When an individual does not know or refuses to divulge their date of
birth, the provider may guess only the year of the client’s date of
birth. When date of birth code is marked Estimated (8), the system
should default to 07-01 and enable the provider to enter only the
year. Date of Birth must be less than or equal to the Open Date.

DUII eligibility codes (10) are not allowed on form 462 (youth)
Program Area (11) and primary addiction type (36) must match.

If sex (12) is marked as Male, the Prenatal (106) field should
automatically default to not applicable and become disabled.

Prenatal (106) should be 1 or 2 only for females as indicated in sex
(12).

Clients’ education level (13) must be less than or equal to 25 or 99
for unknown. Clients education (13) should be less than or equal to
the clients age (box 5 minus box 8).

If a DUII eligibility code is used (06, 26) in box 10 one of the referral
codes (15) must be 21-Court or Evaluator.
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a If Income (17) is ‘0000, Source of Income (24) should default to
‘None’'. If Income (17) is greater than 2, then Source of Income (24)
should not allow ‘None’.

O At least one dependent (23) should be indicated (default value) and
it should correspond with the age of the client (box 5 minus box 8).

O There must be a primary Addiction Type (36). It can’t be 00.

O Total Arrests (31) must be equal to or greater than DUII arrests
(32).

O Age at first use (40) must be less than or equal to admit age (5 & 8).

Q Primary Addiction type (36) cannot be 23 Nicotine.

Q If Secondary substance (36) is ‘00’, then Tertiary Substance must
be 00 in the drug matrix.

Q If Secondary Substance (36) or Tertiary Substance (36) is ‘00’ then
all of the corresponding values in the drug matrix should be null.

Q If there is a value in the Addiction type (36), corresponding values
are required for all other boxes in the matrix below that drug.

O The default value should be “00” when no answer is provided for
some fields like eligibility code (10), referral codes (15), Education
(13), Income (17), Dependents (23), Total Arrests (31), DUII Arrests
(32), Methadone Prescribed (34), and secondary substance (36),
tertiary substance (36) areas, Positive UA’s (103), Total UA’s (104).

Q Zip Code of Residence (115) must be numeric, 5 digits.

O Level of Care Assessed (116) must be numeric, 2 digits, and not
‘00'.
a Level of Care at Admission (117) must be numeric, 2 digits.

a If Employment Status (25) is 1 Full Time or 2 Part Time,
Employability Factor (33) should default to O.
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Termination Form Edits

a The following fields should be the same as the Enroliment Form:
CMHP (3), Provider (4), Opening Date (5), Name (6), Case Number
(7), Date of Birth (8), Addiction Type (63) and Route of
Administration (66).

O CMHP Number (3) and Provider Number (4) must be numeric, but
can't be zeros.

O The Open Date (5) should be equal to or greater than the date of
birth and less than the Last Treatment Contact Date (49).

Q If coded name (6) first, last or birth name is shorter than 3 letters,
use spaces for the missing characters.

O Case number (7) is numeric only and must be six digits long. Use
leading zeros when necessary. Case number can’t be ‘000000’

a Prenatal (108) should be 1 or 2 only for females as indicated in sex
(12). Males should always be ‘3’ not applicable.

a If Income (56) is ‘0000’, Source of Income (58) should default to
‘None’. If Income (56) is greater than 2, then Source of Income (58)
should not allow ‘None'.

O There must be a Primary Addiction Type (63). It can’t be 00.

O Total Arrests (54) must be equal to or greater than DUII arrests (55)
(and recent arrests).

Q Primary Addiction type (63) cannot be 23 Nicotine.

Q If Secondary substance (63) is ‘00’, then Tertiary Substance must
be 00 in the drug matrix.

Q If Secondary Substance (63) or Tertiary Substance (63) is ‘00’ then
all of the corresponding values in the drug matrix should be null.

Q If there is a value in the Addiction type (63), corresponding values
are required for all other boxes in the matrix below that drug.

O The default value should be “00” when no answer is provided for
some fields like referral codes (53), Education (51), Income (56),
Total Arrests (54), DUII Arrests (55).

Q If Income (56) is greater than 2, Source of Income (58) should not
allow None to be indicated.
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Q

Q

Q

If Employment Status (59) is 1 Full Time or 2 Part Time,
Employability Factor (32) should default to O.

If Termination Type (48) is 03, Treatment Complete, frequency of
use for the primary (36) problem must be 0 or 1.

If a DUII eligibility code is used (06, 26) in box 10, and Termination
Type (48) is 05, Referred To (53) must be 21, Court or Evaluator.

If Termination Type (48) is 03, Treatment Complete, there must be
no unknowns (code 9 or 99) in any of the fields at termination.

Last Treatment Contact Date (49) must be greater than the DOB
(8), greater than or equal to the Opening Date (5), and less than or
equal to the Form Completed Date (49).

The Form Completed Date (50) should greater than the DOB (8),
greater than or equal to the Opening Date (5), and greater than or
equal to the Last Treatment Contact Date (49).

Prenatal (106) should automatically default to ‘Not Applicable for
Males.

Prenatal (106) must be yes (1) or No (2) for females.

Education (51) at termination should be equal to or greater than
education at enroliment. If education at enrollment is 99, education
at termination can be anything between 00-25, 99. Education (51)
at termination should be less than or equal to the client’'s age.

If a DUII eligibility code is used (06, 26) in box 10, and Termination
Type (48) is 03 Completed Treatment, referred to (53) must not be
21 court or evaluator.

Total Arrests (54) during treatment must be equal to or greater than
DUII Arrests (55) during treatment (and recent arrests).

Pre-Delivery (109) must be 1, 2, 4, or 9 for females, and always 3
Not Applicable for Males.

If Antabuse (68) is marked, alcohol must be one of the addiction
types (63).

Number of Drug and Alcohol Use Tests Administered (104) must be
equal to or greater than Number of Positive Tests (103).

If Martial Status (21) is 2, 3, 4, or 5 on enrollment form, then it can'’t
be 1 on the termination form.
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Other Form Edits

O Service Element must be 63 or 73 to utilize service volume days
and hours (200) on form 0466.

O Service Element 68 can only utilize the service volume hours (200)
on form 0466.
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Things to remember from the CPMS Eform Training:
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AMH CPMS E-form Training

Participant Evaluation Form
Location (city):

Please respond to the questions as honestly and completely as possible.
Your assessment will be used to help improve our training and provide
feedback to your trainers.

(Circle one)
POOR GOOD EXCELLENT

TRAINING CONTENT 1 2 3 4 5
Materials, concepts and knowledge
were relevant and comprehensive

TRAINER/PRESENTER ABILITY 1 2 3 4 5
Trainers/presenters were organized,
informative, and prepared.

APPLICATION TO PRACTICE 1 2 3 4 5
The software and information

presented will be easily implemented

into my job duties.

TEACHING AIDS 1 2 3 4 5
Training materials, handouts

examples, and audio visual aids

were helpful.

CLASS PARTICIPATION 1 2 3 4 5
Discussion and feedback were
appropriate and sufficient.

WHAT I STILL DON'T UNDERSTAND I5S....

PLEASE SHARE YOUR COMMENTS

87



