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Why did CMU move to an online 

web form?

• Paper forms are labor intensive for everyone. 

• In the past, forms and templates were used 
and submitted by email or fax. 
• Note: CMU’s fax machine and email box has been 

disconnected on June 6, 2016.

• Not enough key information was sent to CMU 
making it difficult for CMU to process 
requests.

• CMU needed a more effective process to track 
and process requests.
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Value of the web form

• Easy to access, easy to complete.

• Uses drop down menus to answer questions.

• Some fields are mandatory so CMU will receive 

information they must have to process requests.

• Submitter gets summary page of what they submit which 

can be saved on their computer or printed. 

• Submitter gets an email with a confirmation number for 

tracking and to let them know the form was received or 

when it’s completed.

• CMU can easily locate each referral.

• Helps CMU process more quickly. 3



Where to find the web form
We have an EASY URL to remember – www.cmurequest.org
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You are in the web form!

Enter your contact information here
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Add the client
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Enter the Client Information

Note: as you go through the form, fields that are mandatory have an asterisk

* and will highlight in red if left blank. You will need to complete each 

mandatory field before you can go to the next step. 7



Add or Edit a client

After the client is added, you can edit or remove them if needed. 

Click on the green “ADD REQUEST TYPE” button to tell CMU what actions 

are needed for that person. 
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You can add as many clients as needed – as long as they are in the same 

household. You must submit a new form for different households. 
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Add Request Type – Tell us what is needed

After the client is added, tell us what action is needed. To do this, click the green 

“ADD REQUEST TYPE” button. A box will open for you to select your request type. 
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Use the drop down to select the 

reason for your request.

If you don’t see what you need 

on the list, select “Other” and 

provide details of what you are 

requesting.

TIP:   you can use the up and 

down arrow keys on your 

keyboard to scroll through the 

list. 

Select from the Request Type drop down 
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Depending on the request type, information needed varies.

Some request types ask for additional information.
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Complete the fields required for each Request Type

Note: Click on the info bubble “Determining PERC Codes” if you aren’t sure where to find PERC or 

Program Codes.

TIP: APD - If a case descriptor is only two characters the info bubble “Two character…..” explains 

how to enter the case descriptor.  
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Need to make a correction or add a new line?

You can make a correction by clicking on the blue pencil or delete 

a request type by clicking on the red “x”. 

To add a new line, click the “ADD NEW LINE FOR CLIENT” button. 

When finished adding new line, click “DONE”. 
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Step 3 – Comments and file attachments

A space is provided to add any additional information you may need to provide. 

There is a limit of 250 characters.

TIP: File types that can be attached are  WORD, EXCEL, PDF, JPG, PNG (.doc, .docx, 

.xls, .xlsx, .jpg, .jpeg, .png, and .pdf). You cannot attach a saved email unless you PDF 

it first. To attach additional files, click inside the attachment box.
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Step 4 - Urgent Requests

There are times when you might need urgent processing such as when a client has been 

denied mediation or emergency treatment or has no current coverage and needs 

immediate access to benefits or services. In those instances CMU will expedite the 

request and process by next business day.  

1. Check the Urgent box

2. Open the drop down

3. Select the reason
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Review your submission
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Be sure everything is correct before you click SUBMIT

After you click SUBMIT, you will not be able to go back in to make changes 

so be sure you have everything correct. You will be able to print or save 

your submission information. 
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Your submission has just been received by CMU

CMU receives requests in REAL TIME when you click SUBMIT.  

A staff person monitors submissions and assigns work to CMU staff. 

You will get an email confirmation that you submitted successfully. 
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Print or Save a copy

To save as pdf document, click PRINT OR SAVE button, then a Print window will 

open. Select PDFCreator as your printer then click Print. Another window 

(PDFCreator) will open, hit Save. Then browse in the ‘Save as’ window and 

select the folder you want to save the pdf in and hit Save. You will then see a 

summary page with all of your request details (example on next slide).

IMPORTANT:  This is your only chance to Print or Save a copy of the 

details you are submitting. 
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Summary page shows details of 

your submission
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Best Practices

• Have all of the client info ready before you start completing the web 

form.

• When considering what dates to enter into the form be sure that the 

dates you enter are the dates that you want CMU to enter into MMIS. 

This may or may not be dates that are already in MMIS.

• A comments box is provided in the web form. Be clear and concise 

about the reason for your request, keeping in mind that the more clear 

you are the more it helps CMU to process your request more quickly. 

• Be sure you select the correct Request Type. If you select the wrong 

reason type, it may be returned to you unprocessed. The Quick 

Reference Guide, available at www.cmurequest.org, will help you 

determine and select the correct Request Type.

• Narrate (in ONE, TRACS, Oregon ACCESS, OR-KIDS, etc.) that the 

request has been sent to CMU and what was requested or follow your 

office procedures.   
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Trouble shooting
• Functionality problem – You must use a current browser such as  

Internet Explorer 10 or higher, Firefox or Chrome.

• It may be helpful to clear the cache on your browser occasionally. If 

you don’t know how to do this, check with your office IT person.

• If documents won’t upload, be sure you are using the right file 

versions. Acceptable formats are WORD, EXCEL, PDF, JPG, PNG (.doc, 

.docx, .xls, .xlsx, .jpg, .jpeg, .png, and .pdf). If you are using the right 

file type and it still won’t load, either wait and try to submit at a later 

time or submit the form without the file upload. You can use the 

Snipping Tool, do Save As and select JPG or PNG file format. 

• If you don’t have all of the information required, we’ve provided 

‘Tooltips’ in the form that helps you locate information such as case 

descriptors and PERC codes. If you’re still unsure of where to find 

information see your lead worker. 24



Who to call

*To check on the status of your request, call CMU at 503-378-4369.

Note: CMU will notify you by email when the request has been 

Completed or if they need additional information.                                

* Questions about the web form (functionality or system issues)?

Contact: Barbara Key, OPAR Policy Analyst

Email: barbara.key@state.or.us

Phone: 503-378-3299
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