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I Purpose of the Service Request Tracking System

The Service Request Tracking System (SRTS) is a web-based electronic application that serves two primary purposes.

First, the SRTS includes all of the required data elements of the LACDMH Service Request Log/SRL (MH 718) and is a
Department-approved process used to document an initial request for specialty mental health services (SMHS). Per
regulations, all initial requests for services must be recorded in the SRL regardless of the site. An initial request is
defined as any request for SMHS that will require a new assessment to be completed. This includes a potential client
who does not yet have a clinical record or a client returning for services after termination/inactivity (see LACDMH
Policy 312.01). SMHS may be sought by the client or someone on behalf of the client, either directly or through
referral, in person or in writing. The date of the initial request is the date that the LACDMH, including its contractors,
receives the request. When the initial request for services and the disposition of that request occur within the same
provider site, this is a single-site disposition. As of October 2016, ALL sites are required to have the SRL data
incorporated into their electronic health record system (EHRS) and should no longer use the SRTS to report single-site

dispositions.

Second, the SRTS is used by all LACDMH provider and administrative linkage sites, (e.g., LACDMH ACCESS Center,
Service Area Navigator, Countywide Resource Management, etc.), when the initial request for services originates at a
site that refers the client to another LACDMH system of care provider site for disposition; this is a multi-site
disposition. If a provider receives an initial request for services via the SRTS from another mental health provider,
only the disposition of that request is required to be entered into the SRTS by the receiving provider. All LACDMH
providers are required to log initial requests for services that they are referring to other LACDMH provider sites and to
receive referred requests from other LACDMH provider and administrative sites.

For initial requests for services that the ACCESS Appointment Line receives from Medi-Cal managed health care
providers, the SRTS also includes a shared calendar in which providers make initial assessment appointments available
for the ACCESS Center to electronically schedule referred individuals within the required time frames.

SRL and SRTS data are monitored by LACDMH to ensure provider- and system-level compliance with all State
requirements, ensure individuals are appropriately provided access to services, track time frames related to access to
care, and monitor where referrals for services are coming from for potential or inactive clients. Please refer to
LACDMH Policy 302.07, Access to Care, for detailed information regarding the requirements for responding to initial
requests for SMHS, universal screening, and time frames for scheduling appointments.

Il.  Accessing the Application

Open the web browser (Internet Explorer) and go to one of the following URL links:

DMH Staff Link
https://intra.dmh.lacounty.gov/SRTS (Add link to Favorites)
Use your DMH Network user name and password (same user name and password used to log on to your computer)

Non-DMH Staff Link

https://apps.dmh.lacounty.gov/SRTS (Add link to Favorites)

RSA Secure ID Token required. User Name is your CH#. Password must be requested from the DMH Help Desk (213-
351-1335). If you already have a password for an Outcomes Measurement Application (OMA), that will also work for
the SRTS.

*It is recommended that one screen is open in the SRTS at a time. Multiple open screens have proven to create
glitches, such as duplication of records or the switching of information from one record to another if not opened

properly.
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https://intra.dmh.lacounty.gov/SRTS
https://apps.dmh.lacounty.gov/SRTS

If you must have two windows open, it is best to open a new session:

Click on “File” from the Web Browser Menu Bar.
Click “New Session.”
This will open a new session and not interrupt the current session. You will be prompted to log in.

:% http://intradevweb/SRTS/Security/Signln.aspx L~a 2 intradevweb

Ia! Edit View Favorites Tools Help

New tab Ctrl+T : Provisioning - Home || CIO Projects a Department of Human Re.,

Duplicate tab Ctrl+K

Mew window Ctrl+M

MNew sEssion I e = = e =

Open..l’.@ Ctrl+0

Edit with Microsoft Word

Save

Save as.. Ctr+s ™

Close tab Ctrl+W

Page setup...

Print... Ctrl+P

Print preview...

Menu on Home Page
From the SRTS Home page, you can create a service request, search for existing service requests and edit existing
service requests by confirmation number.

Once you sign in with your selected location, you will notice two tables next to the menu items: a “Clients Scheduled
by the ACCESS 855 Appointment Line” table showing requests created by the ACCESS 855 Appointment Line that were
transferred to that location and do not yet have a Final Disposition, 10 requests at a time, and a “Service Request
Reminder” table showing all requests without an Initial Disposition (hereafter referred to as pending requests) for that
location, 10 requests at a time. Please note that you can sort the pending requests as you please, earliest to latest or
vice-versa.
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BV 5} Service Request ITracking System

Calendar for ACCESS Appointments.

1 10
Tracking Confirmation # | Client Identifier | First Name | Last Name | Request Date | Appointment Date and Time
a4 @ 30664 N ickey I 6/10/2014 6/12/2014 10:00 AM
Create Service Request a o 21185 AR Clifford | 6/17/2014 £/19/2014 1:00 PM
Search for Existing Service Request
) = 42037 S CABRIEL B | 10/7/2014 10/9/2014 1:00 PM
Edit Service Request by Confirmation #
Q @ 55927 S NGELA -_— 2/3/2015 2/5/2015 10:00 AM
Search for Program Contact
= a o 76389 A Christie I | 7152015 7/21/2015 9:00 AM
@ o 79432 A L — a/7/2013 8/11/2015 5:00 AM
Q o 85326 N s exANDER NN | 9/25/2015 9/29/2015 11:00 AM
Q o 92928 A Fobert — 11/19/2015 11/30/2015 1:00 PM

1 10

Tracking Confirmation # Client Identifier First Name Last Name Request Date Days Open

Q B 88345 DARLENE — 6/12/2015 250
@ B 100397 SR o050l [ s/2/2016 9
Q @ 102435 A sosil -_— s/9/2016 24
Q = 101440 . JOYCE . 5/6/2016 25
@ @ 101444 SRRBNSN KATHY n 5/10/2016 23
@ o 101445 TN GRACE ] 5/10/2016 23
@ o 101445 N PEDRO [ ] 5/9/2016 24
Q& 101454 D SONIA ] 5/9/2016 24
Q= 101459 . Ma - 5/9/2016 24
Q > 102485 N Fu ] 5/9/2016 24
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The following describe what is on the upper right corner:
Click “Home” from any screen to return to the Home page.
Click “User Manual” to open the User Manual in a new page.
Click “SRTS Info” to access the SRTS Information page.
Click “Change Location” to change your selected user location.
Click “Sign Out” to sign out.

=

Click the printer icon to print the page.

Home User Manual SRTS Info Change Location Sign Out, a

You are signed on as: User ID
From: User Location

User Location
If you have only one user location:

e After signing into the application, the Home page will display.
o Your user location is automatically set.
e If Change Location link is clicked, the User Location page will display.
o Click Select to set your user location and link to the Home page.

L A R —
—— ||1 ofd # e  Lltems |10 /Page Go

Location Type

Select Raoybal CHC (PN£7803) Co-Located

If you have more than one user location:
e After signing into the application, the User Location page will display
o Click Select to set your user location and link to the Home page.
e If Change Location link is clicked, the User Location page will display.
o Click Select to set your user location and link to the Home page.

R T AT L R —
gt e o[l of d e e [Adbems, 10 /Page Go

Location Type
Select American Indian Counseling Center - 7421 Directly Operated
Select Long Beach MHEC - 1527 Directly Operated
Select ACCESS Center - 855 Line ACCESS Center
Select ACCESS Center - 800 Line ACCESS Center

*If you have more than one user location, always verify that the correct location is displayed in the top right corner of
the screen under your name. If a record is created under the wrong user location, immediately notify SRTS

Administration at SRTS@dmbh.lacounty.gov.
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lll. Searching for a Client
From the Home page, select the Create Service Request button.

LAC
DM

Calendar for ACCESS Appoint

i 10

Tracking Confirmation # Client Identifier | First Name Last Name Request Date Appointment Date and Time

_ a o 30664 | Rickey [ 6/10/2014 6/12/2014 10:00 AM
Create Service Requast ﬁ—' Q o 31185 N | Clifford [ ] 6/17/2014 6/19/2014 1:00 PM

Search for Existing Service Request
e Q o 42027 N GABRIEL B | i0/7/2014 10/9/2014 1:00 PM

Edit Service Request by Confirmation #
Q ™ 55927 | ANGELA -_— 2/3/2015 2/5/2015 10:00 AM

Search for Program Contact

@Q B 76589 N | Christie 7152018 7/21/2015 9:00 AM
@ m 79432 S DALE B s/7/2015 8/11/2015 9:00 AM

Client Search
Once you select the Create Service Request button, you will be routed to the Client Search screen.

In the Client Search screen, you will have the option to search for a client by entering the client’s IS or IBHIS Number in
the Client Identifier field, their Social Security Number in the SSN field, or the client’s First Name, Last Name, and DOB
in the Advanced Search.

&nﬁ Service Request Tracking System

Client Identifier |
SSN: |

Advanced Search

First Name |
Last Name |
DOB (MM/DD/YYYY) | O unknown
bbby onetl’ Sibcec Qiamc e
Client Identifier 55N First Name Mid Mame Last Name Gender Ethnicity Primary Language DOB

Note: To reset the search, click the & icon
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Search for a client by entering a Client Identifier or SSN and click the d button.

The client search results will be displayed.

Client Identifier I
o 4

SSN: [111-22-3333

Advanced Search

First Name |

Last Name I

DOB (MM/DD/YYYY) | Uunknown  |Go
1 10
Client Identifier  SSN First Name Mid Name  Last Name Gender Ethnicity Primary Language DOB
Select | NEMRERESS SN MARK [ ] Male 99-Unknown/Not Reported  1-English 01/24/1973
. AEERRRERE ANGELO - Male 06/15/1966
- AR | JANE [ ] Fernale = 99-Unknown/Not Reported  D1-English 03/01/1974

Client Advanced Search

Search for a client by entering the client’s First Name and Last Name and click the d button.

The client search results will be displayed.

Note: For an exact match, First Name, Last Name and DOB are mandatory.

Click Unknown for system default to 02/22/1922.

Client Identifiar |

o |
Advanced Search
First Name |jc| hny
Last Name |smith /
DOB (MM/DD/YYYY) [02/22/1322 M Unknown
Client Identifier S5N First Name Mid Name Last Name Gender Ethnicity Primary Language DOB
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If the client you are searching for is not found, then the client does not exist in IS or IBHIS and the Proceed button will
be displayed.

To create a Service Request on a client that does not exist, click the Proceed button and you will be routed to the
Client Information screen. You must enter First Name, Last Name and DOB.

Client Information Screen

Once the client is selected, you will be routed to the Client Information screen, which lists the Service Requests and
Episode history. The following information will be displayed:

. Client Demographic Information
. Existing Service Request

. Open and Closed Episodes

See Service Request and Episode detail by clicking the “& View icon.

I A C __HomeUser Manual SRTS InfoChange Location Sign Out i

You are signed on as: DMHY
From: 4

Y3} Service Request Tracking

M

Client Identifier

First Name Last Name DoB
Gender Ethnicity Preferred Language
FECTRN Y. # NP w0 adet Glce alame[c bz
Service Request Date | Date of Initial Appointment Provider # Associated with Initial Appointment Episode Admit Date | Discharge Date SFPR Provider Name | Last Service Date
2
L'§

Click here to create a Service Request
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If the client does not have an active service request, the Click here to create Service Request button will be displayed.

I Q C HomeUser Manual SRT§ InfoChange Location Sign Out 2

- - You are signed on as: DMH\
p\V5l Service Request Tracking System From:

et dnormat

Client Identifier

First Name Last Name DOB
Gender Ethnicity Preferred Language
Service Request EHisode
il 1 of 1 + dltems [10 { Page .t ae i1 Th o P— 2 Ttems [10 / Page
Service Request Date | Date of Initial Appointment | Provider # Associated with Initial Appointment Episode Admit Date | Discharge Date | SFPR Provider Name | Last Service Date
@ ) Q,

/ %

Click here to create a Service Request

If the client has an active service request (“active” means a prior record does not have a disposition), the Click here to
create Service Request button will not be displayed.

Q: What should | do if | need to create a record, but the client has an active Service Request?
A: In order to create a service request, the active request must first be:
(1) Closed (given a disposition) by the agency that is currently assigned to the record, or
(2) Transferred to your agency so you can enter the disposition.

Whether you request that the agency does option #1 or #2 depends on whether your record is related to the
initial request by the other agency.

Example: Were you able to see the client sooner? If so, it should be transferred. Is the active record from an
inquiry last year that the agency failed to close? They should enter the disposition. Use the “Search for Program
Contact” button on the home page to obtain the e-mail addresses of users of the record. E-mail
SRTS@dmh.lacounty.gov if you cannot resolve an active service request issue on your own.
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Home User Manual SRTS InfoChange Location Sign Out a
I_AC You are signed on as: DMH\cbolanos

V2] Service Request Tracking System From: ACCESS Center 500 Line

—

Client Identifier

First Name Last Name DOB
Gender Ethnicity Preferred Language

o a1 of 1 » r 3 Items |10 [ Page ad 4 J1 of 1 » - » 7 Items (10 / Page
Service Request Date | Date of Initial Appointment | Provider # Associated with Initial Appointment Episode | Admit Date | Discharge Date | SFPR Provider Name Last Service Date

Q Q
1 L_'%
‘ﬁﬁ \7h
%

Q

%

Q

Client has an active Service Request. Please click here for additional information.

Home

To proceed with creating the Service Request, click the Click here to create Service Request button. You will be routed
to the Add Service Request page to enter the request information.

Click here to create a Service Regquest

IV. Adding a Service Request

The following fields are pre-populated and cannot be modified:

e Medi-Cal Status (currently inactive)
First Name

Last Name

DOB

Responder Location

The following fields are required when creating the initial service request:

e Gender
e Ethnicity
e Preferred Language
e Staff Responding to Request
e Request Date
Request Type
Released From
Warm Hand-off (only for DMH/DHS Collaboration Program staff)
Request Received From:
o Role of Referrer
Referral Source (only for ACCESS Center 855 Line)
Urgent Referral? (only for ACCESS Center 855 Line)
Name of Referrer (if not Self)
Referring Clinic (if Health or Mental Health Provider)
Health Plan (only for ACCESS Center 855 Line)

O O O O O
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e “Is the client/potential client aware of request?” is required when Role of Referrer is other than Self.

e “Is the client/potential client currently receiving mental health services?” When “Yes” is selected “Agency
Name” is also required.

e “Emergent Medication Needs?” When “Undetermined” is selected “Reason” is also required.

e When Disposition is “Assessment appointment given at site” and “Did individual accept first offered
appointment?” is “No” then “First scheduled appointment date” and “Time” are required.

e When Disposition is “Assessment appointment given at site” and “Emergent Medication Needs?” is “Yes” then
“Was the medication appointment scheduled for the same day as the first scheduled appointment?” is
required.

e  When “Was the medication appointment scheduled for the same day as the first scheduled appointment?” is
“No” then ”Justification” is required.

Client Information

Client Identifier

Service Request Tracking System

First Name John Last Name [Smith DOB 2/22/1922
Gender F* Dlazzs Select v | Ethnicity  [** Please Select ** E::‘;::::, F Dlzzze selet ¢ v
Client Phone { - Insurance [* Pleas= Select z‘-
If Minor [/ Legal Guardian is not the referring party:
Legal Guardian Name Legal Guardian Phone Legal Guardian Preferred Language
- ** Please Select **
Service Request Information
Staff Responding to Request [lennie Ko Request Date M Time
Request Type [F* Pleas= Select ™ Released From ** please Select “-

Reason for request

Responder Location Hollywood MHC - 1509

Request Received From:
Role of Referrer

[¥* Please Select ™=

Mental Health Information

Is the client/potential client currently receiving mental health services? |** Please Select “-

Emergent Medication Needs? |** Please Select ** -
Attachment

I Browse.., h

Disposition

Disposition of Request for Service [T Please Select ¥~

L —

Comments

Cancel Sawve Transfer
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SRTS Fields:

Client Identifier
This field is pre-populated with the IS or IBHIS ID if the client is selected from the client search.

First Name, Last Name, DOB
These fields are pre-populated when the client is selected from the client search.

Gender, Ethnicity, Preferred Language
These fields are pre-populated when the client is selected from the client search. If the fields are blank or incorrect,
the user is able to select the appropriate option from the drop-down menu.

Client Phone Number
Enter the client’s phone number if it is available.

Insurance
Select from a drop-down list for Indigent, Medi-Cal, Medi-Medi, Medicare, Private Insurance, Unknown

Legal Guardian Name, Phone and Preferred Language
These fields are optional, but recommended, when Minor/Legal Guardian is not the referring party.

Staff Responding to Request
This field will default to the Full Name of the person entering the request. If this is not the staff responding to request,
then enter that person’s name instead. This is a free text field.

Responder’s Location

This field will show the location of the staff responding to the request so that the users and the system administrators
know at which location the record was created. The field is pre-populated based on the user’s signed-in location and
cannot be modified by users.

Request Date/Time
The date of the request for service is required. The time of request field is an optional field. These fields may be
modified until Disposition of Request for Service is saved.

The Department is required to report how long it takes an individual to access services after their first request to
the DMH system; the Request Date is what starts the “clock.”

Request Type
Did the client initiate contact by a Call, Walk-in, In Writing or Condition of Release/Discharge?
e “In writing” is often a referral
e “Condition of Release/Discharge” is to be selected when the record is being created on behalf of an individual
due to routine discharge planning requirements, and not as a result of the request coming via phone call,
walk-in or in writing.

Released From
Select Jail, Juvenile Justice or Inpatient if the request for service was made as a result of being discharged by any of the
three entities. Select NA if not applicable.

Selecting Jail, Juvenile Justice or Inpatient triggers the 5-day urgent appointment clock and displays the
Release/Discharge Date.

Warm Hand-Off
This option can be edited by DMH Collaboration staff only.
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Release/Discharge Date

This is the date that the client was released/discharged from jail, juvenile justice, or hospital, if it is after the Request
Date. This is an optional field and can be modified until a Disposition is saved. When entered, the number of business
days until first appointment is calculated using the “Release/Discharge Date” instead of the “Request Date.”

If the “Release/Discharge Date” is earlier than the “Request Date”, an error message will be displayed.

Message from webpage @

Please correct the following errors:
! % - Release/Discharge Date must be greater than or equal to the Request
Date.

Reason for Request: Include a brief description of why a request for service is being made. Maximum number of
characters is 255.

Request Received From: This section is used to record how the mental health system was made aware of the request
for service. DO NOT enter the SRTS user’s information, which is already collected based upon the user’s log-in. This
field is to log how the SRTS user was made aware of the request.

Role of Referrer
Select the Role of Referrer from the drop-down list.

e When "Role of Referrer" = “Self” then no other fields in the Requesting/Referring party section are visible or
required.

e When “Role of Referrer” = “Mental Health Provider,” “Collateral/Family Member,” "DCFS," "Health Provider,"
"Inpatient Facility," "School," "Probation/Law Enforcement," "APS," "DPSS," or “Other” then the “Name of
Referrer” and “Phone Number of Referrer” fields becomes visible and editable.

o  When “Role of Referrer” = “Health Provider” or “Mental Health Provider” then the “Referring Clinic” field also
becomes visible and editable.

Referral Source
Select the Referral Source from the drop-down list (only available if your user role name is ACCESS Center 855 Line)

Urgent Referral?
Click Yes or No. “Urgent Referral?” and Yes/No radio buttons (only available if your user role name is ACCESS Center
855 Line)

Health Plan
Select the health plan from the drop-down list (it is only available if your user role name is ACCESS Center 855 Line)

Name of Referrer
Enter the name of the referring person.

Phone Number of Referrer
Enter the phone number if it is known.
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Referring Clinic
Enter the referring clinic, if known. If referred from a Primary Care Provider within the Department of Health Services
network, use the Lookup option to select the clinic’s name.

Is the client/potential client aware of request?
Select Yes or No from drop-down list.

Is the client/potential client currently receiving mental health services?
Select Yes, No or Undetermined from drop-down list. If “Yes” is selected, the Agency Name is required.

Emergent Medication Needs?
Select Yes or No. If you select Undetermined then you will have to enter a Reason why it is undetermined.

Attachment
Use this section to add and remove attached documents, (e.g., Screening or Referral form), into a Service Request
record. These documents can be stored with the record, as well as be transferred to another entity with that record.

Attachment g’ K
|H:"‘M',r Documentation\Service Requesi '| Browse... u

/4

X
X

Click | E@%s&.. 1y 1tton to choose a file to upload. Click the desired file then click the Open button. This will link the

=

file to the Attachment field. To save the attachment, click icon. To delete a file from the list, click X icon. Click

the file’s hyperlink to view the document.

Note: The application allows the following:
o File type: Adobe Acrobat PDF, Microsoft Word, and Microsoft Excel
e File Size: Under 10 MB per file
o Number of Files: No more than 10 files per record

Disposition of Request for Service
Select the disposition of the request for service.

Disposition

Disposition of Request for Service |Assessment appointment given at site '

If “Assessment appointment given at site” is selected from the drop-down, First Offered Appointment section must be
filled in; otherwise, the First Offered Appointment section will be protected from input. Once disposition of request
for service is entered and the request is saved, this field will no longer be updatable during an edit.

For DO, LE, SA or COL roles, if “Assessment appointment given at site” is selected from the drop-down, then the "Final
Disposition" field will be enabled.
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For ACCESS Center role, if “Assessment appointment given at site” for "Disposition of Request for Service" field, then
the "Final Disposition" field will be disabled.

If “Assessment appointment given at site” is selected from the drop-down, then the field "Did individual accept first
offered appointment?" will be visible and enabled. Thisisa Yes”or “No” drop-down field.
e  When you select “No” for the question "Did individual accept first offered appointment?" then the "First
scheduled appointment date” and “Time” fields will be visible and enabled.
e When you select “Yes” for the question "Did individual accept first offered appointment?” then the “First
scheduled appointment date” and “Time” fields should not be visible.

Note: Once the disposition and/or First Offered Appointment have been entered and saved, fields may not be modified.

First Offered Appointment:

Date and Time

The First Offered Appointment “Date and Time” field will display the date and time of the first appointment offered to
the client for a face-to-face initial assessment. This does not include triage, FSP Outreach & Engagement (O&E) or an
appointment solely to complete administrative activities such as financial screening.

In the event that the client does not show to the appointment or reschedules the appointment, the original First
Offered Appointment date and time should not be changed. The only instance the original appointment time should
be modified is if the clinic has to reschedule the client. In that event, the SRTS user will need to e-mail
SRTS@dmh.lacounty.gov so an Administrator can edit the record on their behalf.

If the “Release/Discharge Date” is entered, the First Offered Appointment Date cannot be before the
“Release/Dishcarge Date.” If the First Offered Appointment Date is before the “Release/Discharge Date,” this error
message will be displayed:

Message from webpage 3

Please correct the following errors:
! % - First Offered Appointment Date cannot be prior to Release/Discharge
Date,

-

If the First Offered Appointment Date is more than 5 business days after the “Release/Discharge Date” for urgent
referrals or more than 15 business days for routine referrals, this error message will be displayed:

”

“The date of the first offered appointment is more than 5 business days after the date of the “Release/Discharge Date.
Please check the box to acknowledge and enter justification.”

or

“The date of the first offered appointment is more than 15 business days after the date of the “Release/Discharge
Date.” Please check the box to acknowledge and enter justification.”

The user has to select “OK” then the following message with a checkbox will display. The checkbox must be checked
off before proceeding with saving the request.
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“The date of the first offered appointment is more than 5 business days after the date of the “Release/Discharge Date”.
Please check this box to acknowledge your understanding.”

or

“The date of the first offered appointment is more than 15 business days after the date of the “Release/Dishcarge
Date.” Please check the box to acknowledge your understanding.”

If the First Offered Appointment Date is before the Request Date, an error message will be displayed.

Message from webpage &

Please correct the following errors:
! %, - First Offered Appointment Date cannot be prior to Request
Date.

If the date of First Offered Appointment is more than 15 business days after the referral date for routine referrals, or
more than 5 business days after the referral date for urgent referrals (requests made at or before discharge from jail,
juvenile justice, inpatient facility or via the ACCESS Center Appointment Line), an error message will be displayed.
Message from webpage &

The date of the first offered appointment is more than 15
! % business days after the date of the initial request. Please check
the box below to acknowledge and enter justification

or

Message from webpage

The date of the first offered appointrnent is more than 5 business days
l . after the date of the initial request. Please check the box below to
acknowledge and enter justification

Click the OK button.

The following message with a checkbox will have been displayed. The checkbox must be checked off before
proceeding with saving the request.

| [[J The date of the first offered appointment is more than 15 business days after the date of the initial request. Please check this box to acknowledge your understanding. ‘

or

‘ [Jthe date of the first offered appointment is more than 5 business days after the date of the initial request. Please check this box to acknowledge your understanding.
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Staff Responding to Request
This field will default to the Full Name of the person entering the request. If this is not the staff responding to request
then enter that person’s name instead. This is a free text field.

Responder’s Location

This field will display the location of the staff responding to request so that the users and the system administrators
know at which location the record was created. The field will be pre-populated based on the user’s signed-in location
and cannot be modified by users.

Provider Number Associated with First Offered Appointment
User can enter provider number or click on Lookup to find the provider name where the client will receive services.

Referred to

Where the client was referred to (this field is right under the Disposition of the Request for Service and is only
available when the Disposition is “Does not meet program criteria,” “Referral made for appropriate non-DMH service
provider” or “Referral made to appropriate DMH service provider; unable to transfer record.”)

Justification
This field is required for appointments that are over the allotted time frame.

Attachment

I _erowsen. | 1)
Disposition
Disposition of Request for Service |Assessment appointment given at site bl |
First Offered Appointment:
" Provider Name
Date Time Staff Name Associated to Appointment
[er3i7z08 10:00 AM [rrink Le ADULT SYSTEM OF CARE Lookup
B
hmhh{atmu\ Message from webpage ﬁ
4
e .
‘ Please correct the following errors:
! \ = Avalue for Justification is required.
M The date of the first offered appointment is more than 5 business days is box to acknowledge your understanding.
Did individual accept first offered appointment? [ves L] i oK

First Scheduled Appointment Date and Time

When user selects “No” to the question “Did individual accept first offered appointment?” the date and time fields
are required.

Comments, Cultural Considerations/Special Needs
The user can add any comments that are pertinent to the request. This field is also used to track the client’s cultural
considerations and special needs.

Users are able to add a single comment in the Add page with the ability to add multiple comments in Edit page.

Once the record is saved, users will not be able to modify. On the show page, users can see the multiple comments in
groups of five. Comments section should display the comments from most recent to oldest with navigation buttons to
see the next five. Each comment will have the name of the user entering the comment, date and time stamp.

Note: Please remember that an Administrator cannot edit the comments that were entered by a user. Please be
mindful of your entry prior to saving a record.

Final Disposition
The Final Disposition drop-down field is used to indicate the Final Disposition of the appointment.
For clinics and linkage providers only:
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If “Assessment appointment given at site” is selected from the drop-down then the "Final Disposition" field should be
enabled allowing you to select any of the following values:

Individual accepted for DMH services
Individual declined DMH services
Individual did not show for appointment
Individual does not meet program criteria
Program is unable to serve individual

ukhwn R

Once you select a Final Disposition, the system will show the date the disposition was entered along with the name of
the user entering it.

Final Disposition: IIndividuaI accepted for ODMH services ﬂ Entered By: Date Entered:

For ACCESS Center role only:
When you select the value “Assessment appointment given at site” for "Disposition of Request for Service" field then
the "Final Disposition" field should be disabled.

Note: Once the Final Disposition has been entered and saved, fields may not be modified.

If users select and save a Final Dispostion that is not correct, they can e-mail SRTS@dmh.lacounty.gov so an
Administrator can edit the record on their behalf.

Cancel
This will close the record without saving any changes.

Save
This will save the record and/or any changes. Press the Save button only once when saving; double-clicking the Save
button could create duplicate records.

Transfer
Service Requests can be transferred to another SRTS user. Please see the “.  Transferring a Service Request” section
for additional information.

V. Service Request (Show Page)

Once the service request is saved, you will be routed to the Service Request Tracking Confirmation page. This page

2

will display the Tracking Confirmation # along with the request information. To print, click on the icon. Click the

Home button to return to the Home page.
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DIVH Service Request Tracking System

e R
Tracking Confirmation # 110549

Client Information

Client Identifier

First Name

User Last Name Manual DOB 5/5/1955
Gender Unknown Ethnicity Amerasian Preferred Language Afrikaans
Client Phone (555) 555 -5555 Insurance Unknown
If Minor / Legal Guardian is not the referring party:

Legal Guardian Name Legal Guardian Phone Legal G dian Preferred L
Test

(555) 555 -5555 American Sign
Service Request Information

Staff Responding to Request Jennie Ko Request Date / Time

1/11/2017
call Released From

Request Type

NA
Reason for request

Responder's Location: Hollywood MHC - 1909
Current Location: Hollywood MHC - 1909
Request Received From:

Role of Referrer Name of Referrer Phone Number of Referrer

Collateral / Family Member Test

(555) 555 -5555

Is the client/potential client aware of request? No

| Health Infor i

Is the client/potential client currently receiving mental health services? No

Emergent Medication Needs?

No

Attachment

Disposition

Disposition of Request for Service:

Entered By:
Referred To

Date Entered:

First Offered Appointment:

. Provider No. e
Date and Time Staff Name ociated to Appointment Justification:

Did individual accept first offered appointment?

First scheduled appointment date and time:

e °

Comment ID Date and Time Entered Entered By | Comments

10

Transfer ID Transfer Date

Created By Jennie Ko Date Created 1/13/2017 1:29 PM
Last Modified By Date Modified

January 18, 2017
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VI. Transferring a Service Request

On both the Add Service Request and Edit Service Request page, there is an option to transfer the service request to a
Service Area Navigator or Legal Entity or Directly-operated site.

If working on the Add Service Request page, the required information must be entered before the transfer will
proceed.

Click the Transfer button.

¥

Cancel Save Transfer

This will cause the Transfer section to to open in a new window.

Add Transfer

Transfer Date [

Entered Date

From Location River Community - Covina - 7618 To Location | SRTS Lookup VANS Lookup

From Staff Trinh Le

Reason [#ft=rnate location is able to provide an =arlier appointment ]

We are unable to offer an initial appointment within the required timeframe. ()

Comments

Save Cancel

Once in the Transfer section:

Enter the Transfer Date. This is the date the record is being transferred to another provider. However, if the record is
in the FSP Authorization process, then it is the date of the actual request or authorization and can be backdated if
needed.

Click the SRTS Lookup button to search for your provider by name or provider number and select the Location where
the referral is being Transferred To.

If the location is unknown, click the VANS Lookup link to search for DMH services, programs or facilities

serving the client's area. VANS will open in a new browser window. Enter the client’s address and filter for the age of
the client, type of services needed, insurance and language spoken. VANS will display providers closest to the client
and show whether they are taking new clients. This information is updated by the outpatient providers’; be sure to
check the Last Modified date to ensure the information is current. Once a location has been identfied, go to the SRTS
Transfer window, click on SRTS Lookup and enter the provider name or number.

Once the location is selected, a reason for the transfer must be indicated and any comments associated with the
transfer may be added.

When Transfer Reason “Alternate location is able to provide an earlier appointment” is selected from the drop-down,
the message “We are unable to offer an First Offered Appointment within the required timeframe” with Yes/No radio
buttons will display. A response is required.
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Transfer Alternate location is able to provide an earlier appointment -
Reason

We are unable to offer an initial appointment within the required timeframe.

':"I'EE':'ND

If you have a Directly-operated or Legal Entity role, when Transfer Reason “This program is unable to serve the
individual. Please select the reason and explain in Comments section.” is selected from the drop-down, a response is
required.

Transfar

Reason This program is unable to serve the individual. Please select the reason and explain in Comments section.

Response ** Please Saelact ** -

Select a Response from the following drop-down values:
e Not accepting clients at this time
e Individual does not meet program criteria
e Other (please explain in Comments section)

Click the Save button. This transfers the record to the new location. The “From Location” can no longer edit the
record.

Service Request Transfer E-mail Notification
Once the service request has been transferred, the system will generate an e-mail to all the staff at the location where
the service request was transferred to.

The staff person making the service request transfer will also receive the e-mail notification. The e-mail will include
the service request confirmation # for reference and the hyperlink to the service request confirmation page.

Note: Staff at the Transfer To location may edit the service request by following the link on the e-mail notification.

ra Y
A = 4 % |= Service Request Tracking System Transfer Motification DEV Environment - Message (Plain Tex... | = | B i
- Message @ @
From: applicationalert@dmh.lacounty.gov Sent: Thu3/13/200 2:01 PM
To:
Ge
Subject: Service Request Tracking System Transfer Motification DEV Environment
. i)
A service request has been transferred from “to for the 3

following reason: Client would like services in a different Service Area.. The Tracking Confirmation Number is 4355.

DMH Staff Link:
http://intradevweb/srts/DMH Referral/TransferConfirmation.aspxtcn=4355

Legal Entity Link:
http://clsxdevweb/srts/DMH Referral/TransferConfirmation.aspx ?tcn=4355

o See more about: applicationalert@dmbh.lacounty.gov. DD A
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If the staff making the transfer realizes it was made to the incorrect location, click Reply All to the E-mail
Notification, copy SRTS@dmbh.lacounty.gov, and notify the staff at the “To Location” to disregard the request and
ask that SRTS Admin delete the transfer so that the user can transfer again to the correct location.

Receiving a Service Request Transfer
From the Home page, click the Edit Service Request by Confirmation # button and enter the service request

confirmation # listed on the e-mail notification.
You will be routed to the Edit Service Request page where you can edit Disposition of the service request.

Note: Since the referral has been transferred, the Client Information and Service Request Information sections may not
be edited.
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DM,.H Service Request Tracking System

Client Identifier

First Name User Last Name |Manual

Insurance [Unknown >
If Minor / Legal Guardian is not the referring party:

Legal Guardian Name

Legal Guardian Phone
Test

(555) 55

5555
Service Request Information

Staff Responding to Request [lennie Ko Request Date

1/11/2017
Request Type Call (=] Released From NA

Reason for request

Responder Location Hollywood MHC - 1909

Request Received From:

Role of Referrer Name of Referrer Phone Number of Referrer
Collscersl/Family Member 2]

[Test [(555) 555 5533

1Is the client/potential client aware of request? [no

Mental Health Information

Is the client/potential client currently receiving mental health services? [No =]

Emergent Medication Needs? [No ]

Attachment

_rowsen: | k)
Disposition

Disposition of Request for Service [** Please Select =

Comments

[V RN ™ T SN

Comment ID Date and Time Entered Entered By | Comments

s

Transfer ID | Transfer Date

[N DN

Transfer Date 1/12/2017

51810
Entered Date 1/13/2017 1:36 PM
From Location Hollywood MHC - 1909 To Location Service Area 4 Adult Navigation Team - FSP
From Staff Jennie Ko ] vANS was used
Transfer By  Jko
Reason Request for services
Comments Referring client to FSP.
Created By Jennie Ko Date Created 1/13/2017 1:29 PM
Last Modified By Date Modified
Save | Coneel | Trensfer

January 18, 2017

Client Information

DoB |5/5/1955
Gender Unknawn Ethnicity  [Amerasian Preferred Language [Afrikazns 2|
Client Phone (555) 555 -5555

Legal Guardian Preferred Language
[American =]

Tme [
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VII. Search for Existing Service Request

From the Home Page, select Search for Existing Service Request button.

e —

Create Service Request fl"

Search for Existing Service Request

Edit Service Request by Confirmation #

Search for Program Contact

Reports

To aid the Search for Existing Service Requests, you have the option to search by Client Identifier, Tracking
Confirmation #, SSN, Request Date, Client’s Last and First Name, First Offered Appointment Date, Staff Name, Current
Location (view referrals for your assigned location), and Original Location. Once record is saved staff name will lock

not allowing you to modify it anymore.

Note: Staff within the same location can view and edit each other’s service requests. Requests created in a different

location can only be viewed.

To search for an existing service request by the client’s first and last name, enter the information and click the button.
The service request for the client will be displayed.

LAC

BV 5] Service Request Tracking System

Q¥ Zomeoe

HOME

Client Identifier |
S5N: ’7

Last Name ’7
First Name ’Larryi

Current Location ** Please Select *#*

Qﬁb. ad 41 of 1 r rr

Tracking Client First
yirmation Identifier Name
/u %
Q@ LARRY
Q@ LARRY

To view the service request, click on the % icon.

page.

Last Name

DOB

-

Tracking Confirmation # |

Regquest Date |

Initial Appt Date |
Staff Name ** Please Select **
Go

Original Location *¥* Please Select ** -

4 Items |10 /Page Go

Staff Request Request | Released | Warm | Urgent Disposition Initial Provider
Responding | Date Type From Hand | Referral | Of Request Appointment | Associal
to Request off For Service Date to
Appoint)
Walk-In | Jail No
Call NA No

You will be routed to the Service Request Tracking Confirmation

Note: You may edit the service request for your assigned location by clicking on the [ icon.
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VIII. Edit Service Request by Confirmation #

From the Home Page, click Edit Service Request by Confirmation #.

Create Service Request
Search for Existing Service Request f‘——‘l
Edit Service Reguest by Confirmation #
Search for Program Contact

Reports

You will be routed to the Edit Existing Service Request by Confirmation Number page.

Enter the Service Request Tracking Confirmation # then click the €2 pbutton.

s D)z} Service Request Tracking System

i LAC

Tracking Confirmation # 43?2'
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You will be routed to the Edit Service Request page. Edit the service request and click the Save button.

'\LACT‘,

DMH Service Request Tracking System

Client Information

Client Identifier

First Name User
Gender Unknown

Client Phone (555) 555 -5555
If Minor / Legal Guardian is not the referring party:
Legal Guardian Name

=

Service Request Information

Last Name [Manual DOB [5/5/1355
Ethnicity  [Amerasian Preferred Language [Afrikaans >

Insurance |Unknown

Legal Guardian Phone

Staff Responding to Request [Jennie Ko

I —

Request Type

(555) 555 -5555
Request Date 1/11/2017
Released From NA

Reason for request

Responder Location Hollywood MHC - 1909

Request Received From:

Role of Refarrer Name of Referrer

Phone Number of Referrer

Collateral/Family Member 2] Test

Is the client/potential client aware of request? [No

Mental Health Information

Ts the client/potential client currently recei

Emergent Medication Needs? |No -

ng mental health services?

|(555) 555 -5555

No

Attachment

Disposition

Disposition of Request for Service [** Please Select **

Comments

[

Comment ID Date and Time Entered Entered By | Comments

wlde
Transfer ID | Transfer Date

Transfer Date 1/12/2017

To Location

Service Area 4 Adult Navigation Team - FSP

VANS was used

51819
Entered Date 1/13/2017 1:36 PM
From Location Hollywood MHC - 1909
From Staff Jennie Ko
Transfer By  Jko
Reason Request for services
Comments Referring client to FSP.
Created By Jennie Ko Date Created 1/13/2017 1:20 PM

Last Modified By Date Modified

Save Cancel Transfer

Legal Guardian Preferred Language

American Sign I~

Time
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Note: Once the Disposition of Request for Services and First Offered Appointment Date and Time have been entered
and saved, they may not be modified.

The Edit Service Request page displays the following additional fields that are not editable:

Created By
First Name and Last Name of the person that saved the original service request.

Date Created
Date and time the original service request was first saved.

Last Modified By
First Name and Last Name of the person that last saved the service request after it was created.

Date Modified
Date and time the service request was last saved while being modified.

Once the service request has been saved, you will be routed to the Service Request Tracking Confirmation page and
the new information entered will be displayed. Click the Home button to return to the Home page.
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] Service Request Tracking System

Tracking Confirmation # 110549
Client Information
Client Identifier

First Name User

Last Name Manual
Gender Unlk icil

DoB

5/5/1955

Client Phone (555) 555 -5555 Insurance Unknown

If Minor [ Legal Guardian is not the referring party:
Legal Guardian Name
Test

Legal Guardian Phone
(555) 555 -5555
Service Request Information

Staff Responding to Request Jennie Ko
Request Type call

Reason for request

Request Date / Time

Released From

Legal Guardian Preferred Language
American Sign

1/11/2017

NA

Responder's Location: Hollywood MHC - 1909

Current Location:
Request Received From:
Role of Referrer

Collateral/Family Member Test

Is the client/potential client aware of request? No

Mental Health Information

Is the client/potential client currently receiving mental health services? No

Emergent Medication Needs?

Attachment

Disposition

Disposition of Request for Service: Unable to reach individual/collateral

Referred To

First Offered Appointment:

Date and Time

Staff Name

Service Area 4 Adult Navigation Team - FSP

MName of Referrer Phone Number of Referrer

(555) 555 -5555

Provider No.

Entered By: Jennie Ko Date Entered:

Did individual accept first offered appointment?

1/12/2017 1:41 PM

Associated to Appointment Justification:

Comment ID Date and Time Entered Entered By  Comments

Transfer ID | Transfer Date

51819

Created By

Transfer Date 1/12/2017

Entered Date 1/13/2017 1:36 PM

From Location Hollywood MHC - 1008 To Location
From Staff Jennie Ko

Transfer By  Jka

Reason Request for services

First scheduled appointment date and time:

Service Area 4 Adult Navigation Team - FSP

[ vANS was used

Comments Referring client to FSP.

Jennie Ko Date Created 1/13/2017 1:29 PM

Last Modified By Jennie Ko Date Modified 1/13/2017 1:41 PM
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IX. Search for Program Contact
Enter the first couple of letters of a program name to bring up a list to select from and click on the === button.

L T R —
Create Service Request
Search for Existing Service Request
Edit Service Request by Confirmation # i_"'
Search for Program Contact

Reports

X. Reports

Create Service Reguest
Search for Existing Service Regquest

Edit Service Request by Confirmation #

Search for Program Contact

I Reports I

Once you select the Reports button, you will be routed to the Internet Reports Application. A dialogue box will
prompt you to enter your RSA SecurlD and IS Password to access.

K

. |sian 10 )
¥ou are not signed-in.

Internet Reports
=———————_ N pplication

(2] SIGN IN

Enter your user name and password to sign in.

User Name:
Password:

These computer systems including all related equipment, netwarks, and netwark devices are the property of the County of
Los Angeles. These computer systems are provided for autharized use only and may be monitared for all lawful purposes.
All information placed on or sent over these computer systems may be examined, recorded, copied, and used for other
authorized purposes during monitoring. Use of these computer systems, authorized or unauthorized, constitutes consent
to monitoring. Evidence of unauthorized use may be used for administrative, criminal, or other adverse action.
Unauthorized users may be subject to criminal prosecution. By continuing, you agree to these terms

@ ox | @ cance |

Internet Reports Version 1.4.0 Copyright © 2009 Department of Mental Health. &ll rights reserved.

After credentials are entered, click on “DMH Contract Providers” on the top row header then choose the SRTS Detail
Report or SRTS Original Location Report.
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ne Af

ternet Reports

= ws—=JApplication

v

'OMA REPORTST/ 'DMH CONTRACT PROVIDERS _'FFS REPORTS ]'SXGN ouT ]

(| DMH CONTRACT PROVIDERS

6308 Cognos This report assists providers with Cost Reporting. 6308 Claim Units Report.
701U Cognos This report assists providers with Cost Reporting. 701U Claim Units Report.
701UP Cognos

This report assists providers with Cost Reporting. 701UP Claim Units Report.
EPSDT PIP Statistic SFPR

Inpatient Facility Admissions 365 Plus Days Report
npatient Facili etail Report
npatient Facili ! is R
ient Facili mm. R
This report is a list of DMH clients aged 21 and under, who have an Open DCFS Case. Client
Details include when the DCFS Case was opened, Client's Name, Last claimed Clinical Episode,
NGA Clients Opan DCFS Case and Last Service Date found for the Client. DCFSCase_StartDt may be used to determine if
Client has additional Clinical Episodes that were claimed during the period when Client is a DCFS
Client.
NGA SFPR Casel
NGA SFPR mental
Plan History
SRTS Detail Report (Internet) €

RTS Original Location Report (Interndt) <

Void Claim Status Report

Enter the desired date parameters.
Enter the password that was given to you by SRTS Admin.
Select “Excel 2007” from the Report Output Type drop-down.

Click “SHOW REPORT” and the report will open in Excel.

Internet Reports

VApplication

'OMA REPORTS ] 'DHH CONTRACT PROVIDERS W'FFS REPORTS J'SIGN ouT |

. Sian Out )

Hello vttran

@SRTS DETAIL REPORT (INTERNET) > PARAMETERS

From : 71172016 |

ReferralDate Range :

To: (11172017

|

1. Provider Number : I

|

2. Password : I

|

Report Output Type :  [[EL= UL b

tow revorr | @ cance |

Internet Reports Version 1.4.0 Copyright @ 2009 Department of Mental Health. All rights reserved.
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Xl. SCHEDULING MODULE

Purpose of the SRTS Scheduling Module

The purpose of the scheduling module is to provide Legal Entity contract providers the ability to add or update
appointment slots in their own SRTS calendars. ACCESS Center users can then search, locate and book appointments
in available slots, thereby streamlining the process of scheduling appointments between the ACCESS Center and the
Legal Entities to ensure that clients receive the care they need as soon as possible.

Accessing the SRTS Scheduling Module
The only users that can access the SRTS scheduling module are those associated with a Legal Entity or the ACCESS
Center. All other user types do not have access to the scheduling module.

Legal Entities Adding Appointment Slots
When a Legal Entity user logs into SRTS they should see the “Scheduling” tab on their home page. Located below that
tab is a link called “Calendar for ACCESS Appointments.” Here is a screen shot:

Schedulinﬁ

Calendar for ACCESS Appointments

Once you click on the “Calendar for ACCESS Appointments” link, you will be directed to the “Calendar View” of your
location. If you have more than one user location, verify that the correct location is displayed on the upper right
corner under your name.

Here is a screen shot of the user name and the signed-in location on the upper right corner of the screen:

HomeUser ManualChange Location Sign Out a

You are signed on as: DMH\jko
From: Barbour and Floyd Medical Associates - 7218

The calendar has the following view capabilities: daily, weekly and monthly. Here is a screen shot of the calendar’s
weekly view. Notice that the address of the location you are signed into displays right below the name of the
provider:

C Home User Manual Change Location Sign Out -3 o
LJ \ o a You are signed on as: DMH\pkermoyan
%DMH Service Request Tracking System From: Didi Hirsch (AduIt) - Sepulveda - 1973

Didi Hirsch (Adult) - Sepulveda - 1973 Calendar View
4760 SEPULVEDA BLVD., CULVER CITY 90203

4) today v 12/14/2015 - 12/18/2015 Day Month
Mon, 14 Tue, 15 Wed, 16 Thu, 17 Fri. 18

gam

gam

10am Available
Testing

11am

a2pm

ipm
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To add an appointment to the calendar, double-click on the time slot you want to add and the following pop-up will
display:

Add Appointment

Subject: Available

Starttime | |8/1/2016 - | |o:00 am -

End time | 8/1/2016 ~ | [10:00 AM -

Clinic Contact Person:| ‘-——

Language(s):

Arabic

O

English Russian Enter a contact person
followed by the telephone
number and then enter all

sections highlighted in red.

Armenian Farsi Spanish

Korean Tagalog

HENRERN
HENRERN

Cambodian Mandarin Vietnamese

]

[] cantonese
]

Other

[

Chinese

Age Group(s):

[ child
[ Tay

Adult
Older Adult

010

Comments:

[] | recurrence

Save | Cancel

The “Subject” field is prepopulated with the word “Available” and is grayed out for Legal Entity users; however,
ACCESS Center users have the ability to edit it once they choose to save it.

There are three fields that are required in order to save the appointment a Legal Entity user is trying to add. If a Legal
Entity user tries to save the appointment without entering data in these three fields, they will be prompted to do so.
The three fields are:

1. Clinic Contact Person
2. Language
3. Age Group

Once a Legal Entity user has populated the required fields and clicked “Save,” the appointment will show up on their
calendar. If they click “Cancel,” it will simply cancel the selection.

Legal Entities can add comments that are going to be visible to the ACCESS Center users.
Legal Entities can also set up recurring appointments. When a Legal Entity user checks the “Recurrence” check-box,

the pop-up will expand. This section allows Legal Entities to set up recurring appointments in multiple ways. Here is a
screen shot of what appears after checking the “Recurrence” box:
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Recurrence

(O Hourly Recur every |1 : week(s) on

f‘:" — [ Sunday Monday [ Tuesday [ Wednesday
(®) Weekl .

_ ==L [ | Thursday [ Friday [ | saturday

(O Monthly

O Yearly

(®) No end date OFEndafter |10 |5  occurrences (OEndby |9/23/2015 ~

Save [ Cancel

Once a Legal Entity user makes their selections and clicks “Save,” all of the appointment recurrences will show up in
the calendar. If they click cancel, it will simply cancel their selection.

To safeguard the booked appointments, Legal Entities cannot delete those appointments that are booked by ACCESS
Center users.

ACCESS Center Users Searching and Locating Appointments
When ACCESS Center users log onto the SRTS, they should see the “Scheduling” tab on their home page. Located
below that tab is a link called “Search for Appointments.” Here is a screen shot:

Schedulinﬁ

Search for Appointments

Once you click on the “Search for Appointments” link, you will be directed to the “Search Appointments” page. If you
have more than one user location, verify that the correct location is displayed on the upper right corner under your
name. Here is a screen shot of the user name and the signed-in location on the upper right corner of your screen:

Home User ManualChange Location Sign Out a

You are signed on as: DMH\jko
From: ACCESS Center - 855 Line

Here is a screen shot of the “Search Appointments” page:

I E Home User Manual Change Location Sign Out a

You are signed on as: DMH\pkermoyan
From: ACCESS Center - 855 Line

Client Address | Location ‘
or Lookup...

[ to
Age Group [** Please Select ** |V

Date From

Language |** Please Select ** v Appointment Status [+ plagse Select **| v Go
(S ) a3 g O of 0 ~ .+ OItems [10 /Page Go
Provider Name Subject Date Start Date End Provider Address Age Group Language Distance

Service Request Tracking System Version 1.18.0 Copyright @ 2015 County of Los Angeles Department of Mental Health. All rights reserved.
Disclaimer: This confidential information is provided to you in accordance with State and Federal laws and regulations including but not limited to applicable Welfare and Institutions Code, Civil Code and HIPAA
Privacy Standards. Duplication of this information for further disclosure is prohibited without prior written authorization of the client/authorized representative to whom it pertains unless otherwise permitted by law.

It is on this page that ACCESS Center users can search for appointment slots that are added by the Legal Entities;
however, they have to enter search criteria first. Users can narrow down their search by selecting any of the following
criteria:
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1. Date range. When the user clicks in the “Appointment Date” fields, a calendar will pop up from which the

user can select a date; that date will populate the field.

Language. Users can select from a list of 13 languages.

Age group. Users can select from a list four age groups.

Appointment Status. Users can select “Available” or “Booked.”

Provider Location or Client Address. Users cannot search by both criteria simultaneously.

ukhwnN

If the “Client Address” field is populated with a client address, then the “Location” field will not populate with

the data that the user selects from the “Lookup” link.

If user selects “Location” first and then adds the client address, the search will default to the client address.

To select a location of user’s choice, the user should click on the “Lookup” link. A window will open up allowing the
user to search for location by provider name and provider number. Here is a screen shot of the “Location” search

window after clicking the “Lookup” link:

b

Search for | Go

s 4 1 of 55~ ~» 544 Items |10 /Page Go

[l )
Location
Select service Area 1 Adult Navigation Team
Select service Area 2 Adult Navigation Team
Select service Area 3 Adult Navigation Team
Select Service Area 4 Adult Navigation Team

Service Area 5 Child & TAY Navigation Team

Service Area 6 Adult Navigation Team

Once you find your location and click “Search,” you will only see the available appointments for that specific location.

You can select an appointment you want to save by clicking the “Edit” icon on the left side of the result.

S D

Client Address | Location ‘ -
or ookup. .
[ to
pp Date From ‘
Age Group |** Please Select ** v
Language |** Please Select ** |V Appointment Status  [Ayailable %
9 b S | ofl .~ .. 3ltems |10 /Page Go
Provider Name Subject | Date Start Date End Provider Address Age Group | Language
[ Didi Hirsch (Adult) - Sepulveda - 1973 Available | 12/10/2015 1:00 PM 12/10/2015 2:00 PM 4760 SEPULVEDA BLVD., CULVER CITY 90203
[®| pidi Hirsch (Adult) - sep 3 Available | 12/15/2015 10:00 AM 12/15/2015 11:00 AM 4760 SEPULVEDA BLVD., CULVER CITY 90203 Child Other Chinese
[ Didi Hirsch (Adult) - Sepulved. Available | 12/23/2015 1:00 PM 12/23/2015 2:00 PM 4760 SEPULVEDA BLVD., CULVER CITY 90203

Distance

0

0

0

However, if you are searching by client address, the results table will display the distance from that specific location to

the client’s address; results default closest to farthest.

b

Client Address ‘595 south Vermont Ave, los Angeles, ca Location
or Lookup...
[ to
pp Date From ‘
Age Group [** Please Select ** |V
Language [** Please Select ** |V Appointment Status  |[[EIERE -
9 b Sl | of 192 . .. 1911 Items [10 /Page Go
Provider Name Subject | Date Start Date End Provider Address Age Language
Group
Inc. | Available | 9/29/2015 9:00 AM | 9/29/2015 10:00 1200 WILSHIRE BLVD. STE. 210, LOS ANGELES
90017

. | Available | 11/30/2015 10:00 11/30/2015 11:00 1200 WILSHIRE BLVD. STE. 210, LOS ANGELES
90017

Distance
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ACCESS Center Users Booking Available Appointments
To book an appointment click on the “Edit” icon located on the left side of the available appointment.

Notice that the name of the provider your search will yield is a link; when you click on it, you will be directed to the
calendar of that provider where you can view appointments and navigate on the calendar.

Please note that booked appointments will display without the edit icon because you cannot edit them. It is just a way
for the user to click on the link of the provider and view the booked appointment on the provider’s calendar.

Here is a screen shot of how booked appointments will display in the results:

‘ Cindy 12/9/2015 10:00 AM 12/9/2015 11:00 AM 16111 S CLARK ST, BELLFLOWER 90706 Child 0 ‘

Here is a screen shot of how available appointments will display in the results:

‘ E Available | 12/15/2015 10:00 AM | 12/15/2015 11:00 AM | 4760 SEPULVEDA BLVD., CULVER CITY 90203 | Child Other Chinese | 0

Once you click the “Edit” icon, you will be directed to the "Book New Appointments” page. Here is a screen shot of
the “Book Appointment” page:

Book Aﬁﬁintment

Location

Subject |Available

Date Start Date End
Age Group

Languages

Comments

Clinic Contact Person

Cancel Save

When booking an appointment, remember to change the “Subject” line to be a client’s name. If you click “Save”
without changing the subject, you will receive a pop-up reminding you to change it. You cannot book your
appointment until you change the subject:
Message from webpage

! . To save an appointment Subject line has to be a client's name.

Once you click “Save,” you will be directed to the calendar of the provider where the client is scheduled for an
appointment. You will have read-only rights on that calendar. This will be your confirmation of your booking process.
The calendar provides the option of clicking the “Home” button to take you to the “Home” page or clicking the “OK”
button to take you to the “Search Appointments” page.

Here is a screen shot of the confirmation for a client:
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Didi Hirsch (Adult) - Sepulveda - 1973 Calendar View

4P today + Tuesday, December 15, 2015 Week Month  Timeline
gam

A
gam

103M [ Jack Smith ‘

178m

nm

If you choose to cancel your selection and not book that appointment, then simply click “Cancel” and you will be
directed to the “Search Appointments” page.

To safeguard appointments, the system will not allow you to book an appointment that is already booked. You will
receive a pop-up telling you that the appointment is already taken. This is useful when two users have the same
appointment selected to be booked and one user selects it before the other.
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