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HOW TO CREATE AND SAVE SRTS RECORDS 

1.) To access the SRTS, please go to:  

o https://intra.dmh.lacounty.gov/SRTS (for DMH staff) 

o https://apps.dmh.lacounty.gov/SRTS  (for Legal Entity staff) 

2.)  Log in to the website: 

o For DMH staff:  use the same Username and Password that you log-in to your DMH computer.  When 

you update your password, it will automatically update for SRTS too. 
o For Legal Entity staff:  User Name is your C# and the Password is one assigned by the CIOB Help Desk 

(213) 351-1335. 

 

o If registered to multiple locations, the User Location page will appear, from which the appropriate 

location can be selected.  If registered to only one location, the Home page will appear.  

 

  

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


Updated 8/6/16   Page 2 

 

3.)  From the home page, click “Create Service Request” to create a new record. 

 

4.)  In the Client Search screen, enter the client’s IS number or social security number OR in the Advanced Search, enter 

client’s first and last name and date of birth, then click “Go”. 

 

5.)  If there is no match, you will be prompted to click the “Proceed” button.   
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6.)  If there are any matches, there is a “Select” button to the left for you to choose the client provided. 

 

7.)  If there are no active SRTS records in the system, the “Create Service Request” button will be visible.   Click this 

button to proceed. 

Note:  Multiple SRTS records are allowed as long as there is a disposition, since that record is considered inactive or 

closed.  If there is an active record (no disposition) the button at the bottom of the screen will change from “Create 

Service Request” to “Home”. 

 

8.)   Begin entering the data for “Client Information”, “Service Request Information” and “Mental Health Information”.  

This information is required in order to save an initial record.  Please see the User Manual, the link is located on the 

upper right-hand side of the SRTS webpages, for additional information about each of the fields. 
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9.)  Relevant documents can be added to or removed from a record as Attachments. 

o Click the “Browse” button to choose a file to upload.   

o Click the desired field, then click the “Open” button. This will link the file to the Attachment field.   

o To save the attachment, click the blue disc icon. 

o To delete a file from the list, click the “X” icon. 

 



Updated 8/6/16   Page 5 

 

10.)  After entering the required information, click “Save” at the bottom of the record.  If transferring to a different 

program, click the “Transfer” button.  See the “How to Transfer SRTS records” document for additional information 

about transferring records. 

 

After clicking “Save,” the confirmation page will appear with the SRTS Tracking Confirmation Number.  There is no need 

to log this number.  The record can be located by searching for the client name.  See the “How to enter a Disposition for 

SRTS Records” document for guidance on completing the disposition section. 

 

If you have any questions or concerns, please contact us at SRTS@dmh.lacounty.gov directly. 

mailto:SRTS@dmh.lacounty.gov

