
1

Basic IS Training for EDI Users

In this 
presentation, 
you’ll see step 
by step how to 
find and enter 
clients, open 
and close 
episode.

Visit the IS Website at
www.dmh.lacounty.gov/hipaa/index.html
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Basic IS Training for EDI Users 

1. Logging On

2. How to Find a Client

3. Add a Client

4. Open an Episode

5. The Daily Log, Client    
List and Caseload

6. Close an Episode

7. Medication

8. Community Outreach     
Services
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Logging on with a SecurID Card
http://dmh.lacounty.gov/hipaa/cp_home.htm

You can find the IS 
Logon Screen by clicking 

on the IS Banner!

CLICK the title to bring 
up the SecurID logon 
page.

Click on Contract
Provider Tab.



Logging on with a SecurID Card

Key in your
Logon ID.

CLICK



Logging on with a SecurID Card

Key in your
Passcode.

CLICK
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The Home Screen
Click on Clinical 
to get started…

Don’t forget to use 
the HELP system!

Don’t forget to 
read the 

NOTICES.

These Options will 
change as you move 

through the IS.
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How to Set Provider Context

Your provider location 
appears here. Just 
select it…

And then CLICK



Logging On

EXERCISE 1

In this exercise you will:
Learn how Contract Providers use the IS 
website to log on to the IS with a SecureID
Card.
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How to Find a Client - Client List

You can also use this Filter 
Function to simplify a list.
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How to Filter a List
Select 
what to 
filter by

Type in 
the 

name 
(test is 

example 
last 

name)

Hit Search

The list now 
includes only 

Test (used as a 
last name).
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How to Find a Client: ID Number

CLICK

Select this radio button to 
Search by ID #.

Enter the 7 digit 
number here.

Select the ID#
Type…. DMH is the 
same ad MHMIS #.

CLICK
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Find a Client: Custom Criteria

Select this radio 
button to search by 

name.

Enter Birth Date…
Note: Year must be 

4 digits!

Use the drop down to 
select Gender.

If you don’t 
know birth 
date, key 

approx. age.

Enter Last Name, 
First Name
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Add Client

If this is a new 
Client, you will 

see this 
message. 

Click to 
add the 

new 
Client.



How to Find a Client

EXERCISE 2
In this exercise you will: 

Do a Find Client using a fictitious name.

Don’t forget to write down the First Name, 
Last Name, Birth Date and Gender.
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Add Client

Italicized 
fields are 
required.  

Key SSN.  It will 
be required for 
some claims.

Use 999999999 if 
you don’t know 
SSN.

This client’s an adult, but if 
you’re entering info on a 
juvenile, you’ll need to add 
the APR (Agency of Primary 
Responsibility).
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Add Client ~ Ethnicity

Ethnicity—if your 
client is “Hispanic”
you will be asked 

about their place of 
origin.

And for American 
Natives, you need to 

indicate “Tribe”.

“Origin” might be Central 
America, Cuba, Mexico, etc.
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Add Client: Keyboard Shortcuts!
The TAB key will take you through every field on the 
screen
SHIFT-TAB will take you backwards through those 
fields
Down Arrows and characters to go through drop-
down lists
SPACE will check and uncheck boxes
ENTER will activate buttons!

Avoid using the Mouse! Use Keyboard Shortcuts!Avoid using the Mouse! Use Keyboard Shortcuts!

Save your wrists, your sanity, and a lot of time!!!Save your wrists, your sanity, and a lot of time!!!
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Add Client – Keyboard Shortcuts

Space Bar for 
Checking and Un-checking

TAB to move around,
SHIFT-TAB to go back

Down arrow or 
Characters to go thru lists

“Enter”
For

Buttons

CLICK, or 
even better, 
ENTER!



Add Client: Identification Screen

EXERCISE 3
In this exercise you will:

Fill out the Identification Screen for 
your fictitious client.

Find helpful keyboard shortcuts.
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Add Client -- Contacts
Select this button if client 

is homeless. Time 
Homeless is required.

If the client is
not Homeless,
Address1, City,
County, State,

Zip are
Required.
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Add Client: Add Contact

Select Do Not 
Contact if this 
contact person
should NOT be

contacted. 

DMH ID can now be added for client’s 
children enrolled in FSP.

CLICK
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Add Client: Contacts Screen

CLICK
on pencil

to edit

“I” shows the 
contact info.

The trashcan
deletes things.

CLICK



Add Client: Contacts  Screen

EXERCISE 4
In this exercise you will:

Fill out the Contacts Screen for your 
fictitious client.

Fill out the OTHER Contacts screen.  
Make sure you set the DO NOT 
CONTACT flag.
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Add Client: Financial Screen
UMDAP rules 

are the same as 
they were with 

MHMIS.

CLICK to add 
Med-Cal or other 

benefits.
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Add Client: Add Benefit Screen

Select Benefit
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Add Client: Add Benefit Screen

For Medi-Cal, CIN 
(eight digit number 
follow by letter A)

Issue date is 
required.

CLICK



Add Client: Financial Screen

EXERCISE 5
In this exercise you will: 

Fill in the financial information for your 
fictitious client.

Add Medi-Cal under Client Reported 
Benefits. 
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Add Client: Other Screen

Set the SFPR
Of a client by 
clicking this 
radio button.

….and then use the 
drop down to select a 

provider name



Add Client: Other Screen

Special Program are 
selected here,  click 

this radio button. 

….and then use the 
drop down to select a 
Special Program…
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Add Client: Other Screen

The IS uses 
Mother’s First 

Name to match 
like clients.

If Country is “United 
States,”

The IS will required State, 
and if State is “CA,” it will 

ask you for County. 

CLICK to enroll
(get a DMH ID #). Or click to 

Save without
Enrolling.



Add Client: Other Screen

EXERCISE 6
In this exercise you will: 

Fill in the Other Screen.

Set the SFPR.

Select a Special Program.

Save the Client Info.
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Enroll Client

The client’s DMH ID 
number appears here.

Click on Enroll 
Client



Open an Episode 

Click on View Episodes to 
Open an episode on a 
recently enrolled client.



Open an Episode

Click  to open 
an Episode.

Note: There are no Episodes for this client.
(This client is new, recently enrolled)
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Open an Episode

Referral In Code:
To identify the 

agency or person 
Who referred the 

Client to your
Agency.

Referral In Rpt Unit:
When the agency
that referred this
client to you has 
a reporting unit
number. Not a 
required field 

(Optional)

Primary Contact:
Click the down arrow to 

Select the Primary 
Contact.
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Open an Episode
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Open an Episode

Select the 
Organization Type 
by clicking on the 
drop down arrow.

Type the Name of 
the Organization 
and then click 
Search. 

CLICK



38

Open an Episode



Open an Episode

The Rpt. Unit
number appears 

here with all 
pertaining 

information



Open an Episode

EXERCISE 7
In this exercise you will:

Click on Open Outpatient Episode.

Fill in the Admissions Screen.

Select a Contract Provider as the Referral In 
provider.
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Open an Episode

The drop down
lists the top 
diagnosis

codes.

To find a diagnosis
code not on the list,

click on the little 
silver arrow.

CLICK
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Open an Episode

You will see the 
episode listed on 
the Open tab after
you click SAVE. 

You can delete this episode, as long
as there are no services entered 

under it, by clicking on the trashcan.



Open an Episode on an Existing 
Client

Key in the 
7-digit DMH 
ID NumberSelect the 

radio button to 
search by ID#.

CLICK



Open an Episode

Episode numbers are sequential, and 
they include the Provider Number.

CLICK



Open an Episode

EXERCISE 8
In this exercise you will:

Continue Opening the Outpatient Episode.

Fill in the Diagnosis Screen.

Open an Episode on Existing Client.
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Close an Episode

CLICK

You can not close an Episode until UOFS is created in the MHMIS.



47

Close an Episode

CLICK
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Close an Episode

Referral Out Code:
Is used to identify

the agency or 
person the client is 
being discharged to.

Referral Out Rpt Unit:
Is used when the 
Referred Agency
Has a reporting

Unit number

If you click on the magnifying glass In Referral
Out Rpt Unit: you get this extra screen,

exactly like the one for Referral In.
l
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Close an Episode

Click on the 
black down arrow to 

display the
top 20 diagnosis

Codes. 
Click on the little
silver arrow to 

select a 
diagnosis code

not listed.
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Close an Episode

Click on the 
silver arrow to

select a 
diagnosis code
not on the list.

Key some or all of
diagnosis code 

or part of the
description and 
click on Search.

Highlight the one you
want and click on Select. 



Close an Episode

CLICK
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Close an Episode

Click, and you will see the 
Closed Episode Info.
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Close an Episode

EXERCISE 9
In this exercise you will:

Close an episode.
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The Medications Screen
Find your client and 
click on their current 

Episode.

Medications are INSIDE the Episode.. Click 
on Medications under Options.
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Prescribing Medications

This is the main Meds screen…. Notice that there are tabs across the 
top… lets take a look at each of them starting with the RX Card Info.

CLICK
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Prescribing Medications: Rx Card

Returning client’s should have an RX Card number,
but if not you should enter it and click “Add”

Next : Drug Allergies…..
CLICK

CLICK
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Prescribing Medications: Allergies

If the client is allergic to meds, list them here!
Med Order is next….. CLICK



Prescribing Medications

EXERCISE 10
In this exercise you will:

See how to get to the Medications Link.

Add RX Card Number.

Add Allergic to a prescription. 
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Prescribing Medications: Med Orders

This screen is for Meds to be 
delivered at your facility and usually

they are injectable and liquids. 

Ok, let write a 
prescription



60

Prescribing Medications

Type in the 
Prescription, if

you enter
something

under 
“Frequency”.

You won’t need
To enter
“Other 

Instructions”,
notice you can
also indicate

Refills.You will see edits
here!

This prescription
was approved!
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Prescribing Medications: Write Rx

EXERCISE 11
In this exercise you will learn:

How to Add Medications in Med Order.

How to Write Rx. 



Medications History

This screen shows all the medications 
that were prescribed to the client.

Everything!



Prescribing Medication-Current

To view recently added Medications,
Click on the “Current” tab (the first fifteen 

medications are displayed here) …
Notice this prescription has A 

“Approved” on the Status. 
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Prescribing Medications: Approval

“AR” means the prescription needs to be 
reviewed and approved by the Doctor. 

After you have talked to the MD and gotten 
approval, you can change the status to 

“Approved…”
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Prescribing Medications: Approval
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Prescribing Medications: Renew and Refill

Click to RENEW 
ONLY if Medication 

has a Fill Date !
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Prescribing Medications Cont.

EXERCISE 12
In this exercise you will:

View the History Screen.

View the Current Screen.

Learn how to resolve the Approval Required 
Screen. 

Learn how to do a Renew/Refill. 
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Using the Daily Log
You also need to specify 
Rendering Provider when
Looking at the Daily Log.

Community Outreach Services are here 
click on the link to get to it!
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Community Outreach Services 
(COS)

• Entering COS is fairly simple because there is no billing 
involved…it’s just recording an event.  Billing is done by 
sending an invoice to the DMH Finance Bureau. Run the IS 
220 to see your COS on a report.

• In the Find Client Screen you will see the  “Daily Log” link 
under the Options menu.

• In order to enter COS you need to click  the Daily Log link, 
you will be taken to  the Daily Log Search Screen and in the 
Rendering Provider field pick the Rendering Provider 
responsible for the COS, enter  the service date and click 
search.  

• In the Daily Log Screen click on Add Comm. Svs. link 
under  the Options menu.  

• The Add Community Service Screen is displayed, start 
entering COS.  
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Community Outreach Services

As you can see, a  
new field for 
Participating 

Staff is added. 
This new field is 
reflecting on the 

COS form as 
well.

Fill in the blanks 
according to your 
COS sheets.
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Community Outreach Services

If you want edit the COS, 
click on the Service Date.

The IS Will return you to the Daily Log, where
You will see the service recorded.

You can access past services through the
Daily Log.
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Edit Community Service

…and by clicking on the service 
date, it takes you where you can edit. CLICK
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Community Outreach Services 
(COS)

EXERCISE 13
In this exercise you will: 

Learn Using the Daily Log.

Add a Community Service.

How to Edit Community Service.
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