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The Report Distribution Server (RDS) is a web-based application that Riverside County
Department of Mental Health has implemented to enable the availability of information with our
contract providers. The steps outlined below will guide through the process of

accessing/requesting reports that have been assigned to your organization:

LOGIN
From Internet Explorer £ |

access the following URL: https://rds.rcmhcare.org

Click on Contract Provider

In the Username: Enter your “assigned” Provider Connect username
In the Password: Enter your Provider Connect password

Enter characters displaying in the gray box

Click on the Log On button
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ELMR Report Distribution Server

Log On

Please enter your user name and password.

Account Information
® Contract Provider (s | Click on Contract Provider

User name

Password

IsAZ
Captcha: please enter the text shown on the pic
«wwn | Enter characters showing in the gray box

s | Click

< Enter Provider Connect User Name
]

Enter Password
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https://rds.rcmhcare.org/

» The system will display the ‘Update User Information’ screen, enter your email address.

IMPORTANT: Enter your complete email address e.g. romerosjk@childhelp.org.

TIP: Click on Profile tab to update email address.

o EEs

» Review that you entered your complete email address and Click ‘Submit’.
P-acx| iy

|@ https:/frds.bernhcare.org/iccount/Profile
@ MNew Tab | & User Profile X ‘ |
Welcome infoOnly From Contract
Provider! [ Log Off ]

File Edit ‘“iew Favorites Tools Help

ELMR Report Distribution Server

m

Update User Information

Only Contract Provider Users are required to enter email here.

User Information

Email address
4—| Enter email address

|
| Submit | @

= The ‘My Reports’ screen will display. Click on “Request” tab to proceed with requesting a

report.
Welcome infoOnly From Contract
Provider! [ Log Off ]

ELMR Report Distribution Serve

“My Reports” screen will display

My Reports

You haven't requested any reports.
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» The ‘Report Menu’ will display.

E]ﬂ Provider
- 2 Caseload/Episode (1000)
- & PVD 1000 Client Face Sheet

8 PVD 1001 Provider Open Caseload Report

- P services (2000)

& PVD 2000 Services by Provider
& PpVD 2001 Provider Services Summary

- B89 mso (7000)
& pyD 7000 Provider Service Authorization

I::|'._rl o [ =

If you are not authorized to request a report, contact RCMH Quality Management via email at
agmreports@rcmhd.org and ask for the report to be assigned to your organization.

Welcome infoOnly From Contract

ELMR Report Distribution Server Provider! [ Log Off ]

You are no authorized to request any new report!

If you have any questions or comments, please email to Quality Management.
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REQUEST A REPORT

» Click on the report

Report Menu

B MHs

B8 initial Reports

|"® Service Detail by Staff
8 MHST50

® DAST750
B MHS634s < Se—

B MHS634B

% DAS634
a Financial Eligibility Data Entry

8 DASTS1

- ® DAS Multiple Open Episodes
"8 DASTS1 by Staff ID
=% pas

The New Report Request page will display, enter report criteria and Submit Request. For example, the
MHS634A Report requires the selection of the Reporting Unit Program, Start Date and End Date.
Select Reporting Unit Program from the list.

Enter Start Date using this format MM/DD/YYYY (e.g. 07/01/2013)

Enter End Date using this format MM/DD/YYYY (e.g. 07/31/2013)

Click the SUBMIT REQUEST button.

v

v

v

New Report Request: (14) MHS634A

RU ( ProgramCode )

33HWFT Oasis MHSA FSP TAY Rehab-Des B <—| Select Program Name

Start Date ( Date )
07/01/2011 <—| Enter Start Date |

End Date ( Date )
07/31/2011 <—| Enter End Date |

Submit Request | <«
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TIP: If there is no criteria needed to run the report the page below will display, click on the |
Submit Request button. !

ELMR Report Distribation Server

New Report Request:

Submit Request ] G—

After submitting the request, the ‘My Reports” screen will display — The report will display a “Pending
status.

My Reports
Report File Request Time Request By || Status | PDF XLS
MHSA34A_120104163518 1/4/2012 4:35:18 PM MMMoreno | Pending Share

Once the report is ready to download, the ‘Status’ will change from ‘Pending’ to ‘Success’.

My Reports

Report File Request Time Request Byl Status | PDF XLS

MHS634A_120104163518 1/4/2012 4:35:18 PM MMMoreno | Success | |TE| [E| share

=1 =
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VIEW, SAVE or PRINT REPORT

= To download the report, click on either the PDF or XLS icon depending on the file format you
want to download. For PDF format, click on the PDF icon as indicated below.

My Reports

Report File Request Time Request By Status PDF XLS

MHS6344 120104163518 1/4/2012 4:35:18 PM MMMoreno  Success IEI @I Share

1 =/

» A file download message box will display. Click on Open if you want to display the report on

your screen OR click on Save if you want to save the report on your computer.

File Download

Do you want to open or save this file?

IH: MName: MHS634A 120104163518, pdf
Type: Adobe Acrobat Document, 75.4KB
From: shakespeare.rcmh.local

=

l@ While files from the Intemet can be useful. some files can potentially

ham your computer. f you do not trust the source. do not open or
save this file. What's the risk?

» Click Open

The report displays in a new window. At this point you may save or print the report and/or close report
window.

& Haome Page - Windows Intemet Explorer [el@] =]
@u' B hitg//shakesperre.semhJocal RTSVR '|ﬁ|‘rlx (= aing P
p— -
Favi
Click 10 O s 103511 - Adobe Reder %_ Click to
) U Vg L Hely g Close report.

Save report.

ﬁ}@l_ %[Ia@’ l_L;s|-+[iH

H ‘ o & | ‘n' Tools | Comment

Feeport Requested for XIHWFT 71112011 1 712011

Riverside County Dapariment of Mental Health
MHS 834A: Staff Activity Analysis
CORONAVERONICA - 800581

Click to Sudate Emaan Erosed Soniacts Tme(Me) Bt Imed
r S J9HWFT Oasis MHSA FSP TAY Rehab-Des 380 WH SERVICE AND DDO i 2 10% i
Print report. Daily Total 1 102 i
TR0 J3MWET Oaals MHSA FSP TAY Rghab-Oes 50845 FAMILY THERAPY WITHOUT CLIENT 1 45 g1 O

Ll JSHWFT Oasis MHSA FSP TAY Rehab-Des WA GROUP i B oa%

Daily Totat: 2 & 1

M JSHWFT Dasis MHSA F5P TAY Rehab-Des WA GROUP 2 a4 otm% 1

Daily Totak 2 L] 1

If you have any questions, please email RCMH Quality Management at: gmreports@rcmhd.org
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