PMHC-MDS User Documentation

The PMHC MDS User Documentation site has been divided into the roles available on the MDS. There are step by

step instructions and screenshots to assist users with performing a specific task.
A Frequently Asked Questions guide is also available for each role.

Version 1.0.32



Getting Help

A dedicated Help Desk is available to support Primary Health Networks and Provider Organisations implementing

PMHC in relation to the minimum dataset system. All enquiries should be directed to: support@pmhc-mds.com.

As at 5 April, 2024

6a77d4e8285b0b7b0890f0c28ch3fd8a155b064
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1. Home, Sign-in & Passwords

e Accepting an invitation to become a PMHC MDS User
e Logging In

e Logging Out

e Updating your details

e Request your details be updated

e Passwords Requirements

e Password Expiry Notifications

e Forgotten or Expired Password

e Account Blocked
To use the PMHC MDS navigate to https:/pmhc-mds.net.

The first page you will see is the Home page. The home page shows you the most recent announcements made via
the PMHC mailing list.
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Primary Mental Health Care

Australian Government

e Minimum Data Set

Tools ~ Forgot Password?  Signin

Home

Home
The Primary Mental Health Care Minimum Data Set (PMHC MDS) will provide the basis for PHNs and the Department of Health to monitor and report on the quantity and quality of

service delivery, and to inform future improvements in the planning and funding of primary mental health care services funded by the Australian Government.

For more information please visit www.pmhc-mds.com

Announcements

PMHC MDS outage scheduled for 6am AEST Thursday 26th May 2022

PMHC MDS outage scheduled for 6am AEST Thursday 26th May 2022

We will be performing maintenance on part of our infrastructure on Thursday 26th May 2022 between 6:00am and 7:00am AEST.
We do not expect the outage to be longer than 30 minutes.

If you are planning on uploading or entering any data during this time, we advise you to complete your work before 6:00am AEST.

Thank-you for your patience whilst this work is carried out.

PMHC MDS - Domain name change - whitelisting required
Dear All,

As part of our transition to Logicly we're updating our systems to be accessible under the logicly.com.au and logicly.au domains, rather than strategicdata.com.au.
The strategicdata.com.au domain will cease to be active on 31st May 2022

If your organisation is whitelisting our domains to permit access to our applications please contact your IT department to request that they add the logicly.com.au and logicly.au
domains. This is important to ensure your uninterrupted access. Note that we have no way of knowing if this is the case. If you are unsure, your IT department can assist.

While the strategicdata.com.au domain will remain registered and under our control for the foreseeable future we will no longer be exposing any application related content on
that domain once our transition to the logicly domains is complete.

Kind regards, The Logicly team

Update to the PMHC MDS - 31/3/2022
PMHC MDS Update v1.15.7
We are pleased to announce that PMHC MDS Update v1.15.7 was released on March 31, 2022.
The following new validation has been implemented:
o All entity key fields (Organisation Key, Practitioner Key, Client Key, etc) must start with a POSIX alphanumeric character (A-Za-z0-9)

Some organisations have a small number of records that break this new rule by starting entity keys with one of the characters [#-."+$"%_:] These will cause issues if the
data is modified. Please contact support@pmhc-mds.com for assistance.

The user guides have been updated to reflect these updates. They are available at https://docs.pmhc-mds.com/.

View Archive (link opens in a new window)

Department of Health

Australian Government

Departencat of Health
Logicly | Contact Support | Documentation | Training

An announcements archive link is now available on the Home tab under the three most recent announcements -

Click View Archive to view all the PMHC MDS announcements.

1.1. Accepting an invitation to become a PMHC MDS User

To become a PMHC MDS user you will be sent an invitation by email and a verification code via SMS. In order to

gain access to the PMHC MDS you will need to accept this invitation within 7 days, by following these steps:
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From: noreply @ logicly.com.au
Susjact: PMHC MDS Verificatior

Tor 4 - |

PMHC MDS

Hello =ms s

You have been invited to sign up 1o the PMHC MDS by fesiste: e Thay will be
nolified ance you complete the process.

You will be assigned the following roles in [PHNS99:PO1] Test Provider Organisation 1:
+ Aeporting
= Data Entry
Please verify your identity for the PMHC MDS authentication system by following tha link below,

and then entering the code which has been sent to your mobile phone.

com.auvenly 239DEAEASI3327:

GA550

if you can't click the link, please copy the entire link and pasta it into your browser.

if you don't receive the SMS please contact the PMHC Helpdesk on suf 1&pmhe-mds.com.

Note that this invite will autematically cipwrc after 7 d:\ys If that "vappms then the process will
need 1o begin again. Piease contact sandra zlatanovski @stratogicdata com.au 1o request a
new invitation.

Thank you.

1. Click on the link contained in the email. You will be shown a page where you will need to input the SMS you

have been sent

User Verification

Enter SMS code:

Submit

2. Input your verification code
Click Submit

4. You will be prompted to enter a new password

Please note: This is a single use token - please don’t navigate away from this page until you have successfully set your

password.
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Activate account

Use a strong random password or a passphrase. In either case this must be at least 14 characters. Random passwords are best suited to
users relying on a password manager as they can be generated by the password manager and need not be remembered. Use a passphrase if
it must be remembered.

When using a passphrase ensure that they aren't easily guessable by:

¢ Using at least 4 random words. e.g. "magpie knuckle asteroid penance"

* Not using a list of categorised words. e.g. "apple kiwi melon pear”

* Not using a real sentence in a natural language. e.g. "The quick brown fox"

* Not using well known phrases such as those constructed from song lyrics, movies, literature or any other publicly available material. e.g.
"super califragilistic expialidocious"

Please enter a new password:

New Password: (® " response required

Confirm New Password: ® * response required

© Logicly 2023

5. Enter your password

6. Confirm your password
7. Click Submit
8

. Your account will be activated
Activate account

Thank you “Sms. ssssmes, your Logicly account is now activated.
Please proceed to the Login page now.

@ Logicly 2022
9. Navigate to https:/pmhc-mds.net/ and follow the Logging In instructions

1.2. Logging In

After navigating to https:/pmhc-mds.net/, click Sign in.
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ra lOgiCly

Welcome

Log in to Logicly to continue.

Email address

Continue

This will open a window to log in. Enter your email address and click Continue.
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va lOgicly

Enter Your Password

Enter your password for Logicly to continue.

email@example.com Edit

Password

Continue

On the next window, enter then your password and click Continue.

To maintain compliance with current best practices in security policy, Multi Factor Authentication (MFA) is in the
process of being implemented for user access to the PMHC MDS. It is being iteratively rolled out to specific user

groups. Please refer to the MFA documentation for assistance in setting up and using MFA.

Login to PMHC MDS successful.

Welcome FirstName Surname.

‘You do not have a backup email stored. This email is used to allow you to reset your password if you lose access to your primary account. it is
advisable to set a backup email.

Set a backup email now. Continue to site.

The backup email address is used when resetting your password. If you forget your password an email is sent to
both your primary email address and your backup email address. This allows you to regain access to your account

in the event that you no longer have access to your primary email address.

1. Click Set a backup email now
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2. This will open the Manage details page

Manage Details = Change Password ~ Manage Users  Manage Attributes ~ Help Logout

Manage Details

Profile Attributes
You're currently enrolled in the following sites:

« PMHC MDS

Name: FirstName Surname Change personal details

Manage Security Credentials

Username: firstnames
Email Address: firstname.surname@email.example.com Change email address
Email address: ™ response required

Mobile Phone: 0401111222 Change mobile phone number

Password lifetime

Last changed: 03 Nov 2016 03:41 UTC
Expires at: 01 Feb 2017 03:41 UTC

© Strategic Data 2016

3. Under Manage Security Credentials there is an ‘Email address’ field
4. Enter your backup email, in the email address field, under Manage Security Credentials

5. Click Submit

Manage Security Credentials

Username: firstnames
Email Address: firstname.surname@email.example.com Change email address

ur request to change your backup email address has been noted.

| email has been dispatched to that address with details on how to confirm the change.

zase follow the link in this email to complete your backup email update.

tou don't receive that email then please check that the address was entered correctly. If the problem persists, please contact ncbody@nowhere.com.au

6. You now need to confirm your email address. You will be sent an email to the address you specified and an
SMS to the mobile phone number on record. Please follow the link in the email and enter the code that was

sent to your mobile
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User Verification

Enter SMS code: |

Submit

7. Click Submit

8. Your backup email is now confirmed

Confirm update email

FirstName Surname, your backup Strategic Data email has been updated.

© Strategic Data 2016

9. Navigate back to https:/pmhc-mds.net/ and sign in

10. The interface you will be able to access after login will depend upon the Users Roles you have been assigned

1.3. Logging Out

Logout by:

1. Clicking on the button to the right of the menubar that says Logged in as [Name]
2. Click Logout from the options that open

We strongly encourage users to logout when they have completed their tasks.

Please note - the PMHC MDS will automatically log users out after 15 minutes of inactivity. You will see a pop up box

that provides a countdown feature prior to automatically logging out the idle user.

Your session is currently idle

tir m Bronds

The login screen will confirm when an auto-logout has occurred to an idle user.
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Sign In

Your session has expired, Please log in again,

Sign In

Forgot Password | Help

1.4. Updating your details

If your email address or mobile number has changed, it is important that you update your account. These

instructions require you to have a working login which you know. Ensure you are logged in to proceed.

If you are unable to login and need your mobile phone number and/or email address updated to regain access then

follow the instructions under Request your details be updated.

To edit your details:

Click the button to the right of the menubar that says Logged in as [Name]
From the menu that opens, click Profile

You will be taken to the Profile Management page

RS

Login using your PMHC MDS email and password

Login Help

Login to Logicly

Email or Username: ||

Password:

— Forgotten password

— Reset expired password
— Request an account

© Logicly 2022

5. You will see the Manage Details page
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Manage Details

Profile Attributes
You're currently enrolled in the fellowing sites:

+ PMHC MDS

Name: FirstName Surname Change personal details

Manage Security Credentials

Username: firstnames

Email Address: firstname.surname@email.example.com Change email address
Backup Email Address: firstname.surname@backup.example.com Change backup email address
Maobile Phone: 0401111222 Change mobile phone number

Password lifetime

Last changed: 03 Nov 2016 04:31 UTC
Expires at: 01 Feb 2017 04:31 UTC
© Strategic Data 2016

e To update your name, click the Change personal details link

e To update your primary email address, click the Change email address link

e To update your backup email address, click the Change backup email address link

e To update your mobile phone number, click the Change mobile phone number link

e Please note: The last section on the page, Password lifetime, tells you when you last changed your
password and when it will expire. Passwords must be changed every 90 days. See :Passwords

Requirements

Once you have entered your changed details, click Submit (Please note: you can only change one contact
detail at a time)

An email with further instructions will be sent from noreply@logicly.com.au to the email address the PMHC
MDS has on file for the user. An SMS with a verification code will also be sent to the mobile phone number on

record. (Please note: This infromation will be sent to both the old and the new details to confirm the change)

Thank you for requesting an email update.

An email has been dispatched with details on how to confirm the change.
Please follow the link in this email to complete your email update.

If you don't receive this email please contact support@logicly.com.au

Open the email sent from noreply@logicly.com.au and open the link in the email
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From: noreply@logicly.com.au
Subject: PMHC MDS Verification

TO! e o s e

Hello immem  rmm—

Please verify your identity for the PMHC MDS

Follow the link below, and then enter the code which has been sent to your
mobile phone.

logicly.com. i 4D 7DA2C

If you can't click the link, please copy the entire link and paste it into your browser.
If you don't receive the SMS please contact support@Iogicly.com.au.

Note that this invite will automatically expire after 7 days. If that
happens, then the process will need to begin again.

Thank you.

9. Enter the verification code you were sent via SMS

User Verification

Enter SMS code:

Submit

10. Click Submit

1.5. Request your details be updated

If you can't access your profile, contact the PMHC Helpdesk so that your records can be updated. When
contacting the PMHC Helpdesk you will be asked to arrange for a letter of authority stating the change(s) you

require.

1.6. Passwords Requirements

As required by the Australian Government’s Protective Security Policy Framework passwords must be changed
every twelve months. If you do not change your password it will expire and you will not be able to login to the
system without resetting your password.

Passwords must:

Use a strong random password or a passphrase. In either case this must be at least 14 characters. Random
passwords are best suited to users relying on a password manager as they can be generated by the password
manager and need not be remembered. Use a passphrase if it must be remembered.

When using a passphrase ensure that they aren’t easily guessable by:

e Using at least 4 random words. e.g. “magpie knuckle asteroid penance”

e Not using a list of categorised words. e.g. “apple kiwi melon pear”
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e Not using a real sentence in a natural language. e.g. “The quick brown fox”
e Not using well known phrases such as those constructed from song lyrics, movies, literature or any other

publicly available material. e.g. “super califragilistic expialidocious”

Please note: Users will be reminded via an email sent from noreply@logicly.com.au 14 days prior to their password

expiry date, and on PMHC MDS login 7 days prior to their password expiry - See Password Expiry Notifications.

If a password expires the user will not be able to access the PMHC MDS until they reset their password - See

Forgotten or Expired Password.

1.7. Password Expiry Notifications

As required by the Australian Government's Protective Security Policy Framework passwords must be changed

every twelve months.

Users will be reminded via an email sent from noreply@logicly.com.au each day for 14 days prior to their password

expiry date, and will also be reminded on PMHC MDS login 7 days prior to their password expiry.

It is quicker to reset your password before it expires. Passwords can be reset by clicking the password reset link,

which will open https:/auth.logicly.com.au/. This link can be accessed in one of two ways:

1. Either on the password reminder email; or

From: noreply@logicly.com.au
Subject: Password Expiry Reminder
To: s s .

Hello S Sy,

Your Logicly password will expire in 14 days.

This password provides you access to online services provided by Logicly including the following
* PMHC MDS,

Please change your password at https:/auth.logicly.com.au/

As required by the Australian Government's Protective Security Policy Framework passwords must be:
* 13 or more with no i i or
*a minimum of 10 characters with at least 3 of the following character sets
* lowercase characters (a-z)
* uppercase characters (A-Z)
* digits (0-9)
* punctuation and special characters
* changed at least every 90 days
* changed by users no more than once a day
* not reused from any of the preceding eight changes

Please contact support@Iogicly.com.au if you have any questions or require assistance.

Thank you

2. Under the PMHC MDS login click the Sign in button.

Login to PMHC MDS successful.

Welcome Feisl Ry

Your password will expire in 7 days.

Change your password now. Continue to site.

@ Strategic Data 2018
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When your profile management page opens, you will be shown this screen:

Change your password

Use a strong random password or a passphrase. In either case this must be at least 14 characters. Random passwords are best suited to users relying on a password manager
as they can be generated by the password manager and need not be remembered. Use a passphrase if it must be remembered.

When using a passphrase ensure that they aren't easily guessable by:

¢ Using at least 4 random words. e.g. "magpie knuckle asteroid penance"

* Not using a list of categorised words. e.g. "apple kiwi melon pear”

* Not using a real sentence in a natural language. e.g. "The quick brown fox"

* Not using well known phrases such as those constructed from song lyrics, movies, literature or any other publicly available material. e.g. "super califragilistic expialidocious"

Current Password: * response required
New Password: * response required
Confirm New Password: * response required

© Logicly 2024

Please note: If you see the message “Password unacceptably weak” after entering your new password, the
password is not of sufficient complexity. Please check the password requirements. (Current users have indicated
they find it easier to create a password that is 13 or more characters to avoid the complexity requirements). lif you
receive a message that your current password is incorrect, please reset your password through the link, Forgotten

or Expired Password.

1. Click Submit

2. You will receive confirmation when your new password has been successfully saved

Your new password has bean saved.

It may take up to 5 minutes for your password to be updated on all the systems. Please change any stored passwords in email programs and or
mobile devices.

3. Log out of the profile management page
4. Navigate back to the PMHC MDS https:/pmhc-mds.com/ and sign in

1.8. Forgotten or Expired Password

As required by the Australian Government’s Protective Security Policy Framework passwords must be changed
every three months. If you do not change your password it will expire and you will not be able to login to the

system without resetting your password.
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»a lOgicly

Welcome

Log in to Logicly to continue to the application,

~ Username or email address

pmhct

Password

[EEE R R SRR RS R

@ Wrong username or password

Fordot password?

If you have forgotten your password or it has expired:

1. Navigate to https:/pmhc-mds.net/
2. Click Forgot Password? (next to Sign in button)

Reset Password

Please enter your email address.
An emall will be sent with further instructions on how to reset your password,
Ernail * response required
I'm not a robot g

CAPTCHA
Privacy - Terma

Submit |

You will be prompted to enter your email address or user name recorded for the PMHC MDS
Click the I'm not a robot checkbox
Click Submit

S

An email with further instructions will be sent from support@logicly.com.au to the email address the PMHC
MDS has on file for the user
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You will be prompted to enter your email address again
An email with further instructions will be sent from noreply@logicly.com.au to the email address the PMHC
MDS has on file for the user. Additionally, if you have set a backup email, then an email will also be sent there.

An SMS with a verification code will also be sent to the mobile phone number on record

Reset Password

Thank you for requesting a password reset.
An email has been sent to G FEs : with details on how to reset your password.
Please follow the link in this email to complate the process.

If you don't receive this email please contact suppori@logicly.com.au.

9. Open the email sent from noreply@logicly.com.au and open the link in the email

From: noreply@logicly.com.au
Subject: PMHC MDS Verification
TO:! o g s

Hello s Sommm—

Someone has requested a password reset on 2022-05-27, and so this email has been
dispatched to all email addresses that are on record for your user.

Please verify your identity for the PMHC MDS}|

Follow the link below, and then enter the code which has been sent to your
mobile phone.

logicly.com. ify/D3FFC: DESEE

If you can't click the link, please copy the entire link and paste it into your browser.
If you don't receive the SMS please contact support@Iogicly.com.au.

Note that this invite will automatically expire after 7 days. If that
happens, then the process will need to begin again.

Thank you.

10. Enter the verification code you were sent via SMS

User Verification

Enter SMS code:

Submit

11. Click Submit

12. This will open the Password reset window
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Password reset

Use a strong random password or a passphrase. In either case this must be at least 14 characters. Random passwords are best suited to
users relying on a password manager as they can be generated by the password manager and need not be remembered. Use a passphrase if
it must be remembered.

When using a passphrase ensure that they aren't easily guessable by:

* Using at least 4 random words. e.g. "magpie knuckle asteroid penance"

* Not using a list of categorised words. e.g. "apple kiwi melon pear"

* Not using a real sentence in a natural language. e.g. "The quick brown fox"

* Not using well known phrases such as those constructed from song lyrics, movies, literature or any other publicly available material. e.g.
"super califragilistic expialidocious"

Please enter a new password:

New Password: (® * response required

Confirm New Password: (® * response required

© Logicly 2023

13. Enter your new password
14. Confirm you new password
15. Click Submit

16. Your password will be reset

Password reset

FirstName Surname, your Strategic Data password has been resat
You may now log in using that passwaord.

© Strategic Data 2016

17. Logout of the profile management page

18. Navigate back to https:/pmhc-mds.com/ and sign in

1.9. Account Blocked

To ensure security, the system blocks users who make too many incorrect attempts to access their account on the

PMHC MDS.

Page 18 of 232


https://pmhc-mds.com/

»a lOgicly

Welcome

Log in to Logicly to continue ta the application.
Your account has been blocked after
multiple consecutive login attempts

Username or email address

pmhct

Passward

R R T I Y

Forgot password?

Cantinue

When this ocurrs, an automated email will be sent to the email address the PMHC MDS has on file for the user.

support@logicly.com.au Inbox - Logicly 11:39 am
Account blocked

We detected suspicious activity in your Logicly account. If this is your IP address follow the Unblock link. Otherwise disregard this email. IP 60.241.110.238 Location Melbourne, Australia UNBLOCK You're receiving this email because you have an account in
Logicly. If you are not sure why you're receiving this, please contact us through our Support Center.

1. Open the “Account blocked” email sent from support@logicly.com.au and follow the instructions in that email

to unblock your account
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v logicly

We detected suspicious activity in your Logicly
account.

If this is your IP address follow the Unblock link. Otherwise

disregard this email.

IF

Lacation Melbaurne, Australia

UNBLOCK

[

2. If your IP address is displayed correctly, click the Unblock button

The system will confirm if the unblock was successful.
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Account Unblocked

Your account has been unblocked,

Help & Support support@logicly.com.au

Please note: Reset your password before attempting to log in again - See Forgotten or Expired Password.

2. Organisations

e Viewing a PHN

e Searching for a Provider Organisation

¢ Viewing a Provider Organisation

¢ Adding a Provider Organisation

¢ Editing a Provider Organisation

¢ Inactivate a Provider Organisation

¢ Viewing an inactive Provider Organisation

e Deleting a Provider Organisation

You will be able to see the Organisations tab if you have been assigned the ‘Organisation Management’, or the

‘User Management’ role, when logged into the PMHC MDS on https:/pmhc-mds.net.

If you believe you should have access to an organisation and it doesn’t appear in your list please contact someone
who has the ‘User Management’ role in that provider organisation or the provider organisation’s commissioning
PHN.
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If you are unsure who has the ‘User Management’ role please email the PMHC helpdesk at support@pmhc-

mds.com.

After navigating to the Organisations tab, you will be presented with a list of top level organisations for which you

have been assigned the ‘Organisation Management’ or the ‘User Management’ role.

Organisations Tools = Logged in as PMHC Training ~

Home / Organisations

Organisations

Users with the Organisation Management role can use this tab to view, add and edit an organisation commissioned by a PHN.
Users with the User Management rale will alsc be able to use this tab to see all users assigned to an organisation.
Suppoert: For more information and assistance visit PMHC MDS Documentation. (link opens in a new window)
PHNs Provider Organisatians
View Organisations ¥ Filters = @& Show / Hide | @ Organisation

i Include inactive organisations

Name v Type v State v | StartDate v | End Date v Tags v
Test PHN Primary Health Network  VIC 01/06/2014 09/09/9999 TEST PHN for user traini...
PHNS29

W« |1 [r1]w | W10 2|items perpage 1-10f1 kems

2.1. Viewing a PHN

You can view a PHN organisation’s details through the Organisations tab, by following these steps:

1. Navigate to the Organisations tab
2. Click on the PHN name in blue text displayed within the table

The PHN organisation’s details will be displayed, along with the Provider Organisations tab. If you have the ‘User

Management’ role, a ‘Users’ tab listing the users that belong to this PHN will also be included.
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Home / Organisations / PHN999 / View Details

@ PHN Test PHN'

Details Provider Organisations Roles of Assigned Users

View Details Edit Details

Tags
TEST PHN for user training purposes

Organisation Path Organisation Key
PHN999 PHN999

Name Legal Name

Test PHN Strategic Data Training PHN
ABN Type

42072953425 Primary Health Network
State

VIC

Start Date End Date

01/01/2014 09/09/9999

2.2. Searching for a Provider Organisation

You can search for a provider organisation by sorting and filtering the provider organisations of a PHN. Follow

these steps:

1. Navigate to the Organisations tab
2. Click the PHN name in blue text displayed within the table
3. Click the Provider Organisations tab

Home / Organisations / PHN999 / View Provider Organisations

+ @ PHN Test PHN'

Details Provider Organisations

View Provider Organisations Add Provider Organisation Y Filters ® Show / Hide | @ Provider Organisation

O Include inactive organisations

Organisation Name v Type v  State v Start Date v End Date v Tags &
Not for Profit 1 Private Allied Health Prof... NSW 01/07/2015 09/09/9999
NFPOT
Not for Profit 2 Private Allied Health Prof... NSW 01/07/2016 09/09/9999
NFPO2
Test Provider Organisation 1 General Medical Practice  NT 01/06/2014 01/07/2024 Inspt
PO1
Test Provider Organisation 2  Headspace Centre ACT 01/06/2014 09/09/9999
PO2
Test Provider Organisation PO Headspace Centre NT 01/06/2014 09/09/9999
PO3
ORGANISATION PHN999:PO4 = General Medical Practice  VIC 01/06/2019 09/09/9999
PO4
Test PO Community-managed C...  VIC 01/01/2019 09/09/9999 Inspt
test
K | 1 /A 2 L} 10 v items per page 1-70of 7 ltems
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4. Sort the listed provider organisations by simply clicking on a column header of the Provider Organisations

table. Alternately, you can click on the arrow beside a column header for more sort options, as follows:

e Sort Ascending
e Sort Descending
e Remove Sort

e Hide Column

You can also show or hide columns by unselecting and reselecting the items listed after pressing the Show/Hide

button.

Home / Organisations © PHN999 / View Provider Organisations

® PHN '"Test PHN'

Details Provider Organisations

View Provider Organisations Add Provider Organisation Y Filters | ® Show / Hide | @ Provider Organisation

+ Organisation Name

JInclude inactive organisations
+« Organisation Key

Organisation Name v Type v State v Start Date & Tags &%

v Type

Not for Profit 1 Private Allied Health Prof... NSW 01/07/2015

NFPOT v State

Not for Profit 2 Private Allied Health Prof... NSW 01/07/2016 ~ Start Date

NFPO2

Test Provider Organisation 1 General Medical Practice  NT 01/06/2014 v EndDate Inspt

PO1
v Tags

Test Provider Organisation 2 Headspace Centre ACT 01/06/2014 orosrossy

PO2

Test Provider Organisation PO Headspace Centre NT 01/06/2014 09/09/9999

PO3

ORGANISATION PHN999:PO4  General Medical Practice  VIC 01/06/2019 09/09/9999

PO4

Test PO Community-managed C...  VIC 01/01/2019 09/09/9999 Inspt

test

K | 1 /e ] 10 v items per page 1-70f 7 ltems

To filter the listed provider organisations:
1. Click the grey Filters button

2. Start typing in any of the column header edit boxes now displayed above the column headers

3. Click the blue Apply button
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Details Provider Organisations

View Provider Organisations Add Provider Organisation @& Show / Hide | @ Provider Organisation
Select Your Filters: x
Organisation Name Organisation Key Type State
Organisation Name 2=] Organisation Key v v
Start Date End Date Tags
DD/MM/YYYY DD/MM/YYYY Tags

Cancel Apply

O lInclude inactive organisations

Organisation Name v Type v State v Start Date v End Date v Tags v

4. To remove the filters, click the black cross on the applied filter name or the Clear all button if more than one

filter is applied

Details Provider Organisations Roles of Assigned Users

View Provider Organisations Add Provider Organisation Y Filters ® Show / Hide | @ Provider Organisation

Filters: % Organisation Name : test & State: NT % Clear all

O lInclude inactive organisations

Organisation Name v Type v State v Start Date v End Date v Tags v

2.3. Viewing a Provider Organisation

You can view a provider organisation’s details through the Organisations tab, by following these steps:

Navigate to the Organisations tab
Click the PHN name in blue text displayed within the table
Click the Provider Organisations tab

Lo

Click the provider organisation’s name from the View Provider Organisations table
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Home / Organisations / PHN999 / PHN999:PO1 / View Details

@ Provider Organisation "Test Provider Organisation 1" at PHN "Test PHN"

Details Roles of Assigned Users

View Details Edit Details

Tags

Inspt

PHN Name

Test PHN

Organisation Path Organisation Key
PHN999:PO1 PO1

Name Legal Name

Test Provider Organisation 1 PHN999:PO1 Pty Ltd
ABN Type

18123456789 General Medical Practice
State OMSSS Provider Organisation Email
NT

Start Date End Date

01/06/2014 01/07/2024

2.4. Adding a Provider Organisation

If you have the ‘Organisation Management' role you can add provider organisations through the organisation tab

by following these steps:

Navigate to the Organisations tab

Click the PHN name in blue text displayed within the table
Click the Provider Organisations tab

Click the Add Provider Organisation tab

LD
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Home / Organisations / PHN999 / Add Provider Organisations

@ PHN 'Test PHN'

Details Provider Organisations Roles of Assigned Users

View Provider Organisations Add Provider Organisation @ Provider Organisation

Note: * denotes a mandatory field

Tags @
Add a tag
Organisation Path Organisation Key * @
PHN999: 2]
Name * @ Legal Name @
ABN* @ Type* @
v
State * @ OMSSS Provider Organisation Email
v

Start Date * @ Enter date in DD/MM/YYYY or D/M/YYYY format End Date @ Enter date in DD/MM/YYYY or D/M/YYYY format

= &

Save

Complete all the mandatory fields marked with an * in the form
Click the blue Save button
7. You will receive confirmation that the organisation has been saved, and it will now be displaying in the PHN'’s

Provider Organisations list

Saved successfully

2.5. Editing a Provider Organisation

If you have the ‘Organisation Management' role you can edit a Provider Organisation’s details through the

organisation tab, by following these steps:

1. Navigate to the Organisations tab
2. Click the PHN name in blue text displayed within the table
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Home / Organisations / PHN999 / View Details

@ PHN Test PHN'

Details Provider Organisations Roles of Assigned Users

View Details Edit Details
—

Tags
TEST PHN for user training purposes

Organisation Path Organisation Key
PHN999 PHN999

Name Legal Name

Test PHN Strategic Data Training PHN
ABN Type

42072953425 Primary Health Network
State

VIC

Start Date End Date

01/01/2014 09/09/9999

3. Click the Provider Organisation tab

4. Click the Provider Organisation name in blue text displayed within the table

Home / Organisations / PHN999 / PHN999:PO1 / View Details

@ Provider Organisation "Test Provider Organisation 1" at PHN "Test PHN"

Details Roles of Assigned Users

View Details Edit Details

Tags

Inspt

PHN Name

Test PHN

Organisation Path Organisation Key
PHN999:PO1 PO1

Name Legal Name

Test Provider Organisation 1 PHN999:PO1 Pty Ltd
ABN Type

18123456789 General Medical Practice
State OMSSS Provider Organisation Email
NT

Start Date End Date

01/06/2014 01/07/2024

3. If you have permission to edit the Provider Organisation an Edit Details tab will be displayed
4. Click the blue Edit button
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Home / Organisations / PHN999 / PHN999:PO1 / Edit Details

@ Provider Organisation "Test Provider Organisation 1" at PHN "Test PHN"

Details Roles of Assigned Users

View Details Edit Details

Note: * denotes a mandatory field

Tags
) Acdatag
PHN Name
Test PHN
Organisation Path Organisation Key
PHN999:PO1 PO1
Name * @ Legal Name @
Test Provider Organisation 1 m PHN999:PO1 Pty Ltd
ABN * @ Type * @
18123456789 General Medical Practice v
State * @ OMSSS Provider Organisation Email
NT v
Start Date * @ Enter date in DD/MM/YYYY or D/M/YYYY format End Date @ Enter date in DD/MM/YYYY or D/M/YYYY format
01/06/2014 & 01/07/2024 &

4. Update the organisation’s details. Mandatory fields are marked with an *
Click the blue Save button

6. You will receive confirmation that the updated organisation details have been saved

Saved successfully

2.6. Inactivate a Provider Organisation

You can make a provider organisation inactive by entering an End Date in the provider organisation details. The

End Date can be in the future.
Once an end date is saved, there will be a 90 day grace period, in which the users of this inactive provider
organisation can finalise adding their data. Users of an inactive provider organisation will not be able to add data

after the grace period has passed.

Please note: Service Contact data and Outcome Collection Occasion data will not be able to be recorded after an

organisation’s end date.

Please note: Only organisations that are active within a reporting period will be displayed in the reports organisation field.
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2.7. Viewing an inactive Provider Organisation

You can view an inactive provider organisation’s details through the Organisations tab, by following these steps:

Navigate to the Organisations tab
Click the PHN name in blue text displayed within the table
Click the Provider Organisations tab

Select the Include inactive organisations checkbox

vk b e

Click the provider organisation’s name from the table

Inactive organisations will be displayed with a ZZZ icon and will be greyed out.

Home / Organisations / PHN999 / View Provider Organisations

@ PHN 'Test PHN'

Details Provider Organisations

View Provider Organisations Add Provider Organisation

Include inactive organisations

Organisation Name v Type v State v  Start Date
Not for Profit 1 Private Allied Health Prof... NSW 01/07/2015
NFPOT
Not for Profit 2 Private Allied Health Prof... NSW 01/07/2016
NFPO2
Test Provider Organisation 1 | General Medical Practice | NT 01/06/2014

POT
2 Test Inactive Provider Organis.
2
Test Provider Organisation 2 | Headspace Centre ACT 01/06/2014
PO2

,z 1est Inactive Provider Organis.
E

Test Provider Organisation PO Headspace Centre NT 01/06/2014
PO3

ORGANISATION PHN999:PO4  General Medical Practice  VIC 01/06/2019
PO4

Test PO Community-managed C...  VIC 01/01/2019
test

[} < 1 /1> ] 10 v items per page

2.8. Deleting a Provider Organisation

Y Filters

®& Show / Hide

End Date

09/09/9999

09/09/9999

01/07/2024

09/09/9999

09/09/9999

09/09/9999

09/09/9999

@ Provider Organisation

v Tags s
Inspt
Inspt

1-90f9ltems

You cannot delete a provider organisation. If you believe an organisation should be deleted please email

support@pmhc-mds.com.

3. Users

e Users Roles
e Finding a user
e Viewing a User’s details

e Editing a User’s details
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e Adding a new user

e Adding an existing user

e Viewing Invitations

e Viewing a user’s invitation details
e Reissue an invitation

e Revoke a pending invitation

e Delete an invitation

e Viewing a user’s roles

e Editing a user’s roles

e Deleting a user

e User Auditing Tool

e Viewing all Organisational Users

e Assigning Extra Roles to an Organisational User

You will only be able to see the Users tab if you have been assigned the ‘User Management’ role, when logged into
the PMHC MDS on https:/pmhc-mds.net.

If you don’t have access to the Users tab and you believe you should, please contact someone in your provider

organisation or provider organisation's PHN who has the ‘User Management’ role.

If you are unsure who has the ‘User Management’ role please email the PMHC Helpdesk at support@pmhc-

mds.com

After navigating to the Users tab, you will be presented with a list of the users that are assigned to the

organisations for which you have the ‘User Management’ role.
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Home

Organisations

Home Users / View Users

Users

Users

Tools =

Users with the User Management role can use this tab to view users, invite new users and edit a user's roles.

Suppeort: For more information and assistance visit PMHC MDS Documentation. (link opens in a new window)

List Invites (1)

View Users
——————
Username
useri
user10
user1i
user12
useri3
user2
user21
user22
usera3
user24

user25

Invite New User

Name

given-user1 surnarme-user’
given-user10 surname-user10
given-user11 surname-user1
given-user12 surname-user12
given-user13 surname-user13
given-userZ surname-user
given-user21 surname-user21
given-userZ2 surname-user22
given-userZ3 surname-user23
given-user24 surname-user24

Biven-user25 surname-userls

Logged in as given-user2 surname-user2

@ Show / Hide

Email

user1@email example.com
useri0@email.example.com
user11@email.example.com
user12@email.example.com
user13@email.example.com
user2@email.example.com
user21@email.example.com
user22@email.example.com
user23@email.example.com
user24@email.example.com

user25@email.example.com

| € User

ort | User Documentation

3.1. Users Roles

Access to the PMHC MDS is based around roles. The following table provides a summary of each of the roles that

currently exist within the PMHC MDS:

Role

Organisation
Management

User
Management

Upload

Reporting

Aggregate
Reporting

Data Entry

Tasks allowed

A user with the Organisation Management role for a PHN can manage provider
organisations for that PHN.

A user with the User Management role for an organisation can manage user accounts
for that associated organisation.

A user with the Upload role can upload data to the associated organisation.

A user with the Reporting role can run reports and also download data from the
associated organisation.

A user with the Aggregate Reporting role can run reports from the associated

organisation.

A user with the Data Entry role can enter client data and practitioners from the
associated organisation.
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Role Tasks allowed

Service A user with the Service Feedback role can run completed episodes report and generate
Feedback invitations for YES-PHN survey.

Each role allows a user to perform specific tasks. A user can have more than one role. Each role is granted for a
user against an organisation. An organisation can either be a Primary Health Network or a provider organisation. If
a user is granted a role for a Primary Health Network (PHN) they will also have this role for any provider
organisations of that PHN. A user can be invited to have a role at more than one organisations. There is no limit to

the number of users per organisation.

What users see after they have logged in will depend upon the roles that have been assigned. The table below lists

the tabs that will be shown for each role:

Role Tab
Organisation Management Organisations
User Management Organisations, Users
Upload Upload
Reporting Reports, Data Extract
Aggregate Reporting Reports
Data Entry Data Entry
Service Feedback Tools: YES-PHN
All users Tools: SLK

3.2. Finding a user

You can sort and filter the listed users through the Users tab.

Please note: Newly invited users will not be visible until they have successfully accepted their invitation.

Sort the listed users by simply clicking on the column header. Alternately you can click on the arrow beside a

column header for more sort options, as follows:
e Sort Ascending

e Sort Descending

e Remove Sort
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e Hide Column

To filter the listed users:

1. Click the grey Filters button
2. Start typing in an edit box now displayed under the column headers

3. To remove the filter, click the grey cross within the edit box beside any entered text

List Invites (1)

View Users Invite New User ‘ Y Filters ‘ ® Show / Hide |

Username v Name v Email

1| x
orga.userl given-orga.userl surname-orga.user1 orga.user1@email.example.com
user1 given-user1 surname-user1 user1@email.example.com

3.3. Viewing a User’s details

You can view a user’s details through the user tab, by following these steps:

1. Navigate to the Users tab

2. Click on the user's name in blue displayed within the table

@ User

ome ¢ Users / User Details - Details

PMHC Training details

User Cetails Roles
Wiew Details
N
Username Email

pmhct

Marma Mabile
PMHC Training Nome
Password &

Expires: 18/1142021 1:36pm
Last changed: 200082021 1 2:06pm

A page will display showing the user’s details and the Users Roles they have at particular organisations. See

Viewing a user’s roles.
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3.4. Editing a User’s details

A user can edit their own contact details.

See Updating your details.

3.5. Adding a new user

Note: PHNs can devolve ‘user management’ authority to one or more users in a provider organisation so that the
provider organisation can manage their own logins, or a PHN can choose to keep user management authority at

the level of the PHN requiring each provider organisation to contact the PHN when they need a new user added.

Each individual staff member should be set up with their own unique login access. Generic login accounts are not
encouraged to be set up and used within the PMHC MDS, and usernames / passwords should not be shared with
other individuals. This process ensures that when a staff member leaves, their access can be easily disabled and it
doesn't affect other users or the security of the organisation’s data. A user’s account, should not be passed from

one staff member to the next.

Before inviting a user, it is always best to inform them that they will receive a PMHC MDS invitation by email from
noreply@logicly.com.au and a verification code via SMS. You can also provide them with the link to the online
PMHC-MDS User Documentation to read the steps they will need to complete the steps outlined in Accepting an
invitation to become a PMHC MDS User.

The next step to adding a new user is to invite them through the Users tab, by following these steps:

1. Navigate to the Users tab
2. Click the Invite New User tab

List Irwites (4}

wiew Users Inwite Mew User & User

Note: * derotes 2 mandatory feld

First Name * Surname *
Email * Mobile *
Organisation * Roles *

“ [ Organisation Management
[ User Management
[ Reporting
[ Data Entry
O Upload
[ Aggregate Reporting
[ Service Feedback
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3. Complete all the fields with the new users contact details. (Mandatory fields are marked with an *)

Select an organisation, either a PHN or Provider Organisation

Assign one or more Users Roles. (Extra roles can be added after the user has access to the system. See Editing

a user’s roles)

List Invites

View Users Invite New User

Note: * denotes a mandatory field

@ User

First Name * Surname *
Firstname Surname
Email * Mobile *
firstname.surname@testphn.com.au 0412345678
Organisation * Roles *
Test PO ( PHN999:test ) v Organisation Management
(J User Management
Reporting
(J Aggregate Reporting
(D Data Entry
Upload

O Service Feedback

Click the blue Invite button

7. You will receive confirmation that the user has been sent an email to invite them to the PMHC MDS. They will
also be sent an SMS containing a verification code. The user will need to follow the instructions in the email
before they can gain access to the system. See Accepting an invitation to become a PMHC MDS User This
invitation will be valid for 7 days. Invitations are listed in the View Invitations table.

8. When the user has accepted the invitation you will be sent an email to let you know. This user will then be

listed in the View Users table

noreply@strategicdata.com.au
Ta: firstname.surname@email.example.com
PMHC MDS invitation accepted

Hello,

A short while ago you invited FirstMamel Surname to sign up to the
PFMHC MDS authentication system,

They have now completed the sign-up process, So you are now able 1o assign
roles to them, by searching for their email address: firstnamel .surnamel @pol .example.com

Thank you.

Please note: An invitation for a new user is valid for **7 days*. If you receive an error that a previous invitation already

exists for a user, you can either reissue or revoke the invitation. See Viewing a user’s invitation details.
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3.6. Adding an existing user

Note: An existing user must have completed the required steps for Accepting an invitation to become a PMHC

MDS User from their initial PMHC MDS invitation before they can be added again.
Before adding an existing user please ensure you have the same email and mobile number as their current PMHC
MDS Profile. By ensuring these are identical, the system will automatically pick up if a user already exists in the

PMHC MDS.

You can invite an existing user through the Users tab, by following these steps:

1. Navigate to the Users tab
2. Click the Invite New User tab
3. Complete all the mandatory fields marked with an * in the Invite User form, ensuring these are the same

details as their existing PMHC MDS Profile

4. Select an organisation and assign their Users Roles

List Irwites (4}

wiew Users Irwite Mew User @ User
I —

Note: * derotes 2 mandatory feld

First Name * Surname *
Email * Mobile *
Organisation * Roles *

- ] Organisation Management
[ User Management
[ Reporting
[ Data Entry
O Upload
[ Aggregate Reporting
[J Service Feedback

5. Click the blue Invite button

6. You will receive confirmation that the roles have been added to the existing user

Please note: The user will receive notification that they have been granted these additional roles at the relevant

organisation.

3.7. Viewing Invitations

You can view user invitation details through the Users tab, by following these steps:

1. Navigate to the Users tab
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2. Click on the Invites tab

A table will display a list of users that have been sent a recent invitation. These are either:

e Pending - these are active invitations which have not been accepted yet
e Revoked - these were active invitations which were revoked
e Expired - these are inactive invitations which were not accepted within 7 days

e Accepted - these are invitations that have been successfully accepted and the user will be listed in the

Users tab
List Invites (89)
View Invitations Y Filters ® Show / Hide
——

Name = v Email v Organisation v Invitation issued by v Status v
pending
expired
accepted

revoked

Please note: Deleted invitations will not be display the in the View Invitations tab. Please note: Invitations sent prior to

this feature launch on 29 April 2020 will not display the Organisation and Inviters details.

3.8. Viewing a user’s invitation details

You can view a user’s invitation details through the Users tab, by following these steps:
1. Navigate to the Users tab

2. Click on the Invites tab

3. Click on the user’s email in blue displayed within the table

A page will display the user’s invitation details, as entered on the invitation form.

Home / Users / Invites / Invite Details / View Details

N EEmard details
Invite Details

View Details

Name Email

Invitation details

Status: Accepted

Expiry Date: 24/12/2020

Mobile:

Organisation: . B
Roles: Data Entry, Upload

1 Delete Invitation
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Please note: For privacy reasons, only the user who issued the invitation will be able to see the invitee’s mobile number.
On the page you can:

e Reissue an invitation

e Delete an invitation

3.9. Reissue an invitation

You can reissue a pending or expired invitation through the Users tab, by following these steps:

1. Navigate to the Users tab
2. Click on the Invites tab

3. Click on the user’s email in blue displayed within the table

Home / Users / Invites / Invite Details / View Details
PR g = el details

Invite Details

View Details

Name Email

Invitation details

Status: Expired
Expiry Date: 26/11/2020
Mobile:

Organisation:
Roles: Reporting, Data Entry, Upload

A Reissue Invitation 1 Delete Invitation

1. Review all details are correct
2. Click the ‘Reissue Invitation’ button to resend the invitation using the same details
Click the Reissue’ button to resend the email and SMS invitation details. (or click the ‘Cancel’ button if you

decide not to reissue this invite)

Please note: If any of the details are incorrect on the previous invite, you will need to remove the invitation before being

able to send a new invite. See: Revoke a pending invitation.

3.10. Revoke a pending invitation

A pending invitation is an active invitation which has not been accepted yet.

The user has seven days to accept an invitation.
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When a pending invitation is revoked, this will inactivate the invite so that the user will no longer be able to accept
the invite. You may need to inactivate an invitation if the invitee’s details have been incorrectly entered, or if the
single-use verification token has already been used once (is expired), or if the user should no longer be granted

access.
You can revoke a user’s invitation through the Users tab, by following these steps:

1. Navigate to the Users tab
2. Click on the Invites tab

3. Click on the user’s email in blue displayed within the table

Home / Users / Invites / Invite Details / View Details

ilaas malr=E details

Invite Details
View Details

Name Email

Invitation details

Status: Pending

Expiry Date: 27/01/2021

Mobile:

Organisation:

Roles: Data Entry, Upload
# Reissue Invitation % Revoke Invitation

1. Click Revoke Invitation to inactivate the pending invite.

2. Click ‘Revoke’ to confirm that you are sure. (or click the ‘Cancel’ button if you decide not to revoke this invite)

Please note: Once a previous pending invitation has been revoked, you will then be able to send a new invitation to the

user.

3.11. Delete an invitation

An expired invitation is an inactive invitation which was not accepted within seven days of being issued. If you
don't intend to reissue the expired invitation, you can delete an expired invitation to remove this invitation from

the list.

Accepted invitations will also be shown in the ‘invitation’ tab. You can also delete an accepted invitation to

manually remove the accepted invite from this list.

You can delete a user’s invitation through the Users tab, by following these steps:

1. Navigate to the Users tab
2. Click on the Invites tab
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3. Click on the user’s email in blue displayed within the table

Home / Users / Invites / Invite Details / View Details

& bnagamewn details

Invite Details
View Details

Name Email

Invitation details

Status: Expired

Expiry Date: 26/11/2020

Mobile:

Organisation:

Roles: Reporting, Data Entry, Upload

A Reissue Invitation 1 Delete Invitation

1. Click Delete Invitation to inactivate the pending invite.

2. Click ‘Revoke’ to confirm that you are sure. (or click the ‘Cancel’ button if you decide not to revoke this invite)
Please note: A pending invitation can not be deleted. See Revoke a pending invitation.

3.12. Viewing a user’s roles

A user can have more than one role. Each role is granted for a user against the appropriate organisation.
You can edit and assign extra roles to an existing user by following these steps:

1. Navigate to the Users tab

2. Click the user’s name in blue displayed within the table

Click the Roles tab to show the user’s assigned roles

PMHC Training details
User Details Roles
View Roles

Note: Organisations can be filtered by typing or selecting criteria below.

Organisation Organisation Organisation User Reporting Aggregate Data Entry Upload Service
Path Name Management Management Reporting Feedback

PHN999 Test PHN

— PHN999:HTHO1 Test HeadtoHelp * * * *
— PHN999:HUb01| Hub 1 * * * %
— PHN999:IntakeC Intake 01 * * * *
— PHN999:NFPO1 Not for Profit 1 &< % % b 2
— PHN999:NFP02  Not for Profit 2 & & & &3
— PHN999:PO1 | Test Provider Orga * * : *
— PHN999:PO2  Test Provider Orga * * * *
— PHN999:PO3 | Test Provider Orga x % % x
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A tick displays the user currently has this role assigned at the relevant organisation.

3.13. Editing a user’s roles

A user can have more than one role. Each role is granted for a user against the appropriate organisation.

You can edit and assign extra roles to an existing user by following these steps:

Navigate to the Users tab

Click the Roles tab
Click the Edit Roles tab

> NP

Click the user’s name in blue displayed within the table

Please note: a user can not edit their roles. The ‘Edit Roles’ tab will not be displayed when viewing your own profile.

given-user1 surname-user1 details

User Details Roles

Edit Roles

View Roles

Warning: Roles will be automatically saved when edited.

Organisation Organisation Organisation User Reporting
Path Name Management Management

PHN999 Test PHN v v v

— PHN999:HTH( Head2Help 1 W *

— PHN999:NFPC Test PO 1 * *

— PHN999:NFPC Test PO 2 y W

— PHN999:NFPC Test PO 3 * *

— PHN999:NFPE Test inactive PO x 3

— PHN999:NFPE Test inactive PO * *

— PHN999:TWB( Not for Profit 1 » x

DLINOONTIAIDI Nt far Deafis 2 2 *

@ Roles
Aggregate Data Entry Upload Service Actions @
Reporting Feedback
v v v v ®=0 l

6. A tick indicates the user currently has this role assigned at the relevant organisation. Multiple roles can be

assigned and these roles are shown as blue ticks

e Add a role by clicking the empty checkbox

e Remove a role by clicking the selected checkbox

In the Actions column, clicking the button will remove all the user’s roles at that
) ethe ¥=-0

organisation. If the user then has no roles left for any organisation they will be prevented from logging into

the PMHC MDS system.

7. All changes are automatically saved

8. The system will automatically notify the user overnight of any role changes.
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Please note: you will still see users in your list that have had all their roles removed unless you use the ‘Actions’ feature.

3.14. Deleting a user

A user can be deleted from an organisation by using the ‘Actions’ feature under the edit roles tab, which will

remove all the roles a user has at that organisation.

Once completed, if the user does not have any remaining roles within the PMHC MDS, the user will no longer be

displayed in the view users table.

See Editing a user’s roles.

3.15. User Auditing Tool

The User Auditing Tool allows users with the User Management role to review users who have not recently logged
in to the PMHC MDS. User managers should periodically check this table and remove all roles from any user who

no longer requires access.

See User Auditing Tool

3.16. Viewing all Organisational Users

You can view users assigned to an organisation through the organisation tab, by following these steps:

1. Navigate to the tab showing either the PHNs details or the provider organisations details

2. Click on the PHNSs or provider organisations name in blue displayed within the table list. If you are unsure how
to view the details see Viewing a PHN or Viewing a Provider Organisation

3. Under the Users tab, you can view a table list of the organisation’s users

4. You can filter the users within this table list, click the grey Filters button and start typing in an edit box now
displayed under the column headers. To remove the filter, click the grey cross within the edit box beside any

entered text
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+ @ PHN 'Test PHN'

Details Provider Organisations Roles of Assigned Users
View Users Y Filters ® Show / Hide
—
Username v Name v Organisation v User v Reporting v Aggregate v DataEntry v Upload v  Service ~
Management Management Reporting Feedback
pmhct PMHC Training
K < | |1 AR M 10 v items per page 1-60f6ltems

3.17. Assigning Extra Roles to an Organisational User

You can assign extra roles to an existing organisational user, by following these steps:

1. Navigate to the relevant client details
2. Click the user’s name

3. Follow on from Step 3 at Editing a user’s roles

4. Upload

e Uploading a file

¢ Uploading a file in Test Mode
¢ Viewing Previous Uploads

e Viewing Upload Details

e Complete uploads

e Error messages

e Correcting upload errors

You will only be able to see the Upload tab if you have been assigned the ‘Upload’ role, when logged into the
PMHC MDS on https:/pmhc-mds.net.

If you don’t have access to the Upload tab and you believe you should, please contact someone in your provider

organisation or provider organisation's PHN who has the ‘User Management' role.

If you are unsure who has the ‘User Management’ role please email the PMHC helpdesk at support@pmhc-

mds.com
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After navigating to the Upload tab, you will be presented with a drop down list of the organisations to which you

can upload.
Upload Tools = Logged in as PMHC Training ~
Home  Upload A File

Upload

Users with the Upload role can use this tab to upload files, view file upload status along with validation error reports and successful upload summaries.

Files will be accepted in the following types:

+ Azip file (.zip) containing Comma Separated Values (.csv) files
+ Excel (XLSX)

Note: After your file has been submitted, it will then be validated. You will receive an email informing you if your file was successfully uploaded to the PMHC MDS, or outlining any
errors that occurred.

For more information on the data requirements please refer to the Upload Specification

Support: For more information and assistance visit PMHC MOS Documentation. (link apens in a new window)
Uploads
Upload A File View Uploads

@ Upload
e
Note: * denotes a mandatory field

Organisation *

Test PHN ( PHN999 ) v

Select File ] Upload as test data

Artralaan Governmest

PMHC-MDS managed by Strategic Data Pty Ltd | Contact Support | Documentation
Department of Heakih

4.1. Uploading a file

After navigating to the Upload tab, you will be able to upload data files to organisations for which you have the

‘Upload’ role.

You can upload data files through the upload tab, by following these steps:

1. Navigate to the Upload tab
2. The Primary Health Network (PHN) will be pre-filled in the Organisation field, unless you are allowed to

upload to more than one PHN which will allow you to select the PHN whose data you are uploading

Uploads

Upload A File View Uploads @ Upload

Note: * denotes a mandatory field

Organisation *

Test Australian Capital Territory ( PHN801)
Test PHN ( PHN999 )

m () Upload as test data
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4. Click the blue Select File button

5. Navigate to where the upload file is saved on your system. Select the file and click the grey Open button

Uploads
Upload A File View Uploads

Organisation*

Training PHN { PHN999 )

m Upload ~ Upload as test data

File to upload: ~$fixtures-training-x.xIsx

6. Check to ensure you have selected the correct file by reviewing the file name now displayed below the Select
File button
7. Click the green Upload button

You will receive confirmation that your file has been accepted. The file will now be validated and you will receive a
confirmation notification and an email. You can click on the link confirmation notification or open the email to view
the upload status, informing you that your file was successfully uploaded to the PMHC MDS, or informing you of

any errors that occurred. See Viewing Previous Uploads.

Please email support@pmhc-mds.com if you don’t receive an email within one hour.

Further discussion about the error messages can be found at Error messages.

4.2. Uploading a file in Test Mode

A file can be uploaded in Test Mode. When uploading in test mode, the file is validated, however the data is not
updated in the PMHC MDS database.

After navigating to the Upload tab, you will be able to upload in Test Mode data files to organisations for which

you have the ‘Upload’ role.

You can upload data files in Test Mode through the Upload tab, by following these steps:

Navigate to the Upload tab

If you are allowed to upload to more than one organisation you will be asked to select an organisation name
Select the name of the organisation whose data you are uploading from the drop down list

Click the blue Select File button

Navigate to where the upload file is saved on your system. Select the file and click the grey Open button

A T S

Check to ensure you have selected the correct file by reviewing the file name now displayed below the Select
File button
7. Click the Upload as test data checkbox on the right hand side
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Uploads

Upload A File

View Uploads

Note: * denotes a mandatory field

Organisation *

Test PHN (PHN999 )

Select File

8. Click the green Upload button

Upload as test data

@ Upload

You will receive confirmation that your file has been accepted. The file will now be validated and you will receive

an email informing you if your file was valid, or informing you of any errors that occurred.

Even if your file was valid, the data will not be updated in the PMHC MDS database.

Upload Details

View Details

File Name
fixtures-training.xlsx

Upload Date

28/08/2018 D4:28:52 PM

Uploader
PMHC Training

Messages

Completed in Test Mode

4.3. Viewing Previous Uploads

The PMHC MDS allows you to review previous uploads.

Uploads
Upload A File View Uploads
——

Upload ID v Date Uploaded =~ 2
6e0413ec 01/11/2018 01:34:18 PM
a2e60b3d 31/10/2018 02:23:37 PM
506aa42f 29/10/2018 09:18:10 AM
216d1fa5 25/10/2018 09:39:28 AM

Organisation Name

Test PHN
Test PHN
Test PHN
Test PHN

v

Username

PMHCT
PMHCT
PMHCT
PMHCT

Upload ID
37fb0%9b

Status
complete

Specification
PMHC 1.0

v File Name

fixtures.xlsx
fixtures.xIsx
fixtures.xlsx

fixtures.xlsx

Y Filters

v

Specificationr Test

PMHC 1.0
PMHC 1.0
PMHC 1.0
PMHC 1.0

@& Show / Hide

No
No
Yes

Yes

v

@ Upload

Status Vv

accept
complete
complete

error

When an upload has been completed, irregardless of whether it validated successfully or not, the upload will be

added to the table.
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The Status of Previous Uploads table refreshes once files finish the validation process. Types of status results are:

e accept - the file is currently going through the validation process
e complete - the file has successfully passed the validation process
e error - the file has returned errors through the validation process. Please review the error messages and

correct the data to upload again

Further discussion about the error messages can be found at Error messages.

4.4. Viewing Upload Details

You can view the results of an upload by following these steps:

Navigate to the Upload tab
Click the Upload Status tab
Locate the date and time of the upload you are interested in

Click on the filename of the relevant upload

vk e

You will be shown the Upload Detail page

4.5. Complete uploads

Viewing Upload Details for complete uploads will display data verification information by listing the number of

data records present and if those records are added, updated, or deleted, within the MDS records.

Messages
File/Worksheet Present Added Updated Deleted
organisations 1 0 1 0
practitioners 11 0 11 0
clients 27 2 25 0
episodes 27 2 25 0
service contacts 114 20 94 0
k10p 10 2 8 0
k5 0 0 0 0
sdq 0 0 0 0

4.6. Error messages

If the status of your file shows error, you can view the returned errors through Viewing Previous Uploads.
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Upload Details

View Details
——

File Name Upload ID
fixtures-training-x.xIsx 537e4d0d
Upload Date Status
29/08/2018 06:17:30 PM error
Uploader Specification
PMHC Training PMHC 1.0

Errors

File/Worksheet Row Column Name Error

Practitioners 7  atsi_cultural_training Invalid ATSI Cultural Training. "Not
required" is reserved only for
practitioners who are of ATS| descent or
employed by an Aboriginal Community
Controlled Health Service. Therefore
practitioner_atsi_status must have the
value "Aboriginal but not Torres Strait
Islander origin", "Torres Strait Islander
but not Aboriginal origin" or "Both
Aboriginal and Torres Strait Islander
origin" or the Provider Organisation must
have the type "Aboriginal Health/Medical
Service".

Clients 12 date_of birth required to have a date between
01011900 and today's date.

Clients 24 client_atsi_status value of "5" is invalid.

Clients 30 client_gender required.

Clients 30 client_gender value of "[blank]" is invalid.

Clients 34  organisation_path / client_key value of "PHN999:PO2 / CL1003" is not
unique. A previous row in the file
contains the same values.

Episodes 7 episode_end_date required to have a date between
01012016 and today's date.

Episodes 12 referral_date required to have a date between
01012014 and today's date.

Service contacts 72 service_contact_date required to have a date between
01012014 and today's date.

Service contacts 74 organisation_path / episode_key value of "PHN999:PO2 / EPO00039" is
invalid. There is no matching row in the
Episodes file/worksheet with this
identifier.

K10p 11 measure_date required to have a date between
01012016 and today's date.

Sdq 4 sdq_total Inconsistent sdq_total. The Total

Difficulties Score doesnt match the sum
on the underlying subscales.

4.7. Correcting upload errors

Any data errors will need to be corrected in your internal system and a new upload file created. Or if you manually

record data on the upload file, you can edit the data records directly on the file.
The definition of each data item has associated notes that will provide guidance on why an error is returned. By

visiting the data specifications documentation and clicking on the Record formats field name this will take you to

the field definition which outlines the associated notes.
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In the Frequently Asked Questions guide there are questions about some of the common and unusual upload error

messages. These answers contain information on what you can do to fix the error. See - Uploading Data FAQs.

If you require assistance in understanding an error message, please email support@pmhc-mds.com.

5. Data Entry

e Client Data

e Intake

¢ Intake IAR-DST Measure

e Episodes

¢ Intake Episodes

e Service Contacts

e Outcome Collection Occasions
e Collection Occasion Measures

e Practitioners

You will only be able to see the Data Entry tab if you have been assigned the ‘Data Entry’ Users Roles, when
logged into the PMHC MDS on https:/pmhc-mds.net.

If you don’t have access to the Data Entry tab and you believe you should, please contact someone in your
provider organisation or provider organisation’s PHN who has the ‘User Management’ role. If you are unsure who

has the ‘User Management’ role please email the PMHC Helpdesk at support@pmhc-mds.com.

After navigating to the Data Entry tab, you will be presented a table of clients.
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Data Entry Logged in as PMHC Training =

Home / Data Entry / Clients / View Clients

Data Entry

Users with the Data Entry role can use this tab to add, view and edit client records.

Support: For more information and assistance visit PMHC MDS Docurnentation. ilink gpens in g new window)

Clients Practitioners
View Clients  Add New Client Y Filters | @Show/Hide | (2]
Client Key « ~ Organisation Path SLK ~  Date Of Birth ~  Gender v Last Known ~ Last Contact Date Tags .
Postcode
99 PHNS99:PO1 SOFOMS|SPRPSSY2... | 13/08/1976 Mot stated/Inadeq... 9
CFIX000000 PHN999:PO1 FGOBIBAHYCC34... | 01/01/1940 Fernale 3114 27102016
CFIX000001 PHN999:PO1 MBKDJATD21RVWN... | 14/01/1940 Male 9899 181212016
CFIX000002 PHN999:PO1 CTYZWSDWDHMD... | 27/01/1940 Female 9999 12/01/2018
CFIX000003 PHNS99:PO1 OFWRZFHX3MEGH... | 09/02/1940 Other 3899 26/02/2016
CFIX000004 PHNS99:PO1 YYWTEASQFZRVE)... | 22/02/1940 Female 9999 031172017
CFIX000005 PHNS99:PO1 N98442TX29825R... | 06/03/1940 Male 9998 1811172016
CFIX000006 PHN999:PO1 T7HRANTPIBAWK. . 19/03/1940 Male 3114 08/01/2017
CFIX000007 PHNS99:PC1 1HRB4SK6CRCT1.. | 01/04/1940 Male 3899 28/0472016
CHX000008 PHNG99:PO1 STXJA0EQSQDCT... | 01/01/1940 Other 3065 20M172017
H 4 |1 1206 L] 10~ items per page 1-10af 2058 ltems

PMHC-MDS m:

5.1. Client Data

e Clients
e Finding a Client
¢ Viewing a Client’s details

e Editing a Client

o Editing a Client Key
e Adding a New Client
e Deleting a Client

o Confirm Delete

o Cannot Delete

5.1.1. Clients

A display of the client data will be listed within the table.
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Clients Practitioners

View Clients Add New Client

ClientKey v

99

CFIX000000
CFIX000001
CFIX000002
CFIX000003
CFIX000004
CFIX000005
CFIX000006
CFIX000007
CFIX000008

Organisation Path SLK v Date Of Birth v Gender >
PHN999:PO1 S9FIMSJSPKPSIY2...  13/09/1976 Not stated/Inadeq...
PHN999:PO1 FGOB9BAHYCC34... 01/01/1940 Female
PHN999:PO1 MBKDJ4TD21FVWN... 14/01/1940 Male
PHN999:PO1 CTY7W5DWDHMD... 27/01/1940 Female
PHN999:PO1 OFWRZFHX3ME6GH...  09/02/1940 Other
PHN999:PO1 YYWTEA9QF2RVSE)... 22/02/1940 Female
PHN999:PO1 N98442TX29825R...  06/03/1940 Male
PHN999:PO1 T7HRANTP38AWK... 19/03/1940 Male
PHN999:PO1 THRB4SK6CRC71...  01/04/1940 Male
PHN999:PO1 5TX|J40EQ5QDC7...  01/01/1940 Other

/206 » 10 v items per page

Last Known ~
Postcode

3114
9999
9999
3899
9999
9998
3114
3899
3065

You can scroll through the results by using the page arrows to view the data.

5.1.2. Finding a Client

Y Filters

®Show/Hide | [ 2]

Last Contact Date Tags .

27/10/2016
19/12/2016
12/01/2018
26/02/2016
03/11/2017
19/11/2016
08/01/2017
28/04/2016
20/11/2017

1-10 of 2058 Items

You can choose any of the filters to search for a client, depending on the client information that is available.

To filter the listed clients:

1. Click the grey Filters button. This will open a field in which to enter text

Clients

View Clients

Practitioners

Client Key

Client Key

Gender

Add New Client

Organisation Path

=] Organisation Path
Last Known Postcode
v Last Known Postcode

Client Key -~ v Organisation Path SLK

Select Your Filters:

SLK

SLK

Last Contact Date

DD/MM/YYYY

v Date Of Birth v Gender

2. Type an appropriate filter into any of the fields

v Last Known
Postcode

Date Of Birth

® Show / Hide | @

DD/MMAYYYY
Tags
Tags
Cancel Apply
v Last Contact Date Tags ™

3. Click the blue Apply button (or click the Cancel button if you decide not to filter the client data)

You can view the applied filters at the top of the filtered client data table.
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Clients Practitioners

View Clients

Filters:

Client Key

CL0002

CLO006

CL02092020
CL04032020
CL04042020
CL07052019
CL10072020
CL11122019
CL15072020
CL16042020

Add New Client

% ClientKey:CL = X Gender:Male = % Last Known Postcode : 9999 % Clear all

Date Of Birth v Gender

24/09/2007
04/01/1958
01/01/2010
01/01/2011
01/01/2010
01/01/2011
01/01/2010
01/01/2011
01/01/2010
01/01/2010

v Organisation Path SLK N
PHN999:PO1 BBR6G3CWCQAKE...
PHN999:PO1 MN65F3CEKY47K...
PHNS99:PO1 TXECGWXQNQ1D...
PHN999:PO1 3JXPTRFFDT72MJE...
PHN999:PO1 TXECGWXQNQ1D...
PHN999:PO1 3JXPTRFFDT72MJE...
PHNS99:PO1 TXECGWXQNQ1D...
PHNS99:PO1 3JXPTRFFDT72MJE...
PHN999:PO1 TXECGWXQNQ1D...
PHN999:PO1 1XECGWXQNQ1D...

1 /12 » 10 v items per page

Male
Male
Male
Male
Male
Male
Male
Male
Male
Male

Last Known

Postcode
9999
9999
9999
9890
9999
9999
9999
9999
9999
9999

Y Filters =~ ®Show/Hide | @
Last Contact Date Tags >
17/07/2016 tag2
24/07/2016 tag2 tag3
02/09/2020
02/03/2020
01/04/2020
02/05/2019 123659
07/07/2020
15/07/2019 123569845
15/07/2020
16/04/2020

1-100f 19 Items

To remove the filter, click the grey cross (X) listed before the filter name or click the blue Clear all button.

You can sort the listed client search results by simply clicking the column header. Alternately you can click the

arrow beside a column header for more sort options, as follows:

e Sort Ascending

e Sort Des
e Remove
¢ Hide Col

cending
Sort

umn

5.1.3. Viewing a Client'’s details

You can view a client’s details through the Clients available on the Data Entry tab, by following these steps:

1. Find the

client

2. Click the Client Key in blue displayed within the table

This is the Client’s Summary view, with summary details along with a snapshot of the five most recent

episodes
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Home / Data Entry / Clients /' CLO001@PHN999:NFPO1 / View Summary

@Client "CLO001" at PHN "Test PHN", Provider Organisation
"ORGANISATION PHN999:NFPO1"

Summary Details Intakes Episodes (2)

View Summary

Client Key Gender
CLO001 Female

Date Of Birth
17/02/1983

CLOOO1 -EO1 Suicide Referral 0

Start Date: 13/02/2016 Referral Date: 12/02/2016
Episode Concluded: Yes Last Service Contact: 05/04/2016
Number of service contacts: 4 Principal Focus of Treatment Plan: Low intensity psychological intervention

Outcome Measure Summary

Episode start Review Episode end

CLOOO1 -EOZ Suicide Referral o

Start Date: Referral Date: 14/07/2016
Episode Concluded: No Last Service Contact: 21/07/2016
Number of service contacts: 1 Principal Focus of Treatment Plan: Psychological therapy

Outcome Measure Summary

Episode start Review Episode end

4. Click the Details tab for more information about the client

A page will display the client’s details as recorded via the Client Data Elements.
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Home / DataEntry / Clients / CLOO0T@PHN999:NFPO1

View Details

©Client "CLO0O01" at PHN "Test PHN", Provider Organisation

View Details Edit Details

Tags
tag1

Organisation Path
PHN999:NFPO1

Date of Birth
17/02/1983

Gender
Female

Aboriginal and Torres Strait Islander Status
Aboriginal but not Torres Strait Islander origin

Main Language Spoken at Home
English

5.1.4. Editing a Client

"ORGANISATION PHN999:NFPO1"

Summary Details Intakes Episodes (2)

T Delete

Client Key
CLO001

Estimated Date of Birth Flag
Date of birth is accurate

Statistical Linkage Key
ZAHATBAEASYOT27J0GMX3P2N4C3BCYSN

Country of Birth
Australia

Proficiency in Spoken English
Not applicable (persons under 5 years of age or who speak only English)

You can edit a client’s details through the Clients available on the Data Entry tab, by following these steps:

S A o

Find the client

From the Client Search Table, click the Client Key

Click the Details tab, to view client’s details

Click the Edit Details tab

Update the client’s details. Mandatory fields are marked with an * (Specification Client Data Elements)

Please note: You can edit the Client Key from this screen. See Editing a Client Key
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Home / Data Entry / Clients / CLO00T@PHN999:NFPO1 / Edit Details

©Client "CLO001" at PHN "Test PHN", Provider Organisation
"ORGANISATION PHN999:NFP0O1"

Summary Details Intakes Episodes (2)

View Details Edit Details

—
Tags @
Add Tag

Organisation Path * @ Client Key * @ £ Edit Key
PHN999:NFPO1 CLO00T
Date of Birth * [>) Enter date in DD/MM/YYYY or D/M/YYYY format Estimated Date of Birth Flag * ]

17/02/1983 & Date of birth is accurate v
Gender * @

Female v

Enter SLK Generate SLK

SLK@
Z4AHATBAEASYOT27J0GMX3P2N4C3BCYSN

Aboriginal and Torres Strait Islander Status * @ Country of Birth * @

Aboriginal but not Torres Strait Islander origin v Australia v
Main Language Spoken at Home * @ Proficiency in Spoken English * @

English v Not applicable (persons under 5 years of age or who speak only English) v

Save

7. Please note: If you edit the Date of Birth or Gender you will be required to update the Statistical Linkage Key
field. You can choose to Enter or Generate a client’s SLK. The SLK is generated on your device, the names used

are not stored or transmitted over the network.

Statistical Linkage Key *

Enter SLK Generate SLK

First Name Last Name

The SLK is generated on your device, the names used to construct it are not stored or transmitted over the network.
View Documentation.

Values that are used to generate an SLK have changed, please regenerate or re-enter this client's SLK. The old SLK was
'ZAHATBAEASYQT27J0GMX3P2N4C3BCYSN',

8. Click the blue Save button. (If you decide not to save changes, you can navigate away from this screen)

You will receive confirmation that the client’s details have been saved, and it will now be display the updated

details in the Clients View Details tab.

Saved successfully
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If you receive an error message, the data will need to be corrected before the record is saved and added to the

PMHC MDS. See Validation Rules - Client.

5.1.4.1. Editing a Client Key

You can edit a client’s identification key through Editing a Client available on the Data Entry tab, by following these

steps:

1. Return to step five when Editing a Client
2. From the Client Edit Details tab, click the Edit Key button

Old Client Key

CLO001

New Client Key

3. Type in the new client key and click Next
4. Double check the new key is correct and click Save. (If it is incorrect, click back to re-enter the key or click the

‘cross’ in the top right to cancel this key change request)

You will receive confirmation that the client’s key has been saved, and the screen will now be displaying the

updated client key details in the Clients View Details tab.

Successfully updated client's key as CLO0001

5.15. Adding a New Client

You can add a client through the Clients available on the Data Entry tab, by following these steps:

Find the client

Firstly double check the client is not already added

Click the blue Add New Client button

Choose the Provider Organisation from the drop down list

Enter the client’s details. Mandatory fields are marked with an * (Specification Client Data Elements)

A T S o

Please note: With the Statistical Linkage Key field you can choose to Enter or Generate a client’s SLK. The

SLK is generated on your device, the names used are not stored or transmitted over the network.
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Statistical Linkage Key *

Enter SLK Generate SLK

First Name Last Name

The SLK is generated on your device, the names used to construct it are not stored or transmitted over the network.
View Documentation.

7. Click the blue Save button. (If you decide not to add this client, you can simply navigate away from this screen)

Home / Data Entry / Clients / Add New Client

Data Entry

Users with the Data Entry role can use this tab to add, view and edit client records.
Support: For more information and assistance visit PMHC MDS Documentation. (link opens in a new window)
Clients Practitioners

View Clients Add New Client

Organisation Path * Client Key *
s 2z}
Date of Birth * Estimated Date of Birth Flag *
& ;
Gender *

<

Statistical Linkage Key *

Enter SLK Generate SLK

—
SLK
Aboriginal and Torres Strait Islander Status * Country of Birth *
a a
v v
Main Language Spoken at Home * Proficiency in Spoken English *
a a
v v
Tags

You will receive confirmation that the Client has been saved, and it will now be displaying the client’s saved

information in the Clients View Details tab.

Saved successfully

If you receive an error message, the data will need to be corrected before the record is saved and added to the

PMHC MDS. See Validation Rules - Client.
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5.1.6. Deleting a Client

You can delete a client through Viewing a Client’s details available on the Data Entry tab, by following these steps:

Find the client

From the Clients table, click the Client Key
Click the Details tab, to view Client’s details
Click the red Delete button

ook Wb e

You will either be displayed a Confirm Delete screen or a Cannot Delete screen

5.1.6.1. Confirm Delete

Please note: Once the client is deleted, you will not be able to recover this client data.

1. Click the blue Confirm button to delete this client. (or click the orange Cancel button if you decide not to
delete this client data)

Confirm Deletion

The following Client will be deleted.
CLO0001

This is unrecoverable.

After you click Confirm, you will receive confirmation that the client has been deleted, and you will be redirected

to the Clients, which will no longer display the deleted client.

r 1
l CLO0001 successfully deleted ]

5.1.6.2. Cannot Delete

If the client you are trying to delete has any dependant records, you will not be able to proceed with deleting this

client until all the related records have been deleted.

1. Click on the link provided to view the Client’s Episodes, or click the orange Dismiss button
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Cannot Delete CLO001

You can not delete this Client
because it has 4 related
Episodes

View Episodes for this Client

See Deleting an Episode.

5.2. Intake

¢ Viewing a Client’s Intakes

e Editing a Client’s Intakes data

o Editing an Intake Key
e Adding a Client’s Intake data
e Closing a Client’s Intake

e Deleting an Intake

o Confirm Delete

o Cannot Delete

5.2.1. Viewing a Client's Intakes

You can view a client’s intakes through Viewing a Client’s details available on the Data Entry tab, by following

these steps:
Once Viewing a Client’s details

2. From the client’s tab, you can view all intakes by clicking on the Intakes tab. The heading for this tab displays
in brackets the total number of intakes recorded in the PMHC MDS for this client at the Intake Provider

Organisations for which you have access.

A table will display all the Client’s Intakes at Provider Organisations for which you have access.
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Home / Data Entry / Clients

CFIX000011@PHN999:NFPO1-intake

Client Intakes

View Intakes

@Client "CFIX000011" at PHN "Test PHN", Provider Organisation
"ORGANISATION PHN999:NFPO1-intake"

Summary Details Intakes (3)
View Intakes Add New Intake
All Intakes

Episodes

Date client

Date referred to

Y Filters

® Show / Hide

Suicide Referral Intake Key Referral date Program Type other service at o atlonitype r(?ferred Tags
contacted Intake g to at Intake conclusion
Intake conclusion
(1] IFIX000009 02/10/2021 08/10/2021 Head to Health 10/10/2021 Correctional service, Centre...
IFIX000108 17/11/2020 21/11/2020 Flexible Funding... 25/11/2020 School/other education or t...
(1] IFIX000004 11/05/2020 12/05/2020 Head to Health 12/05/2020 AMHC, Early childhood servi..
A drop down list is available to view:
e All Intakes
e Currently Open Intakes
e Closed Intakes
Summary Details Intakes (3) Episodes
View Intakes Add New Intake Y Filters @& Show / Hide
v All Intakes [

Currently Open Intakes

Closed Intakes

Suicide Referral  Intake Key
(1) IFIX000009
IFIX000108

(1] IFIX000004

Referral date ¥

02/10/2021
17/11/2020

11/05/2020

walc unent

contacted Intake

08/10/2021
21/11/2020

12/05/2020

Program Type

Head to Health
Flexible Funding...

Head to Health

4. To view the client’s intake details, click the blue Intake Key
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Home / Data Entry / Clients / CFIX000011@PHN999:NFPO1-intake / Client Intakes / IFIX000004 / View Details

"CFIX000011" at PHN "Test PHN", Provider Organisation "ORGANISATION PHN999:NFPO1-intake"

®Intake client contacted 12/05/2020

Details
View Details Edit Details
—
Tags
Organisation Path Intake Key
PHN999:NFPO1-intake IFIX000004
Client Key Client Consent to Anonymised Data
CFIX000011 Yes
Referral Date Referrer Profession
11/05/2020 Midwife
Referrer Organisation Type Intake - Date client contacted Intake
Public mental health service 12/05/2020
Suicide Referral Flag Program Type
Yes Head to Health
Date referred to other service at Intake Referred to Organisation Path
12/05/2020 PHN999:NFPO1

Organisation type referred to at Intake conclusion

[AM HC] [Early childhood service] [School/other education or training institution] [Sexual Assault service

A page will display the client’s intakes details as recorded via the Intake Data Elements.

5.2.2. Editing a Client’s Intakes data

You can edit a client’s intake details through Viewing a Client’s details available on the Data Entry tab, by following

these steps:

vk bR

Once Viewing a Client’s Intakes

From the client’s Intakes table, click the Intake Key

Click the Edit Details tab

Update the client’s Intakes details. Mandatory fields are marked with an * (Specification Intake Data Elements)

Please note: You can edit the Intake Key from this screen. See Editing an Intake Key
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Home / Data Entry / Clients / CFIX000011@PHN999:NFPO1-intake / Client Intakes / IFIX000004 / Edit Details

"CFIX000011" at PHN "Test PHN", Provider Organisation "ORGANISATION PHN999:NFPO1-intake"

®Intake client contacted 12/05/2020

Details

View Details Edit Details

Note: * denotes a mandatory field

Tags @

Add Tag 2]
Organisation Path @ Intake Key @ QL Edit Key
PHN999:NFPO1-intake IFIX000004
Client Key @ Client Consent to Anonymised Data * @

CFIX000011 Yes o
Referral Date * @ Enter date in DD/MM/YYYY or D/M/YYYY format . Referrer Profession * @
11/05/2020 =] Midwife v
Referrer Organisation Type * @ Intake - Date client contacted Intake * @  £nter date in DD/MM/YYYY or D/M/YYYY format
Public mental health service v 12/05/2020 &=
Suicide Referral Flag * @ Program Type * @
Yes v Head to Health v

Date referred to other service at Intake @ £nter date in DD/MM/YYYY or D/M/YYYY format Referred to Organisation Path @
12/05/2020 = PHN999:NFPO1
Organisation type referred to at Intake conclusion @

‘ School/other education or training institution x ‘ ‘ Early childhood service x | | Sexual Assault service x | | AMHC x x v

Save

6. Click the blue Save button. (If you decide not to save changes, you can simply navigate away from this screen)

You will receive confirmation that the client’s intake details have been saved, and it will now be displaying these

new details in the intake View Details tab.

Saved successfully

If you receive an error message, the data will need to be corrected before the record is saved and added to the

PMHC MDS. See Validation Rules - Intake.

5.2.2.1. Editing an Intake Key

You can edit an episode’s identification key through Viewing a Client’s Intakes available on the Data Entry tab, by

following these steps:

1. Return to step five when Editing a Client’s Intakes data
2. From the Episode Edit Details tab, click the Edit Key button

Page 63 of 232


https://docs.pmhc-mds.com/projects/data-specification/en/v4/validation-rules.html#intake

Old Intake Key

IFIX000013

New Intake Key

3. Type in the new episode key and click Next

4. Double check the new key is correct and click Save. (If it is incorrect, click back to re-enter the key or click the

‘cross’ in the top right to cancel this key change request)

You will receive confirmation that the Intake’s key has been saved, and the screen will now be displaying the

updated intake key details in the Intake View Details tab.

l Successfully updated Intake Key to IFIX000013 x ]

5.2.3. Adding a Client’s Intake data

You can add a client’s intake data through Viewing a Client’s details available on the Data Entry tab, by following

these steps:

1. Once Viewing a Client’s Intakes
2. Check to ensure the client does not have any open intakes already showing.
3. Click the Add Intake tab (If a client already has an open intake, the following warning message will be

displayed at the top off the Add Intake form)

Summary Details Intakes (3) Episodes

View Intakes Add New Intake
——

4. Enter the client’s intake details. Mandatory fields are marked with an * (Specification Intake Data Elements)
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Summary Details Intakes (3) Episodes

View Intakes Add New Intake

Note: * denotes a mandatory field
Tags @
Add Tag

Organisation Path @ Intake Key * @
PHN999:NFPO1-intake

Client Key @ Client Consent to Anonymised Data * @
CFIX000011 v
Referral Date * Q Enter date in DD/MM/YYYY or D/M/YYYY format Referrer Profession * ()
m v
Referrer Organisation Type * @ Intake - Date client contacted Intake * @  £nter date in DD/MM/YYYY or D/M/YYYY format
v &
Suicide Referral Flag * @ Program Type * @

v v
Date referred to other service at Intake @ £nter date in DD/MM/YYYY or D/M/YYYY format Referred to Organisation Path @
&

Organisation type referred to at Intake conclusion @

For more information on the Intake data section see: Intake Key Concept

5. Click the blue Save button. (If you decide not to add this client’s intake, you can simply navigate away from this

screen)

You will receive confirmation that the client’s intake details have been added, and it will now be displaying these

new details in the intake View Details tab.

Saved successfully

If you receive an error message, the data will need to be corrected before the record is saved and added to the
PMHC MDS. See Validation Rules - Intake.

5.2.4. Closing a Client’s Intake

You can close a client’s intake details through Viewing a Client’s details available on the Data Entry tab, by

following these steps:
1. Once Viewing a Client’s Intakes

2. From the client’s Intake table, click the Intake Key of the open intake
3. Click the Edit Details tab
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4. Update the client’s intake details, by entering an Date referred to other service at Intake and Referred to

Organisation Path and Organisation type referred to at Intake conclusion (Specification Intake Data Elements)

Home / Data Entry / Clients / CFIX000011@PHN999:NFPO1-intake / Client Intakes / IFIX000004 / Edit Details

"CFIX000011" at PHN "Test PHN", Provider Organisation "ORGANISATION PHN999:NFPO1-intake"

®Intake client contacted 12/05/2020

Details

View Details Edit Details

Note: * denotes a mandatory field

Tags @

Add Tag 2]
Organisation Path @ Intake Key @ QL Edit Key
PHN999:NFPO1-intake IFIX000004
Client Key @ Client Consent to Anonymised Data * @

CFIX000011 Yes o
Referral Date * @ Enter date in DD/MM/YYYY or D/M/YYYY format . Referrer Profession * @
11/05/2020 =] Midwife v
Referrer Organisation Type * @ Intake - Date client contacted Intake * @  £nter date in DD/MM/YYYY or D/M/YYYY format
Public mental health service v 12/05/2020 &=
Suicide Referral Flag * @ Program Type * @
Yes v Head to Health v

Date referred to other service at Intake @ £nter date in DD/MM/YYYY or D/M/YYYY format Referred to Organisation Path @
12/05/2020 = PHN999:NFPO1

Organisation type referred to at Intake conclusion @

‘ School/other education or training institution x ‘ ‘ Early childhood service x | | Sexual Assault service x | | AMHC x x v

Save

5. Click the blue Save button. (If you decide not to save changes, you can simply navigate away from this screen)

You will receive confirmation that the client’s intake details have been saved, and it will now be displaying these

new details in the intake View Details tab.

Saved successfully

If you receive an error message, the data will need to be corrected before the record is saved and added to the

PMHC MDS. See Validation Rules - Intake.

5.2.5. Deleting an Intake

You can delete a client’s intake through Viewing a Client’s Intakes available on the Data Entry tab, by following

these steps:
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Search for the client

From the Clients table, click the Client Key

Click Intakes tab, to view Client’s Intakes

From the View Intakes table, click the Intake Key
Click the red Delete button

S T o

You will either be displayed a Confirm Delete screen or a Cannot Delete screen

5.2.5.1. Confirm Delete

Please note: Once the intake is deleted, you will not be able to recover this intake data.

1. Click the blue Confirm button to delete this intake. (or click the orange Cancel button if you decide not to
delete this intake data)

Confirm Deletion

The following Intake will be deleted.
IFIX000018

This is unrecoverable

After you click Confirm, you will receive confirmation that the intake has been deleted, and you will be redirected

to View Intakes where the intake will no longer be displayed.

Delete IFIX000108. successfully X

5.2.5.2. Cannot Delete

If the intake you are trying to delete has any dependant records, you will not be able to proceed with deleting this

intake until all the related records have been deleted.

1. You can click on the link provided to view the client’s intake measure, or click the orange Dismiss button

Cannot Delete IFIX000018

You cannot delete this Intake because it has has
a related IAR-DST Measure Intake

View IAR-DST Measure Intakes for this Intake

Dismiss

See Deleting a Measure from a Intake.

Page 67 of 232



5.3. Intake IAR-DST Measure

e Viewing a Client’s Measure for an Intake
e Adding an Client’s Measures for a Intake

e Editing a Client’s Measures for a Intake

o Editing a Measure Key

e Deleting a Measure from a Intake

5.3.1. Viewing a Client's Measure for an Intake

PMHC MDS requires the use of the IAR-DST at intake.

You can view a Client’s Measure added to an Intake through Viewing a Client’s Intakes available on the Data Entry

tab, by following these steps:

1. Once Viewing the Intake.
2. Scroll down to the IAR-DST Measures

A table will display all the Measures linked to this Client’s Intake.

IAR-DST (1) Add new IAR-DST
—
Measure Key Practitioner Level of Care Recommended Level of Care Tags
2a9853ac-7/ca9-4424-a05d-acffeb54e...  Result: 3 Result: 3+

3. To view the Measure details, click the Blue Measure Key.
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View IAR-DST Edit IAR-DST Back to List

Measure Key Intake Key

2a9853ac-7ca9-4424-a05d-acffeb54ee97 IFIX000004

Tags
Question Answer
1. Domain 1 - Symptom severity and distress (primary domain) 0
2. Domain 2 - Risk of harm (primary domain) 1
3. Domain 3 - Functioning (primary domain) 2
4. Domain 4 - Impact of co-existing conditions (primary domain) 3
5. Domain 5 - Treatment and recovery history (contextual domain) 4
6. Domain 6 - Social and environmental stressors (contextual domain) 3
7. Domain 7 - Family and other supports (contextual domain) 2
8. Domain 8 - Engagement and motivation (contextual domain) 1
Practitioner Level of Care 3
Recommended Level of Care 3+

A page will display the Measure details as recorded via the Measures at Intake.

e See IAR-DST Measure data specifications

5.3.2. Adding an Client's Measures for a Intake

PMHC MDS requires the use of the IAR-DST at intake.

Single or multiple measures can be added to an Intake.

You can add a Client’s Measure for a Intake through Viewing a Client’s Intakes available on the Data Entry tab, by

following these steps:
1. Once Viewing a Client’s Intakes.

2. Firstly double check the measure is not already showing.
3. Click the Add New IAR-DST** tab.
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IAR-DST Add new IAR-DST

Tags

Add Tag

Question Answer

1. Domain 1 - Symptom severity and distress (primary domain) * @

2. Domain 2 - Risk of harm (primary domain) * @

3. Domain 3 - Functioning (primary domain) * @

4. Domain 4 - Impact of co-existing conditions (primary domain) * @

5. Domain 5 - Treatment and recovery history (contextual domain) * @

6. Domain 6 - Social and environmental stressors (contextual domain) * @
7. Domain 7 - Family and other supports (contextual domain) * @

8. Domain 8 - Engagement and motivation (contextual domain) * @

Practitioner Level of Care * @

4. Enter the Client’s Measure details for the Intake. Mandatory fields are marked with an *.

e See IAR-DST Measure data specifications

5. Click the blue Save button. (If you decide not to add this client’s measure, you can simply navigate away from

this screen)

You will receive confirmation that the Client’s Measure details have been added, and it will now be displaying these

new details in the View Measure tab.

Saved successfully

If you receive an error message, the data will need to be corrected before the record is saved and added to the
PMHC MDS. See Validation Rules for: IAR-DST.

5.3.3. Editing a Client's Measures for a Intake

You can edit a Client’s Measure for a Intake through Viewing a Client’s Outcome Collection Occasions for an

Episode available on the Data Entry tab, by following these steps:

1. Once Viewing a Client's Outcome Collection Occasions for an Episode.

2. Scroll down to the IAR-DST measures.
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3. Click the Blue Measure Key.
4. Click Edit IAR-DST.

Update the Client’s Measure details. Mandatory fields are marked with an * .

Please note: You can edit the Measure Key from this screen. See Editing a Measure Key.

View IAR-DST Edit IAR-DST Back to List

—
Measure Key & EditKey

2a9853ac-7ca9-4424-a05d-acffeb54ee97

Tags

Add Tag

Question Answer

1. Domain 1 - Symptom severity and distress (primary domain) * @ 0: No problem in this domain >
2. Domain 2 - Risk of harm (primary domain) * @ 1: Low risk of harm -
3. Domain 3 - Functioning (primary domain) * @ 2: Moderate impact o
4. Domain 4 - Impact of co-existing conditions (primary domain) * @ 3: Severe impact o
5. Domain 5 - Treatment and recovery history (contextual domain) * @ 4 Negligible recovery with previous treatment o
6. Domain 6 - Social and environmental stressors (contextual domain) * @ 3: Highly stressful environment o
7. Domain 7 - Family and other supports (contextual domain) * @ 2: Limited supports o
8. Domain 8 - Engagement and motivation (contextual domain) * @ 1: Positive o
Fractitioner Level of Care ; @ 3: Level 3 - Moderate Intensity Services v

*
Recommended Level of Care * @ 3+: Level 3 or above - Review assessment on Contextual Dom v

6. Click the blue Save button. (If you decide not to save changes, you can simply navigate away from this screen)

You will receive confirmation that the Client’s Intakes details have been saved, and it will now be displaying these

new details in the View Intake Details tab.

Saved successfully

If you receive an error message, the data will need to be corrected before the record is saved and added to the
PMHC MDS. See Validation Rules for: IAR-DST.

5.3.3.1. Editing a Measure Key

You can edit an measure’s identification key through Viewing a Client’s Outcome Collection Occasions for an

Episode available on the Data Entry tab, by following these steps:
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1. In step four when Editing a Client’s Measures for a Collection Occasion.

2. From the Edit IAR-DST measure details tab, click the Edit Key button.

Old Measure Key

2a9853ac-7ca9-4424-a05d-acffeb54ee97

New Measure Key

3. Type in the new measure key and click ‘Next’.
4. Double check the new key is correct and click save. (If it is incorrect, click back to re-enter the key or click the

‘cross’ in the top right to cancel this key change request)

You will receive confirmation that the Measure’s key has been saved, and the screen will now be displaying the

updated measure key details in the View Measure details tab.

[ Successfully updated Measure Key to 2a9853ac-7ca9-4424-a05d-acffeb54ee97. X ]

5.3.4. Deleting a Measure from a Intake

You can delete a Client's Measure from a Intake through ‘Viewing a Client’s Measures for a Collection Occasion’

available on the Data Entry tab, by following these steps:

Once Viewing a Client’s Outcome Collection Occasions for an Episode.
Scroll down to the IAR-DST Measures

Click the Blue Measure Key.

Click Edit IAR-DST.

Click the red Delete button.

o vk Db

You will be displayed a ‘Confirm Deletion’ screen.

Please note: Once the measure is deleted, you will not be able to recover this measure data.

7. Click the blue Confirm button to delete this measure. (or click the orange Cancel button if you decide not to

delete this measure data)

Confirm deletion

The following IAR-DST will be deleted.
2a9853ac-7cad-4424-a05d-acffeb54ee97.

This is unrecoverable.

Cancel | Confirm
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After you click ‘Confirm’, you will receive confirmation that the measure has been deleted, and you will be

redirected to the View Measures where the measure will no longer be displayed.

[ Delete 2a9853ac-7ca9-4424-a05d-acffeb54ee97. successfully x ]

5.4. Episodes

e Viewing a Client’s Episodes

e Editing a Client’s Episode data

o Editing an Episode Key
e Adding a Client’s Episode data
e Closing a Client’s Episode

e Deleting an Episode

o Confirm Delete

o Cannot Delete

5.4.1. Viewing a Client’s Episodes

You can view a client’s episodes through Viewing a Client’s details available on the Data Entry tab, by following

these steps:
1. Once Viewing a Client’s details

2. From the client's Summary tab, you can shortcut straight to an episode by clicking the blue Episode Key

displayed in the snapshot of the five most recent episodes
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Home / Data Entry / Clients /' CLO001@PHN999:NFPO1 / View Summary

@Client "CLO001" at PHN "Test PHN", Provider Organisation
"ORGANISATION PHN999:NFPO1"

Summary Details Intakes Episodes (2)

View Summary

Client Key Gender
CLO001 Female

Date Of Birth
17/02/1983

CLOOO1 -EO1 Suicide Referral 0

Start Date: 13/02/2016 Referral Date: 12/02/2016
Episode Concluded: Yes Last Service Contact: 05/04/2016
Number of service contacts: 4 Principal Focus of Treatment Plan: Low intensity psychological intervention

Outcome Measure Summary

Episode start Review Episode end

CLOOO1 -EOZ Suicide Referral o

Start Date: Referral Date: 14/07/2016
Episode Concluded: No Last Service Contact: 21/07/2016
Number of service contacts: 1 Principal Focus of Treatment Plan: Psychological therapy

Outcome Measure Summary

Episode start Review Episode end

3. Alternately, if you would like to view all episodes you can click on the Episode tab. The heading for this tab
displays in brackets the total number of episodes recorded in the PMHC MDS for this client at Provider

Organisations for which you have access.

A table will display all the Client’s Episodes at Provider Organisations for which you have access.
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Home / Data Entry / Clients / CLO00T@PHN999:NFPO1 / Client Episodes / View Episodes

@Client "CLO0OO1" at PHN "Test PHN", Provider Organisation
"ORGANISATION PHN999:NFPO1"

Summary Details Intakes Episodes (2)
View Episodes Add New Episode Y Filters ®Show/ Hide | @cpisode
——
All Episodes v
% Principal Focus
Suicide Referral = Episode Key Start Date End Date (SZ:aT:sletlon of Treatment ::::‘i::rc:“acts SDeart:i::lc-:fnttact Tags
Plan
(1) CLO001-EO01 13/02/2016 18/06/2016 Episode closed ... Low intensity p.. 4 05/04/2016 tag3
CLO001-E02 Episode open Psychological t... 1 21/07/2016 tagl
A drop down list is available to view:
e All Episodes
e Currently Open Episodes
e Closed Episodes
Home / Data Entry / Clients / CLO0O01@PHN999:NFPO1 / Client Episodes / View Episodes
1 n n n n H H H
@Client "CLO001" at PHN "Test PHN", Provider Organisation
n . n
ORGANISATION PHN999:NFPO1
Summary Details Intakes Episodes (2)
View Episodes Add New Episode Y Filters ® Show / Hide | | @Episode
—
v All Episodes ,J
Currently Open Episodes
Closed Episodes
| Suicide Referral Episode Key Start Date End Date ;:;::s'e“n" of Treatment ;le‘:'\::::rc:ntacts ;’::‘::; E::ttact Tags
Plan
(1] CLO001-E01 13/02/2016 18/06/2016 Episode closed ... Low intensity p.. 4 05/04/2016 tag3
CLO001-E02 Episode open Psychological t... 1 21/07/2016 tagl

4. To view the client’s episode details, click the blue Episode Key
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Home / Data Entry / Clients / CLOOO1@PHN999:NFPO1 / Client Episodes / CLO001-EO0T / View Details

"CLO001" at PHN "Test PHN", Provider Organisation "Test PO 1"

@Lpisode starting 13/02/2016

Details Collection Occasions (4)

View Details Edit Details

Service Contacts (4)

Tags
tag3

Organisation Path
PHN999:NFPO1

Client Key
CLO001

Referral Date
12/02/2016

Principal Focus of Treatment Plan
Low intensity psychological intervention

Homelessness Flag
Sleeping rough or in non-conventional accommodation

Labour Force Status
Unemployed

Source of Cash Income
Other pension or benefit (not superannuation)

NDIS Participant
No

Suicide Referral Flag
Yes

Additional Diagnosis
Mixed anxiety and depressive symptoms

Medication Anxiolytics (NO5B)
No

Medication Antidepressants (N0O6A)
No

Referrer Profession
Psychiatrist

End Date
18/06/2016

Organisation type referred to at Episode conclusion

Intake

Intake Organisation Path

Episode Key
CLO001-E01

Client Consent to Anonymised Data
Yes

Program Type
Flexible Funding Pool

GP Mental Health Treatment Plan Flag
Yes

Area of usual residence, postcode
2101

Employment Participation
Not applicable - not in the labour force

Health Care Card
Yes

Marital Status
Never married

Principal Diagnosis
Acute stress disorder

Medication Antipsychotics (N0O5A)
No

Medication Hypnotics and sedatives (N05C)
No

Medication Psychostimulants and nootropics (N06B)
No

Referrer Organisation Type
General Practice

Completion Status
Episode closed administratively - client moved out of area

Intake Key

A page will display the client’s episode details as recorded via the Episode Data Elements.
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5.4.2. Editing a Client’s Episode data

You can edit a client’s episode details through Viewing a Client’s details available on the Data Entry tab, by

following these steps:

Once Viewing a Client’s Episodes
From the client’s Episode table, click the Episode Key
Click the Edit Details tab

RS .

Update the client’s Episode details. Mandatory fields are marked with an * (Specification Episode Data
Elements)

5. Please note: You can edit the Episode Key from this screen. See Editing an Episode Key

The Department has recently announced the “Australian Government Mental Health Response to Bushfire
Trauma”. From January 2020, there is now a reserved Episode Tag 'br20 that can be easily selected or added
to an Episode record if a new or existing client receives any services that meet the reporting requirements.
While services funded under the response must report in-scope activity using this tag, all PHNs may use this

tag. For more information please see Reserved Tags - 'br20.
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Home / Data Entry / Clients / CLOO0OT@PHNS99:NFPO1 / Client Episodes

"CLO0O01" at PHN "Test PHN", Provider Organisation "Test PO 1"

@Lpisode starting 13/02/2016

Details Collection Occasions (4) Service Contacts (4)
View Details Edit Details
——

Note: * denotes a mandatory field
Tags @

Organisation Path @
PHN999:NFPO1

Client Key @
CLO001
Referral Date * @
12/02/2016
Principal Focus of Treatment Plan * @
Low intensity psychological intervention
Homelessness Flag * @
Sleeping rough or in non-conventional accommodation
Labour Force Status * @
Unemployed
Source of Cash Income * @
Other pension or benefit (not superannuation)
NDIS Participant * @
No
Suicide Referral Flag * @
Yes
Additional Diagnosis * @
903 - Mixed anxiety and depressive symptoms
Medication Anxiolytics (NO5B) * @
No
Medication Antidepressants (N06A) * @
No
Referrer Profession * @
Psychiatrist
End Date @
18/06/2016
Organisation type referred to at Episode Conclusion * @

‘ Not stated x ‘

Intake

Intake Organisation Path @

CLO0O1-EQ1

Enter date in DD/MM/YYYY or D/M/YYYY format

v

Enter date in DD/MM/YYYY or D/M/YYYY format

Edit Details

|

Episode Key * @ £ Edit Key

CLO001-E01
Client Consent to Anonymised Data * @

Yes e
Program Type * @

Flexible Funding Pool v
GP Mental Health Treatment Plan Flag * @

Yes v
Area of usual residence, postcode * @

2101
Employment Participation * @

Not applicable - not in the labour force v
Health Care Card * @

Yes e
Marital Status * @

Never married v
Principal Diagnosis * @

107 - Acute stress disorder v
Medication Antipsychotics (NO5A) * @

No v
Medication Hypnotics and sedatives (N0O5C) * @

No v
Medication Psychostimulants and nootropics (N06B) * @

No v
Referrer Organisation Type * @

General Practice v
Completion Status @

v

Episode closed administratively - client moved out of area

Intake Key @
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6. Click the blue Save button. (If you decide not to save changes, you can simply navigate away from this screen)

You will receive confirmation that the client’s episode details have been saved, and it will now be displaying these

new details in the episode View Details tab.

Saved successfully

If you receive an error message, the data will need to be corrected before the record is saved and added to the

PMHC MDS. See Validation Rules - Episode.
5.4.2.1. Editing an Episode Key

You can edit an episode’s identification key through Viewing a Client’s Episodes available on the Data Entry tab, by

following these steps:

1. Return to step five when Editing a Client’s Episode data
2. From the Episode Edit Details tab, click the Edit Key button

Old Episode Key

CLO001-E01

New Episode Key

3. Type in the new episode key and click Next

4. Double check the new key is correct and click Save. (If it is incorrect, click back to re-enter the key or click the

‘cross’ in the top right to cancel this key change request)

You will receive confirmation that the Episode’s key has been saved, and the screen will now be displaying the

updated episode key details in the Episode View Details tab.

Successfully updated episode's key as CLO0001-EQ1

5.4.3. Adding a Client’s Episode data

You can add a client’s episode data through Viewing a Client’s details available on the Data Entry tab, by following

these steps:
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Once Viewing a Client’s Episodes

2. Check to ensure the client does not have any open episodes already showing. (A client can only have one open
episode at a provider organisation)

3. Click the Add Episode tab (If a client already has an open episode, the following warning message will be

displayed at the top off the Add Episode form)

Summary Details Intakes Episodes (2)
View Episodes Add New Episode @Episode
———
Note: * denotes a mandatory field
Tags @

4. Enter the client’s episode details. Mandatory fields are marked with an * (Specification Episode Data Elements)

The Department has recently announced the “Australian Government Mental Health Response to Bushfire
Trauma”. From January 2020, there is now a reserved Episode Tag 'br2e that can be easily selected or added
to an Episode record if a new or existing client receives any services that meet the reporting requirements.
While services funded under the response must report in-scope activity using this tag, all PHNs may use this

tag. For more information please see Reserved Tags - 'br20.
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Home / Data Entry / Clients / CLOOOT@PHN999:NFP01 / Client Episodes / Add New Episode

@Client "CLO001" at PHN "Test PHN", Provider Organisation "Test
PO 1"

Summary Details Intakes Episodes (2)

View Episodes Add New Episode @cpisode

Note: * denotes a mandatory field
Tags @

Add Tag 5]

Organisation Path @ Episode Key * @
PHN999:NFPO1

Client Key @ Client Consent to Anonymised Data * @
CLO0O1 o
Referral Date * o Enter date in DD/MM/YYYY or D/M/YYYY format Program Type * o
& v

Principal Focus of Treatment Plan * @ GP Mental Health Treatment Plan Flag * @

v v
Homelessness Flag * @ Area of usual residence, postcode * @

v
Labour Force Status * @ Employment Participation * @

v v
Source of Cash Income * @ Health Care Card * @

v v
NDIS Participant * @ Marital Status * @

v v
Suicide Referral Flag * @ Principal Diagnosis * @

v v
Additional Diagnosis * @ Medication Antipsychotics (NO5A) * @

v v
Medication Anxiolytics (NO5B) * @ Medication Hypnotics and sedatives (N05C) * @

v v
Medication Antidepressants (NO6A) * @ Medication Psychostimulants and nootropics (N06B) * @

v v
Referrer Profession * @ Referrer Organisation Type * @

v v
End Date e Enter date in DD/MM/YYYY or D/M/YYYY format Completion Status o

= v

Organisation type referred to at Episode Conclusion @

Intake

Intake Organisation Path @ Intake Key @
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Fig. 5.1 For more information on the Intake Episode data section see:
Adding a Client’s Intake Episode data

5. Click the blue Save button. (If you decide not to add this client’s episode, you can simply navigate away from

this screen)

You will receive confirmation that the client’s episode details have been added, and it will now be displaying these

new details in the episode View Details tab.

Saved successfully

If you receive an error message, the data will need to be corrected before the record is saved and added to the
PMHC MDS. See Validation Rules - Episode.

5.4.4. Closing a Client's Episode

You can close a client’s episode details through Viewing a Client’s details available on the Data Entry tab, by

following these steps:

Once Viewing a Client’s Episodes
From the client’s Episode table, click the Episode Key of the open episode
Click the Edit Details tab

RS

Update the client’s episode details, by entering an End Date and Completion Status and Organisation type

referred to at Episode Conclusion (Specification Episode Data Elements)
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Home / Data Entry / Clients / CLOO0OT@PHNS99:NFPO1 / Client Episodes

"CLO0O01" at PHN "Test PHN", Provider Organisation "Test PO 1"

@Lpisode starting 13/02/2016

Details Collection Occasions (4) Service Contacts (4)
View Details Edit Details
——

Note: * denotes a mandatory field
Tags @

Organisation Path @
PHN999:NFPO1

Client Key @
CLO001
Referral Date * @
12/02/2016
Principal Focus of Treatment Plan * @
Low intensity psychological intervention
Homelessness Flag * @
Sleeping rough or in non-conventional accommodation
Labour Force Status * @
Unemployed
Source of Cash Income * @
Other pension or benefit (not superannuation)
NDIS Participant * @
No
Suicide Referral Flag * @
Yes
Additional Diagnosis * @
903 - Mixed anxiety and depressive symptoms
Medication Anxiolytics (NO5B) * @
No
Medication Antidepressants (N06A) * @
No
Referrer Profession * @
Psychiatrist
End Date @
18/06/2016
Organisation type referred to at Episode Conclusion * @

‘ Not stated x ‘

Intake

Intake Organisation Path @

CLO0O1-EQ1

Enter date in DD/MM/YYYY or D/M/YYYY format

v

Enter date in DD/MM/YYYY or D/M/YYYY format

Edit Details

|

Episode Key * @ £ Edit Key

CLO001-E01
Client Consent to Anonymised Data * @

Yes e
Program Type * @

Flexible Funding Pool v
GP Mental Health Treatment Plan Flag * @

Yes v
Area of usual residence, postcode * @

2101
Employment Participation * @

Not applicable - not in the labour force v
Health Care Card * @

Yes e
Marital Status * @

Never married v
Principal Diagnosis * @

107 - Acute stress disorder v
Medication Antipsychotics (NO5A) * @

No v
Medication Hypnotics and sedatives (N0O5C) * @

No v
Medication Psychostimulants and nootropics (N06B) * @

No v
Referrer Organisation Type * @

General Practice v
Completion Status @

v

Episode closed administratively - client moved out of area

Intake Key @
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5. Click the blue Save button. (If you decide not to save changes, you can simply navigate away from this screen)

You will receive confirmation that the client’s episode details have been saved, and it will now be displaying these

new details in the episode View Details tab.

Saved successfully

If you receive an error message, the data will need to be corrected before the record is saved and added to the
PMHC MDS. See Validation Rules - Episode.

5.4.5. Deleting an Episode

You can delete a client’s episode through Viewing a Client’s Episodes available on the Data Entry tab, by following

these steps:

Search for the client

From the Clients table, click the Client Key

Click Episodes tab, to view Client’s Episodes

From the View Episodes table, click the Episode Key
Click the red Delete button

o vk Dd P

You will either be displayed a Confirm Delete screen or a Cannot Delete screen

5.4.5.1. Confirm Delete

Please note: Once the episode is deleted, you will not be able to recover this episode data.

1. Click the blue Confirm button to delete this episode. (or click the orange Cancel button if you decide not to

delete this episode data)

Confirm Deletion

The following Episode will be deleted.
CLO0001-E01

This is unrecoverable.

After you click Confirm, you will receive confirmation that the episode has been deleted, and you will be redirected

to View Episodes where the episode will no longer be displayed.
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—

| CLOO001-E01 successfully deleted |

5.4.5.2. Cannot Delete

If the episode you are trying to delete has any dependant records, you will not be able to proceed with deleting

this episode until all the related records have been deleted.

1. You can click on the link provided to view the client’s service contacts and collection occasions, or click the

orange Dismiss button

Cannot Delete CLO001-E01

You can not delete this Episode
because it has 4 related Service
Contacts and 5 related Collection

Occasions.

View Service Contacts for this Episode
View Collection Occasions for this Episode

See Deleting a Service Contact and Deleting an Outcome Collection Occasion.

5.5. Intake Episodes

¢ Viewing a Client’s Intake Episode

e Editing a Client’s Intake Episode data
e Adding a Client’s Intake Episode data
e Deleting an Intake Episode

5.5.1. Viewing a Client’s Intake Episode

Where the client has been referred via an intake process, an additional Intake Episode record is available on the
Episode record.

You can view a client’s intake episode data by follow the steps at Viewing a Client’s Episodes and scroll to the

bottom of the episode form.

Intake

Intake Organisation Path * @ Intake Key * @
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5.5.2. Editing a Client’s Intake Episode data

Where the client has been referred via an intake process, an additional Intake Episode record is available on the

Episode record.

You can edit a client’s intake episode data by follow the steps at Editing a Client’s Episode data and scroll to the

bottom of the episode form.

Intake

Intake Organisation Path * @ Intake Key * @

5.5.3. Adding a Client's Intake Episode data

Where the client has been referred via an intake process, an additional Intake Episode record is available on the

Episode record.

The Intake Episode record links an Intake record and an Episode record. The intake episode data must be entered

by the organisation that delivers the treatment to the client. (Specification Intake Episode Data Elements)

Intake

Intake Organisation Path * @ Intake Key * @

You can add a client’s intake episode when you add the episode data. Follow the steps at Adding a Client’s Episode

data and complete the additional Intake Episode section at the bottom of the form before clicking save.
If you didn’t have the intake data available when the episode data was entered, follow the steps at Editing a
Client’s Episode data and complete the additional Intake Episode section at the bottom of the form before clicking

save.

5.5.4. Deleting an Intake Episode

You can delete a client’s intake episode data without deleting the entire episode record.

Simply remove the data in the client’s intake episode fields on the episode record, follow the steps at Editing a

Client’s Episode data and scroll to the bottom of the episode form.
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Intake

Intake Organisation Path * @

5.6. Service Contacts

Intake Key * @

¢ Viewing a Client’s Service Contacts for an Episode

5.6.1. Viewing a Client's Service Contacts for an Episode

Editing a Client’s Service Contacts for an Episode

o Editing a Service Contact Key
Adding a Client’s Service Contact data

Duplicating a Client’s existing Service Contact data

Deleting a Service Contact

You can view a client’s service contacts through Viewing a Client’s Episodes available on the Data Entry tab, by

following these steps:

4. To view the Service Contact’s details, click the blue Service Contact Key

Navigate to Viewing a Client’s Episodes

From the client’s Episode Details tab, click the Service Contacts tab. The heading for this tab displays in

brackets the total number of service contacts recorded in the PMHC MDS for this episode

A table will display all the Service Contacts linked to this client’s Episode

Home / Data Entry / Clients / CLO0O01@PHN999:NFPO1 / Client Episodes / CL0O001-EQ1

"CLO001" at PHN "Test PHN", Provider Organisation "ORGANISATION PHN999:NFPO1"

@Lpisode starting 13/02/2016

Details Collection Occasions (4) Service Contacts (4)

View Service Contacts Add New Service Contact

Service Contact Key Primary Practitioner

CLO001-E01-5C04
CLO001-E01-SC03
CLO001-E01-5C02

CLOO001-E01-SCO1

Service Contact Date

05/04/2016
29/03/2016
18/03/2016
13/02/2016
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Home / Data Entry / Clients / CLO00T@PHN999:NFPO1 / Client Episodes / CLO001-E01 / Service Contacts / CLO001-E01-SC04 / View Details

Client "CLO001" at PHN "Test PHN", Provider Organisation "ORGANISATION PHN999:NFPO1"

Episode starting 13/02/2016

® Service Contact on 05/04/2016

Details
View Details Edit Details M Delete
—
Tags
tag3
Organisation Path Service Contact Key
PHN999:NFPO1 CLO001-E01-5C04
Episode Key
CLO001-E01
Practitioners Primary Practitioner
PO1 PO1
Date Start Time
05/04/2016
No Show Postcode
No 1101
Type Funding Source
Assessment Flexible funding pool - Not Otherwise Stated
Modality Participants
Face to Face Individual client
Venue Duration
Client's Home 31-45 mins
Copayment Client Participation Indicator
10.00 Yes
Interpreter Used Final
No Not known at this stage

A page will display the Service Contacts details as recorded via the Service Contact Data Elements.

5.6.2. Editing a Client’s Service Contacts for an Episode

You can edit a client’s service contacts through Viewing a Client’s Episodes available on the Data Entry tab, by

following these steps:

Once Viewing a Client’s Service Contacts for an Episode
From the Service Contacts table, click the Service Contact Key

Click the Edit Service Contact tab

A 0D e

Update the client’s service contact details for that service contact. Mandatory fields are marked with an *
(Specification Service Contact Data Elements)

5. Please note: You can edit the Service Contact Key from this screen. See Editing a Service Contact Key
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Home / Data Entry / Clients / CLO00T@PHN999:NFPO1 / Client Episodes / CLOO01-EO1 / Service Contacts / CLO001-E01-SCO4 / Edit Details

Client "CLO001" at PHN "Test PHN", Provider Organisation "ORGANISATION PHN999:NFPO1"

Episode starting 13/02/2016

@ Service Contact on 05/04/2016

Details

View Details Edit Details

—
Tags @
Organisation Path @ Service Contact Key * @ £ Edit Key

PHN999:NFPO1 CLO001-E01-SC04

Episode Key @
CLO001-E01
Practitioners * @
P01 x x

Primary Practitioner * @

PO1 v
Date * @ Enter date in DD/MM/YYYY or D/M/YYYY format Start Time @

05/04/2016 & 12H o ® .. .
No Show * @ Postcode * @

No v 1101
Type * @ Funding Source * @

Assessment v Flexible funding pool - Not Otherwise Stated v
Modality * @ Participants * @

Face to Face v Individual client v
Venue * @ Duration * @

Client's Home v 31-45 mins v
Copayment * @ Client Participation Indicator * @

10.00 Yes v
Interpreter Used * @ Final * @

No v Not known at this stage v

6. Click the blue Save button. (If you decide not to save changes, you can simply navigate away from this screen)

You will receive confirmation that the client’s service contact details have been saved, and it will now be displaying

these new details in the View Service Contact Details tab.

Saved successfully

If you receive an error message, the data will need to be corrected before the record is saved and added to the

PMHC MDS. See Validation Rules - Service Contact.
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5.6.2.1. Editing a Service Contact Key

You can edit a service contact’s identification key through Viewing a Client’s Episodes available on the Data Entry

tab, by following these steps:
1. In step five when Editing a Client’s Service Contacts for an Episode

2. From the Service Contact Edit Details tab, click the Edit Key button

Old Service Contact Key

CLO0001-E01-SCO1

New Service Contact Key

3. Type in the new service contact key and click Next
4. Ensure the new key is correct and click save. (If it is incorrect, click back to re-enter the key or click the ‘cross’

in the top right to cancel this key change request)

You will receive confirmation that the Service Contact’s key has been saved, and the screen will now be displaying

the updated service contact key details in the service contact’s View Details tab.

Successfully updated service contact's key as CLO001-EQ1-SCO1

R

5.6.3. Adding a Client’s Service Contact data

You can add a client’s service contacts through the Viewing a Client’s Episodes available on the Data Entry tab, by

following these steps:

Navigate to Viewing a Client’s Service Contacts for an Episode
Ensure the service contact is not already showing

Click the Add Service Contact tab

> 0N e

Enter the client’s service contact details for that episode. Mandatory fields are marked with an * (Specification

Service Contact Data Elements)
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Home / Data Entry / Clients / CLO00T@PHN999:NFPO1 / Client Episodes / CLO001-EQ1 / Service Contacts / Add New Service Contact

"CLO001" at PHN "Test PHN", Provider Organisation "ORGANISATION PHN999:NFPO1"

@Episode starting 13/02/2016

Details Collection Occasions (4) Service Contacts (4)
View Service Contacts Add New Service Contact @:Service Contact
Tags @
Add Tag 2]
Organisation Path @ Service Contact Key * @

PHN999:NFPO1

Episode Key @
CLOOO1-EO1

Practitioners * @

Primary Practitioner * @

Date * e Enter date in DD/MM/YYYY or D/M/YYYY format Start Time * o
= 12H E2CE O v v

No Show * @ Postcode * @

v
Type * @ Funding Source * @

v v
Modality * @ Participants * @

v v
Venue * @ Duration * @

v v
Copayment * @ Client Participation Indicator * @

v

Interpreter Used * @ Final * @

v v

5. Click the blue Save button. (If you decide not to add this client’s episode, you can simply navigate away from

this screen)

You will receive confirmation that the client’s service contact details have been added, and it will now be displaying

these new details in the View Service Contact Details tab.

Saved successfully

If you receive an error message, the data will need to be corrected before the record is saved and added to the

PMHC MDS. See Validation Rules - Service Contact.
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5.6.4. Duplicating a Client’s existing Service Contact data

To improve the speed of data entry, users can can now duplicate a previously recorded service contact. This
process creates a new record with a copy of the fields recorded in the existing service contact record you have

duplicated.

You can duplicate a client’s service contacts through Viewing a Client’s Service Contacts for an Episode available

on the Data Entry tab, by following these steps:

Navigate to Viewing a Client’s Service Contacts for an Episode

2. Click the Duplicate this Service Contact icon next to a record, or open the service contact record and click the
Duplicate button

3. Complete the mandatory fields marked with an * and review the pre-filled values (Specification Service

Contact Data Elements)

Home / Data Entry / Clients / CLO001@PHN999:NFP0O1 / Client Episodes / CLO001-E01 / Service Contacts / Add New Service Contact
"CLO001" at PHN "Test PHN", Provider Organisation "ORGANISATION PHN999:NFPO1"
Details Collection Occasions (4) Service Contacts (4)

View Service Contacts Add New Service Contact @5Service Contact

Tags @
Add Tag 2=]

Organisation Path @ Service Contact Key * @
PHN999:NFPO1

Episode Key @
CLO001-E01

Practitioners * @

Primary Practitioner * @

Date * @ Enter date in DD/MM/YYYY or D/M/YYYY format  Start Time * @
] 12H EPZE] (C] v v

No Show * @ Postcode * @

No v 1101
Type * @ Funding Source * @

Assessment v Flexible funding pool - Not Otherwise Stated v
Modality * @ Participants * @

Face to Face v Individual client v
Venue * @ Duration * @

Client's Home v 31-45 mins v
Copayment * @ Client Participation Indicator * @

10.00 Yes v
Interpreter Used * @ Final * @

No v v
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4. Click the blue Save button. (If you decide not to duplicate this client’s service contact, you can simply navigate

away from this screen)

You will receive confirmation that the client’s service contact details have been added, and it will now be displaying

these new details in the View Service Contact Details tab.

Saved successfully

If you receive an error message, the data will need to be corrected before the record is saved and added to the
PMHC MDS. See Validation Rules - Service Contact.

5.6.5. Deleting a Service Contact

You can delete a client’s service contacts through ‘Viewing a Client’s Service Contacts for an Episode’ available on

the Data Entry tab, by following these steps:

Search for the client

From the Clients table, click the Client Key

Click the Episodes tab, to view Client’s Episodes

From the View Episodes table, click the Episode Key

Click the Service Contacts tab, to View Client’s Service Contacts
From the View service contact table, click the Service Contact Key

Click the red Delete button

© N o vk DR

You will be prompted to confirm the deletion

Please note: You are not able to recover the data for a deleted service contact.

9. Click the blue Confirm button to delete this service contact. (or click the orange Cancel button if you decide

not to delete this service contact data)

Confirm Deletion

The following Service Contact will be deleted.
CLO001-E01-5C01

This is unrecoverable.

After you click Confirm, you will receive confirmation that the service contact has been deleted, and you will be

redirected to the View Service Contacts where the service contact will no longer be displayed.
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CLOO01-E01-5C0O1 successfully deleted

5.7. Outcome Collection Occasions

¢ Viewing a Client’s Outcome Collection Occasions for an Episode

¢ Editing a Client's Outcome Collection Occasions for an Episode

o Editing a Collection Occasion Key
¢ Adding a Client’s Outcome Collection Occasion data

e Generate a Client’s Outcome Collection Occasion Self Service Link through the Online Measures Self Service
System (OMSSS)

e Deleting an Outcome Collection Occasion

5.7.1. Viewing a Client’'s Outcome Collection Occasions for an Episode

You can view a client’s outcome collection occasions through Viewing a Client’s Episodes available on the Data

Entry tab, by following these steps:

1. When Viewing the Client’s Episode

2. Click the Episode Collection Occasions tab This tab displays in brackets the total number of collection

occasions recorded in the PMHC MDS for this episode.

A table will display all the collection occasions linked to this client’s episode.

Home / Data Entry / Clients / CLO001@PHN999:PO1 / Client Episodes / CLO001-E01 / Collection Occasions / View Collection Occasions

Client "CLO001" at PHN "Test PHN", Provider Organisation "Test Provider Organisation 1"

@ Episode starting 13/02/2016

Details Collection Occasions (5) Service Contacts (4)

View Collection Occasions Add New Collection Occasion Y Filters ® Show / Hide | @ Collection Occasion
Collection Occasion Key v  Date v Reason v Measure Types v Tags v
CL0001-E01-CO05_sdq 13/02/2016 Episode start SDQ
CL0001-E01-CO04_k5 14/02/2016 Episode start K5
CLO001-E01-CO03_k10p 18/06/2016 Episode end K10+ tagl
CLOO01-E01-CO02 25/04/2016 Review K10+ tagl
CL0001-E01-CO01 12/02/2016 Episode start K10+

3. To view the collection occasion’s details, click the blue Collection Occasion Key
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Home / Data Entry / Clients / CLOO0T@PHN999:PO1 / Client Episodes / CLO001-EQT / Collection Occasions / CLO001-E01-CO01 / View Details

Client "CLO001" at PHN "Test PHN", Provider Organisation "Test Provider Organisation 1"

Episode starting 13/02/2016

® Collection Occasion on 12/02/2016

Details
View Details Edit Details
—
Organisation Path Episode Key
PHN999:PO1 CLO001-E01
Tags

Collection Occasion Key
CLO001-E01-CO01

Collection Occasion Reason Collection Occasion Date
Episode start 12/02/2016

A page will display the collection occasion’s details as recorded via the Outcome Collection Occasion Data

Elements.

5.7.2. Editing a Client’s Outcome Collection Occasions for an Episode

You can edit a client’s outcome collection occasions through Viewing a Client’s Outcome Collection Occasions for

an Episode available on the Data Entry tab, by following these steps:

Navigate to Viewing a Client’s Outcome Collection Occasions for an Episode
Click the Collection Occasion Key
Click Edit Details tab

> wdhd e

Update the client’s collection occasion’s details. Mandatory fields are marked with an * (Specification Outcome
Collection Occasion Data Elements)

5. Please note: You can edit the Collection Occasion Key from this screen. See Editing a Collection Occasion Key
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Home / Data Entry / Clients / CLO0O0T@PHN999:PO1 / Client Episodes / CLO001-E01 / Collection Occasions / CLO001-E01-CO01 / Edit Details

Client "CLO001" at PHN "Test PHN", Provider Organisation "Test Provider Organisation 1"

Episode starting 13/02/2016

® Collection Occasion on 12/02/2016

Details

View Details Edit Details

Note: * denotes a mandatory field

Organisation Path @ Episode Key @
PHN999:PO1 CLO001-EO1
Tags ®

Add a tag
Collection Occasion Key @ £ Edit Key

CLO001-E01-CO01

Collection Occasion Reason * @ Collection Occasion Date * @ Enter date in DD/MM/YYYY or D/M/YYYY format

Episode start v 12/02/2016 =
6. Click the blue Save button. (If you decide not to save changes, you can navigate away from this screen)

You will receive confirmation that the client’s collection occasion’s details have been saved, and it will now be

displaying these new details in the View Collection Occasion Details tab.

Saved successfully

If you receive an error message, the data will need to be corrected before the record is saved and added to the

PMHC MDS. See Validation Rules for: Outcome Collection Occasion Validations

5.7.2.1. Editing a Collection Occasion Key

You can edit a collection occasion’s identification key through Viewing a Client’s Episodes available on the Data

Entry tab, by following these steps:

1. In step five when Editing a Client’s Outcome Collection Occasions for an Episode

2. From the Collection Occasion Edit Details tab, click the Edit Key button
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Old Measure Key

CO01_k10p

New Measure Key

3. Type in the new collection occasion key and click Next

4. Ensure the new key is correct and click Save. (If it is incorrect, click back to re-enter the key or click the ‘cross

in the top right to cancel this key change request)

You will receive confirmation that the collection occasion’s key has been saved, and the screen will now be

displaying the updated collection occasion key details in the Collection Occasion View Details tab.

Successfully updated collection occasion'’s key as CLO001-E01-COO01

5.7.3. Adding a Client’s Outcome Collection Occasion data

You can add a client’s outcome collection occasions through Viewing a Client’s Outcome Collection Occasions for

an Episode available on the Data Entry tab, by following these steps:

Navigate to Viewing a Client’s Outcome Collection Occasions for an Episode
Check that the collection occasion is not already showing

Click the Add New Collection Occasion tab

> 0w DN e

Enter the client’s collection occasion details for that episode. Mandatory fields are marked with an *

(Specification Outcome Collection Occasion Data Elements)
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Home / Data Entry / Clients / CLO0O0T@PHN999:PO1 / Client Episodes / CL0001-E01 / Collection Occasions / Add New Collection Occasion
Client "CLO001" at PHN "Test PHN", Provider Organisation "Test Provider Organisation 1"
@ Episode starting 13/02/2016

Details Collection Occasions (5) Service Contacts (4)

View Collection Occasions Add New Collection Occasion @ Collection Occasion

Note: * denotes a mandatory field

Organisation Path @ Episode Key @
PHN999:PO1 CLO001-E01
Tags @

Add a tag

Collection Occasion Key * @

Collection Occasion Reason * @ Collection Occasion Date * @ Enter date in DD/MM/YYYY or D/M/YYYY format

v &

5. Click the blue Save button. (If you decide not to add this collection occasion, you can navigate away from this

screen)

You will receive confirmation that the client’s collection occasion’s details have been added, and it will now be

displaying these new details in the View Collection Occasion Details tab.

Saved successfully

If you receive an error message, the data will need to be corrected before the record is saved and added to the

PMHC MDS. See Validation Rules for: Outcome Collection Occasion Validations

5.7.4. Generate a Client's Outcome Collection Occasion Self Service Link through the Online
Measures Self Service System (OMSSS)

The Online Measures Self Service System (OMSSS) is a service funded by the Australian Government Department
of Health as part of the Primary Mental Health Care Minimum Data Set (PMHC MDS). It allows clients of mental
health services commissioned by Primary Health Networks (PHNSs) to complete the standardised outcome
measures mandated in the PMHC MDS and have the results reported back to their service providers. See more at

http:/docs.omsss.online/.

You can now generate a self service link on the PMHC MDS for a Outcome Collection Occasion through Viewing a

Client's Outcome Collection Occasions for an Episode available on the Data Entry tab, by following these steps:

1. Navigate to Viewing a Client’s Outcome Collection Occasions for an Episode

2. Check that the collection occasion is not already showing
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3. Click the Generate Self Service Link tab

4. Complete Screen One; about the collection occasion measure and click the blue Next button

Home / DataEntry / Clients / CLO001@PHN999:PO1 / Client Episodes / CLO001-E01 / Collection Occasions / Generate Self Service Link
Client "CLO001" at PHN "Test PHN", Provider Organisation "Test Provider Organisation 1"
@ Episode starting 13/02/2016

Details Collection Occasions (2) Service Contacts (4)

View Collection Occasions Add New Collection Occasion Generate Self Service Link

Note: * denotes a mandatory field

E)

SLK

ZAHATBAEASYOT27)0GMX3P2N4C3BCYSN

Measure Type *

Collection Occasion Reason *

Collection Occasion Key *

Practitioner Key *

Next

5. Complete Screen Two; review the measure details just entered and complete the ‘Invitation’ and ‘Results’

fields, and click the blue Next button
The client will be sent an SMS and/or email if you entered their details in the invitation section.

The Practitioner and/or Organisation will receive the results of the completed measure if you have entered

their details and selected these options
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Home / Data Entry / Clients / CLO00T@PHN999:PO1 / Client Episodes / CLO001-E01 / Collection Occasions / Generate Self Service Link
Client "CLO001" at PHN "Test PHN", Provider Organisation "Test Provider Organisation 1"
@ Episode starting 13/02/2016

Details Collection Occasions (2) Service Contacts (4)

View Collection Occasions Add New Collection Occasion Generate Self Service Link

Note: * denotes a mandatory field

PIE]

SLK

ZAHATBAEASY0T27J0GMX3P2N4C3BCYSN

Measure Type Collection Reason
K10+ Review
Collection Occasion Key Practitioner Key
CLO001-E01-CO03. PO1
Invitation

NOTE: This information will not be stored.
Enter the client's email address and/or mobile number to send them an outcome measure link.
If both are left blank only a QR code will be generated.

Client's Mobile
Client's Email
Requestor's Name

This could be either the practitioner's name or the provider organisation's name.

It will be used in the SMS and/or email to the client so that they can identify who is asking them to complete
the measure.

Results

Please select where to email a link to the results when the client completes the outcome measure.
Results will still be available via the PMHC MDS if no email addresses are selected.

[0 Send results to practitioner (sandraz+omsss@strategicdata.com.au)

Generate Measure Link

6. Final screen three; will display the QR code and the unique OMSSS collection code for your records.
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Home / Data Entry / Clients / CLO0O01@PHN999:PO1 / Client Episodes / CLO001-EQ1 / Collection Occasions / Generate Self Service Link

Client "CLO001" at PHN "Test PHN", Provider Organisation "Test Provider Organisation 1"

@ Episode starting 13/02/2016

Details Collection Occasions (2) Service Contacts (4)

View Collection Occasions Add New Collection Occasion Generate Self Service Link

Note: * denotes a mandatory field

3/3

NOTE: This information will not be stored.

https://staging.omsss.online/#/9457VRG
(link opens in a new window)

9457VRG

Please write this code against the client file.

Back to start

7. Click the blue Back to start button.

Questionnaires are valid for 7 days. The following reminder emails will be sept:y qays after the invitation -

Reminding the client to fill in the

qguestionnaire. Also reminding them of the date on which it will expire.

e 6 days after the invitation - Reminding the client to fill in the questionnaire. Reminding them that it will

expire tomorrow.

Example Self Service Link Screens
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Please complete the questionnaire at
hitps://staging.omsss online/#/
9457VRG before attending your
appointment with/at PO1 - Test
Provider Organisation 1.

More information about this
questionnaire can be found at hiips://
docs.omsss.online/en/latest/info-for-
clients.html

Example Measure Screens

no-reply@omsss.online
Questionnaire for completion before appointment
To:

=

Dear client,

As part of receiving services, PO1 - Test Provider Organisation 1 is inviting you
to complete a brief questionnaire at

https:/staging.omsss.online/#/9457VRG

about aspects of your current mental wellbeing. The information you

provide will be used by your health practitioner to better understand

your situation and inform the discussions you have with them about your
needs. You might be asked to complete the questionnaire at various

times throughout the care that you receive. This will help you and your

health practitioner to monitor progress and adjust your treatment to

best meet your needs.

You can complete the questionnaire in your own time and on your own
device (e.g., tablet, home computer, smart phone).

The link to access the questionnaire will no longer work after 8 Jun, 2022.

It is up to you whether to complete the questionnaire, but you are
encouraged to do so. The information you provide goes directly to your
health practitioner. Along with other information collected during

your treatment, the data are kept in your clinical record maintained

by your health practitioner. Some of that data may be provided on an
anonymous basis to the Primary Health Network that is paying your
health practitioner for the services you receive, and to the

Australian Government Department of Health (Department). This data
will only be provided once you have given your consent to allowing
de-identified information to be provided to the PHN and the
Department. Your health practitioner can advise you further about the
consent process and how your privacy is protected under the
Commonwealth’s Privacy Act 1988.

- Online Measure ® =
= Self Service System 2 =
Keser 107hs sesmc Kessr 10Pus
Instructions

Online Measure
Self Service System

e last four

four weeks, For each question, select the option that best describes the
amount of time you felt that way.

None of the time.
Alite of the time

Some of the time:

Most of the time.

Alof the time:

Example confirmation email for complete measure

- Online Measure
= Seif Service System
awsac
You in
‘Submit' to conclude or 'Cancel'
responses. Thankyou for completing this questionnaire.

Page 102 of 232

<)




no-reply@omsss.online B3 Inbox - logicly.com.au  11:28 pm
Results for OMSSS outcome measure with code 9457VRG
To: sandraz+omsss@logicly.com.au

') Online Measure
Self Service System

A K10+ outcome measure has been completed by a client with the OMSSS code 94567VRG.
Score

The total score from the outcome measure is: 30

Responses
Question Response Score
1 In the last four weeks, about how often did you feel ired out for no good ~ Alitle of
reason? the time
. Alittle of
2 In the last four weeks, about how often did you feel nervous? e of 5
3 In the last four weeks, about how often did you feel so nervous that Someof 4
nothing could calm you down? the time
4 In the last four weeks, about how often did you feel hopeless? Someof 5
5 In the last four weeks, about how often did you feel restless or fidgety?  MoSLoL 4
& In the last four weeks, about how often did you feel 0 restless you could Mostof
not st stl? the time
) Some of
7 Inthe last four weeks, about how often did you feel depressed? Someof 3
g In the last four weeks, about how often did you feel that everything was an Alitle of
effort? the time
o Inthe last four weeks, about how often did you feel so sad thatnothing ~ Mostof
could cheer you up? the time
101n the last four weeks, about how often did you feel worthless? Someof 3
In the last four weeks, how many days were you TOTALLY UNABLE to
11 work, study or manage your day to day acivities because of these 3 3
ings?
[Aside from those days), in the last 4 weeks, HOW MANY DAYS were you
12able to work or study or manage your day {0 day activities, but had to CUT 5
DOWN on what you did because of these feelings?
131n the last 4 weeks, how many times have you seen a doctor o any other , 2
health professional about these feelings?
1411 the last 4 weeks, how often have physical health problems beenthe ~ Mostof
main cause of these feelings? the fime
TOTAL 30

Example complete measure ‘CLO001-E01-CO03’ in the PMHC MDS

Home / Data Entry / Clients / CLO001@PHN999:PO1 / Client Episodes / CLO001-EQ1 / Collection Occasions / View Collection Occasions

Client "CLO001" at PHN "Test PHN", Provider Organisation "Test Provider Organisation 1"

@ Episode starting 13/02/2016

Details Collection Occasions (3) Service Contacts (4)
View Collection Occasions Add New Collection Occasion Generate Self Service Link
Y Filters ® Show / Hide | @ Collection Occasion
Collection Occasion Key v Date ¥ v Reason v Measure Types v Tags ©
CLO001-E01-CO03 01/06/2022 Review K10+ OMSSS:9457VRG
CL0001-E01-CO02 01/04/2016 Review K10+ tagl
CLO001-E01-CO01 13/02/2016 Episode start K10+

5.7.5. Deleting an Outcome Collection Occasion

You can delete a client’s outcome collection occasion through Viewing a Client’s Outcome Collection Occasions for

an Episode available on the Data Entry tab, by following these steps:

Search for the client

From the Clients table, click the Client Key

Click the Episodes tab, to view Client’s Episodes

From the View Episodes table, click the Episode Key

Click the Collection Occasions tab, to View Collection Occasions

From the View Collection Occasions table, click the Collection Occasion Key

Click the red Delete button

© N o v A D E

You will be prompted to confirm the deletion
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9. Please note: Data can not be recovered for deleted collection occasions

10. Click the blue Confirm button to delete this collection occasion. (or click the orange Cancel button if you

decide not to delete this collection occasion data)

Confirm Deletion

The following K10+ Callection Occasion will be deleted
CLO0O1-E0T-CO01

This is unrecaverable.

After you click Confirm, you will receive confirmation that the collection occasion has been deleted, and you will

be redirected to the View Collection Occasions where the collection occasion will no longer be displayed.

r
l CLCOD1-E01-CO01 successfully deleted I

5.8. Collection Occasion Measures

¢ Viewing a Client’s Measures for a Collection Occasion
e Adding an Client’s Measures for a Collection Occasion

e Editing a Client’s Measures for a Collection Occasion

o Editing a Measure Key

e Deleting a Measure from a Collection Occasion

5.8.1. Viewing a Client's Measures for a Collection Occasion

You can view a Client’s Measures added to a Collection Occasion through Viewing a Client’s Outcome Collection

Occasions for an Episode available on the Data Entry tab, by following these steps:

1. Once Viewing the Collection Occasion.

2. Scroll down to the Measures

A table will display all the Measures linked to this Client’s Episode Collection Occasion.
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Home / Data Entry / Clients / CLOO0T@PHN999:PO1 / Client Episodes / CLO001-E01 / Collection Occasions / CLO001-E01-CO05_sdq / View Details

Client "CLO001" at PHN "Test PHN", Provider Organisation "Test Provider Organisation 1"

Episode starting 13/02/2016

® Collection Occasion on 13/02/2016

Details
View Details Edit Details
——
Organisation Path Episode Key
PHN999:PO1 CLO001-E01
Tags

Collection Occasion Key
CLO001-E01-CO05_sdq

Collection Occasion Reason Collection Occasion Date
Episode start 13/02/2016
@ Measures
View Measures Add New Measure
Measure Key v Measure Type v Result v
9689cb68-ad36-46a1-a2fd-5d8... | SDQ - YR101 Total Difficulties Score: 22
9009d82c-e203-49d5-86¢9-0cc...  SDQ - PY101 Total Difficulties Score: 20

3. To view the Measure details, click the Blue Measure Key.

® Measures

View Measures Add New Measure

View Measure Edit Measure BacktoList | [IEPEES
——

A page will display the Measure details as recorded via the Outcome Collection Occasion Data Elements.

e See K10+ Measure data specifications.
e See K5 Measure data specifications.

e See SDQ Measure data specifications.

5.8.2. Adding an Client's Measures for a Collection Occasion

Single or multiple measures can be added to a collection occasion. You can add a Client’s Measure for a Collection
Occasion. Multiple through Viewing a Client’s Outcome Collection Occasions for an Episode available on the Data

Entry tab, by following these steps:
1. Once Viewing a Client’s Outcome Collection Occasions for an Episode.

2. Firstly double check the measure is not already showing.
3. Click the Add New Measure tab.
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Home / Data Entry / Clients / CLO001@PHN999:PO1 / Client Episodes / CLO001-E01 / Collection Occasions / CLO001-E01-COO01

Client "CLO001" at PHN "Test PHN", Provider Organisation "Test Provider Organisation 1"

Episode starting 13/02/2016

® Collection Occasion on 12/02/2016

Details

View Details Edit Details

———
Organisation Path Episode Key
PHN999:PO1 CLO001-E01
Tags

Collection Occasion Key
CLO001-E01-CO01

Collection Occasion Reason Collection Occasion Date
Episode start 12/02/2016
@ Measures
View Measures Add New Measure
Measure Type Score Type
v

4. Select the Collection Occasion Measure type.

@ Measures

View Measures Add New Measure

Measure Type Score Type
|
K5 F
K10+
sSDQ

5. Choose the Score Type, if it isn’t already pre-filled.
6. Click the blue Next button.

View Details

i Delete

7. Enter the Client’'s Measure details for the Collection Occasion. Mandatory fields are marked with an * .
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e See K10+ Measure data specifications.
e See K5 Measure data specifications.

e See SDQ Measure data specifications.

6. Click the blue Save button. (If you decide not to add this client’s measure, you can simply navigate away from

this screen)

You will receive confirmation that the Client’s Measure details have been added, and it will now be displaying these

new details in the View Measure tab.

—

! Successfully created 0b94f022-b51d-4a87-ae1a-43345449144c. X I

If you receive an error message, the data will need to be corrected before the record is saved and added to the
PMHC MDS. See Validation Rules for: K10+ K5 SDQ.

5.8.3. Editing a Client’s Measures for a Collection Occasion

You can edit a Client’s Measure for a Collection Occasion through Viewing a Client’s Outcome Collection

Occasions for an Episode available on the Data Entry tab, by following these steps:

Once Viewing a Client’s Outcome Collection Occasions for an Episode.
Scroll down to the Measures

Click the Blue Measure Key.

Click Edit Measure

vk e

Update the Client’s Measure details. Mandatory fields are marked with an * .

Please note: You can edit the Measure Key from this screen. See Editing a Measure Key.

® Measures

View Measures Add New Measure

View Measure Edit Measure Back to List

6. Click the blue Save button. (If you decide not to save changes, you can simply navigate away from this screen)

You will receive confirmation that the Client’s Collection Occasions details have been saved, and it will now be

displaying these new details in the View Collection Occasion Details tab.

I Successfully saved b07c7fb5-c6bd-4953-bf2d-233048035af31. X
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If you receive an error message, the data will need to be corrected before the record is saved and added to the
PMHC MDS. See Validation Rules for: K10+ K5 SDQ.

5.8.3.1. Editing a Measure Key

You can edit an measure’s identification key through Viewing a Client’s Outcome Collection Occasions for an

Episode available on the Data Entry tab, by following these steps:

1. In step four when Editing a Client’s Measures for a Collection Occasion.

2. From the Edit Measure details tab, click the Edit Key button.

The New Measure Key Will Be Saved As

b07c¢7fb5-c6bd-4953-bf2d-233048035af31

Back Save

3. Type in the new measure key and click ‘Next’.
4. Double check the new key is correct and click save. (If it is incorrect, click back to re-enter the key or click the

‘cross’ in the top right to cancel this key change request)

You will receive confirmation that the Measure's key has been saved, and the screen will now be displaying the

updated measure key details in the View Measure details tab.

| Successfully updated Measure Key to b07¢7fb5-cébd-4953-bf2d-233048035af31 X I

5.8.4. Deleting a Measure from a Collection Occasion

You can delete a Client’s Measure from a Collection Occasion through ‘Viewing a Client’s Measures for a Collection

Occasion’ available on the Data Entry tab, by following these steps:

1. Once Viewing a Client’s Outcome Collection Occasions for an Episode.
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Scroll down to the Measures
Click the Blue Measure Key.
Click Edit Measure

Click the red Delete button.

N

You will be displayed a ‘Confirm Deletion’ screen.
Please note: Once the measure is deleted, you will not be able to recover this measure data.

7. Click the blue Confirm button to delete this measure. (or click the orange Cancel button if you decide not to

delete this measure data)

Confirm Deletion

The following Measure will be deleted.
Ob94f022-b51d-4a87-ae1a-43345449144c

This is unrecoverable.

After you click ‘Confirm’, you will receive confirmation that the measure has been deleted, and you will be

redirected to the View Measures where the measure will no longer be displayed.

5.9. Practitioners

e Finding a Practitioner
e Viewing a Practitioner

e Editing a Practitioner

o Editing a Practitioner Key
¢ Adding a Practitioner

e Deleting a Practitioner

o Confirm Delete
o Cannot Delete
¢ Inactive Practitioners
e Viewing a Practitioner’s Clients

e Viewing a Practitioner Providing Client Services
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5.9.1. Finding a Practitioner

You can search for practitioners assigned to an organisation through the Data Entry tab, by following these steps:

1. Click the Practitioners tab

Home / Data Entry / Practitioners / View Practitioners

Data Entry

Users with the Data Entry role can use this tab to add, view and edit client records.

Support: For more information and assistance visit PMHC MDS Documentation. (link opens in a new window)

Clients Practitioners Activities
View Practitioners Add New Practitioner Y Filters & Show / Hide | @ Practitioner
——
Practitionerv Organisation Path v Category v  Gender v Year of Birthv  Active v  Tags ~
Key
hsDMP PHN999:PO1 Clinical Psychologist Female 1963 Active
P01 PHN999:PO1 General Practitioner Other 1975 Active tagl
PO1 PHN999:NFPO1 General Practitioner Other 1975 Active tag1
P02 PHN999:PO1 General Psychologist Female 1967 Active tag2 tag3
P02 PHN999:NFPO1 General Psychologist Female 1967 Active tag2 tag3
P03 PHN999:PO1 Other Medical Male 1952 Active
P03 PHN999:NFPO1 Other Medical Male 1952 Active
P0o4 PHN999:PO1 Not stated Not stated/Ina... 1939 Inactive
P04 PHN999:NFPO1 Not stated Not stated/Ina... 1939 Inactive
PFIX000000 PHN999:PO1 Not stated Male 1928 Active
K < |1 /36 » M 10 v items per page 1-10of 359 Items

5.9.2. Viewing a Practitioner

You can view a practitioner’s details through Finding a Practitioner on the Data Entry tab, by following these steps:

1. Click the Practitioners tab
2. Click the practitioner’s key in blue displayed within the table

Page 110 of 232



Home / Data Entry / Practitioners / POT@PHNS92:PO1 / View Details

©® Practitioner "PO1" at PHN "Test PHN", Provider Organisation "Test Provider

Organisation 1"
Practitioner Details

View Details Edit Details View Clients

Tags
tagl

Organisation Path

PHNS9%:PO1

Category
General Practitioner

Year of Birth
1975

Aboriginal and Torres Strait Islander Status
Aboriginal but not Torres Strait Islander origin

OMSSS Practitioner Email

i Delete

Practitioner Key

)

Active

Active

Gender

COther

ATSI Cultural Training
Yes

Please note: You can also view a practitioner’s details through the Client Data tab. See Viewing a Practitioner

Providing Client Services

5.9.3. Editing a Practitioner

You can view a practitioner’s details through Finding a Practitioner on the Data Entry tab, by following these steps:

Click the Practitioners tab

vk b e

Click the practitioner’s key in blue displayed within the table
From the View Practitioner Details tab, click the Edit Details tab
Update the practitioner’s details. Mandatory fields are marked with an *

Please note: You can edit the Practitioner Key from this screen. See Editing a Practitioner Key
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Home / Data Entry / Practitioners / POT@PHNY99:PC1 / Edit Details

@ Practitioner "P01" at PHN "Test PHN", Provider Organisation "Test Provider
Organisation 1"

Practitioner Details
Wiew Detalls Edit Details Wigw Clierts

Note: * denotes a mandatory field

Tags @
Add atag
Organisation Path * @ Practitioner Key * @ 2 Edit Key
PHN992:PO1 PO1
Category * @ Active * @

General Practitioner - Active v
Year of Birth * @ Gender * @

1975 Other v
Aboriginal and Torres Strait Islander Status * @ ATSI Cultural Training * @

Abariginal but not Tarres Strait Islander arigin v Yes v

OMSSS Practitioner Email

Save

6. Click the blue Save button. (If you decide not to save changes, you can navigate away from this screen)

You will receive confirmation that the practitioner’s details have been added, and it will now be displaying these

new details in the View Practitioner Details tab.

Saved successfully

If you receive an error message, the data will need to be corrected before the record is saved and added to the

PMHC MDS. See Validation Rules - Practitioner.

5.9.3.1. Editing a Practitioner Key

You can edit a practitioner’s identification key through Editing a Practitioner available on the Data Entry tab, by

following these steps:

1. In step five, when Editing a Practitioner

2. From the Practitioner Edit Details tab, click the Edit Key button
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Old Practitioner Key
PO1

New Practitioner Key

Next

3. Type in the new practitioner key and click Next

4. Ensure the new key is correct and click Save. If it is incorrect, click back to re-enter the key or click the ‘cross’

in the top right to cancel this key change request.

You will receive confirmation that the Practitioners Key has been saved, and the screen will now be displaying the

updated practitioner key details in the Practitioner View Details tab.

Successfully updated practitioner's key as P01

5.9.4. Adding a Practitioner
You can view a practitioner’s details through Finding a Practitioner on the Data Entry tab, by following these steps:

1. Click the Practitioners tab
2. Click the Add New Practitioner tab

3. Enter the practitioner’s details. Mandatory fields are marked with an *
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Home / Data Entry / Practitioners / Add New Practitioner

Data Entry

Users with the Data Entry role can use this tab to add, view and edit client records.

Support: For more information and assistance visit PMHC MDS Documentation. (link opens in a new window)

Clients Practitioners Activities

View Practitioners Add New Practitioner @ Practitioner

Note: * denotes a mandatory field

Tags @
Add a tag

Organisation Path * @ Practitioner Key * @

v 2=}
Category * @ Active * @

v v
Year of Birth * @ Gender * @

v

Aboriginal and Torres Strait Islander Status * @ ATSI Cultural Training * @

OMSSS Practitioner Email

4. Click the blue Save button. (If you decide not to save changes, you can navigate away from this screen)

You will receive confirmation that the practitioner’s details have been added, and it will now display these new

details in the View Practitioner Details tab.

Saved successfully

If you receive an error message, the data will need to be corrected before the record is saved and added to the

PMHC MDS. See Validation Rules - Practitioner.

You can add a practitioners individually through the data entry interface or alternatively, practitioner records can

be uploaded in bulk. See Upload.

5.9.5. Deleting a Practitioner

You can delete a practitioner’s details through Editing a Practitioner on the Data Entry tab, by following these

steps:

1. Click the Practitioners tab
2. Click the practitioner’s key in blue displayed within the table
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3. Click the red Delete button

4. You will either be shown a Confirm Delete screen or a Cannot Delete screen

5.9.5.1. Confirm Delete

Please note: Data from deleted practitioners can not be recovered.

1. Click the blue Confirm button to delete this practitioner. (or click the orange Cancel button to cancel the

deletion)

Confirm Deletion

The following Practitioner will be deleted.
PO1

This is unrecoverable.

After you click Confirm, you will receive confirmation that the practitioner has been deleted, and you will be

redirected to the View Practitioners where the practitioner will no longer be displayed.

r
l PO1 successfully deleted ]

5.9.5.2. Cannot Delete

If the practitioner you are trying to delete has any dependant records, you will not be able to proceed with deleting

this practitioner until all the related records have been edited or deleted.

1. Click the orange Dismiss button

Cannot Delete P01

You can not delete this
Practitioner because it has
related Service Contacts.

See Editing a Client’s Service Contacts for an Episode or Deleting a Service Contact.
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5.9.6. Inactive Practitioners

Currently a practitioner can not be deleted from the PMHC MDS if they have any dependant records.

You can change the practitioner from ‘active’ to ‘inactive’ by editing their details. By doing this, the inactive
practitioner keys will no longer be displayed in the Practitioner Key drop down list displayed on the Service

Contact forms.
See Editing a Practitioner.

5.9.7. Viewing a Practitioner’s Clients

You can view a practitioner’s clients through Viewing a Practitioner on the Data Entry tab, by following these

steps:

1. Click the Practitioners tab
2. Click the practitioner’s key in blue displayed within the table
3. Navigate to View Clients tab

Home ¢ Data Entry / Practitioners / POT@PHN3S9:PO1 7 View Clients

@ Practitioner "PO1" at PHN "Test PHN", Provider Organisation "Test Provider
Organisation 1"

Practitioner Details

View Details Edi Details  View Clients Y Filters ~ @Show/Hide | (2]
Client Key = ~  SLK ~ Date Of Birth v Gender ~  Last Known ~ Last Contact Date ¥ Tags v
Postcode
CLOOM TB4MREHODRRETSQ...  17/02/1983 Male a5%9 05/08/2021 tagl
GEMMHGSXPWE1 95 09/09/9959 Not stated/Inadeguat.. 1107 10/05/2016 tagl
BO7TMMQ44YAMSED... | 2B8/02/1978 Female a5%9 30/0%/2016 tagl
CLO0o9 CXN263HSPMBOZKGT... | 19/06/2002 Other 1111 15/07/2016 tagd tag3
M 4 1 R M 10w items per page 1-40f4ltems

Click the client’s key to view the client’s details. See Client Data.

5.9.8. Viewing a Practitioner Providing Client Services

You can view a practitioner’s details through Viewing a Client’s Service Contacts for an Episode on the Data Entry

tab, by following these steps:
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1. Navigate to Viewing a Client’s Service Contacts for an Episode

2. From the View Details tab, click the Practitioner Key

Home / Data Entry / Clients / CLO00T@PHN999:NFPO1 / Client Episodes / CLO001-E01 / Service Contacts / CLO001-E01-SCO1 / View Details

Client "CLO00T" at PHN "Test PHN", Provider Organisation "Test PO 1"

Episode starting 13/02/2016

@ Service Contact on 13/02/2016

Details

View Details Edit Details

Tags

Organisation Path
PHN999:NFPO1

Episode Key
CLO001-EO1

Date
13/02/2016

Postcode
1101

Participants
Individual client

Duration
16-30 mins

Client Participation Indicator
Yes

No Show
Yes

i Duplicate

Service Contact Key
CLO001-E01-SCO1

Practitioner Key
PO1

Type
Assessment

Modality
Face to Face

Venue
Client's Home

Copayment
0.00

Interpreter Used
No

Final
Further services are planned for the client in the current episode

A page will display the practitioner’s details as recorded via the Practitioner Data Elements.
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Home / Data Entry / Practitioners / PO1@PHN259:PO1 / View Details

@ Practitioner "P0O1" at PHN "Test PHN", Provider Organisation "Test Provider

Organisation 1"

Practitioner Details

View Details Edit Details View Clients

Tags
tagl

Organisation Path
PHNS9%:PO1

Category
General Practitioner

Year of Birth
1875

Aboriginal and Torres Strait Islander Status
Aboriginal but not Torres Strait Islander origin

OMSSS Practitioner Email

6. Reports

e How to produce a Standard report
e Data Sources for reports

e Filter by Tag

e Types of Standard reports

e Wayback report

Practitioner Key
PO1

Active
Active

Gender
Other

ATSI Cultural Training
Yes

You will only be able to see the Reports tab if you have been assigned the ‘Reporting’ Users Roles, when logged

into the PMHC MDS on https:/pmhc-mds.net.

If you don’t have access to the Reports tab and you believe you should, please contact someone in your provider

organisation or provider organisation's PHN who has the ‘User Management’ role. If you are unsure who has the

‘User Management’ role please email the PMHC Helpdesk at support@pmhc-mds.com

After navigating to the Reports tab, you will be able to view and export various Types of Standard reports.
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Reports Tools ~ Logged in as PMHC Training ~

Home Reports

Reports

Users with the Reporting role can use this tab to request reporting data

Support: For more information and assistance visit PMHC MDS Documentation. {ink opens in a new window)

Select Data Source * @
PMHC v

Select Report Type * @

v
Select Start Date * Enter date in DD/MM/YYYY ar DIMYYYYY format End Date * Enter date in DD/MM/YYYY or DIMAYYYY format

01/07/2019 = 30/06/2020 =

PMHC-MDS managed by Strategic Data Pty Ltd | Contact Support | Documentation

6.1. How to produce a Standard report

You can produce a standard system report by completing the fields in the Reports tab by following these steps:
1. Navigate to the Reports tab

Home / Reports

Reports

Users with the Reporting role can use this tab to request reporting data

Support: For more information and assistance visit PMHC MDS Documentation. {link opens in a new window)

Select Data Source * £}
PMHC &

Select Report Type * €

v

Select Start Date * Enter date it DDAMMAYYYY ar DAV/YYYY format End Date * Enter date in DD/AMM/YYYY or DA/YYYY format

01/07/2018 = 30/06/2020 =

If you are allowed to produce reports for more than one data source you will be asked to select a data source
Select the type of report you would like to produce

4. If you are allowed to produce reports for more than one organisation you will be asked to select an
organisation name
Select the name of the organisation from the drop down list

6. Click the first calendar icon to select the start date and then the second calendar icon to select the end date
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7. If you click the Include only records with Client Consent tickbox, the data for clients that have not consented
to their anonymised data being provided to the Department of Health will be excluded from your report. (See
Episode — Client Consent to Anonymised Data )

8. Click the blue Request button

Your report will be displayed on screen and can be downloaded as a CSV

Note: If you are not sure what data is displayed in a report, please click on the Counting Rules Explained link.

Home / Reports ' Report E1 - High level summary of overall volumes by entity for Test PHN; 01/10/2017 - 31/12/2017

Report E1 - High level summary of overall volumes by entity for Test PHN; 01/10/2017 - 31/12/2017

Back
Organisation Clients Episodes Service Contacts K10+ K5 sDQ Practitioners
Test ATSI Provider One 3 0 0 0 0 0 0
Test Provider Organisation 1 0 0 0 0 0 0 1
Test Provider Organisation 2 1 0 0 0 0 0 0
Test Provider Organisation NFP1 12 17 25 37 4 0 12
Test Provider Organisation NFP2 12 0 0 0 0 0 0
Total 28 17 25 37 4 0 13

Generated on 08/01/2018 17:20:23 AEDT

Download as CSV Counting Rules Explained

6.2. Data Sources for reports

The overarching program areas and extensions that are associated with the data in the PMHC MDS are available

to partition reports.
The following are listed as the data sources currently available for reports:

e All PMHC Program Types

o Flexible Funding Pool

o Head to Health

o AMHC

o Psychosocial

o Bushfire Recovery 20
e The Way Back (PMHC subset)
¢ hAPI (headspace)

6.2.1. All PMHC Program Types

The All PMHC Program Types data source includes all the following PMHC Program Types:
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e Flexible Funding Pool
e Head to Health

e AMHC

e Psychosocial

e Bushfire Recovery 20

Data linked to Beyond Blue The Way Back extension is included in all of these Program Types. In order to partition

reports by Way Back data a separate selection has been provided.

The PMHC data source does not include any hAPI headspace extension data.

6.2.1.1. Flexible Funding Pool

Other Programs commissioned through Primary Mental Health Care Schedule that are not otherwise described by

another category. (See PMHC Program Type).

6.2.1.2. Head to Health

The Head to Health Program includes Head to Health Adult Centres and Satellites and pop-up clinics. (See PMHC
Program Type).

6.2.1.3. AMHC

The Head to Health Program that are delivering the Adult Mental Health Centre (AMHC) trial sites. (See PMHC
Program Type).

6.2.1.4. Psychosocial

Mental health services delivered through the National Psychosocial Support Services Program. (See PMHC

Program Type).

6.2.1.5. Bushfire Recovery 20

Mental health services in fire affected communities can use this field for episodes delivered through the Australian

Government Mental Health Response to Bushfire Trauma. (See PMHC Program Type).

6.2.2. The Way Back (PMHC subset)

This PMHC subset report only includes Beyond Blue The Way Back Support Services data linked to the episode
tag lwayback. (See The Way Back Data Specification).
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6.2.3. hAPI (headspace)

hAPI is data that headspace National Office upload from their internal hAPI client information management system

(See headspace Data Specification).

Some of the standard reports, namely the Category D: Key Performance Indicators and Category E: Reports for
data managers to monitor data supply series are not pertinent for headspace. However there are two headspace
only reports - the A12 — Episodes shared across multiple organisations and the B7 — Activity Report — hAPI

Funding Source - and contact-based reports are enhanced to allow breakdowns by funding source.

6.3. Filter by Tag

The Department reserved tags identify specific data record types in the PMHC MDS and begin with an

exclamation mark (!).

The following tags can currently be used to filter data for reports:

¢ !amhc - Australian Government Mental Health Centres

e !br20 - Australian Government Mental Health Response to Bushfire
e !covid19 - Episode occurred as result of COVID-19 pandemic

e !wayback - The Way Back Support Service

Note: Local tags can not be used to filter standard reports.

6.4. Types of Standard reports

The reports are grouped into five categories, each designed to serve different purposes.

e Category A: Monitoring progress of MDS implementation

e Category B: Monitoring overall service delivery

e Category C: Monitoring implementation of stepped care

e Category D: Key Performance Indicators

e Category E: Reports for data managers to monitor data supply
e Category G: Cohorts of interest

e Category I: Monitoring Intakes

6.4.1. Category A: Monitoring progress of MDS implementation

These reports are designed to assist monitoring MDS uptake and compliance with key business rules.

The reports provide summary data on:

e Volumes (‘active clients’/’active episodes’/contacts)
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e Data quality in terms of compliance with key business rules

Available category A reports

e A1l — High level summary of overall volumes by entity

e Ala — High level summary of overall intakes

e A2 — Volume trends

o A3 — Data quality report — Missing and invalid client data

e A4 — Data quality report — Missing and invalid episode data

e Ada — Data quality report — Missing and invalid intake data

e A5 — Data quality report — Missing and invalid service contact data

e A6 — Data quality report — Missing and invalid practitioner data

e A7 — Open episodes with no service contact activity for 20+ days

e A8 — Data quality report — Recording of outcome measures for open episodes
e A9 — Data quality report — Recording of outcome measures for completed episodes
e A10 — Data quality report — Missing and invalid Referral Dates

e A11 — Data quality report — Episodes with no service contact

e A12 — Episodes shared across multiple organisations

Note: A subset of these reports is included in Category E: Reports for data managers to monitor data supply
without any filtering for active clients or episodes to enable organisational data managers to monitor ‘raw’ upload
and data supply to the MDS.

6.4.1.1. Al — High level summary of overall volumes by entity

This report is designed to provide a ‘one page’ view, with data aggregated for the specified reporting period,
covering counts of clients, episodes and service contacts. The A1 allows data to be broken down into entities or by

Principal Focus of Treatment Plan or by Practitioner types.

Key specifications:

e To be counted, a client must have had one or more Service Contacts in the reporting period, defined for this
report’s purposes as ‘Active Clients’. Clients are counted uniquely regardless of number of episodes

e Episodes to be counted if one or more Service Contacts were recorded in the period — defined for this report
purpose as ‘Active Episodes’

e All Service Contacts in the period are reported except those that are flagged as ‘No Show’

e Only service contacts with primary practitioners are included in the report

e Only primary practitioners are counted in the Practitioner Category breakdowns
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6.4.1.2. Ala — High level summary of overall intakes

This report is designed to provide a view analogous to the A1l for intakes, with data aggregated for the specified
reporting period. The count is not incorporated with the Al because it is based on different inclusion criteria.
Additionally, intakes have no stratification options because PHN/PO is the only applicable stratification and this is
presented automatically. (The A1 allows stratification by Practitioner Category and Principle Focus of Treatment
Plan as well as PHN/PO)

Key specifications:

e To be counted, an intake must have a ‘Date client contacted Intake’ within the reporting period

6.4.1.3. A2 — Volume trends

This report is designed to show volume trends in clients, episodes, service contacts and intakes. Each data point in

the table and the chart shows weekly or monthly data, depending on the option selected.

Key specifications:

e The inclusion criterion for intakes is a ‘Date client contacted Intake’ within the reporting period

e Other items (clients/episodes/contacts) are based on ‘Active Episodes’. An Active Episode is one associated
with at least one attended contact during the reporting period

e The Service Contacts column reports all the contacts associated with the active episodes, except those

contacts that are identified as ‘no show’

6.4.1.4. A3 — Data quality report — Missing and invalid client data

The A3 reports are designed to identify Client data elements with significant amounts of missing or invalid data.

Two formats of this report are offered to users:

e A3-1 — Data quality report — Missing and invalid client data — Summary
e A3-2 — Data quality report — Missing and invalid client data — Detail

Key specifications:

e Clients to be counted uniquely regardless of number of episodes. To be counted, a client must have had one or
more Service Contacts in the reporting period i.e. ‘Active Clients’

e Service Contacts flagged as ‘No Show’ are not included for this purpose

e Missing/invalid data defined as: Data elements with null or invalid values, or where ‘system generated’ codes

have been reported to denote ‘not stated’, ‘inadequately defined’ or ‘missing’

6.4.1.4.1. A3-1 — Data quality report — Missing and invalid client data — Summary
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Summary format provides a simple listing of missing/invalid data rates for relevant Client data elements,

aggregated across the organisation, region or nationally.

6.4.1.4.2. A3-2 — Data quality report — Missing and invalid client data — Detail
Detailed format presents missing/invalid data rates at the entity level (PHN and Provider Organisation). For this

version, the user selects the specific Client data element to be targeted for the report from a list of possible

options.

Missing/invalid client data elements that can be selected for the A3-2 report are:

e Date of Birth

e Date of Birth Flag

e Gender

e ATSI status

e Country of Birth

e Main Language Spoken at Home

e Proficiency in Spoken English

Note: For a user with the Reporting role at a single Provider Organisation, this report is redundant as it would only
ever have a single row, which is already present in the output of the A3-1 report. Therefore this report is not made

available to these users.

6.4.1.5. A4 — Data quality report — Missing and invalid episode data

The A4 reports are designed to identify data Episode elements with significant amounts of missing or invalid data.

Two formats of this report are offered to users:

e A4-1 — Data quality report — Missing and invalid episode data — Summary
e A4-2 — Data quality report — Missing and invalid episode data — Detail

Some Episode data elements are not included in the options list as they are allowed to have a blank value (eg.
Episode End Date), or there is no missing value provided in the specification and the system doesn’t allow blank

values to be submitted (eg. Principal Focus of Treatment Plan):

e Client Consent to Anonymised Data

e Episode End Date

e Episode Completion Status

e Episode Start Date

e Medication - Antipsychotics (NO5A)

e Medication - Anxiolytics (NO5B)

e Medication - Hypnotics and sedatives (NO5C)
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e Medication - Antidepressants (NO6A)
e Medication - Psychostimulants and nootropics (NO6B)
e Program Type

e Principal Focus of Treatment Plan

Key specifications:

e Report counts only ‘active episodes’. An Episode is defined as ‘active’ if it has one or more Service Contacts
recorded in the period

e Service Contacts flagged as ‘No Show’ are not included for this purpose

e Missing/invalid data defined as: Episode data elements with null or invalid values, or where ‘system generated’

codes have been reported to denote ‘not stated’, ‘inadequately defined’ or ‘missing’

6.4.1.5.1. A4-1 — Data quality report — Missing and invalid episode data — Summary
Summary format provides a simple listing of missing/invalid data rates for relevant Episode data elements,

aggregated across the organisation, region or nationally.

6.4.1.5.2. A4-2 — Data quality report — Missing and invalid episode data — Detail
Detailed format presents missing/invalid Episode data rates at the entity level (PHN and Provider Organisation).

For this version, the user selects the specific Episode data element to be targeted for the missing/invalid data

report from a list of possible options.

Missing/invalid episode data elements that can be selected for the A4-2 report are:

e Episode Referral Date

e Referrer Profession

e Referrer Organisation Type

e Suicide Referral Flag

e GP Mental Health Treatment Plan Flag
e Homelessness flag

e Area of Usual Residence, Postcode
e Labour Force Status

e Employment Participation

e Source of Cash Income

e Health Care Card

e NDIS Participant

e Marital Status

e Principal Diagnosis

e Additional Diagnosis

e Continuity of Support

e Organisation Type Referred to at Episode Conclusion
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Note: For a user with the Reporting role at a single Provider Organisation, this report is redundant as it would only
ever have a single row, which is already present in the output of the A4-1 report. Therefore this report is not made

available to these users.

6.4.1.6. Ada — Data quality report — Missing and invalid intake data

The A4a reports are designed to identify data Intake elements with significant amounts of missing or invalid data.

Two formats of this report are offered to users:

e Ada-1 — Data quality report — Missing and invalid episode data — Summary
e Ada-2 — Data quality report — Missing and invalid episode data — Detail

Some Intake data elements are not included in the options list as they are allowed to have a blank value (eg. Date
referred to other service at Intake conclusion), or there is no missing value provided in the specification and the

system doesn’t allow blank values to be submitted (eg. Program Type):

e Client Consent to Anonymised Data
e Program Type
e Date referred to other service at Intake conclusion

e Referred to Organisation Path

Key specifications:

¢ Intakes are included if the Date client contacted Intake is during the the reporting period
e Missing/invalid data defined as: Intake data elements with invalid values, or where ‘system generated’ codes

have been reported to denote ‘not stated’, ‘inadequately defined’ or ‘missing’

6.4.1.6.1. Ada-1 — Data quality report — Missing and invalid episode data — Summary
Summary format provides a simple listing of missing/invalid data rates for relevant Intake data elements,

aggregated across the organisation, region or nationally.

6.4.1.6.2. Ada-2 — Data quality report — Missing and invalid episode data — Detail
Detailed format presents missing/invalid Intake data rates at the entity level (PHN and Provider Organisation). For

this version, the user selects the specific Intake data element to be targeted for the missing/invalid data report

from a list of possible options.

Missing/invalid intake data elements that can be selected for the A4-2 report are:
e Referrer Profession
e Referrer Organisation Type

e Suicide Referral Flag

e Organisation Type Referred to at Episode Conclusion
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Note: For a user with the Reporting role at a single Provider Organisation, this report is redundant as it would only
ever have a single row, which is already present in the output of the Ad4a-1 report. Therefore this report is not

made available to these users.
6.4.1.7. A5 — Data quality report — Missing and invalid service contact data

The A5 reports are designed to identify Service Contact data elements with significant amounts of missing or

invalid data.
Two formats of this report are offered to users:

e A5-1 — Data quality report — Missing and invalid service contact data — Summary

e A5-2 — Data quality report — Missing and invalid service contact data — Detail
Episodes that only have contacts marked “no show” are included in this report.

Some service contact data elements are not included in the options list as there is no missing value provided in the

specification and the system doesn’t allow blank values to be submitted:

e Service Contact Date

e Service Contact Final

e Service Contact Type

e Service Contact Modality

e Service Contact Duration

e Service Contact Copayment

e Service Contact Client Participation Indicator

e Service Contact No Show

When the hAPI Data Source is selected an extra Funding Source selector is provided for all A5 reports. Unlike
the B7 — Activity Report — hAPI Funding Source, which has 8 funding categories (including Missing), the filters

on the A5 are less fine grained and include only 5 funding categories (including ‘Missing’).

6.4.1.7.1. A5-1 — Data quality report — Missing and invalid service contact data — Summary
Summary format provides a simple listing of missing/invalid data rates for relevant Service Contact data elements,

aggregated across the organisation, region or nationally.

6.4.1.7.2. A5-2 — Data quality report — Missing and invalid service contact data — Detail
Detailed format presents missing/invalid Service Contact data rates at the entity level (PHN and Provider

Organisation). For this version, the user selects the Service Contact data to be targeted for the missing/invalid data

report from a list of possible options.
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Missing/invalid episode data elements that can be selected for the A5-2 report are:

e Service Contact Postcode

e Service Contact Participants

e Service Contact Venue

e Service Contact Interpreter Used
e Service Contact Type

e Service Contact Duration

e Service Contact Start Time

Note: For a user with the Reporting role at a single Provider Organisation, this report is redundant as it would only
ever have a single row, which is already present in the output of the A5-1 report. Therefore this report is not made

available to these users.

6.4.1.8. A6 — Data quality report — Missing and invalid practitioner data

The A6 reports are designed to identify Practitioner data elements with significant amounts of missing data.

Two formats of this report are offered to users:

e Ab6-1 — Data quality report — Missing and invalid practitioner data — Summary
e Ab6-2 — Data quality report — Missing and invalid practitioner data — Detail

Key specifications:

e Report is confined only to ‘active practitioners’. A Practitioner is defined as ‘active’ if it they have recorded one
or more Service Contacts in the period

e Service Contacts flagged as ‘No Show’ are not included for this purpose

6.4.1.8.1. A6-1 — Data quality report — Missing and invalid practitioner data — Summary
Summary format provides a simple listing of missing/invalid data rates for relevant data elements, aggregated

across the organisation, region or nationally.

6.4.1.8.2. A6-2 — Data quality report — Missing and invalid practitioner data — Detail
Detailed format presents missing/invalid data rates at the entity level (PHN and Provider Organisation). For this

version, the user selects the Practitioner data to be targeted for the missing/invalid data report from a list of

options.

Missing/invalid episode data elements that can be selected for the A6-2 report are:

e Practitioner Category

e ATSI Cultural Training Flag
e Practitioner Year of Birth
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e Gender

e Aboriginal and Torres Strait Islander Status

Note: For a user with the Reporting role at a single Provider Organisation, this report is redundant as it would only
ever have a single row, which is already present in the output of the A6-1 report. Therefore this report is not made

available to these users.

6.4.1.9. A7 — Open episodes with no service contact activity for 90+ days

The A7 report is designed to allow monitoring of adherence to the requirement to close episodes where there are

no further services scheduled for the client.

Setting of the 90 day threshold does not imply a strict business rule to close episodes where no contact has

occurred for this period, but rather to identify episodes that may warrant review.

Key specifications:

e Open Episodes defined as those without an End Date or an End Date after the end date of the report

e Service Contacts flagged as ‘No Show’ are not included for this purpose

Unlike the A8 report, this report has no requirement to start during the reporting period.

6.4.1.10. A8 — Data quality report — Recording of outcome measures for open episodes

The A8 report is designed to show the percentage of open (not yet completed) episodes that have an outcome
measure recorded at the Episode Start collection occasion. Its purpose is to allow monitoring of adherence to the

minimum requirements for outcome recording — i.e. measures to be recorded at Episode Start and Episode End.

Report A9 examines a related aspect — the extent to which Completed Episodes have both Episode Start and

Episode End measures.

Key specifications:

e Open Episodes defined as those without an End Date or an End Date after the end date of the report

e For this report, Episodes must also have an Episode Start Date equal to or greater than the report start date

e Only Episodes with one or more Service Contacts in the reporting period are included in the analysis (referred
to as ‘active episodes’)

e Service Contacts flagged as ‘No Show’ are not included for this purpose

e Measures that have a total score of ‘99 = Not stated / Missing’ are invalid and counted as ‘no measure’
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6.4.1.11. A9 — Data quality report — Recording of outcome measures for completed episodes

The A9 report is designed to show the percentage of completed episodes that have outcome measures recorded.
Its purpose is to allow monitoring of adherence to the minimum requirements for outcome recording — i.e.

measures to be recorded at Episode Start and Episode End.

Note: that unlike the requirements set out in at Episode Start and Episode End. Out series reports (Out-1 to Out-3)
for the Out series reports where the same measure must be collected at start and finish, the A9 will accept any
combination of measures provided there is at least one at the start of the episode and one at the end of the

episode.

Key specifications:

e Episodes must have an Episode End Date within the reporting period.
e Episodes must have had one or more Service Contacts not flagged as ‘No Show’, but not necessarily during the
reporting period

e Measures that have a total score of ‘99 = Not stated / Missing’ are invalid and counted as ‘no measure’

6.4.1.12. A10 — Data quality report — Missing and invalid Referral Dates
The A10 report is designed to show the counts of episodes with missing and invalid Referral Dates. Its purpose is
to allow monitoring of adherence to the minimum requirements for outcome recording — i.e. measures to be
recorded at Episode Start and Episode End. For this report there are no date selections.
Key specifications:

e The three columns relating to Service Contacts ignore contacts flagged as ‘No Show’

e The Service Contact used in Episodes with Referral date is the one with the earliest date that is also not

marked as ‘No Show’
e Referral > Date 1 year before Service Contact is defined as a Referral Date more than 365 days prior to the
earliest (non no-show) Service Contact
6.4.1.13. All — Data quality report — Episodes with no service contact
The A11 report is designed to show the number of episodes with no service contact. Episodes with and without
referral dates are reported separately. Note that there are no date selectors on this report - it shows every
recorded episode that has no (non no-show) Service Contact.

Key specification:

e Episodes that only have contacts marked “no show” are included in this report.
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6.4.1.14. A12 — Episodes shared across multiple organisations

This report applies to hAPI (headspace) data only.

The PMHC model specifies that all activity (service contacts and collection occasions) for an episode must occur at
the same organisation. The headspace model allows an episode of care to be delivered by multiple organisations.
For compatibility with the PMHC, reports based on hAPI data exclude episodes (and corresponding service

contacts, collection occasions and potentially clients) that involve more than one organisation.

For each entity (headspace centre or PHN) the A12 reports 2 lines:

e “As lead organisation”

e “As delivery organisation”

The headspace enhancement of the PMHC MDS model adds a “delivery organisation” to both the service contact
records and the collection occasion records. This can be different to the organisation that initiated the episode (the
“lead organisation”). The A12 reports any episode that has at least one collection occasion or service contact
delivered by an organisation that is not the lead organisation. Thus any particular organisation can operate in lead

and/or delivery context.

The “As lead organisation” means the entity initiated the episode but at least one collection occasion or service

contact was delivered away from that entity. All activity pertaining to such episodes is reported in this row.

“As delivery organisation” reports all activity for all episodes the entity was not the lead organisation for, but
delivered at least one collection occasion or service contact for. This second view is a better indicator of work that
an organisation was involved with but does not get included in the bulk of the headspace reports. Note that a
single episode can appear more than once in the “As delivery organisation” line but only ever once in the “As lead

organisation” line.

The A12 tallies the number of contacts/episodes/contacts/collections occasions that are delivered by multiple
organisations. It is based on Active Episodes, and the number of episodes delivered at multiple organisations is

what is reported in the “Active Episodes” column.

The “Service Contacts” column counts all the non no-show contacts in the reporting period that are associated
with the Active Episodes. Similarly the Active Clients is the enumeration of all clients for whom ALL episodes
active during the reporting period were delivered at multiple organisations. A single episode during the reporting

period delivered at only one organisation excludes client from this count.
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6.4.2. Category B: Monitoring overall service delivery

These reports are designed to present a range of data in the form of summary tables. Their purpose is to allow the
user to monitor overall service delivery based on counts of clients, episodes, and service contacts, stratified in

various ways that depend on the data being sourced.

There are five reports in this series, each covering a specific data category (Clients, Episode, Service Contacts,

Provider Organisations, and Practitioners).

Available category B reports

e B1 — Activity report — Client characteristics

e B2 — Activity report — Episode characteristics

e B2a — Activity report — Intake characteristics

e B3 — Activity report — Service Contact characteristics

e B4 — Activity report — Provider Organisation characteristics
e B5 — Activity report — Practitioner characteristics

e B6 — Client Outcomes

e B7 — Activity Report — hAPI Funding Source

e B8 — YES PHN index

e B9 - Activity Report - Number of practitioners

6.4.2.1. B1 — Activity report — Client characteristics

The B1 report is designed to allow selection of a Client stratification variable of interest, with a menu of options

covering all core Client data fields.

Key specifications:

e Client to be counted uniquely regardless of number of episodes. To be counted, a client must have had one or
more Service Contacts in the reporting period

e Counts of Episodes to be based only on ‘active’ Episodes, defined as those that had one or more Service
Contacts recorded in the period

e Service Contacts flagged as ‘No Show’ are not included for this purpose

e Ageis calculated at start of episode

e Only service contacts with primary practitioners are included in the report

6.4.2.2. B2 — Activity report — Episode characteristics

The B2 report is designed to allow selection of an Episode stratification variable of interest, with a menu of

options covering all core Episode data fields.

Key specifications:
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e An Episode is defined as ‘active’ and in-scope for inclusion in this report if it had one or more Service Contacts
recorded in the period. No distinction is made between Open and Completed Episodes
e Service Contacts flagged as ‘No Show’ are not included for this purpose

e Only service contacts with primary practitioners are included in the report

6.4.2.3. B2a — Activity report — Intake characteristics

The B2a report is designed to allow selection of an Intake stratification variable of interest, with a menu of options

covering all core Intake data fields.
Key specifications:

e To be counted, an intake must have a Date client contacted Intake within the reporting period
6.4.2.4. B3 — Activity report — Service Contact characteristics

The B3 report is designed to allow selection of a Service Contact stratification variable of interest, with a menu of

options covering all core Service Contact fields.

When the hAPI Data Source is selected an extra Funding Source selector is provided for the B3 report. Unlike
the B7 — Activity Report — hAPI Funding Source, which has 8 funding categories (including Missing), the filters

on the B3 are less fine grained and include only 5 funding categories (including ‘Missing’).

Key specifications:

e Reporting by ‘Service Contact No Show’ element counts all service contacts by whether they are flagged as
‘No Show’
e Otherwise, Service Contacts flagged as ‘No Show’ are not included in this report

e Only service contacts with primary practitioners are included in the report
6.4.2.5. B4 — Activity report — Provider Organisation characteristics

The B4 report is designed to allow selection of a Provider Organisation stratification variable of interest, with a

menu of options covering all core Provider Organisation data fields.
Key specifications:
e A Provider Organisation is defined as ‘active’ if it has recorded and in-scope for this report if there is one or

more Service Contacts recorded for the Provider Organisation in the period

e Service Contacts flagged as ‘No Show’ are not included for this purpose
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e Only service contacts with primary practitioners are included in the report

6.4.2.6. B5 — Activity report — Practitioner characteristics

The B5 report is designed to allow selection of a Practitioner stratification variable of interest, with a menu of

options covering all core Practitioner data fields.

Key specifications:

e A Primary Practitioner is defined as ‘active’ and in-scope for this report if they have recorded one or more
Service Contacts in the period
e Service Contacts flagged as ‘No Show’ are not included for this purpose

e Only service contacts with primary practitioners are included in the report

6.4.2.7. B6 — Client Outcomes

The B6 report is an extension of the outcome indicators that note significant clinical changes between episode
start and finish. Out-1 and Out-2 (Out-1 and Out-2 — Clinical outcomes) are restricted to episodes with a Principal
Focus of Treatment Plan classified as “Low intensity psychological interventions” and “Psychological therapies

delivered by mental health professionals” respectively. The B6 extends this to any type of focus.

e The change for an episode is based on the effect size statistic which is defined as (score at episode start -
score at episode end) / standard deviation of episode start scores for all episodes
e Effect sizes of +0.5 or more constitute ‘Significant improvement’, -0.5 or less constitute ‘Significant

deterioration’. Effect sizes between -0.5 and 0.5 indicate ‘No significant change’

6.4.2.8. B7 — Activity Report — hAPI Funding Source

This report applies to hAPI (headspace) data only.

Unlike data reported by PHNSs, which is funded exclusively by the PHNs, data reported to hAPI is funded by many
different sources. The B7 report provides a detailed breakdown of the funding source under which service contacts

where delivered. Only non no-show contacts during the reporting period are included.

In addition, the B7 aggregates the contacts into episode and client counts. An episode may have activity with more
than one funding source, in which case it will be counted in every row for which it has a contact funded by the
pertinent source. Unless all contacts for all episodes are funded by the same source, the total number of episodes
reported will be lower than the sum of the number of episodes in all funding sources. The same principle applies to

Client counts.

Key specifications:
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e Service Contacts flagged as ‘No Show’ are not included for this purpose

e Only service contacts with primary practitioners are included in the report

6.4.2.9. B8 — YES PHN index

This report applies to YES-PHN data only.

Your Experience of Service Primary Health Network (YES-PHN) Survey aims to help providers and consumers to
work together to build better services. Completion of the survey is voluntary. All information collected in this

survey is anonymous.

Detailed description and explanation about using and interpreting the YES-PHN is available at
https:/www.amhocn.org/__data/assets/pdf_file/0018/700452/yes_phn_guidance_v1.0_20200408.pdf. The YES
PHN index in the B8 report reflects the definition in this document and reports the proportion of respondents with

an experience of service score over 80.

The B8 report provides a summary average experience score, outcome score and YES-PHN index. Only completed

YES-PHN surveys during the reporting period are included.

Key specifications:

e The collection date must be within the reporting period

e Any YES-PHN surveys with more than half of the items missing is excluded

6.4.2.10. B9 - Activity Report - Number of practitioners

The B9 is designed to monitor the composition of multi-practitioner teams delivering a single contact. It counts the
number of contacts made up of different sized practitioner teams. It reports both the total number of practitioners

involved with each contact, and the number of unique practitioner categories involved.

Over time, the PMHC has recorded practitioners in three different ways. Initially only a single practitioner (and
their category) was recorded. With the introduction of Head To Health programs it was expanded to also include a
count of different practitioner categories. With the release of version 4 all practitioners and their categories can be
recorded. The B9 does not adjust for these historical changes, so therefore contacts conducted prior to version 4

will always be counted in the ‘1’ column for both Number of Practitioners and Number of Practitioner Categories.

Key specifications:

e The contact must not be a “no show” contact

e The contact must take place during the reporting period
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6.4.3. Category C: Monitoring implementation of stepped care

This group of reports is based on composite data, built from cross-tabulation of data drawn from multiple levels of

the PMHC data model - Clients, Episodes, Service Contacts, Practitioners.

Their purpose is to allow the user to monitor selected aspects of the implementation of the stepped care model.

The stepped care reports represent work in progress and will be subject to ongoing improvement with PHN

feedback on their utility.

Available category C reports

e (C1 — Stepped care report — Episode type by Client characteristics
e (C2 — Stepped care report - Episode Type by Service Contacts Type
e (C3 — Stepped care report - Episode Type by Service Contact Intensity

6.4.3.1. C1 — Stepped care report — Episode type by Client characteristics

Purpose: To provide summary information on the characteristics of clients who receive different types of services,

grouped by ‘episode type’.

Client data fields to be selected by user from a list of options.

Key specifications:

e Only ‘active episodes’ are reported. An Episode is defined as ‘active’ and in scope for inclusion in this report if
it had one or more Service Contacts recorded in the period. No distinction is made between Open and
Completed Episodes

e Service Contacts flagged as ‘No Show’ are not included for this purpose.

e Counts shown in the report refer to Episodes, and are displayed as numbers or percent column based on user
selection

e Ageis calculated at start of episode

Client data elements that can be selected for the C1 report are:

e Client age group based on Date of Birth, grouped to the following categories:

o 0-11, 12-17, 18-24, 25-64, 65+
o Each client assigned to only age group based on age at a fixed date (e.g., beginning of year)
e Indigenous status

e Area of Usual Residence

o Grouped by Remoteness Classification (Major Cities, Outer Regional, Inner Regional, Remote, Very

Remote)
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e Principal diagnosis — High level grouping

o Anxiety disorders
o Affective (Mood) disorders
o Substance use disorders
o Psychotic disorder
o Disorders with onset usually occurring in childhood and adolescence not listed elsewhere
o Other mental disorder
o No formal mental disorder but subsyndromal problem
e Gender

e Country of Birth - grouped to high level categories

6.4.3.2. C2 — Stepped care report — Episode Type by Service Contacts Type

Purpose: To provide summary information on the types of service contacts delivered within each of the episode

types.

Key specifications:

e Only ‘active episodes’ are reported. An Episode is defined as ‘active’ and in scope for inclusion in this report if
it had one or more Service Contacts recorded in the period. No distinction is made between Open and
Completed Episodes

e Service Contacts flagged as ‘No Show’ are not included for this purpose

e Counts shown in the report refer to Episodes, and are displayed as numbers or percent rows based on user

selection

6.4.3.3. C3 — Stepped care report — Episode Type by Service Contact Intensity

Purpose: To provide summary information on the volumes of service delivered within each of the episode types.

Key specifications:

e Only ‘active episodes’ are reported. An Episode is defined as ‘active’ and in scope for inclusion in this report if
it had one or more Service Contacts recorded in the period. No distinction is made between Open and
Completed Episodes

e Service Contacts flagged as ‘No Show’ are not included for this purpose

e Counts shown in the report refer to Episodes, and are displayed as numbers or percent rows based on user
selection

e Total Clients is a unique count of clients, not the sum of the individual rows. Clients may be counted in more

than one row
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6.4.4. Category D: Key Performance Indicators

A set of 13 key performance indicators was introduced in July 2016, designed to monitor the progress of mental
health reforms being led by Primary Health Networks (PHNSs). The indicators covered activities related to the
delivery of services in six priority areas set by government, along with two overarching program management

indicators covering integrated service planning and delivery, and implementation of stepped care models of care.

All 13 indicators were subsequently incorporated in schedules for mental health program funding, requiring PHNs
to report on performance annually. Data sources for the majority of indicators (11) are derived in full or part from

the Primary Mental Health Care Minimum Data Set (PMHC MDS).

The mental health KPIs were introduced prior to the implementation of the current PHN Performance and Quality
Framework (September 2018) and need to be positioned within that policy framework. One additional indicator

was added to the mental health KPlIs as a result of the new framework, bringing the total to 14.

9 of the 14 KPI reports will ultimately be available via the PMHC MDS.

Available category D reports
e ACC series reports (Acc-1 to Acc-3)

o Acc-1 — Access to Low Intensity Services
o Acc-2 — Access to Psychological Services
o Acc-3 — Access to Clinical Care Coordination

e APP series reports (App1 to App3)

o App-1 — Youth receiving youth-specific services
o App-2 — Indigenous Population receiving culturally appropriate services
o App-3 — Suicide Risk Followup

e Out series reports (Out-1 to Out-3)

o Qut-1 and Out-2 — Clinical outcomes
o Qut-3 — Completion rates for clinical outcome measures

o Matching measure types

The following reports are not available via the PMHC MDS as they require information that is not derived from the

PMHC MDS:

e Eff-1 — Average cost of PHN-commissioned low intensity psychological intervention services

e Eff-2 — Average cost of PHN-commissioned psychological therapies delivered by mental health professionals

e Eff-3 — Average cost of PHN-commissioned clinical care coordination for people with severe and complex
mental illness

e Prog-1 — Proportion of PHN annual flexible funding allocated to low intensity services, psychological

therapies and services for people with severe and complex mental illness
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e Prog-2 — Formalised partnerships with other regional service providers to support integrated regional planning

and service delivery

6.4.4.1. ACC series reports (Acc-1to Acc-3)

Purpose: Measure the proportion of regional population receiving PHN-commissioned specific services.

Please note: For Acc series reports, it’s important to keep in mind that the splits may not always produce the same
totals. Clients can have multiple episodes and each episode can be counted in each group. Using age group as an
example, the episode start date is used to determine a client’s age. When a client has multiple episodes, and their

birthday has occurred in the reporting period, each episode can fall into a different age group.

Additionally, the remoteness classifications are derived using the episode postcode, but a postcode can belong to
multiple remoteness classifications. These reports will proportion an individual episode across all relevant

classifications. For example, postcode 2900 has been classified as both a major city and an inner region.

Key specifications applying to all ACC series reports:

e Only ‘active clients’ are reported. A Client is defined as ‘active’ and in scope for inclusion in this report if they
had one or more Service Contacts recorded in the period.

e Service Contacts flagged as ‘No Show’ are not included for this purpose

e Population is calculated from Estimated Regional Population figures

e KPI is measured in clients per 100,000 population

e Age is calculated at start of episode

And key specifications for:

e Acc-1 — Access to Low Intensity Services
e Acc-2 — Access to Psychological Services

e Acc-3 — Access to Clinical Care Coordination

6.4.4.1.1. Acc-1 — Access to Low Intensity Services
Purpose: Measure the proportion of regional population receiving PHN-commissioned low intensity psychological

interventions

See key specifications for all ACC series reports, plus:

Key specifications:

e The episode must have a ‘Principal Focus of Treatment Plan’ flagged as ‘Low intensity psychological

intervention’

6.4.4.1.2. Acc-2 — Access to Psychological Services
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Purpose: Measure the proportion of regional population receiving PHN-commissioned psychological therapies

delivered by mental health professionals.

See key specifications for all ACC series reports, plus:

Key specifications:

e The episode must have a ‘Principal Focus of Treatment Plan’ flagged as ‘Psychological therapy’
6.4.4.1.3. Acc-3 — Access to Clinical Care Coordination

Purpose: Measure the proportion of regional population receiving PHN-commissioned clinical care coordination

for people with severe and complex mental illness.

See key specifications for all ACC series reports, plus:

Key specifications:

e The episode must have a ‘Principal Focus of Treatment Plan’ flagged as ‘Clinical care coordination’

6.4.4.2. APP series reports (Appl to App3)

Key specifications applying to all ACC series reports:

e Age is calculated at start of episode

And key specifications for:

e App-1 — Youth receiving youth-specific services
e App-2 — Indigenous Population receiving culturally appropriate services

e App-3 — Suicide Risk Followup

6.4.4.2.1. App-1 — Youth receiving youth-specific services
Purpose: Measure the proportion of regional youth population receiving youth-specific mental health services.

Key specifications:

e Only ‘active clients’ are reported. A Client is defined as ‘active’ and in scope for inclusion in this report if they
are aged between 12-24 and had one or more Service Contacts recorded in the period. The episode must have
a ‘Principal Focus of Treatment Plan’ flagged as ‘Child and youth-specific mental health services’

e Service Contacts flagged as ‘No Show’ are not included for this purpose

e Population is calculated from Estimated Regional Population figures for people aged 12-24

e KPI is measured in clients per 100,000 population

6.4.4.2.2. App-2 — Indigenous Population receiving culturally appropriate services
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Purpose: Measure the proportion of PHN-commissioned mental health services delivered to the regional

Indigenous population where the services were culturally appropriate.

Key specifications:

e Service contacts are in scope for inclusion in this report if they occurred within the reporting period and are
not flagged as ‘No Show’

e KPIis measured as the percentage of service contacts which are culturally appropriate

e A culturally appropriate service is defined as one that is delivered by a service provider that is recorded as of
ATSI origin, or employed by an Aboriginal Community Controlled Health Service or has indicated that they
have completed a recognised training programme in the delivery of culturally safe services to ATSI peoples

e Only service contacts with primary practitioners are included in the report

6.4.4.2.3. App-3 — Suicide Risk Followup
Purpose: Measure the proportion of people referred to PHN-commissioned services due to a recent suicide

attempt or because they are at risk of suicide, who are followed up within 7 days of referral.

Unlike most reports, this measure includes episodes where no service contact occurs to ensure all clients are

followed up within the required timeframe, allowing for review of why no contact was made for this risk group.

It is important to keep in mind that Episodes that have not yet commenced do not have a episode start date. As a
result, it is not possible to determine the client’s age at the beginning of the episode. Such clients will be included

in the unknown age group.

Key specifications:

e Only episodes with a referral date within the reporting period are included

e Service contacts which are flagged as ‘No Show’ are not included

e Service contacts where the Client Participation Indicator flag is ‘No’ are not included

e ‘% Episodes with Suicide Risk Flag %’ counts the proportion of all episodes which are flagged as a suicide risk

e Other than in the “% Episodes with Suicide Risk Flag” column, only episodes flagged as suicide risk are counted
e Episodes where the first service contact occurred within 7 days are tabulated as ‘7 days or less’

e Episodes where no service contact occurred are tabulated as ‘No Service Contact Occurred’

e Clients with an uncommenced episode are tabulated as ‘Unknown’ age group

e KPIis measured as percentage of episodes flagged as a suicide risk which have a service contact within 7 days

6.4.4.3. Out series reports (Out-1 to Out-3)

Key specifications applying to all Out series reports:

e Based on all episodes with an Episode End Date falling within the reporting period
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e There must be at least one attended contact associated with the episode but it need not be in the reporting
period

e Measures that have an invalid total score of ‘99 = Not stated / Missing’ are excluded

e To be counted as ‘Matched’, both an initial and final measure of matching type must be recorded. See Matching

measure types.

e Ageis calculated at start of episode

Note: Matching of measures in the Out series is tighter than that used in A9 — Data quality report — Recording of

outcome measures for completed episodes, so figures may vary between these reports.

And key specifications for:

e Out-1 and Out-2 — Clinical outcomes
e Out-3 — Completion rates for clinical outcome measures

e Matching measure types

6.4.4.3.1. Out-1 and Out-2 — Clinical outcomes
See key specifications for all Out series reports, plus:

e These indicators group the matched pair for all episodes reported in Out-3 to indicate significant clinical
changes between episode start and end

e The change for an episode is based on the effect size statistic which is defined as (score at episode start —
score at episode end) / standard deviation of episode start scores for all episodes

e Effect sizes of +0.5 or more constitute ‘Significant improvement’, -0.5 or less constitute ‘Significant
deterioration’. Effect sizes between -0.5 and +0.5 indicate ‘No significant change’

e Out-1 includes only episodes identified as “Low intensity psychological interventions”, Out-2 only those

identified as “Psychological therapies delivered by mental health professionals”

6.4.4.3.2. Out-3 — Completion rates for clinical outcome measures
See key specifications for all Out series reports, plus:

e Reports the percentage of episodes completed in the reporting period that have outcome measures collected
at both episode start and episode finish

e The “All Episodes” columns count episodes regardless of their Episode Completion Status

e The “Treatment Concluded” columns only include episodes that have an Episode Completion Status of

‘Treatment Concluded’; administratively closed episodes are excluded

e The KPI % is defined as the number of Treatment Concluded episodes with a matched pair divided by the total

number of Treatment Concluded episodes

6.4.4.3.3. Matching measure types
Out series reports require initial and final measures (Collection Occasion Reason ‘Episode Start’ and ‘Episode End’)

to have valid total score (not ‘99 = Not stated / Missing’) and to be of matching measure type as per the following

table:
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Initial Final

K5 K5

K10+ K10+

SDQ PC101 SDQ PC201
SDQ PY101 SDQ PY201

SDQ YR101 SDQ YR201

This rule is a little tighter than that used in A9 — Data quality report — Recording of outcome measures for

completed episodes, so figures may vary.

If an episode has more than one measure of the same type at the same collection occasion (e.g. there are two

SDQ-PC values identified as ‘Episode start’) the mean score is used.

If an episode has a matched pair for more than one measure type only one is taken, according to the hierarchy
K10+, K5, SDQ_YR, SDQ_PY, SDQ_PC.

6.4.5. Category E: Reports for data managers to monitor data supply
These reports are designed to assist in monitoring the amount and type of data that has been input into the MDS.

They are based on a subset of Category A reports but differ in two important ways:

e The reports are based on ‘raw data’, not filtered or trimmed by any data quality censoring. Comparable
Category A reports restrict the reported data by specific edit criteria (e.g., Category A reports are only based
on ‘active clients’, ‘active episodes’ and ‘active providers’)

e Category A reports are based on date of service contact. Comparable E Category reports either use date of

modification or date or insertion. Further information is provided in the report specific documentation.

Category E reports are specifically designed to enable PHN and Provider Organisation data managers to monitor

upload and data supply to the MDS.

The reports provide summary data on:

e Raw volumes (clients/episodes/service contacts/collection occasions/practitioners) over time periods

e Raw volumes per day (clients/episodes/service contacts/collection occasions/practitioners)

Available category E reports

e E1 — High level summary of overall volumes by entity
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e E2 — Volume trends

e E3 — Activity per day
6.4.5.1. E1 — High level summary of overall volumes by entity
This report is designed to provide a ‘one page’ view, with data aggregated for the specified reporting period,
covering counts of clients, episodes, service contacts, collection occasions and practitioners, without any filtering
for business rules.

Key specifications:

e All records to be counted with no filtering

e All dates refer to date of modification, not date of service

6.4.5.2. E2 — Volume trends

This report is designed to show volume trends in clients, episodes, service contacts, collection occasions and

practitioners.
Key specifications:

e All records to be counted with no filtering

e All dates refer to date of insertion, not date of service

e Results are cumulative
6.4.5.3. E3 — Activity per day
This report will show a summary of the number of clients, episodes, service contacts, collections occasions and
practitioners added or modified each day. Its purpose is to give entities information about when and how much
data was added or modified.

Key specifications:

e All records to be counted with no filtering

e All dates refer to date of modification, not date of service

6.4.6. Category G: Cohorts of interest
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6.4.6.1. G1 — Residential Aged Care Facility Client Outcomes

This report is intended to provide insight into Residential Aged Care Facilities. It is basically a combination of the
A1 - episodes/clients/contacts columns - and the Bé report - improvement and (pertinent) episode count columns
- for RACF activity. The inclusion criteria is slightly oblique because episode activity is not directly attributable to
RACFs. Instead, the G1 counts attended contacts that took place at an RACF. Episodes are included if they contain

have at least one attended contact that took place at an RACF.

Key specifications:

e All Service Contacts in the period that have a Service Contact - Venue of ‘8: Residential aged care facility’
except those that are flagged as ‘No Show’

e Episodes to be counted if one or more Service Contacts as defined immediately above were recorded in the
period

e Clients comprise the clients who were the subject of the episodes defined immediately above, and are counted
uniquely regardless of number of episodes

e The episode count on the far right is the subset of the ‘Episodes N’ for which there are initial and final
measures from the same outcome instrument.

e The change for an episode is based on the effect size statistic which is defined as (score at episode start -
score at episode end) / standard deviation of episode start scores for all episodes

e Effect sizes of +0.5 or more constitute ‘Significant improvement’, —0.5 or less constitute ‘Significant

deterioration’. Effect sizes between -0.5 and 0.5 indicate ‘No significant change’

6.4.7. Category I: Monitoring Intakes

These reports monitor intakes and dispatches to treatment organisations. Some reports summarise the results and
context of the Initial Assessment and Referral Decision Support Tool (IAR-DST); others look at the extent of

linkage between intake and treatment episodes.

Available category | reports

e |1 — Recommended vs practitioner level of care

e |2 —IAR-DST by K10+

e [3 — IAR-DST by Referral In

e |4 — |AR-DST by Referral Out

e |5 — Intake Conclusion Referral Pathway

e |6 — Intake Dispatch Status by Intake Organisation and 17 — Link Status of Episodes Dispatched to
Organisation

e [8 — Links Without an Existing Intake

e |9 — Dispatches to unidentified MDS treatment organisations
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6.4.7.1. I1 — Recommended vs practitioner level of care

The IAR-DST combines ratings on eight domains describing clinical severity and service needs to suggest a Level of
Care. Levels are best thought of as combinations of interventions that form potential ‘packages’ for people
requiring that level of care. There are 5 levels of care, however in some situations the IAR-DST will recommend a
particular level of care “or higher” - for example ‘3+’. Regardless of the suggestion made by the IAR-DST, the final
decision about the appropriate level is made by a clinician. The |1 cross-tabulates the suggestion made by the tool

(Recommended Level of Care) against the clinician’s final decision (Practitioner Level of Care)

Key specifications:

e The report counts intakes where the client first contacted the service during the reporting period for which
there is an IAR-DST administration (the date the IAR-DST was collected is not relevant)

e Counts in the “Not stated” column indicate that no practitioner rating was recorded

6.4.7.2. 12 — IAR-DST by K10+

This report cross-tabulates the Practitioner Level of Care with the K10+ Score collected at episode start. It shows
the relationship between the level of psychological distress and the suggested level of care. These variables should

correlate highly.

Key specifications:

e The report counts intakes where the client first contacted the service during the reporting period for which
there is an IAR-DST administration, and a linked episode with a valid K10+ score taken during a collection
occasion that is marked as having a Collection Occasion Reason of “Episode start”

e Intakes where the client first contacted the service during the reporting period are included (the date the IAR-
DST was collected is not relevant).

e The intake must be associated with a valid K10+ score taken during a collection occasion that is marked as
having a Collection Occasion Reason of “Episode start”

e Counts in the “Not stated” column indicate that no practitioner rating was recorded

6.4.7.3.13 — IAR-DST by Referral In

The 13 reports the Practitioner Level of Care broken down by the type of referring organisation. It helps describe

where clients present as a function of their required treatment complexity.

Key specifications:

e The report counts intakes where the client first contacted the service during the reporting period for which

there is an IAR-DST administration (the date the IAR-DST was collected is not relevant)

e The Referrer Organisation Type is a mandatory field so the total intakes is the same as for the 11
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e Counts in the “Not stated” column indicate that no practitioner rating was recorded

6.4.7.4. 14 — IAR-DST by Referral Out

The 14 reports the Practitioner Level of Care broken down by the type of organisation to which the intake service
refers the client at the end of the intake process. It helps describe where clients are sent as a function of their

required treatment complexity.

Key specifications:

e The report counts intakes where the client first contacted the service during the reporting period for which
there is an IAR-DST administration (the date the IAR-DST was collected is not relevant)

e The Organisation Type referred to at Intake conclusion is NOT a mandatory field so the total intakes may be
fewer than the total reported on |11

e Counts in the “Not stated” column indicate that no practitioner rating was recorded

6.4.7.5. I5 — Intake Conclusion Referral Pathway

The I5 summarises the type of service to which an intake process refers a client. It says nothing about whether
that service subsequently has any interaction with the client, merely that the intake process considered that
service type the appropriate follow up.

The basis for the report is all intakes where the date the client contacted the intake service falls during the
reporting period. The referral pathways enumerated are based on the “Organisation type referred to at Intake
conclusion” variable. Most of the responses to this variable are grouped into broader categories, but a few are

passed through untouched other than (usually) minor renaming:

“AMHC” -> “AMHC” “HeadtoHelp / HeadtoHealth” -> “Head To Health” “Other PHN funded service” -> “Other
PHN funded” “No Referral” -> “None” “Not stated/Inadequately described” -> “Unknown”

Anything else except a blank is mapped to “External service”. A blank is reported as “Intake not concluded”.

Key specifications:

e The report counts intakes where the client first contacted the service during the reporting period
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6.4.7.6. 16 — Intake Dispatch Status by Intake Organisation and I7 — Link Status of Episodes Dispatched to
Organisation

The 16 and 17 comprise a pair of reports intended to help monitor linkage of intake and treatment (episode)
organisation. Recording of such linkages is more complex than most MDS processes because they can involve data
submission by more than one submitter. The data from intake and treatment organisations an be uploaded at
different times, so potentially only one side of the transaction may be in the MDS. These reports help identify the

extent to which events that can be inferred to exist have not been submitted.

The 16 looks at what has happened from an intake perspective, the 17 from a treatment perspective.

The 16 takes all the INTAKES for the chosen organisations (the Total column) and classifies them as having (the

Linked column) or not having (the Unlinked column) a corresponding Intake Episode record.

The By Treatment Organisation column displays the organisations that recorded treatment for the intakes in the
Linked column. Note that the total for the By Treatment Organisation column can be higher than that for the

Linked column as a single intake can be associated with more than one treatment episode.

The 17 takes all EPISODES for the chosen organisations (the Total column) and classifies them as having (the Linked

column) or not having (the Unlinked column) a corresponding Intake Episode record.

The By Intake Organisation column displays the organisation that recorded intake for the episodes in the Linked
column. An episode can only be linked to a single intake, so in this report the total for By Intake Organisation must

be the same as the total for the Linked column.

Key specifications:

e The Date client contacted Intake must have occurred during the reporting period

6.4.7.7. 18 — Links Without an Existing Intake

The I8 identifies cases where a treatment organisation has submitted an Intake Episode record, but the
corresponding Intake record does not exist in the MDS. This is possible because different organisations are
responsible for these two types of records and the treatment organisation that provides the Intake Episode record
may do so before the organisation responsible for the intake submits the Intake record. However an Intake Episode
can only be submitted if the organisation path and intake key of the intake are defined, so the existence of the
intake can be inferred (and identified) even in the absence of the Intake record. This report shows where the
implied intake has not had its record submitted. For any organisation listed in a row the report counts the “missing”
Intake records for which the organisation is responsible (“Dispatched by”) and those for which it has implied the

existence of an intake by submitting an Intake Episode record (“Dispatched to”).

Key specifications:
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e Cases in this report are identified by a combination of Organisation Path and Intake Key in the Intake Episode
table that do not have a corresponding entry in the Intake records in the MDS

e There is no date restriction on this report

6.4.7.8.19 — Dispatches to unidentified MDS treatment organisations

The 19 reports intakes where a client is referred to one or more MDS Reporting organisation, but no specific

organisation is identified in the Referred To Organisation Path field.

Note: that an intake may be dispatched to more than one organisation type.

Key specifications:

e The inclusion criterion for intakes is a ‘Date client contacted Intake’ within the reporting period
e The intake must indicate one or more dispatches to an ‘Organisation type referred to at Intake conclusion’ with
a code of 42, 43 or 44 (“AMHC”, “Other PHN funded service”, or “HeadtoHelp / HeadtoHealth”)

e The report counts intakes, not dispatches

6.5. Wayback report

The Way Back (TWB) Support Service Minimum Data Set is an extension of the Primary Mental Health Care
Minimum Data Set (PMHC MDS).

The Way Back Quarterly reporting function allows users to automatically populate The Way Back Quarterly
Report using data contained in the PMHC MDS. See more at https:/docs.pmhc-mds.com/projects/data-

specification-wayback/en/v3/user-documentation/reports-user-guide.html

NOTE: the Wayback tab will only be displayed when TWB data has been added to the PMHC MDS.

7. Data Extract

e How to request an organisation’s data
e How to download a requested extract
e Dates explained for Data Extract

e Data Extract Specification

e Data extract options

You will only be able to see the Data Extract tab if you have been assigned the ‘Reporting’ Users Roles, when

logged into the PMHC MDS on https:/pmhc-mds.net.
If you don’t have access to the Data Extract tab and you believe you should, please contact someone in your

provider organisation or provider organisation's PHN who has the ‘User Management’ role. If you are unsure who

has the ‘User Management’ role please email the PMHC Helpdesk at support@pmhc-mds.com
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After navigating to the Data Extract tab, you will see a form to request a data extract.

Data Extract Reports Tools + Logged in as PMHC Training ~

Home / Data Extract

Data Extract

Users with the Reporting role can use this tabe to request reporting data

Support: For more information and assistance visit PMHC MDS Documentation. (link opens in a new window)
Extracts

Request extract  View extracts @Data Extract

Note: * denotes a mandatory field

Start Date * Enter date in DD/MM/YYYY or D/M/YYYY format End Date * Enter date in DD/MM/YYYY or D/M/YYYY format

25/08/2023 = 25/09/2023 &

Organisation *

Organisation Name Organisation Path Data Extract
V2 Y
— Test Provider Organisation 1 PHN999:PO1 O
PHN999 PHN999
K < |1 AR M 10 v/ items per page 1-20f2Items

Selected Organisation

No organisation selected

Select Specification * Options

PMHC 4.0 o OInclude data without associated dates.

OInclude all data associated with matched episodes.
Select File Type *

Xlsx v

Associated Date Rules Explained

sovernment

Logicly | Contact Support | Documentation | Training

of Health

7.1. How to request an organisation’s data

You can request a organisation's PMHC MDS data by completing the Request extract fields in the Data Extract
tab, by following these steps:

1. Navigate to the Data Extract tab

2. On the Request extract tab, click the first calendar icon to select the start date and then the second calendar

icon to select the end date. See Dates explained for Data Extract

Page 151 of 232



3. Click the checkbox next to the organisation name/path. You can use the filter options under the organisation
name or organisation path to find the relevant organisation. Only one PHN/organisation can be request at a
time

4. Select the data specification type, if other than PMHC 4.0 See Data Extract Specification
Click the options checkboxes as relevant. See Data extract options

6. Select the appropriate file type to be downloaded

Home / Data Extract

Data Extract

Users with the Reporting role can use this tabe to request reporting data

Support: For more information and assistance visit PMHC MDS Documentation. (link opens in a new window)

Extracts

Request extract View extracts @Data Extract

Note: * denotes a mandatory field

Start Date * Enter date in DD/MM/YYYY or D/M/YYYY format End Date * Enter date in DD/MM/YYYY or D/M/YYYY format

25/08/2023 =] 25/09/2023 &
Organisation *

Organisation Name Organisation Path Data Extract

v v
— Test Provider Organisation 1 PHN999:PO1 O
PHN999 PHN999
K 4 |1 A " 10 v items per page 1-2o0f 2 Items

Selected Organisation

No organisation selected

Select Specification * Options

PMHC 4.0 o O Include data without associated dates.
O Include all data associated with matched episodes.

Select File Type *

Xlsx v

Associated Date Rules Explained

7. Click the blue Request button

8. You will receive confirmation that the extract has been successfully requested, and the screen will now be

blank ready for the next extract request

Extract requested successfully X
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Note: If you are not sure how data is displayed in a extract, please click on the Associated Date Rules Explained

link to see the dates, specifications and options explained

9. Requested extracts will be available under the next tab, View extracts tab. See How to download a requested

extract.

7.2. How to download a requested extract

You can download the requested organisation’s data by viewing a the View extracts table in the Data Extract tab,

by following these steps:

1. Navigate to the Data Extract tab
2. Open the View extracts tab

3. Find the extract you would like to download in the View Extracts table

Extracts

Request extract ~ View extracts Y Filters ®sShow/Hide | = @Data Extract
—
Requested Organisati ithout Episode s
Extracted b q Status Pafh " Startdate  End date Specificati... associated associated  hAPI data Actions
/ dates data

25/09/2023 08:41:19 PM PMHC Trai... Processing ~ PHN999:P.. 01/01/2014 25/09/2023 PMHC 4.0 Yes No No

25/09/2023 08:40:41 PM PMHC Trai.. Completed PHN999:P.. 01/01/2022 30/06/2023 WAYBACK.. No Yes No ®
25/09/2023 08:39:45 PM PMHC Trai... Completed  PHN999:P.. 01/01/2023 30/06/2023 PMHC4.0 No No No ®

K <4 1 /e A 10 v/ items per page 1-3of 3 Items

4. Click the Download icon located to the far right of each extract request in the ‘Actions’ column.

Note: If the download icon is not displayed in the ‘Actions’ column, the system is still in the process of downloading

it. You can use the ‘Refresh’ icon to check if the download has completed.
5. You will receive confirmation that the extract has been successfully requested via your browser
Requested extracts will be available under the View Extracts tab for 7 days.

7.3. Dates explained for Data Extract

The Data Extract dates are based on the Client’s Service Contact dates for the PMHC MDS.
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The default data extract file will include all service contacts that have been recorded within the date range of the

request, the associated client and episode and measures records.

It will not include any records that are outside the date range of the request.

7.4. Data Extract Specification

7.4.1. PMHC 4.0

If you would like to download a file that includes data from the Primary Mental Health Care Minimum Data Set
(PMHC MDS), select the dropdown option labelled PMHC 4.0. This downloads a file that is the base PMHC MDS
data which is not linked to any extensions dataset. (See PMHC-MDS Data Specification).

The resulting file can be uploaded.

7.4.2. headspace 2.0 (PMHC extension)

If you would like to download a file that includes data from headspace extension (current 2.0), select the dropdown
option labelled headspace 2.0. This downloads a file that is the data that has been updated from headpace
headoffice hAPI system. (See headspace Specification).

The resulting file cannot be uploaded. This is a download only format.

7.4.3. The Way Back 3.0 (PMHC extension)

If you would like to download a file that includes data from The Way Back Support Services extension (current 3.0),
select the dropdown option labelled WAYBACK 3.0. This downloads a file that is a combination of the base PMHC
MDS data extensions linked to the PMHC episode with the tag !wayback and/or a linked TWB-Episode record.
(See The Way Back Data Specification).

The resulting file can be uploaded.

7.4.4. SURVEY 1.0 (YES-PHN Results)

If you would like to download a file that includes data from the YES PHN Survey results, select the dropdown
option labelled SURVEY 1.0. This downloads a file that is a combination of the YES-PHN data collected via
invitations sent using the Online Measures Self Service System (OMSSS) and YES-PHN data collected outside of
OMSSS uploaded using the PMHC MDS Survey Specification. (See YES Invitation Data Specification and Survey
Specification).

The data is extracted in the Survey Specification format and can therefore be reuploaded.
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7.4.5. Include data from all specifications (includes extensions)

If you would like to download a file that includes data from all PMHC MDS extensions (current and past), select the
dropdown option labelled Include data from all specifications. This downloads a file that is a combination of all of

the extensions listed at https:/docs.pmhc-mds.com/.

The resulting file cannot be uploaded. This is a download only format. It is based on the most recent version used

by either the core specification or an extension.

Please note: In the interim, until all extensions data is transitioned to Version 4.0, fields with changes to their

specifications between versions will show twice in these META files.

For example “Referral Date”: In versions 2 and 3, Referral date was not required. In version 4 it is required. For
episodes where no referral date was supplied, the column corresponding to versions 2 (or 3) will be blank,
whereas the column corresponding to version 4 will have the missing date value ‘09099999'. If you are using
the data from a file exported in the META format for re-upload, use the appropriate column for the

specification version you are uploading. (See Referral Date Definition).

7.5. Data extract options
7.5.1. Include data without associated dates

As the query is date based, the following data will by default, not be included in the extract:

e The start date of an episode is derived from the date of the first service contact. Therefore, if an episode
doesn'’t have any associated service contacts, there will be no start date for the episode and they will not
be included in the data extract

e Clients that don’t have any associated episodes, or who are associated with an episode with no service
contacts also will not be included in the data extract

e Practitioners who are not associated with a service contact will not be included in the data extract

If you would like to include these inactive episodes, inactive clients and inactive practitioners check the checkbox

labelled Include data without associated dates.

7.5.2. Include all data associated with matched episodes

If you would like to include all the associated data for active episodes within the data extract date range, check the
checkbox labelled Include all data associated with matched episodes. The data extract will then also include ALL

service contacts and ALL measures including those that are outside the data extract date range.

8. Tools

The following tools are available in the PMHC MDS.
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o SLK
e YES-PHN
e User Auditing Tool

8.1. SLK

e Generate a Client’s SLK
¢ Video training module - Statistical Linkage Key (SLK)

We have provided a stand-alone generator that can be used without logging into the PMHC MDS on https:/pmhc-

mds.net. This allows users to generate a client’s Statistical Linkage Key (SLK) to enter into upload files.

Primary Mental Health Care
Minimum Data Set

Home Tools =

Sign in

Home 7 Tools 7 SLK

Statistical Linkage Key Generator

The Statistical Linkage Key Generator can be used to create a dlient SLK. The SLK is generated on your device, no details are stored or transmitted aver the network.

Yeou can copy either of these SLK formats to be used within the Client Statistical Linkage Key field. (link cpens in a new window)

SLK

Generate S5LK

@sik
PO
Note: * denaotes a mandatory field
Given Name Family Name
2]
Date of Birth * Enter date in DDAMAYYYY or DAMYYYYY format Gender *
B Mot stated/Inadequately described v

Generate Key

Department of Health

45

ocumentation | Training

8.1.1. Generate a Client’s SLK

1. Navigate to the Tools tab and select SLK. This will open up the SLK generator

2. Enter the following client details: Given Name, Family Name, Date of Birth and Gender

3. Click on the blue Generate Key button
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Home / SLK

Statistical Linkage Key Generator

The Statistical Linkage Key Generator can be used to create a client SLK. The SLK is generated on your device, no details are stored or transmitted over the network.

You can copy either of these SLK formats to be used within the Client Statistical Linkage Key field. (link opens in a new window)

SLK

Generate SLK
———

Note: * denotes a mandatory field

Given Name
Firstname m
Date of Birth * Enter date in DD/MM/YYYY or D/M/YYYY format
01/01/1901 &

Your statistical linkage key

SLK

URAIR010119013 Copy to clipboard

Family Name
Surname
Gender *

Other

Generated Hash

7AZFQB02PQAZGX|1Z89SNZ6306WDFOXC

4. The client’s SLK Key and Generated Hash key will now be displayed

5. Click Copy to clipboard next to either of these items

6. Paste this information into your data file

Please note: you can only copy one SLK at a time to the clipboard.
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8.1.2. Video training module - Statistical Linkage Key (SLK)

This tutorial will cover a basic introduction to the Statistical Linkage Key (SLK). It will enable viewers to understand
where you can find relevant SLK information, step-by-step instructions on using the manual SLK generator
provided on the PMHC MDS and discusses the technical materials for implementing an SLK generator into an

internal client information management system.

8.2. YES-PHN

e Download Completed Episodes

o Dates explained for Completed Episodes Download
e Uploading an invitations file
¢ Uploading a file in Test Mode
¢ Viewing Previous Uploads
e Viewing Upload Details
e Complete uploads
e Error messages
e Correcting upload errors

e Example Self Service Link Screens

The Tools: YES-PHN tab allows invitations to be sent to clients to complete a Your Experience of Service Primary
Health Network (YES-PHN) Survey. The YES-PHN survey is designed to gather information from mental health

consumers about their experiences of care.
After navigating to the Tools: YES-PHN tab, you will see a tab to request a report of clients who have completed

episodes in a specified period and a tab to re-upload the report to generate invitations for the specified clients to

complete a Your Experience of Service Primary Health Network (YES PHN) Survey.
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You will only be able to see the Tools: YES-PHN tab if you have been assigned the ‘Service Feedback’ Users Roles,

when logged into the PMHC MDS on https:/pmhc-mds.net.

If you don’t have access to the Tools: YES-PHN tab and you believe you should, please contact someone in your
provider organisation or provider organisation’s PHN who has the ‘User Management’ role. If you are unsure who

has the ‘User Management’ role please email the PMHC Helpdesk at support@pmhc-mds.com

Home Upload Logged in as PMHC Training ~

Home ¢ Tools / YES PHN / Download

YES Tools

Users with the Service Feedback role can use this tab to reguest a report of clients who have completed episodes in a specified period and to re-upload the report to generate
invitations for the specified clients to complete a YES-PHN survey.

Support: For more informaticn and assistance visit PMHC MDS Documentation. (ink opens in a new window)
Download Completed Episodes Upload Invitations
Download
e
Start Date * Enter the siart date End Date * Enter the end date
02/10/2021% ] 02/11/202% =]
Organisation Path * Select File Type *
hd W

Strategic Data Pty Ltd | Contact Support | Documentation | Training

Department of Health

8.2.1. Download Completed Episodes

You can request a report of clients who have completed episodes in a specified period by completing the

Download fields in the Tools: YES-PHN tab, by following these steps:

Navigate to the Tools tab and select YES-PHN

2. Click the first calendar icon to select the start date and then the second calendar icon to select the end date.
See Dates explained for Completed Episodes Download

3. If you are allowed to download data from more than one organisation you will be asked to select an
organisation name

4. Select the appropriate file type to be downloaded
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Home / Tools / YES PHN / Download

YES Tools

Users with the Service Feedback role can use this tab to request a report of dients who have completed episedes in a specified period and to re-upload the report to generate
invitations for the specified clients to complete a YES-PHN survey.

Support: For more information and assistance visit PMHC MDS Documentation. (link cpens in a new window)

Download Completed Episodes Upload Invitations
Download
—
Start Date * Enter the start date El'ld Date * Enter the end date
0172019 = 32018 B
Organisation Path * Select File Type *
Test Provider Organisation 1 ( PHN99%:PO1 ) v CSV (zipped) e

5. Click the blue Request button

6. A dialogue box will be displayed, showing that the file is being requested from the server

Requesting Data

Requesting file from server. Please do not close or reload this window.

Preparing

7. When the file is ready, a ‘File ready for download’ message will be displayed

Requesting Data

File ready for download.

8. Click the blue Download button

9. The data extract will be downloaded to your computer

Excel automatically removes leading zeros, and converts large numbers to scientific notation, like 1.23E+15, in

order to allow formulas and math operations to work on them. See Excel file issues

An example download file is available in the YES-PHN specification documentation at YES-PHN Download
Completed Episodes
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8.2.1.1. Dates explained for Completed Episodes Download

The Download Completed Episodes dates are based on the Client’s Episode End Date for the PMHC MDS. The file

will include all Episodes that have an end date within the date range of the request.

8.2.2. Uploading an invitations file

The YES-PHN survey is designed to gather information from mental health consumers about their experiences of
care. See What is the YES-PHN survey?.

After navigating to the Tools: YES-PHN tab, you will be able to upload client details for the organisations for which
you have the ‘Service Feedback’ role and ‘Upload’ role. The upload process will send YES-PHN invitations to these

clients via email or SMS.

Home / Tools / YES PHN / Upload / Make New Upload

YES Tools

Users with the Service Feedback role can use this tab to request a report of clients who have completed episodes in a specified period and to re-upload the report to generate
invitations for the specified clients to complete a YES-PHN survey.

Support: For more information and assistance visit PMHC MDS Documentation. (link opens in a new window)

Download Completed Episodes Upload Invitations
Upload a file View uploads

Note: * denotes a mandatory field

Organisation *

m [ Upload as test data

The YES-PHN invitations file can either be auto generated through an internal system, or a Download Completed
Episodes can be manually completed by adding one of the the client’s details, either the mobile_number, or email,
and reminders fields as documented in the YES_PHN specifications. (Please note: manual changes to columns A-E

should not occur. See Incorrect data)
You can upload YES-PHN invitations files through the upload tab, by following these steps:
Navigate to the Tools: YES-PHN tab

Click the Upload Invitations tab
Click the Upload a file tab

A

The PHN will be pre-filled in the Organisation field, unless you are allowed to upload to more than one PHN.

(If blank - See Can't see the organisation)
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Download Completed Episodes Upload Invitations
Upload a file View uploads

Note: * denates a mandatary field

Organisation *

v

Test Australian Capital Territory { PHNBO1 )
Test PHN [ PHNS92 ) [ Upload as test data

Click the blue Select File button

6. Navigate to where the upload file is saved on your system. Select the file and click the grey Open button

Download Completad Episodes Upload Invitations
Upload a file Wiew uploads

Note: * denotes a mandatory field
Organisation *

Test PHN ( PHN999 ) ~

Select File O Upload as test data

7. Check to ensure you have selected the correct file by reviewing the file name now displayed below the Select
File button
8. Click the green Upload button

You will receive confirmation that your file has been accepted. The file will now be validated and you will receive a
confirmation notification and an email. You can click on the link confirmation notification or open the email to view
the upload status, informing you that your file was successfully uploaded to the PMHC MDS, or informing you of
any errors that occurred. See Viewing Previous Uploads.

Please email support@pmhc-mds.com if you don’t receive an email within one hour.

Further discussion about the error messages can be found at Error messages.

8.2.3. Uploading a file in Test Mode

A file can be uploaded in Test Mode. When uploading in test mode, the file is validated, however the data is not
updated in the PMHC MDS database.

After navigating to the Upload tab, you will be able to upload in Test Mode data files to organisations for which

you have the ‘Service Feedback’ role.

You can upload data files in Test Mode through the Upload tab, by following these steps:
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Navigate to the Upload tab

Click the blue Select File button

S T o

File button
7. Click the Upload as test data checkbox on the right hand side

Download Completed Episodes Upload Invitations

Upload a file View uploads
I

Note: * denotes a mandatory feid

Organisation *

l Tast PHN { PHNOOS } v

Select File

8. Click the green Upload button

If you are allowed to upload to more than one organisation you will be asked to select an organisation name

Select the name of the organisation whose data you are uploading from the drop down list

Navigate to where the upload file is saved on your system. Select the file and click the grey Open button

Check to ensure you have selected the correct file by reviewing the file name now displayed below the Select

Upload as test data

You will receive confirmation that your file has been accepted. The file will now be validated and you will receive

an email informing you if your file was valid, or informing you of any errors that occurred.

Even if your file was valid, the data will not be updated in the PMHC MDS database.

Completed in Test Mode

8.2.4. Viewing Previous Uploads

The PMHC MDS allows you to review previous uploads.
Download Completed Episodes Upload Invitations

Upload a file View uploads

Upload ID v Date Uploaded ~ v  Organisation Namev Username v File Name

Y Filters @& Show / Hide

v Specification v Test v |Status v

5c780cb5 23/11/2021 02:37.53 AM | Test PHN pmhct PHN999-yesphn-test.xIsx YES-Invitation 1.0 No complete
2a%90c224 23/11/2021 02:37:35 AM | Test PHN pmhct PHN999-yesphn-test.xIsx YES-Invitation 1.0 Yes complete
0eb3f440 23/11/2021 02:36:47 AM | Test PHN pmhct PHN999-yesphn-test.xIsx YES-Invitation 1.0 Yes error
8ceb8db7 23/11/2021 02:33:.04 AM  Test PHN pmhct PHN999-yesphn-test.xIsx YES-Invitation 1.0 Yes error

When an upload has been completed, irregardless of whether it validated successfully or not, the upload will be

added to the table.
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The Status of Previous Uploads table refreshes once files finish the validation process. Types of status results are:

e accept - the file is currently going through the validation process
e complete - the file has successfully passed the validation process
e error - the file has returned errors through the validation process. Please review the error messages and

correct the data to upload again

Further discussion about the error messages can be found at Error messages.

8.2.5. Viewing Upload Details

You can view the results of an upload by following these steps:

Navigate to the Upload tab
Click the Upload Status tab
Locate the date and time of the upload you are interested in

Click on the filename of the relevant upload

oA L e

You will be shown the Upload Detail page

8.2.6. Complete uploads

Viewing Upload Details for complete uploads will display data verification information by listing the number of

data records present and if those records are added, updated, or deleted, within the MDS records.

Messages
File/Worksheet Present Added Updated Deleted
invitations 7 0 0 0

Upload Details

8.2.7. Error messages

If the status of your file shows error, you can view the returned errors through Viewing Previous Uploads.

Errors
Column

File/Worksheet Row Name Error

Invitations 8 email Must supply a mobile number, an email address, or both in row 8 for client CL0023 and episode EP000024 at organisation
PHN999:PO2

Invitations 9 email Must supply a mobile number, an email address, or both in row 9 for client CL0013 and episode EP000023 at organisation
PHN999:PO2

Invitations 11 email Must supply a mobile number, an email address, or both in row 11 for client CL0021 and episode EP000025 at organisation
PHN999:PO2

Invitations 12 email Must supply a mobile number, an email address, or both in row 12 for client CLO011 and episode EP000034 at organisation
PHN999:PO2
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8.2.8. Correcting upload errors

Any upload validation errors will need to be corrected in your internal system and a new upload file created. Or if
you manually record data on the upload file, you can edit the data records directly on the file. See - Validation

Rules.

The definition of each data item has associated notes that will provide guidance on why an error is returned. By
visiting the data specifications documentation and clicking on the Record formats field name this will take you to

the field definition which outlines the associated notes.

In the Frequently Asked Questions guide there are questions about some of the common and unusual upload error

messages. These answers contain information on what you can do to fix the error. See - YES-PHN FAQs.
If you require assistance<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>