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Department Periodic Reports

Department Periodic Reports (DPR) are required throughout the fiscal year from the
Commonwealth of Kentucky’s 14 Community Mental Health Centers (CMHCs) to report how
allocated funds/services disclosed at Plan and Budget have been utilized.

The reports consist of DBHDID forms that are submitted through the Central Login web-
based application.

Current DPR information documents and forms can be accessed from the DPR Information
page of the DBHDID website.
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https://www.chfs.ky.gov/agencies/dbhdid/Pages/dpr.aspx
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DPR Master List

Each regional CMHC has specific reporting requirements.

The Master List identifies the CMHC's required reports (forms) for the fiscal year. Itis a
detailed listing of each form due by division, the due dates, the date a form was submitted,
and the date the form was approved.

The two versions of the Master List are the following:
Department Periodic Reports, Master List
Department Periodic Reports, Master List with Due Dates
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DPR Master List Instructions

PLEASE NOTE: Since Central Login has recently been upgraded, the URL has changed.
Central Login Portal is the new link to the Log In screen.

STEP 1: Log in to Central Login using your assigned username and password.
Once logged in, the Home screen will list the user’s Roles.

STEP 2: Scroll to the section labeled DSRC and select the REPORTS and UPLOAD role
for your region.
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https://login.dbhdid.ky.gov/
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DPR Master List Instructions (part 2)

STEP 3: Scroll to the center of the screen to find the View Reports section.

Under Reports select View Files.

Once selected, scroll to find the 2027 versions of the DPR Master List Reports.

View Reports

Select a report from the dropdowns below.

View 46 Files = View 16 Files & View 3 Files

D,

View 80 Files & View 11 Files
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DPR Master List Instructions (part 3)

STEP 4: Once the 2027 report is selected, the report will be generated in the software
program, SSRS Reports. The report can now be saved and/or printed.

When the report is generated, the screen will appear as shown.

1 4 (1 |of7 [ =} Find | Next nl‘-i' v

Document Mo Department Reports for Administration & Financial Mgmt. for Region
[EQDPR. Master List byDivReg Report ID: DPR_Master_List_byDivReg_ Description: Department Periodic Reparts, Master List
B AFM Region Program Service Form
¥
@ BH 01 Administration and Financial Management Fiscal 012-Financial Statement
= ID Send Form / Report to: Larry Hacker Email: larryrhacker @ky.gov
H SA AUG SEPT ocT NOV DEC JAN FEB MAR APR MY JuN L

Due: 2025-08-31 2025-03-30 2025-10-31  2025-11-30 2025-12-31 2026-01-31 2026-02-28 2026-03-31 2026-04-30 2026-05-31 2026-06-30 2026-07-31
Received: 2025-08-25 2025-10-28 | 2025-10-21  2025-11-21  2025-12-30 2026-01-15 2026-02-26 2026-03-31 2026-04-17 | 2026-05-27 2026-06-22

XP MP \—E' Approved: 2025-10-28 2025-10-29 2025-10-29  2025-12-17  2026-01-07 | 2026-02-12 2026-03-05 2026-04-08 2026-05-06 @ 2026-06-23 2026-06-23

01 Administration and Financial Management Fiscal 013-A-133 Audit Report
Send Form / Report to: Larry Hacker Email: larryrhacker@ky.gov
AUG SEPT ocT nNOV DEC 1AM FEB MAR APR MAY Jun JuL
Dise: 2025-12-31
Received:
Approved:
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DPR Master List Instructions (part 4)

STEP 4 (cont.): Select the EXPORT
Dropdown Menu at the top of the page.

. Find | Nex

Select the preferred file format. j i

Ex;el pchs for Administration &,
The report WI” download and Can be PowerPoint eyoRe 0 -
Saved and/Or prlntEd. | PDF |nann:ialr'v1anagemem

TIFF file o arry Hacker

MHTML {web archive) - : ”-"":nk OV

CSV (comma delimited) .
NOTE: The Staff member I|St€d as the XML file with report data pro0 | 20eagst | 2
recipient on the report is the contact i

person for questions related to the
associated form number.
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DPR Forms Library

« By utilizing the DPR Master List, the required forms can be downloaded by selecting
Forms Library DPR from the Department Periodic Reports page of the DBHDID
website.

« Depending on the internet browser used, the file will download automatically or there
will be a prompt to download.

* Please be sure to download the version of the form from the DPR Forms
Library page, as it will be the most recent version. Changes could have been
made to forms since the Plan and Budget process.

« If you find functionality issues with a form, please contact Tracey Mulder at
Tracey.Mulder@ky.gov.
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https://www.chfs.ky.gov/agencies/dbhdid/Pages/dpr-forms.aspx
https://www.chfs.ky.gov/agencies/dbhdid/Pages/dpr.aspx
mailto:Tracey.Mulder@ky.gov
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DPR Submission Process

PLEASE NOTE: Since Central Login has recently been upgraded, the URL has changed.
Central Login Portal is the new link to the Log In screen.

STEP 1: Log in to Central Login using your assigned username and password.
Once logged in, the Home screen will list the user’s Roles.

STEP 2: Scroll to the section labeled DPRBP and select the DPR Submission role for
your region.

The Department Periodic Reports File Submission page will now be open.
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https://login.dbhdid.ky.gov/

DPR Submission Process (cont.)

» Select the DIVISION for which
the DPR form is assigned.

« Select the FORM number.
« Select the DUE DATE.

« Note: for forms 101 and 102, the
Service must also be selected.

» Choose the File to be uploaded.
« Select the Submit button.

« To return to the Home page,
select Access Page from the top
left menu.

Change Role  Access Page

Department Periodic Reports File Submission

Upload File Technical Support

J] Upload File

Please select division, form, program, service, browse to the file you are going to submit and click Submit.

When a form is selected, a dropdown list with due date information will appear for most of the forms with multiple due dates. There is no dropdown list if & form only has one due

such as 013, 014, 015, 016, 173

User: Tracey Mulder
Region:

Select Division: | Behavioral Health Services v|*
Select Form: | 101-Project Budget and Financial Report v|* [Select a due date -
Select Service: | Select v+

Browse file to submit: | Choose File [ ILEIERS L)

dates,
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Revised DPR Submissions

« If a revision is necessary to a DPR form that has already been submitted, the revised
document can also be uploaded through Central Login.

« The system attaches the submission date to the name of the file.

« If a revised submission is performed on the same date as the original, the new
submission will overwrite the original (because its file hame will be the same).

 If a revised submission is performed on a date following the original submission date,
there is no overwrite of the original and both files are saved (because the files have
different file names).
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Thank you

If you need assistance with the DPR process or the
functionality of a form, please contact Tracey Mulder.

Tracey.Mulder@ky.gov

Phone: 502-782-0153

Department for Behavioral Health, Developmental and Intellectual Disabilities



mailto:Tracey.Mulder@ky.gov
https://www.chfs.ky.gov/agencies/dbhdid/Pages/default.aspx
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