REQUEST FOR USER ACCESS
DBHDID.KY.GOV RESTRICTED CENTRAL LOGIN WEBSITE

Please complete items 1-6, then secure a signature from your Agency Head (item 7).  Send the completed form to Tracey Mulder at Tracey.Mulder@ky.gov.  For further assistance you may contact Tracey by email, or by phone at 502-782-0153.
1. [bookmark: _Hlk103242985]ACTION:	☐ ADD USER	☐ MODIFY USER ROLES	☐ DELETE USER 
2. STATUS:	☐ PERMANENT	☐ TEMPORARY – Date user access to end:  (Select Date)
3. USER INFORMATION:	Agency/CMHC:  (Select One)             
	Name:       	Title:       	
	Email:       	Phone #:       
4. HAS USER PREVIOUSLY BEEN ASSIGNED A ROLE IN DBHDID CENTRAL LOGIN?    ☐Yes    ☐ No
5. REQUESTING ACCESS TO:	(Check all that apply.  Information about roles can be found on page 2.)
----------- CMHC Staff Permissions ONLY listed below -----------
☐ Crisis Contact Data – Read Only
☐ Crisis Contact Data – Upload Permission
☐ Department Periodic Reports (DPR) Submission 
☐ DDID Forms					
☐ Plan and Budget Upload		
☐ Regional Reports and Upload – Read Only
☐ Regional Reports and Upload – Upload Permission
----------- DBHDID Staff Permissions ONLY listed below -----------
☐ Crisis Contact Data		
☐ Department Periodic Reports (DPR) Approval		
☐ DPR/PB Submission Download		 
☐ DDID Forms				                      
☐ Facility Reports 
☐ File Update				
☐ Plan and Budget Approval
[bookmark: Text2]☐ Provider Directory – Please indicate which directory or directories:        
6. [bookmark: _Hlk103247773]JUSTIFICATION  (Person requesting access MUST complete this justification):
     
7. AGENCY HEAD AUTHORIZING REQUEST:	Agency/CMHC:  (Select One)
[bookmark: _Hlk103246197]Name:        	Title:       	
Email:       	Phone #:       
 
(Signature of CMHC Agency Head or DBHDID Supervisor) 
CMHC STAFF PERMISSION DESCRIPTIONS
Crisis Contact Data
This role collects data from crisis calls entered online by authorized CMHC users and processed by DID liaisons.  It also has many statewide and regional reports tailored to the needs of CMHC users.  
Department Periodic Reports (DPR) Submission
This role allows users to submit Department Periodic Reports for the CMHC.  DPR forms are due periodically throughout the fiscal year to report how the funds/services disclosed during the Plan and Budget reporting period have been utilized.
DDID Forms 
This role allows users to submit requests to their regional liaison to continue providing SGF services longer than 90 days (aka SGF extension requests).  It is required that this form be submitted and approved for ALL individuals receiving SGF services longer than 90 days.
Plan and Budget (P&B) Upload
This role allows users to submit Plan and Budget Reports, applying for funds prior to the state fiscal year, disclose services rendered, and how the Center is budgeting and planning to utilize the allocated funds.
Regional Reports and Upload
This role allows users to either view or enter data for CMHC Reports (i.e. Contract Compliance Reports, Block Grants and Other Performance Indicators, CSU/BPRS Reports, Multnomah/MCAS Reports, Client Edit Reports, Discharge Reports, Event Edit Reports, HR Edit Reports, MHSIP and YSSF Statewide Reports, and YSSF Region reports).  

DBHDID STAFF PERMISSION DESCRIPTIONS
Crisis Contact Data
This role allows DID Liaisons to review and process crisis call data collected and entered online by authorized CMHC users.  It includes many statewide and regional reports tailored to the needs of DID users and are upgraded, or new reports added, as requested.  
Department Periodic Reports (DPR) Approval
This role allows DBHDID users to process and approve Department Periodic Reports submitted/uploaded by the Centers.
DDID Forms 
This role allows regional liaisons to review and approve requests for Centers to continue providing SGF services longer than 90 days (aka SGF extension requests).  It is required that this form be submitted and approved for ALL individuals receiving SGF services longer than 90 days.
Facility Reports
This role allows users to view Facility Information System (FIS) Reports.  Listed under Continuity of Care Reports includes the following types, but not limited to Admissions, Aftercare, Living Arrangements, etc. 
Plan and Budget (P&B) Approval
This role allows DBHDID users to process and approve Plan and Budget Reports submitted/uploaded by the Centers.
Provider Directory
This role allows users to update and maintain entries on the Provider Directory (specifically the provider types listed in the bottom box on the left side of the Provider Directory page).
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