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Enrolling into ITWS as a NEW User 
STEP 1:  Go to the DMH ITWS Web Site at https://mhhitws.cahwnet.gov. 

STEP 2:  Click on the ‘Enroll’ button on the right side of the screen under ‘ITWS Login.’
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What's New ITWS Login
DHH SDINC HIPAA Companion Guide now availablet Usemame.
Created: 6/14/2007 3:45:00 oM
The Department of Mental Health SD/MC HIPAA Trading Partner Companion Guide (Revised: 06/07) is now available on ITWS! Password
Login | _Enroll

To view this guide:

1. Click on the "Systems" tab and select "HIPAA"
2. Click on the "HIPAA Information” tab and select "CHIP",
3. Click on the link titled: "DMH HIPAA Companion Guide™

Importantnformation About e Transfers
Creatcd: 4/27/2007 10:37:00 AN

Due to the large volume of files currently being processed on ITWS, response times may take longer than usual. Al files, which are uploaded to

ITWS, are being queued for processing in the order in which they are received.

If you do not receive a response from ITWS regarding your file processing status after 4 hours then initiate a status inquiry by contacting the ITWS
Helpdesk at itws@dmh.ca.gov.
Updated Aid Codes Master Char is available on ITWS
Crested: 1/31/2007 2:59:00 £M Last Updated; 1/31/2007 3:00:00 £M
Updated Aid Codes Master Char is available on ITWS, at https //mhhitws cahwnet gov/docs/public/reference_information asp

The Department of Mental Health (DMH) has been informed by the Department of Health Senices (DHS) of the addition of Medi-Cal aid codes 3D, 06 and 46 as well as the modification of Medi-Cal aid code 65
(definitions below) DHS has determined that beneficiaries with these aid codes are eligible for full scope Medi-Cal benefits. Thus beneficiaries vith any of these aid codes are eligible for specialty mental health
senices assuming all other criteria for the specialty mental health program such as medical necessity are met

Please note that it is recommended Mental Health Plans (MHP's) use whatever eligibilty verification practices and procedures the MHP currently has in place to verlfy eligibilty for all these aid codes
3D: Not on cash aid, but cash-inked Medi-Cal eligible because the indidual has been determined to be eligible for CalWORKs
06 Out of State Interstate Compact on Adoption Assistance: A children from out of state placed in CA
46 Out of State Interstate Compact: Foster Care children from out of state placed in CA
65" As of Fall 2005 aid code exclusively used for eligible evacuees of hurricane Katrina
If you have any questions, please contact Nancy Mengebier at (916) 654 - 3486
Important Notice for Microsoft Windows XP Service Pack 2 Users

Created: 10/6/2004 3:41:00 PM
1f you have installed the Windows XP Service Pack 2 (SP2); or, are considering installng i, please read the following nofice.

XP SP2's new security features do not restrict the functionality of the ITWS. However, certain functions wil require additional confirmation steps. To maintain the same level of security and climinate these
extra steps, we recommend adding the ITWS as a trusted site in your browser settings. For additional information on ITW'S compliance with XP SP2 and on adding the ITWS as a trusted site, please click
here to review the Online Technical Support item called “XP SP2 - Did you notice the Information Bar?"

Forgot your Usemame or Password?

We encourage everyone to read the Pre-Enroliment Guide and
get familiar with the ITWS enrollment process, for users and
approvers.

Quick Links

= Pre-Enrollment quide
'm DIMH Approver cerification forms
= ADP Approver certfication forms
= System enrollment quides

Contact ITWS (DH & ADP!
= [TWS QA web site
Check enroliment status
Related links
‘= User computer requirements
‘= DMHAT mission





STEP 3:  Read the ‘Description of Enrollment Process Information’ and click ‘Next.’ 
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STEP 4:  Enter your User Information and click ‘Next.’  
Note:  DO NOT check the ‘Approver’ box if you are not an Approver Designee.
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STEP 5:  Select ‘Mental Health Services Act’ under ‘Systems’ and click ‘Next.’
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STEP 6:  Select DCR Application, if desired, then select an approver from the ‘Approver’ drop-down menu and click ‘Next.’  
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STEP 7:  Verify that the information entered is accurate and, if so, click the ‘Submit’ button.
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STEP 8:  Review the ITWS Enrollment confirmation page and print the request for your records.
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STEP 9:  New users who submit enrollment requests to the ITWS system will receive the following email (which confirms that your request has been received):
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STEP 10:  Once your request has been approved by your county’s Approver Designee, you will receive the following email.  Please print and keep this email as it provides you with the necessary contact information for your Approver Designee who is your contact for help with ITWS Enrollment and accessing and using the DCR System.
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profile page, Login to ITWS, click on "Utiifies" memy, and click on "User Profil" lnk.

I you have any questions, please contact the approver, Approver Designee at poqi.support@dimh.cagov or ITWS Support at inws@dmh ca gov
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STEP 11:  Once the approval email is received, it will take approximately 5 minutes for the system to enable your account.  
Once this time has elapsed, users may return to the DMH ITWS main page (https://mhhitws.cahwnet.gov), log in and access the MHSA Data System.
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The Department of Mental Health SD/MC HIPAA Trading Partner Companion Guide (Revised: 06/07) is now available on ITWS! Password: e

To view this guide:

1. Click on the "Systems" tab and select "HIPAA"
2. Click on the "HIPAA Information” tab and select "CHIP",
3. Click on the link titled: "DMH HIPAA Companion Guide™

Importantnformation About e Transfers
Creatcd: 4/27/2007 10:37:00 AN

Due to the large volume of files currently being processed on ITWS, response times may take longer than usual. Al files, which are uploaded to

ITWS, are being queued for processing in the order in which they are received.

If you do not receive a response from ITWS regarding your file processing status after 4 hours then initiate a status inquiry by contacting the ITWS
Helpdesk at itws@dmh.ca.gov.
Updated Aid Codes Master Char is available on ITWS
Crested: 1/31/2007 2:59:00 £M Last Updated; 1/31/2007 3:00:00 £M
Updated Aid Codes Master Char is available on ITWS, at https //mhhitws cahwnet gov/docs/public/reference_information asp

The Department of Mental Health (DMH) has been informed by the Department of Health Senices (DHS) of the addition of Medi-Cal aid codes 3D, 06 and 46 as well as the modification of Medi-Cal aid code 65
(definitions below) DHS has determined that beneficiaries with these aid codes are eligible for full scope Medi-Cal benefits. Thus beneficiaries vith any of these aid codes are eligible for specialty mental health
senices assuming all other criteria for the specialty mental health program such as medical necessity are met

Please note that it is recommended Mental Health Plans (MHP's) use whatever eligibilty verification practices and procedures the MHP currently has in place to verlfy eligibilty for all these aid codes
3D: Not on cash aid, but cash-inked Medi-Cal eligible because the indidual has been determined to be eligible for CalWORKs
06 Out of State Interstate Compact on Adoption Assistance: A children from out of state placed in CA
46 Out of State Interstate Compact: Foster Care children from out of state placed in CA
65" As of Fall 2005 aid code exclusively used for eligible evacuees of hurricane Katrina
If you have any questions, please contact Nancy Mengebier at (916) 654 - 3486
Important Notice for Microsoft Windows XP Service Pack 2 Users

Created: 10/6/2004 3:41:00 PM
1f you have installed the Windows XP Service Pack 2 (SP2); or, are considering installng i, please read the following nofice.

XP SP2's new security features do not restrict the functionality of the ITWS. However, certain functions wil require additional confirmation steps. To maintain the same level of security and climinate these
extra steps, we recommend adding the ITWS as a trusted site in your browser settings. For additional information on ITW'S compliance with XP SP2 and on adding the ITWS as a trusted site, please click
here to review the Online Technical Support item called “XP SP2 - Did you notice the Information Bar?"

Enroll

Login
Forgot your Usemame or Password?

We encourage everyone to read the Pre-Enroliment Guide and
get familiar with the ITWS enrollment process, for users and
approvers.

Quick Links

= Pre-Enrollment quide
'm DIMH Approver cerification forms
= ADP Approver certfication forms
= System enrollment quides

Contact ITWS (DH & ADP!
= [TWS QA web site
Check enroliment status
Related links
‘= User computer requirements
‘= DMHAT mission





NOTE:  You can review your system access (including group / role assignment) by logging into the ITWS and selecting the UTILITILIES drop-down menu and selecting “User Profile (Contact Information).”

Enrollment for EXISTING ITWS Users
STEP 1:  Go to the DMH ITWS Web Site at https://mhhitws.cahwnet.gov. 

STEP 2:  Enters your ITWS username and password and click ‘login.’
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Updated Aid Codes Master Char is available on ITWS
Crested: 1/31/2007 2:59:00 £M Last Updated; 1/31/2007 3:00:00 £M
Updated Aid Codes Master Char is available on ITWS, at https //mhhitws cahwnet gov/docs/public/reference_information asp

The Department of Mental Health (DMH) has been informed by the Department of Health Senices (DHS) of the addition of Medi-Cal aid codes 3D, 06 and 46 as well as the modification of Medi-Cal aid code 65
(definitions below) DHS has determined that beneficiaries with these aid codes are eligible for full scope Medi-Cal benefits. Thus beneficiaries vith any of these aid codes are eligible for specialty mental health
senices assuming all other criteria for the specialty mental health program such as medical necessity are met

Please note that it is recommended Mental Health Plans (MHP's) use whatever eligibilty verification practices and procedures the MHP currently has in place to verlfy eligibilty for all these aid codes
3D: Not on cash aid, but cash-inked Medi-Cal eligible because the indidual has been determined to be eligible for CalWORKs
06 Out of State Interstate Compact on Adoption Assistance: A children from out of state placed in CA
46 Out of State Interstate Compact: Foster Care children from out of state placed in CA
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If you have any questions, please contact Nancy Mengebier at (916) 654 - 3486
Important Notice for Microsoft Windows XP Service Pack 2 Users

Created: 10/6/2004 3:41:00 PM
1f you have installed the Windows XP Service Pack 2 (SP2); or, are considering installng i, please read the following nofice.

XP SP2's new security features do not restrict the functionality of the ITWS. However, certain functions wil require additional confirmation steps. To maintain the same level of security and climinate these
extra steps, we recommend adding the ITWS as a trusted site in your browser settings. For additional information on ITW'S compliance with XP SP2 and on adding the ITWS as a trusted site, please click
here to review the Online Technical Support item called “XP SP2 - Did you notice the Information Bar?"

Enroll

Login
Forgot your Usemame or Password?

We encourage everyone to read the Pre-Enroliment Guide and
get familiar with the ITWS enrollment process, for users and
approvers.

Quick Links

= Pre-Enrollment quide
'm DIMH Approver cerification forms
= ADP Approver certfication forms
= System enrollment quides

Contact ITWS (DH & ADP!
= [TWS QA web site
Check enroliment status
Related links
‘= User computer requirements
‘= DMHAT mission





STEP 3:  Go to ‘Utilities’ and select ‘Request Additional Membership.’
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The Department of Mental Health (DMH) has been informed by the Department of Health Senices (DHS) of the addition of Medi-Cal aid codes 3D, 06 and 46 as well as the modification of Medi-Cal aid code 65 (definitions below). DHS has
determined that beneficiaries with these aid codes are eligible for full scope Medi-Cal benefits. Thus beneficiaries with any of these aid codes are eligible for specialty mental health senices assuming all other criteria for the specialty mental
health program such as medical necessity are met
Please note that it is recommended Mental Health Plans (MHP's) use whatever eligibilty verification practices and procedures the MHP currently has in place to verfy eligibilty for all these aid codes
3D: Not on cash aid, but cash-inked Medi-Cal eligible because the indidual has been determined to be eligible for CalWORKs
06 Out of State Interstate Compact on Adoption Assistance: A children from out of state placed in CA
46 Out of State Interstate Compact: Foster Care children from out of state placed in CA
65° As of Fall 2005 aid code exclusively used for eligible evacuees of hurricane Katrina
If you have any questions, please contact Nancy Mengebier at (916) 654 - 3486

Important Notice for Microsoft Windows XP Service Pack 2 Users

Created: 10/6/2004 3:41:00 PM

If you have installed the Windows XP Service Pack 2 (SP2); or, are considering installing i, please read the following notice.

XP SP2's new security features do not restrict the functionality of the ITWS. However, certain functions wil require additional confirmation steps. To maintain the same level of security and eliminate these extra steps, we
recommend adding the ITWS as a trusted site in your browser settings. For additional information on ITWS compliance with XP SP2 and on adding the ITWS as a trusted site, please click hereto review the Online Technical
Support item called “XP SP2 - Did you notice the Information Bar?”

For any questions or problems, please contact the ITWS Admiistration at 916-634-3117.
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Quick Links

In order to ensure the intended site
navigation, the Quick Links interface has
been discontinued, effective 09/07/2006
To navigate to a system function. select
the corresponding system from the
“Systems” menu and select the function
from the “Functions” menu

Click here to see the screen prints
Examplel:

To access WARMSS Quick Hits,
Step1: select “Wellness and Recovery
Model Support System” from the
Systems menu

Step2: select WARMSS Quick Hits™
from the Functions menu

Example2:

To access Disallow Claim System
Step1: select “Short-Doyle/Medi-Cal
Claims - EOB (for DMH)" from the
Systems menu

Step2: select ‘Disallow Claim System”™
from the Functions menu





STEP 4: Select ‘Mental Health Services Act’ under ‘Systems’ and click on the ‘Verify Additional Membership Request’ button.
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STEP 5:   Select an approver from the ‘Approver’ menu, click on the ‘DCR Application,’ if desired, and click ‘Continue.’ Note:  To de-select DCR Application, hold the <Ctrl> key and click on ‘DCR Application.’
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STEP 6:    Review the ITWS Enrollment confirmation page and print the request for your records.
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STEP 7:  Existing users who submit requests to the ITWS system requesting additional membership will receive the following email:
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STEP 8:   User’s whose requests for additional membership are approved by the county’s Approver Designee will receive the following email.  Please print and keep this email as it provides you with the necessary contact information for your Approver Designee who is your contact for help with ITWS Enrollment and accessing and using the DCR System.
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Your ITWS approver has processed one or more pending Memberships for your ITWS account: SAMPLEB.

You can view your existing memberships, pending Memberships and Membership changes log information o the ITWS profile page. To navigate to the ITWS profle page, Login to ITWS, click on "Utiifies"
men, and click on "User Profle" lnk.
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STEP 9: 
Once the approval email is received, it will take approximately 5 minutes for the system to enable your account.  Once this time has elapsed, users may return to the DMH ITWS main page (https://mhhitws.cahwnet.gov), log in and access the MHSA Data System.
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2. Click on the "HIPAA Information” tab and select "CHIP",
3. Click on the link titled: "DMH HIPAA Companion Guide™

Importantnformation About e Transfers
Creatcd: 4/27/2007 10:37:00 AN

Due to the large volume of files currently being processed on ITWS, response times may take longer than usual. Al files, which are uploaded to

ITWS, are being queued for processing in the order in which they are received.

If you do not receive a response from ITWS regarding your file processing status after 4 hours then initiate a status inquiry by contacting the ITWS
Helpdesk at itws@dmh.ca.gov.
Updated Aid Codes Master Char is available on ITWS
Crested: 1/31/2007 2:59:00 £M Last Updated; 1/31/2007 3:00:00 £M
Updated Aid Codes Master Char is available on ITWS, at https //mhhitws cahwnet gov/docs/public/reference_information asp

The Department of Mental Health (DMH) has been informed by the Department of Health Senices (DHS) of the addition of Medi-Cal aid codes 3D, 06 and 46 as well as the modification of Medi-Cal aid code 65
(definitions below) DHS has determined that beneficiaries with these aid codes are eligible for full scope Medi-Cal benefits. Thus beneficiaries vith any of these aid codes are eligible for specialty mental health
senices assuming all other criteria for the specialty mental health program such as medical necessity are met

Please note that it is recommended Mental Health Plans (MHP's) use whatever eligibilty verification practices and procedures the MHP currently has in place to verlfy eligibilty for all these aid codes
3D: Not on cash aid, but cash-inked Medi-Cal eligible because the indidual has been determined to be eligible for CalWORKs
06 Out of State Interstate Compact on Adoption Assistance: A children from out of state placed in CA
46 Out of State Interstate Compact: Foster Care children from out of state placed in CA
65" As of Fall 2005 aid code exclusively used for eligible evacuees of hurricane Katrina
If you have any questions, please contact Nancy Mengebier at (916) 654 - 3486
Important Notice for Microsoft Windows XP Service Pack 2 Users
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1f you have installed the Windows XP Service Pack 2 (SP2); or, are considering installng i, please read the following nofice.

XP SP2's new security features do not restrict the functionality of the ITWS. However, certain functions wil require additional confirmation steps. To maintain the same level of security and climinate these
extra steps, we recommend adding the ITWS as a trusted site in your browser settings. For additional information on ITW'S compliance with XP SP2 and on adding the ITWS as a trusted site, please click
here to review the Online Technical Support item called “XP SP2 - Did you notice the Information Bar?"
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get familiar with the ITWS enrollment process, for users and
approvers.
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= ADP Approver certfication forms
= System enrollment quides

Contact ITWS (DH & ADP!
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Related links
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NOTE:  You can review your system access (including group / role assignment) by logging into the ITWS and selecting the UTILITILIES drop-down menu and selecting “User Profile (Contact Information).”
ITWS Enrollment and DCR Application Support
Contact your county’s approver designee(s) for help in accessing and using the DCR application and for help with enrollment into ITWS.






IMPORTANT FACTS ABOUT USER INFORMATION


FIRST NAME / LAST NAME


Users need a unique first name / last name combination when enrolling into the ITWS





USERNAME


Users need a unique username when enrolling into the ITWS


Select a username that is easy to remember


Username must be 6-15 characters long and can only contain A-Z, �0-9, _ (underscore), - (dash), or . (period)





PASSWORD


Must be at least 6 characters in length


Password is case sensitive


Select a password that is easy to remember
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