
“Enter an Admission” User Guide 
Summary 

NOTE:  Due to the dynamics of state government and the changing needs for the OASAS CDS (Client Data System), some items in this tutorial 
might have been removed from the live CDS.  Similarly, some new items may appear in the live system that are not reflected in this tutorial.  To find 
the most updated versions of CDS forms and instructions, click the Forms and Instructions tab on the OASAS Applications Home page, located 
under CDS Documentation. 

 

This User Guide will show the user the process for entering a new admission into the Client Data System (CDS).  There are four sections in this User 
Guide:  

• Open the CDS Application 

• Enter Program and Client ID Information 

• Enter the Admission Information 

• Fixing Errors 
When you are entering the admission record for a client, you will probably have a completed Admission Form (PAS-44N) for the client.  For the 
purposes of this User Guide, all the information needed is entered in the system.   

NOTE: You will need to be logged into the OASAS Client Data System application to follow this user guide.  For more information on logging into 
the OASAS Client Data System application, please review the Login and Change Password Tutorial or User Guide on the OASAS Applications site, 
located at https://apps.oasas.ny.gov. 
 
 
  

https://apps.oasas.ny.gov/
https://apps.oasas.ny.gov/
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Open the CDS Application 
 
Step Instructions Image 

1 After you log into the 
OASAS Applications, you 
will be taken to the OASAS 
Applications page. 

To access OASAS 
Applications, you will click 
the Applications tab. 
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2 To open the CDS 

Application, click the Client 
Data System link to go to 
the “CDS Home” page.   
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3 This is the “CDS Home” 

page.  From here you can 
choose any of the links 
shown.  To enter an 
Admission transaction, click 
the Admission link. 
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4 The admission entry has two 

pages.  When you begin the 
admission entry process, you 
will start on the “Enter 
Program and Client ID 
Information” page, which 
contains the program and 
client information.  

 

NOTE: The asterisk (*) 
indicates a required field, i.e., 
must be completed.   
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Enter Program and Client ID Information 

 
Step Instructions Image 

5 First, you will need to select a Program from 
the dropdown list.   

NOTE:  You can use the keyboard to select 
items from the dropdown lists.  When 
selecting an item from the Program list, if you 
type the first digit of one of the program 
numbers, you will move to the first entry 
beginning with that digit.   If you press the 
same digit again, you will move to the next 
entry beginning with that digit. 

This User Guide will demonstrate how to use 
the mouse to open the dropdown list and 
select a Program.  
Click the down arrow for the Program field 
to open the dropdown list.  
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5a Select the appropriate option from the 

Program dropdown list.  The programs that 
will appear when you access the CDS 
Application will be different for your 
provider. 
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Step 
Step Instructions Image 

6 Next, you will enter all the required fields 
for this page.  The asterisk (*) indicates a 
required field, i.e., must be completed. 

The first field is the Provider Client ID.  
This is the ID number that your program has 
assigned to this client.   

Enter the appropriate number into the 
Provider Client ID textbox.  Then move to 
the next field.   

NOTE:  To move between fields throughout 
the application, you can either press the Tab 
key on your keyboard (i.e., cursor moves to 
the next field) or use the mouse to click on 
the desired field.  

 

7 Next is the Sex field.   
Click the down arrow to open the Sex 
dropdown list. 

Select the appropriate option from the Sex 
dropdown list.   
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8 Next you will enter the Birth Date of the 

client.    

NOTE:  It is usually easier to enter the birth 
date manually, as most clients will have 
birth dates far in the past.  The Birth Date 
must be entered in the following format: 
MM/DD/YYYY so January 1, 1980 would 
be entered as 01/01/1980. 

If you would like to use the calendar 
function, see the Admission Date field in 
Step 11. 

NOTE: When entering the data into CDS 
using your keyboard, you would need to 
press the Tab key twice after entering the 
Birth Date or click on the Last 4 SSN field 
directly to move to this field.   

Enter the appropriate date into the Birth 
Date textbox.   

 

9 Next, enter the information for the Last 4 
digits of client’s Social Security Number in 
the Last 4 SSN field.  
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10 Enter the Last Name 2 Char into the 

textbox.  The Last Name 2 Char field refers 
to the first two characters of the client’s last 
name (birth name).  For example, if a client 
is a married woman and changed her name, 
you should use her maiden name.  This 
helps OASAS track the client through 
treatment.  

  

11 Next, you will enter the Admission Date 
field using the calendar function.  The 
calendar function allows you to scroll 
through a monthly calendar view in a pop- 
up window to pick a date.  To open the 
calendar, click the Calendar Icon next to 
the Admission Date textbox.  
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12 You have now opened the calendar.  If you 

were entering dates from the past, you could 
choose the month or year from the 
dropdown list.  You can also scroll 
backward and forward, by month, by 
clicking on the left and right arrows next to 
the dropdown lists.  

Click the appropriate day on the Calendar to 
choose the Admission Date. 
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12a The Calendar window will close 

automatically, and the date will be filled in.  
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13 When you click the Continue button, the 

system validates the client information.  If 
valid, the system will proceed to the “Enter 
New Admission” page.  

If invalid, there are two basic types of error 
messages you may encounter.  

These errors are explained in 13a and 13b. 
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13a One common error occurs when you try to 

admit a client who was previously admitted 
into the program and never properly 
discharged.  When this occurs, you will 
receive an error message such as: 
“Admission Date: - Cannot admit client for 
period which client is active (05/21/2017 –) 
in program 427.”   
 
 
This client cannot be admitted until the 
prior admission is resolved.  You will first 
need to find the client using the Client 
Management link.  Using the Client 
Tracking ID, find the status of the client and 
update this information to resolve the error.  
 
Note: Be sure to confirm the tracking ID of 
the client if you receive this message.  A 
duplicate record with incorrect information 
could have been created for the client and 
causing this error message.  The incorrect 
record will either need to be edited or 
deleted.  
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13b You may also get the same error message 

because the client is already active in a 
program that does not allow clients to be 
dually enrolled, i.e., enrolled in other 
programs at the same time.  Clients cannot 
be active (receiving treatment) in certain 
program types if they are also active in 
certain other program types.   

For example, a client active in outpatient 
services at a treatment clinic cannot be 
active in an Outpatient Rehab program.  
Similarly, a client cannot be on the census 
of an intensive residential program and an 
outpatient program at the same time.   

However, there are certain exceptions that 
vary by program type.  For example, a 
client may live in a Community Residence 
but receive treatment services at an 
outpatient clinic. 

In the case of a dual enrollment error, you 
will get an error message such as: 
“Admission Date:  Cannot admit client for 
period which client is active (05/21/2017 –) 
in program 427.” 

This client cannot be admitted into this 
program at this time.  You will need to find 
the client using the Client Management 
link and the Client Tracking ID.  Through 
the Client Management link, you can 
determine the status of the client and find 
additional information to help you resolve 
this error.  
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14 Now you are on the “Enter New Admission” 

page.  Notice that all the information you 
entered on the first page is displayed at the 
top of this page.  

Remember that the asterisk (*) indicates a 
required field.  Most of the fields on this 
page are required.   

Some fields will be verified in the system 
by comparing them to other fields.  This 
will be explained further along in this User 
Guide.  Verification does not occur until 
you click the Save button.  For more 
information on the fields and how the 
questions should be answered, see the 
Admission Form Instructions on the 
OASAS Applications web site.  

When you are entering data, you will need 
to scroll down (or use the Tab key) and 
enter the required information.  If you 
entered an admission date that is prior to 
4/01/2017, then you would see different 
fields that were required for that time 
period.  For more information, please 
review the documentation on the OASAS 
Application web site.  

Only the most error prone fields will be 
described in detail in this User Guide.  For 
more information on the other fields, please 
see the PAS-44N Instructions at 
https://apps.oasas.ny.gov. 

 

https://apps.oasas.ny.gov/
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15 The first section is the Client ID Information 

section.  

The Special Project field is not required.  
This Special Project designation is assigned 
to programs by OASAS.  Do not use this 
unless you have been assigned a Special 
Project designation. 

To use a special project code, select the 
appropriate OASAS approved code from 
the dropdown list by clicking on the down 
arrow. 

The program used for this User Guide has 
not been assigned a Special Project 
designation, so that field will be left blank.  

16 The next section only applies to Part 820 
residential treatment programs. Select the 
Element of Care from the dropdown that the 
client is being admitted into. If the client is 
being admitted into the Reintegration 
element, the Reintegration Setting is 
required.  Select the Reintegration Setting 
from the drop down the client will be 
admitted into.  

 

17 The next section is LOCADTR Information.  
This information is optional and can be 
entered at the program’s discretion. The 
Assessment ID consists of numbers and will 
be generated at the administration of the 
LOCADTR 3.0.  The Created Date is the 
date the LOCADTR 3.0 was created and 
supports this admission.   



Enter an Admission User Guide  

Revised 12/2017 Page 18 of 34 

Step Instructions Image 
18 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The next two sections are the TRS-61: 
Identifying Information (ID) and TRS-49: 
Criminal Justice (CJ) Consent.   
The TRS-61 section consists of the 
Identifying Information (ID) related to the 
Authorization for Release of Behavioral 
Information TRS-61. All clients should be 
offered the opportunity to sign the 
Authorization for Release of Behavioral 
Health Information Form (TRS-61) at the 
time of admission into any OASAS-
certified treatment program beginning 
October 1, 2014. If the client consented to 
the release of this information, a date should 
be entered in ID Consent Date and all 
applicable information entered in this 
section.   

If the client refuses to consent, then simply 
do not enter the new client identifying 
information and indicate “Unknown” for 
the HIV status question located under 
Physical Health Related Conditions. 
Links to the Authorization for Release of 
Behavioral Health Information Form (TRS-
61) as well as an FAQ document can be 
found on the Forms and Instructions tab of 
the OASAS Applications Home. 

The TRS-49 section consists of information 
found in the TRS-49 Criminal Justice (CJ) 
Consent.  This form is for Criminal Justice 
Clients who have given consent to release 
information concerning their Chemical 
Dependence Treatment. 

 
 
 

 

https://apps.oasas.ny.gov/portal/page/portal/OASAS_APPS
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19 The next section is the Demographics 

section. 

NOTE:  The Significant Other field is filled 
in here as “No” because this client is being 
admitted for treatment for his own 
substance use disorder (i.e., a primary client 
- not as a Significant Other). 

You choose “Yes” when the client is being 
admitted as a Significant Other - NOT for 
treatment for his/her own substance use 
disorder.  

20 Enter the five-digit zip code for the client’s 
county of residence.  If the client is 
homeless and does not live in a shelter, use 
the program’s zip code.  If the client is 
homeless and lives in a shelter, use the 
shelter’s zip code. 

NOTE: If the Zip Code of Residence for a 
client is not available, use the zip code of 
the program location.  Do NOT use 12345. 
This is a real zip code. 

For this User Guide, an invalid zip code was 
used.  This will help demonstrate how to 
deal with an error in the Admission process.  
(See steps 39-40). 

The County of Residence field is next.  The 
OASAS system matches the Zip Code of 
Residence field to the County of Residence 
field, so be sure that the zip code you are 
using is in the county you choose.  If not, 
you will get an error message.  
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21 Select the client’s employment status.  This 

should reflect his/her status at time of 
admission to the program. 

 
22 This is how the Demographics section looks 

when it is completed.  
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23 The next section is the Criminal Justice and 

Arrests/Incarceration Information. 

For this section, select all descriptions that 
apply and move them to the field on the 
right by clicking the Move (>) arrow or 
select all descriptions by clicking the Move 
All (>>) arrow.   

If you need to modify any of your 
selections, simply highlight the ones in the 
right field and click the Remove (<) or the 
Remove All (<<) arrow.  

If “None” is selected, the boxes below 
under Arrests/Incarceration, are required 
fields and must be completed.  

NOTE: Using Move All (>>) and failing to 
remove “None” will result in an error 
message. 

 

 

24 The next section is Primary Diagnosis 
Code. Enter the primary diagnosis code 
from the dropdown list based on ICD-10. 

 
24a. Enter up to 3 additional characters to 

specify clinical detail. 
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25 Next is the Problem Substances section.  
This section will demonstrate the different 
methods of data entry.   

The first field is the Primary Substance 
field.   

Press the down arrow key on your 
keyboard to display each choice 
consecutively in the Primary Substance 
dropdown list.   

26 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To move to the next field, Primary Route, 
use the mouse or press the Tab key once. 

NOTE: Press the Tab key to move forward 
to the next field whenever you are entering 
information using your keyboard. 
Another way to enter data in a dropdown 
list is to enter the first letter or number of 
an option in a dropdown list to jump to that 
option.  

When the letter “O” is typed in the Primary 
Route dropdown list, “Oral” is selected 
since it is the first choice starting with “O”.  

NOTE:  If you want to select the second 
choice starting with the letter “O” (i.e., 
“Other”), you would type the letter “O” 
twice. 
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27 For the Primary Frequency field, “3-6 

times per week” may be chosen from the 
dropdown list by typing the number “3.”  

 
28 Note in this example that the remaining 

Tertiary Problem Substance-related fields, 
are skipped since Tertiary Substance field 
is None. 

 

 
28a The next two sections are the Treatment 

Plan and Self-Help Section. This section 
requires a “Yes” or “No” answer using the 
dropdown list. 

 
29 When entering data into fields with Yes/No 

responses such as the Tobacco fields, it is 
faster to type in “Y” for Yes and “N” for 
No. 

 



Enter an Admission User Guide  

Revised 12/2017 Page 24 of 34 

Step Instructions Image 
30 The next three sections are the Prior 

Treatment Episodes, Physical Health -
Related Conditions and Mental Health- 
Related Conditions. 

This is how these sections look when they 
are filled out.  

Keep in mind “Unknown” should be 
selected for HIV Status if this information 
was not consented to in the Authorization 
for Release of Behavioral Information 
TRS-61. 

 
 

 
31 Please note that inconsistent answers 

among the mental illness fields will cause 
an error.  For example, the Ever 
Hospitalized for Mental Illness field cannot 
be “Yes” if Ever Treated for Mental Illness 
field is “No”.   

Please refer to steps 41-44 to fix these 
errors.  
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32 The next two sections are History of 

Mental Health Treatment and Six Months 
Prior to Admission.  This is how these 
sections look when they are complete.  

 
33 The Gambling section requires a response 

using the dropdown list. 

 
34 The next section relates to Trauma; this 

section also requires a response using the 
dropdown list. 

 
35 Note that the field Orientation to Change is 

left blank here because it is only reported 
by a limited number of programs that serve 
youth.   
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36 When you have completed the admission 

information, click the Save button to save 
the data.  The system will first verify that 
you have entered all the required fields.  
Then, it will validate the data per the 
Admission business rules. 

 

The following steps will show how to 
identify and correct errors. 
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Fixing Errors 
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37 Upon saving the form, a 

pop-up error message will 
first appear indicating any 
required fields that were 
left blank and that values 
must be entered for those 
fields.   

To close the message 
window, click the OK 
button.  The first field 
missing required data will 
be selected.  

Enter values for all 
required fields. 
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38 Once all the missing 

fields are entered, click 
the Save button to save 
the changes and validate 
the data per the 
Admission Business 
Rules. 
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39 Notice that any Business 

Rule error messages 
appear at the top of the 
page.  Fields in error are 
marked with a red X and 
the error message is 
displayed.   

The name of the field is a 
link to move you to that 
field on the page.  This 
will save you time when 
correcting errors.  For 
example, click the Zip 
Code of Residence link 
in the error message to 
move to that field.  
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40 You will then be moved 

to the area where the field 
is located, as in this 
example.  

Once you have corrected 
the first error, go back to 
the top of the page to see 
any other errors.   

 



Enter an Admission User Guide  

Revised 12/2017 Page 31 of 34 

Step Instructions Image 
41 To move to the next field 

in error, click on the error 
link.  Alternatively, one 
could navigate directly to 
the next field in error. 
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42 This error occurs because 

Ever Hospitalized for 
Mental Illness cannot be 
“Yes” if Ever Treated for 
Mental Illness is “No.”  
For this example, the 
correct answer for Ever 
Hospitalized for Mental 
Illness is “No.” 

To correct this, you could 
press the down arrow key 
on your keyboard to 
move to the “No” option 
in the Ever Hospitalized 
for Mental Illness 
dropdown list.  
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43 After correcting the data, 

click the Save button at 
the top or bottom of the 
screen to save the 
correction.   
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44 When the transaction has 

been saved, you will see 
the following 
confirmation message: 
“Transaction completed 
successfully!” 

 
45 To return to the “CDS 

Home” page to perform a 
different task, you would 
click Home at the top of 
the page.   

  

46 If you are finished 
entering transactions, you 
can return to the OASAS 
Applications page by 
clicking on the Close 
Application button to 
exit the application. 
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