“Delete an Existing Transaction” 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 how to delete an existing transaction in the Client Data System (CDS) for an existing client.
Any deleted transactions are permanently removed from the database. There is no way to retrieve these data.

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/
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tep | Instructio

1

Delete an Existing Transaction

Open the CDS Application

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.

October 30, 2019 - Welcome Kristin Marando

If you are receiving an "internal error" message using Internet Explorer to access OASAS applications, click here.

Your browser might need to be updated before Tuesday, December 4. Click here for more info.
Click this link to test your browser compatibility: hitps://encryption.ny.gov

To view instructions for enabling TLS 1.2 in the current version of each browser click here.

Applications || Data Warehouse | Inquiry Reports |

For help with DASAS Applications: DASAS staff call (844) 891-1786; other users call (518) 485-2379, fax (518) 473-1316, or email healthhelp@its.ny.qov

Application Documentation CDS Documentation

OASAS Applications Quick Tips / Help Desk Contact Info Forms and Instructions User Guides Online Tutorials
CDS Quick Reference
CDS Quick Reference New Tab

MSD (PAS-48) Frequently Asked Questions
Login and Change Password User Guide
OASAS External Access Request Form (IRM-15)
PPSlinstructions - Revised 2019

Changing Contact Information Instructions
Client Data System Bulleting

CDS Starting 4/1/2017 [

007 to 3

These Client Data System forms must be used for all Client Data System transactions with transaction dates on or after April 1. 2017 The Monthly Serv
with the April 2017 report that is due by May 10, 2017. All Client Data System i with ion dates prior to April 1. 2017 must use th
tabs in this region regardless of the date they are entered in the system.

Consent Forms

Links

NY State Links Authorization for Release of Behavioral Health Information (TRS-61, October 2014)
Office of Addiction Services and Supports EAQ

Department of Health Criminal Justice Consent for Drug Law Reform (TRS-49, October 2009)

Office of Mental Health EAQ

Office for People With Developmental Disabilities
Office of Child Services
County Planning System {CPS}
Perception of Care {PoC)
Perception of Care Documentation

Forms and Instructions
Admission Form (PAS-44N, October 2018}

Instructions
Enrm (DAS.A1N_Octohar 0181
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2 To open the CDS New York 4'_ State i= State Agencies ISearch NY.GOV'
Application, click the Client
Data System link to goto September 26, 2017 - Welcome CDS TestUser01 Manage Account Home Logout
the “CDS Home” page. If you are receiving an "internal error" message using Internet Explorer to access OASAS applications, click here.

Applications

Client Data System Gambling Provider Directory System Monthly Service Delivery IPME S\Workscope Help

Applications and reports open in a separate browser and require pop-ups to be allowed for this website.
Click the notepad icon next te each report link for details about the report.

Client Data System Application
Client Data System

STAR-QI Reports

Performance Summary [ElData Quality Monitoring [ElMissing Data Monitoring
Summary Report Admitted to CDS but not STAR-Glin Last 30 Days First Request for Service Date Missing Report
Admitted to CDS but not STAR-Glin Last 12 Months Appointment Status Missing Report
Admitted to CDS but not STAR-QI {All} First Clinical Service Date Expected Report
Discharged from CD'S but not STAR-Glin Last 30 Days Service Dates Missing Report
Discharged from CDS but not STAR-Qlin Last 12 Months Discharge Data Missing Report
Discharged from CDS but not STAR-QI {All}

Client Data System Batch System
CDS Batch Process (Production)

Client Data System Reports
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3 | This is the “CDS Home” page.
From here you can choose any y B &) Q)
of the links available under the & OASAS Home - Close Aooicalion _ Helo

. . Improving Lives.
“Actions™ section. H
To delete an existing

transaction, you will first need

to click the Client CDS Home
Ma_nagement link to open the * Provider |99999 | |Anonymuus Pravider ,,;f
“Client Search” page.
Actions
Admission Discharge Opioid Treatment Annual Update
Element Transition Crisis Episode Client Management
Transfer Assessment Waiting List

CDS Home | Home | Close Application | Help
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4 |Here you see the “Client
Search” page, where you can )/
enter specific search criteria to \(_, OASAS fome  Close fopicaton_ties

7 Improving Lives.
return one client record or a M
list of clients meeting the
. i ) 11/28/2017 14:32:01.043
selected criteria. Leaving all H_H_CF
search criteria blank will
return all clients for the

provider (past and present).

Client Search

Provider : 99998 - Brighter Tomarrows, Inc.

Client ID Information

For more details on how to Provider Client ID - | | Client Status -
search for a client, see the
“Enter Transactions from Sex : Birth Date - I:I Last 4 88N - I:I Last Name 2 Char : I:I
Client Management and (mm/ddiyyyy) (Birth Name)
Change Provider ID or Additional Options (Limits Results to Active Clients Only)
TI’aCking ID” User Guide. Program - | V|

Transaction Dates: From : I:I To: I:I

(mmiddiyyyy) (mmiddfyyyy)
| Back ) | Eind :I

Client | Home | Close Application | Help
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5 |Inthe “Client Search” page, it

is first necessary to enter any y
applicable search criteria. () OASAS Home Close Adplcation 1l
\._/ Improving Lives,

In this User Guide example, M
search criteria entered for a 1112012017 09:28:43 631
specific client was limited to il
one criterion field (i.e., Client Search

Provider Cllent |D) and a” Provider : 99998 - Brighter Tomorrows, Inc.

other fields were left blank. ClientID Information

Provider Client ID - [2222 || Cient Status -

This field, Provider Client ID,

iS a unique Client identiﬁcation Sex - Birth Date - I:I Last 4 SSN I:I Last Name 2 Char : l:l

(mmiddfyyyy) (Birth Name)

number assigned to the client
Additional Options (Limits Results to Active Clients Only)

by the program.
Brogram : | v|
Transaction Dates: From : l:l To- I:I
(mmiddiyyyy) (mmiddhyyyy)
| Back ) o

Client | Home | Close Application | Help
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6 |Next, you must click the Find
button to view the “Client (y ® @

S

Search Results™ page. OASAS ome Close Abplcation Hies

\._.’ Improving Lives. m

11/29/2017 09:28:43 631
H_H_CF

Client Search

Provider - 99998 - Brighter Tomorrows, Inc.

Client ID Information

Provider Client ID - [2222 | Client Status -
Sex : Birth Date - l:l Last 4 SSN - I:I Last Name 2 Char : l:l

(mmiddiyyyy) (Birth Name)

Additional Options (Limits Results to Active Clients Only)

Program : | Vl
Tansaction Dates: From= [ [ oo [ ]
(mmiddiyyyy) (mmiddfyyyy)

| Back ) | Find )

Client | Home | Close Application | Help
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that selected client. It is inthe
upper right corner of the
“Client Search Results™ page
next to the Go button.

This will then open the “Client
Information” page.

7 |You now see the “Client Search
Results” page. Here you must - -
select one client using the )/ B W& Q)
radio button, even though this \(_, Qﬁ%ﬁ? e
is the only client listed in this ﬁ
example. This is because we 11/29/2017 09:32:30.840
- - - H_H_CF_CT
limited the search by using . R
very specific criteria (i.e., a Client Search Results
unique Cllent ID numbel’) Provider - 99998 - Brighter Tomorrows, Inc.
Otherwise, there is usually a Select Client | Gu) ( Cliert Details & Episode Histary )
||St Of CI Ier,ltS Shown Select Program No  Provider Client ID  Sex Birth Date Last4 SSN Last Name 2 Char Transaction Date  Transaction Type |
' ) §87655 2222 Female 5/1/1989 3333 KX 6/18/2017 Transfer
Click the radio button (©) in |
the “Select” column next to the (&) (i)
client whose transaction you Client | Home | Close Aogication | Help
want to delete.
8 |Next you must click on the
Client Details & Episode
History button to open the y @ (D) ()
A X \Es \F% \!
“Client Information” page for () OASAS = e o

\._.’ Improving Lives, m

22017 09:32:30.840

H_H_CF_CT
Client Search Results
Provider : 99998 - Brighter Tomorrows, Inc.
Select Client VI. Go iI Client Details & Episode History }I
Select Program No  Provider Client 1D Sex Birth Date Last4 SSN Last Name 2 Char Transaction Date  Transaction Type |
® 87655 2227 Female 5/1/1989 3333 XX 6/18/2017 Transfer

Client | Home | Close Application | Help
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Here you see the “Client
Information” page.

Next, you must pick the
transaction you want to
remove. For this User Guide
example, you will be deleting
the client’s Discharge
transaction.

To delete a transaction, click
the check box (&) in the
“Select” column to select the
appropriate transaction for that
client.

In this example, the Discharge
transaction, located in the top
row, is selected for deletion.

(y OASAS Home Close Application  Help

\__, Improving Lives. m

11/29/2017 10:54:05.058
H_H_CF_CT_CD

Client Information
Provider : 99998 - Brighter Tomorrows, Inc.

Client Details

# Bex: Female = Birth Date ©  5/1/1989 * Last 4 SEN : 3333 * Last Name 2 Char: XX

(Birth Name)

. Change Client Information)

Episode History
\ Mew Elerment Transition) | gpdate) | Qelete)

Select Program  Program Name Provider Client ID Transaction Transaction Date Transaction Out Date
E 87655 Brighter Tomorrows SER1 2222 Discharge 6/18/2017 6/18/2017

[J 87655 Brighter Tomorrows SRR1 2222 Transfer 6/18/2017 6/18/2017

[] 87656 Brighter Tomorrows SER2 2222 Admission 47172017 6/18/2017

| Back ) | Children in Residence ) ( Print )

Client | Home | Close Application | Help
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10 |Now, click the Delete button to
delete the selected transaction .
C

OASAS Home Close Application Help

\___, Improving Lives. m

TZH2017 12:09:05.934

for that client.

H_H_CF_CT_CD
Client Information
Provider - 99998 - Brighter Tomorrows, Inc.
Client Details
= Sex . Female = Birth Date - £/1/1989 *Last4 SSM: 3333 * Last Name 2 Char © XX
(Birth Name)

| Change Client Information)

Episode History

\ Bew Element Transitinn) | gpdate) | Qelete)

Select Program  Program Name Provider Client ID Transaction Transaction Date Transaction Out Date
87655 Brighter Tomarrows SRR1 2222 Discharge 6182017 6/18/2017
[1 a7655 Brighter Tomorrows SRR1 2222 Transfer 6182017 6/18/2017
[1 87656 Brighter Tomorrows SRR2 2222 Admission 4172017 6/18/2017

| Back ) | Children in Residence ) | Print )

Client | Home | Close Application | Help
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11 |A dialog box will pop up

asking you to confirm that you .

want to delete the selected @ OASAS Some Close Absicaton e
transaction record. You must mproving Lives.

click the OK button to confirm

and continue. 111292017 120805534
Alternatively, you can click Client Information

Cancel to cancel the deletion Praovider - 99998 - Brighter Tomarrows, Inc.

process. Client Details Message from webpage %

* Sex: Female * Last Name 2 Char : XX

(Birth Name})

Episode History

| Mew Elament Transition) 1 deate) 1 Qelete)

.

Select Program  Program Name Provider Client ID Transaction Transaction Date Transaction Out Date
87655 Brighter Tomorrows SRER1 2222 Discharge 6/18/2017 6/18/2017
[1 |a7ess Brighter Tomorrows SRER1 2222 Transfer 6/18/2017 6/18/2017
[] 87656 Brighter Tomorrows SER2 2222 Admission 4172017 6/18/2017
| Back ) | Children in Fesidence ) ( Print )

Client | Home | Close Application | Help

Revised 12/2017 Page 11 of 13



Step | Instructions | Image

12

Delete an Existing Transaction

Once the transaction has been
deleted, you will see the
“Transaction completed
successfully” message.

Notice also in this example that
the deleted Discharge
transaction has been removed
from the screen and is,
therefore, gone from the
database.

NOTE: When deleting an
existing transaction, ensure
that the proper transaction is
being deleted. An error
message will occur if one
transaction in a sequence is
deleted. For example, a
discharge will need to be
deleted prior to deleting the
corresponding admission.

(J 0ASAS

Home Close Application Help

\-—/ Improving Lives. m

Client Information

@ Information

11/29/2017 13:49:49 209
H_H_CF_CT_CD(2)

- Transaction completed successfully!

Provider - 99998 - Brighter Tomorrows, Inc.

Client Details

* Sex . Female

Episode History

Select Program  Program Name

[1 87655 Brighter Tomorrows SRR1
[1 87656 Brighter Tomorrows SRR2
| Back )

= Birth Date - 5/1/1989

| Change Client Infurmation)

Provider Client ID Transaction
2222 Transfer
2222 Admission

Client | Home | Close Application | Help

= Last 4 58N : 3333

* Last Mame 2 Char : XX
(Birth Mame)

. Mew Element Transition) \ deate) L Qelete)

Transaction Date Transaction Out Date
6/18/2017

4n2017 6/18/2017

| Children in Residence ) | Print )
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13 |To return to the “CDS Home” ~
page to perform a different @/ OASAS w )
Close Application Help

task, you must click the Home | S\ 0 i ves,
button at the top of the page. M

112812017 13:48:48.209
H_H_CF_CT_CD{2)

- ,,_
1&
@

Client Information

@ Information

- Transaction completed successfully!

Provider : 99998 - Brighter Tomorrows, Inc.

14 |Once you are finished deleting

the transactions as needed, you y
vou | () OASAS

Improving Lives.

Close Application | Help

= ,,_
3 OO
2

can return to the OASAS

Applications page by clicking
on the Close Application 12972017 134940 208
button to exit the application. H_H_CF_CT_CD(2)

Client Information

@ Information

- Transaction completed successfully!

Provider : 99998 - Brighter Tomorrows, Inc.
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