
Enter an Opioid Treatment Annual Update Report 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 User Guide 

might have been removed from the live CDS. Similarly, some new information may appear in the live system that is not reflected in this User Guide. 

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 you how to enter an Opioid Treatment Annual Update (OTAU) report into the CDS application. 

There are three sections in this User Guide: 

• Search for a Client

• Enter a new OTAU Report

• Fixing Errors

NOTE:  It would be helpful to be logged into the OASAS Client Data System application to better 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 Home page, located at https://apps.oasas.ny.gov/portal/page/portal/OASAS_APPS. 

https://apps.oasas.ny.gov/portal/page/portal/OASAS_APPS/
https://apps.oasas.ny.gov/portal/page/portal/OASAS_APPS
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Open the CDS Application 

Step Instructions Image 

1 Click the link below to 

reach our applications 

Home page and then click 

Applications after logging 

in.  

Apps Home Page 

https://apps.oasas.ny.gov/portal/page/portal/OASAS_APPS/Home
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Step Instructions Image 

2 Once in the Client Data 

System home page click 

the link to Client Data 

System to reach the 

actions page. 
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Search for a Patient 

Step Instructions Image 

3 This is the “CDS Home” page. 

From here you can choose any of 

the links shown. 

From the “CDS Home” page, click 

the Opioid Treatment Annual 

Update link to open the “Opioid 

Treatment Client Search” page, 

where you will search for the 

client(s) who require a new Opioid 

Treatment Annual Update 

(OTAU) report. 
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Step Instructions Image 

4 Now you see the “Opioid 

Treatment Client Search” page.  

You will need to search for the 

client or list of clients with Annual 

Status reports that are Due or 

Overdue. 

On this page you may enter search 

criteria to find the clients who 

require a new OTAU. 

Depending on your search criteria, 

the search can produce one client 

or a list of clients. 

NOTE:  Every client in an opioid 

treatment program must have an 

OTAU report entered on or around 

the anniversary date of his/her 

admission to the opioid treatment 

provider. 
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Step Instructions Image 

5 When searching for a list of 

clients, you can produce a list of 

all opioid treatment clients for that 

provider or a list of all clients in a 

selected opioid treatment program. 

The programs that will appear 

when you access the CDS 

Application for your provider will 

be different from what you see 

here. 

For more information on searching 

for clients, please review the 

Tutorial or User Guide titled 

“Client Management & Change 

Provider/Tracking ID” on the 

OASAS Applications Home page, 

located at OASAS Applications 

Home. 

https://apps.oasas.ny.gov/portal/page/portal/OASAS_APPS
https://apps.oasas.ny.gov/portal/page/portal/OASAS_APPS
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Step 

Step Instructions Image 

6 To search for a subset of clients in 

the selected program, you could 

enter any of the client identifying 

criteria under the Client ID 

Information section, i.e., Sex, Birth 

Date, Last 4 SSN, or Last Name 2 

Char (Birth Name). 

To find a specific client, you can 

either enter all four of the client 

identifying criteria or enter the 

client’s Provider Client ID. 

7 Alternatively, you could run the 

search to return a list of all active 

clients in the selected program 

having an OTAU overdue or due 

within 30 days by leaving all of the 

Search criteria blank (except the 

Program field). 
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Step Instructions Image 

8 Also, you could select Yes from 

the dropdown list field Overdue to 

view all of the clients whose 

OTAU report is currently overdue. 

Select No to show only those 

clients whose OTAU report is due 

within 30 days. 

9 To view the list of clients who are 

either due for an OTAU within 30 

days or are currently overdue, you 

must leave the Overdue field 

blank. 

Once you have made your criteria 

selections, click the Find button to 

run the search.   

In this example, the search will 

find due and overdue OTAU 

reports. 
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Step Instructions Image 

10 Here you see the resulting list of 

clients from the selected program 

whose OTAU reports are currently 

due or overdue.  

From the search results list, you 

can then select a client and create a 

new OTAU report to enter his/her 

annual data. 

11 To begin creating a new OTAU 

report, you need to locate the client 

who requires a new annual OTAU 

report.  If helpful, you can first sort 

the list results by any one of the 

fields shown at the top of each 

column. 

NOTE: To sort clients with the 

oldest OTAU due dates on top, 

click the shaded column heading 

“Meth Due Date.”  

To sort from the newest dates to 

the oldest, you would click the 

heading again (if needed). 
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Step Instructions Image 

12 After clicking once on the shaded 

column heading “Meth Due Date,” 

you will see a list of opioid 

treatment clients whose reports are 

due or overdue, sorted by “Meth 

Due Date” with the oldest dates at 

the top (i.e., most overdue and/or 

due). 
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Step Instructions Image 

13 Remember that the “Meth Due 

Date” is the date that the OTAU 

report is due to be completed and 

submitted to OASAS by entering it 

into the CDS application.  This 

date occurs each year on the 

anniversary date of the client’s 

admission to the opioid treatment 

provider. 

NOTE:  The date of the client’s 

admission to the opioid treatment 

provider is used in lieu of his/her 

admission to the opioid treatment 

program, since the client may have 

been transferred within the 

provider. 

NOTE:  The date that this OTAU 

form is completed cannot occur 

more than 30 days prior to the 

client’s anniversary date. 
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Step Instructions Image 

14 To select a client who needs a new 

OTAU report, begin by clicking 

the patient’s “Select” radio 

button ( ). 

In this example, the male client 

with a Provider Client ID of 1238 

is selected. 
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Enter a New OTAU Report 

Step Instructions Image 

15 After the client is selected with the 

radio button, click the New button 

to open the “Enter New Opioid 

Annual Treatment Update” page 

for that selected client.  It is 

located in the upper right corner of 

the page. 
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Step Instructions Image 

16 You will then see the “Enter New 

Opioid Annual Treatment Update” 

page for that client. 

Notice that the client’s basic 

identifying information is shown 

at the top.  The rest of the fields 

must be entered to complete the 

form.  

Remember that the asterisk (*) 

indicates that the field is required.  

Most of the fields on this page are 

required. 

For more information on the fields 

and how the questions should be 

answered, see the “Opioid Annual 

Treatment Update Report 

Instructions” on the OASAS 

Applications Home page. 

https://apps.oasas.ny.gov/portal/page/portal/OASAS_APPS
https://apps.oasas.ny.gov/portal/page/portal/OASAS_APPS
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Step Instructions Image 

17 The first section of data to be 

completed consists of the Date 

Update Completed field followed 

by the client’s Demographics. 

NOTE:  The date entered into this 

field cannot occur more than 30 

days prior to the Date Update Due 

(i.e., client’s yearly anniversary 

date).  In this example, the date 

entered could not occur sooner than 

3/30/2017. 

The second section consists of the 

TRS-61: Identifying Information 

(ID) related to the Authorization for 

Release of Behavioral Health 

Information Form (TRS-61).  

All clients should be offered the 

opportunity to sign the 

Authorization for Release of 

Behavioral Health Information 

Form (TRS-61) upon admission or 

at the completion of the Opioid 

Treatment Annual Update. 

If the client consents to the 

Authorization for Release of 

Behavioral Health Information 

Form (TRS-61), enter the ID 

Consent Date and enter all 

identifying information as 

appropriate.  Enter HIV Status if 

authorized within “Current Health 

Status”. 
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Step Instructions Image 

18 If the client refuses to consent, 

then simply do not put the new 

client identifying information on 

the form and indicate “Unknown” 

within the “Current Health Status” 

field for the HIV status question. 

If the client revokes consent at any 

time, the OTAU must be edited to 

include the revoke date as soon as 

possible. 

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. 

https://apps.oasas.ny.gov/portal/page/portal/OASAS_APPS
https://apps.oasas.ny.gov/portal/page/portal/OASAS_APPS
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Step Instructions Image 

19 The next section consists of the 

client’s Demographics. 

If the client is homeless and lives 

in a shelter, use the shelter’s zip 

code. 

County of residence must match 

the zip code entered or an error 

message will be displayed. Do not 

enter the incorrect county. If 

necessary, first correct the zip 

code. 

For more information regarding 

client demographics please refer to 

OTAU form instructions found on 

the Forms and Instructions tab of 

the OASAS Applications Home 

page or follow this link OASAS 

Applications Home. 

20 This is an example of how the 

Demographics section might look 

once completed. 

https://apps.oasas.ny.gov/portal/page/portal/OASAS_APPS
https://apps.oasas.ny.gov/portal/page/portal/OASAS_APPS
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Step Instructions Image 

  21 The next section, Criminal Justice 

Information, consists of fields for 

Criminal Justice Status and is 

followed by the Arrests and 

Incarcerations section. 

Criminal Justice Status data are 

entered for up to nine possible 

responses (i.e., select all that 

apply) and “Move >” to the right. 

(For multiple choices) Hold down 

the Ctrl button and click on 

multiple selected choices (if 

applicable).  Then click “Move >.” 

In addition, there are four 

Arrests/Incarceration-related fields 

to be completed as well. 
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Step Instructions Image 

 22 This is an example of how the 

following fields might look when 

completed in the next two sections: 

Current Opiate Addiction 

Medicine (4 fields) 

• Identify the major Current

Opiate Addiction Medicine

given and frequency of

distribution under Current

Pick-Up Schedule by using the

drop-down selections. Then fill

in the Daily Dose. Then select

any addiction medicines from

the given list that apply to the

client, including the main type

reported above, and then

“Move>” them to the field on

the right.

Physical Health-Related 

Conditions (14 fields) 

• Report client’s Asthma,

Hypertension and Diabetes

status by using the drop-down

selection. Also, report to the

best of your knowledge, if the

client has been treated for each

disease during the current

“Review Period.”
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Step Instructions Image 

23 Physical Health-Related 

Conditions (Continued) 

• Report client’s HIV, Hepatitis

B and Hepatitis C status by

using the drop-down selection.

Also, report to the best of your

knowledge, if the client has

been tested for each disease

during the current “Review

Period.”

• Report Clients TB status by

using the drop-down selection.

Also, report to the best of your

knowledge, if the client has

been treated for Latent TB

During Review Period
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Step Instructions Image 

24 In the next section, Substances 

Used in the Last Six Months Listed 

by Seriousness of Abuse, up to 

three substances can be chosen and 

listed by seriousness of abuse (if 

applicable). 

NOTE:  The abused substances 

(Primary, Secondary, and Tertiary) 

refer to those substances abused 

during the prior six months, while 

the Frequency fields refer to level 

of usage of those substances in the 

last 30 days. 
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Step Instructions Image 

25 NOTE:  If Methadone is used as a 

prescribed part of the client’s 

treatment, Methadone is NOT 

identified here as an abused 

substance.  If it is used in a non-

prescribed way, choose Non-Rx 

Methadone from the drop-down 

list box. 
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Step Instructions Image 

26 The last two sections to complete 

are For the Six-Month Period 

Prior to Anniversary Date section 

(containing four health service-

related fields) and the Tobacco 

section (containing five fields). 

• If the number of days the client

was hospitalized for non-detox

services is greater than zero,

the Reason Hospitalized must

be indicated. Do not indicate a

type of hospitalization if the

client was hospitalized only for

drug and/or alcohol inpatient

detox or had only emergency

room visits.

• Then indicate whether the

client has smoked or chewed

tobacco since admission or the

last OTAU if the current

OTAU being completed is not

the client’s first.

This is an example of how those 

two sections might look when 

completed. 

Once all the data have been 

entered, click the Save button to 

save the client data. 
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Fixing an Error 

Step Instructions Image 

27 If any required fields are left 

blank, you will first see a pop-up 

error message indicating that those 

fields still require data.   

If that occurs, click the OK button 

to close the message window and 

then enter the required missing 

data (i.e., similar to the 

Admissions User Guide). 

Once the required missing data are 

entered, click the Save button to 

save the changes (e.g., as shown in 

the “Enter an Admission” User 

Guide). 

NOTE:   For the transaction 

example in this tutorial, there are 

no missing required fields, so there 

is no pop-up window indicating 

missing data, although there is an 

Error warning about the entry of 

invalid data. 
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Step Instructions Image 

28 After any missing data are 

completed and saved (if 

applicable), then the system 

checks for invalid data (i.e., values 

not allowed or inconsistent with 

other responses).  If errors are 

detected, error messages will 

appear at the top of the page. 

Fields in error will be marked with 

a red X and display the error 

message.  You can use the 

information in the error message to 

identify and correct the problem. 

The first part of the error text, the 

field name (e.g., Highest Grade 

Completed), is linked to the item 

in error.  Using this link to jump to 

the field will save you time when 

correcting errors. 
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Step Instructions Image 

29 In this example, Highest Grade 

Completed (11th Grade 

Completed) is in error because it 

conflicts with what was reported at 

Admission (i.e., High School 

Diploma).  This User Guide will 

assume that the OTAU Highest 

Grade Completed field is in error 

(versus the same field at 

Admission). 

If, instead, it is determined that the 

Admission data field is in error 

(e.g., Highest Grade Completed at 

Admission), the Admission data 

must be corrected via the Client 

Management link on the OASAS 

Application Home page before you 

continue with the OTAU report. 

For more information on how to 

do this, see either the User Guide 

entitled  

“Update an Existing Transaction 

and Enter Children User Guide).” 
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Step Instructions Image 

30 The field in error (e.g., Highest 

Grade Completed at update) is 

preceded by a red X and the error 

message appears below it.  

Correct data in the field that is in 

error.  To correct a dropdown field 

such as Highest Grade Completed, 

click the down arrow to open the 

dropdown list, and then select the 

correct response. 
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Step Instructions Image 

31 In this example, “High School 

Diploma” gets selected from the 

Highest Grade Completed drop-

down list to correct the error. 
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Step Instructions Image 

32 The next step is to save the 

transaction.  After error correction 

is completed, you may need to 

scroll up to the top or down to the 

bottom of the page to get access to 

a Save button.  
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Step Instructions Image 

33 Once the error has been corrected 

and there are no other errors 

remaining, click the Save button to 

save the change and complete the 

OTAU transaction. 
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34 When the data have been saved 

without errors, you will see the 

following confirmation message at 

the top of the form: 

“Transaction completed 

successfully!” 
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Step Instructions Image 

35 If you need to enter other clients’ 

OTAU reports, click the Back 

button to return to the list of 

clients in the “Opioid Treatment 

Annual Update Search Results” 

page. 

36 From here, you can continue that 

process by selecting other clients 

and entering their OTAU reports. 

NOTE:   If no clients are 

remaining in the search results list, 

click the Back button to return to 

the “Search” page and revise your 

search criteria as needed. 
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Step Instructions Image 

37 To return to the “CDS Home” page 

to perform a different task, click 

Home at the top of the page. 

38 When you are finished entering 

transactions, you can return to the 

OASAS Applications page by 

clicking on the Close Application 

button to exit the application. 




