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Introduction

The Alcohol/Drug Management Information System (ADMIS) is a data collection system
developed and operated by the Departmehtesfith andHuman Services, Division of
Behavioral HealttservicesOffice of Alcohol and Drug Abuse Prevemti¢OADAP) to

be used in alcohol and drug abuse treatment programs in the State of Arkansas.
Reporting under this system is a requirement in accordance with Act 25 of 1991 and
applies to ALL alcohol or drug treatment progratmst ardicensed by OADARfunded

or nonfunded programs.

The Office of Alcohol and Drug Abuse Prevention will occasionally conduct special
studies that will result in the collection of detailed data. These special studies projects
may nclude, but are not limited tthe study ofspecial population groups, special
alcohol/drug problems, and employment status. ADMIS is the primary vehicle used to
collect special studies information.

The purpose of the ADMIS system is to provide current information that describes the
clients and théreatment provided to them in order to aid in planning, management, and
evaluation of alcohol/drug treatment and rehabilitation programs on both a State and
National level. The system is designed to be flexible in order to take into account the
wide varety of clients being served by an equally wide variety of programs.

The OADAP is the Single State Agency (SSA) for alcohol and drug prognams
Arkansasandwelcomes any comments or suggestions for the continued improvement of
this management informati@ystem

This instructiormanual for ADMIS supersedes any previous handbooks and instructions
issued prior taviarch 25, 2009
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Getting Started

Welcome to thélcohol/Drug Management Information System (ADMIShis will guide you
through theprocess of the monthly billingystem reports, and the introduction of processing
online All of ADMIS services are accessible online at
https://dhs.arkansagmgdbhs/oadap/index.aspx

Creating Your User Profile
All ADMIS users have a unique user profiehich includes a user ID and User passwdtdch
provider has a unique provider ID number that begins with a D or L.

To create a user profile:
1. All newusers must call the Administrator to get a user ID and password.

2. When a user ID and user password is created by the Administrator, you will be able to log if
to your account.

. If an Administrator is unavailable call the main number (501} %88 to

get assistance.

1) Logging In

To login to ADMIS:

1. Go tohttps://dhs.arkansas.gov/dbhs/oadap/index.aspx
2. 2. On the log in page, enter youser IDandPassword

3. On theLogin Button, click your mouse or push enter on your keyboard.

Login |

1. User ID

AlcohollDrug Management

Information System
ystem Login Page

3. Login

AT S LI Lo g o ———— ety o e Revisedl/5/09
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4.1f you do not like the password given by the Administrator it can be chargedder b do
so, enter your User ID arRhssword onlytie Administrator can only change your User ID
The Ur IDis always the first letter in yodirst name andhen your fulllast name.

5. Clickin theNew Passwordox and enter your new password that you would like to have.
Click again in theConfirm New Passworkdox.

3 A password will expire irsixty daysfromthe date that is giveifit is not
changedvithin this time frame. It must contair8 characters with the first letter
capitalized and one number at the effd/our password expires, you will have
to call the Administrator to get a ngyssword.

2. Old Password

1. UserID — |

5. Click Login

ISAPRETEREN T S eE

6. On theLogin Button, click your mouse or push enter on your keyboard.

} Occasionally, there will be &ystem Messagen theMain Menuscreen that will have
a messagthat will pertain to something that you need to kradter yai login.

|
|
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6. There will be a notification that your password will expire in so many days. There will be a choi
change your password and login after it has changed or immediately login.

It nfoymationt yetem|

oy e 1. To change your password:

= = a.* Enter UserID and then

T eenterold password.

= —® b, Add new Password and
then confirm your new
password.

c-®Click Login After

Change.

1 The password
always has to begin
with a Capital letter
andhas to be eight
characters with a
number at the end.

<&
<4
Login After Change

Immediate Login

<-
<

Your password will expire in 13 days. Click Immediate Login button (or press ENTER Key) to Login now, or You can chai
To Change your password, enter your Current Password again, New Password and Confirm Password then click the Login Afie)

&_Done, but with errors on

s on page.
SespZoaSERES I

Ce to
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Section 1.01 The Main System Menu

The main mengontains certain functions that can guide you through the systsmou will
see if you are a new user, the functions consi§llieht Maintenanc&rowse FinancialServices
SubsystemSystem AdministratiosubsystemandReporing Subsystem On the & you even
have the capabilities to eveéng Off and to even look at theDMIS Instruction Manual Let 05
look at some of treefunctions.

/_; Untitled Page - Windows Internet Explorer
@ Bl @ http;//170.94.232.60/OADAP_AS//ADMIS2005_MainMenu aspx - | 43| x [ Live Search £ o~

File Edit View Favorites Tools Help

¢ &% |22~ | @ untitled Page | @ Untitled Page |7 - B - ® - [ Page ) Tools v

A ur or =
b. t nformationt ystem)

Alcohol/Drug Management Information System
System Menu

Welcome Barbra D Brooks
Of Arkansas Department of Human Services
It is Friday, January 02, 2009 3:57:08 PM

Important Message(s) from ADAP Central Office:

[Test of the message process on the ADMIS test site
Message #2: Test2
Last Updated: 12/11/2008 3:05:25 PM By: tikrause

ADMIS
Client Maintenance Subsystem
Financial Services Subsystem
System Administration Subsystem
Reporting Subsystem

Log O

Done @ Internet | Protected Mode: On ®100% ~

OexpZ2EeEEEs L 28w B Tnbox - Microsoft Ou... | @8l ADMIS Instruction M. | /2 Untitled Page - Wind... | BB UEN T 35
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Section 1.02 Client Maintenance Browse

The client maintenandarowseis where you can search for active clients, list&iva clients, and view
clients that are still active for more than 75 days. Additionally, this is where you can add your active

clients, discharge your client, and change the client environment. It also contains a log off and hgme
the leftsideof the page

/2 Browse Clients - Windows Internet Explorer

KRRl = ttp/170.94.232.60/OADAP_ASI/w.CliByProv.aspx = |47 x [ Live search o
File Edit View Favorites Tools Help
> o 0 - »
W HAl 53|~ @ Untitled Page @ Browse Clients X IR [j W v :.yPage~ ) Toolsv
),7 o romation yetem

Alcohol/Drug Management Information System
Browse Active Clients
Home
Select Provider —-Choose One—
Client ID Quick Search Search Active Recol

Add New Treatment

Inactive
152,01 You can enter an ID number and click the Select Active Records button to
L view a client
Or you can click the List All Active Clients button to see your active Client
listing
List Al Active Clients|

List all Admits in Last 45 Days |

Done @ Internet | Protected Mode: On ®100% ~

WoBOR D0 357
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Search Active Clients
1. Your Provider ID and Provider Name will automatically appear.
2. ClickClient ID Quick Searchadd <c¢l i ent | D. The client | D

number. Example: 0455132870

3. Click Search Active Records

¥ This wil give you a quick search to see if the client has been entered or discharged.

4. Click List of All Active Clients

. Provider ID and Name

> Browse Clients iy s Interne! lorer
£ > ASl/vw_CliBy! vl ve Search
file Edit View Favorites Tools Help
A 4R 52+ @ Untitled Page X R e v ()} Tools ¥
ent! hfoymationt ystem

12 1ML 1
Alcohol/Drug Management Information Systear”™ et
H Browse Active Cllen!i/yv ...............
Home AT ettt

P Choose One-
Add New Treatment Select Provider ;
Client ID Quick Search -+ S8aFh Active Recol SR

Inciie ® 3. Click Search ActiveRecords

Log Off You can enter an ID number and click the Select Active Records button to

e 2. Client ID

view a client
Or you can click the List All Active Clients button to see your active Client

List all Admits in Last 45 Days |
=, 4. Click List All Active Clients

*This searchsfor

all active clients that
are in your facility
at the present time

Done @ Intemet | Protected Mode: On £100% ~
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