Please dial into the voice
portion of this webinar at
1-866-394-2346, code is
1860245595, you may
also use your computer
speakers
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New York State
i

- MENTAL HEALTH BACKGROUND

Office of Mental Health CHECK (MHBC) Agenda

Session A 10 Minutes
MHBC - Introduction, Pilot Project Scope & Deliverables

Session B 20 Minutes
MHBC - User Registration & Access Management

* OMH - Security Management System

e OMH — CNDA Processing

e User Page & Search Functionalities

e Adding & Editing of MHBC User Profiles

10 Minutes
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Session C
MHBC - Security Enrollment, User Login & Confidentiality
Attestation
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Mew York State

- MENTAL HEALTH BACKGROUND

o aam.an CHECK (MHBC) Agenda (Continued....)

Session D
MHBC - Pistol Permit Background Check
Current & New Business Process
* Inquiry Request Submission & Review
* Inquiry Request Re-Submission
* Inquiry Results — Review & Analysis
* Inquiry Results — Document Generation

Session E
MHBC — Employment Background Check
* Automated Business Process
* Inquiry Request Submission & Review
* Inquiry Results — Review & Analysis
* Processing Steps & Business Rules

Session F
MHBC — Recap & Next Steps / QA Session

30 Minutes

15 Minutes

15 Minutes
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MHBC

INTRODUCTION,
PILOT PROJECT SCOPE
&
DELIVERABLES
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Mew York State

- MENTAL HEALTH BACKGROUND
o vanaean CHECK (MHBC) Introduction

The new automated Mental Health Background Check which will allow your
organization user to perform searches of public mental health systems automatically.

Your organization will be able to use this system for mental health background checks
for individuals requesting :

1. Pistol Permits,

2. Rifle Permits,

3. Explosives Permits

4. Certain types of Employment.

6/1/2012

Using this new system, you will be given notification of the results within 24 hours of
request.

Access to this system is limited to members of local law enforcement with
responsibility for pistol permits, long rifles, explosives and certain types employment.
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HIPAA and Information Security Training are required for any staff authorized to use
the system.
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MENTAL HEALTH BACKGROUND
o ateat CHECK (MHBC) High Level Workflow Diagram

Found Letter

MHBC User for
Pistol Permit / Employment / Long Rifle / Explosive
¥ Background Check ~
A —
User Logs In Inquiry Results o
T N
H * S~
= H —
o : N » Security Attestal P Search Results are saved E
F=—R ccess Manager curi on ser Enters Inguiry back in the application
ﬁ g g‘! authenticates the user . Process . Request Data datab:re
g = m i (based on role based ] "1 | (Weekdays Normal Application {Between 12:00 AM- 8:00 AM ~
& - E access permission) Business Hours Database < 8
< | S
i 2
0 = = X 3
g 5 E Web Service - Exfracts inquiry request Web Service - If there is match found, gets e ——r QLD
cC g ! parameters from application database and the latest patient admission , discharge ~
n o i submit query to Next gate date & legal status, applies exclusion filters MHARS Portal 8]
= E : (Between 12:00 AM = B:00 AM based on the business requirements. Database Crg
@ 9 i 'y r 'y r Y S
wm Patient’s Admission & Discharge Data =
©
—— q)
[ L 4 | T
&= . NexGate(Matching S
(‘g Z ) Algorithm) Process Users Infarmatics ETL Process to standardize -E
= a > Requests data 3]
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DMHIS MHARS COBS ues
Database Database Database Database
Department of Mental Mental Health Comprehensive Uniform

Hygiene Information System Automated Record System Billing System Billing System



Mew York State |
i

MENTAL HEALTH BACKGROUND
See ot venarriean. GHECK (MHBC) MHBC Web Portal

To open this web portal, MHBC user will enter the following URL
http://www.omh.ny.gov/omhweb/mhbc/ in the address field of their web browser.

New York State

i= State Agencies

Office of Mental Health

Commizsioner Michael F. Hogan, PhD Governor Andrew M. Cuomo

Search all of NY.gov

Search OMH Go

Home | News | Data & Reports | Publications | Resources | Employment | A-Z Site Map ﬂ|F'yCCKVIPI|E5gaﬁ0I|Kreyb\Ayisgen

6/1/2012

From Commissioner Hogan | About OMH | OMH Facilities | Initiatives | Contact OMH | FAQ F-'rint%

The Automated Mental Health Background Check (MHBC)

The new automated Mental Health Background Check will allow your organization to perform searches of public mental health systems automatically. Your
organization will be able to use this system for mental health background checks for individuals requesting pistol permits, long rifle, explosives, and certain types of
employment. Using this new system, you will be given notification of the results within 24 hours of the request. Access to this system is limited to members of local
law enforcement with responsibility for pistol permits, long rifles, explosives and certain types of employment.

| Log onto the MHBC System = |

MHBC User Guide

Health Insurance Portability and Accountability Act (HIPAA) and Information Security Training are required for any staff authorized to use the system.

Please use the links below to view the trainings and supplemental materials.

+ Health Insurance Portability and Accountability Act (HIPAA) Privacy Training
+ HIPAA Training Slides P (1 mb)

+ Office of Mental Health (OMH) Training Video Script (text only)

+ OMH HIPAA Training Video Script (text with graphics)

+ OMH HIPAA Privacy Rule Preemption Analysis and Updates

+ OMH Employee HIPAA Awareness Brochure
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Information Security Training

[
o

« 2005 Information Security Training (IST) Program =
+ Security Awareness and Computer User Responsibilities 7_; (111kb)
+ From HIPAA to Health Information Technology for Economic and Clinical Health (HITECH). Privacy and Security Basics 7__" (388kb)
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http://www.omh.ny.gov/omhweb/mhbc/

newvorsae ) MHBC - PISTOL PERMIT

Pilot Project - Scope & Deliverables
Office of Mental Health

Web enabled application will replace the current manual search process of the
Department of Mental Hygiene Information System (DMHIS) database.

The new application will automate the searches requested by police departments,
sheriff’s office and county courts.

6/1/2012

This will not only automate the search process for pistol permits, it will also improve
the OMH response time to external requestors.

All the MHBC users are assigned a well defined role based access permission
depending upon their organizational needs.

User - will be able to save information and view the results for all inquiries submitted
by their organization ONLY
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In the phase one of this project, this application will initially be piloted to three NYS
counties:

1. Monroe

2. Erie

3. Suffolk
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Neu:v Yorlk State | MHBC — EMPLOYMENT

Pilot Project - Scope & Deliverables (Continued....)
Office of Mental Health

 This application will replace the current manual search process of the DMHIS databases.

« MHBC for employment verification will automate the background checks requested by:

6/1/2012

1. Municipalities,

2. Police departments & State Troopers,
3. State Parks & Recreation Departments,
4. Department of Corrections,

5. Other users from Counties, Towns & Villages.
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MHBC

USER REGISTRATION
&
ACCESS MANAGEMENT

Session B (Duration 20 Minutes)
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vewvorsae ) MHBC - USER REGISTRATION &
ACCESS MANAGEMENT

Office of Mental Health - OMH Security Management System (SMS)

The following are the steps required for managing user access to MHBC users through the OMH
Security Management System (SMS):

The Security Management System (SMS) is a web-based application that organizations will
use to authorize staff members to access certain NYS Office of Mental Health (OMH) web
applications including MHBC pistol permit.

The NYS Office of Mental Health (OMH) requires all organizations to sign a Confidentiality
& Non-Disclosure Agreement (CNDA) prior to using SMS.

« Organization directors will appoint a Security Manager for their organization, and will
provide this person with the information necessary to complete the Security Manager

self-registration.

«  Once a Security Manager account is fully established, the security manager will create
MHBC users or update if an account already exists, within their organization and request
access to the MHBC Pistol Permit background check application.

A complete Security Management System Reference Manual can be found at
http://www.omh.ny.gov/omhweb/sms/reference_manual.html
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http://www.omh.ny.gov/omhweb/sms/reference_manual.html

vewvorcsae - MHBC - USER REGISTRATION &

ACCESS MANAGEMENT
OMH CNDA Processing

Office of Mental Health

OMH Letter Sent to Organization’s Directors Describes OMH CNDA Requirement:

OMH CHDA=tter

Dear Mr. Director:

You are receiving this letter because, according to information on file at the NYS Office of
Mental Health (OMH), you are the Director of your Organization. We are providing you
advance notice of an important initiative that will automate the processes involved with
granting you and your staff access to OMH Web sites and applications that provide
information useful to your operation...
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wworsse g MHBC - USER REGISTRATION &

ACCESS MANAGEMENT
OMH CNDA Online Access

Office of Mental Health

OMH Emails Sent to Organizations Directors Describe How to Access OMH CNDA Online
OMH CNDA Emails with Director’s User ID and Password

Dear Mr. Director:

This is one of two emails you will be receiving regarding the NYS Office of Mental Health (OMH) CNDA
Web site. This email contains a new User ID you can use to access the CNDA Web site to view and
"electronically sign" the OMH Confidentiality and Non-Disclosure Agreement (CNDA) which is required
before your organization is granted access to the MHBC, Patient Characteristics Survey (PCS),
PSYCKES Medicaid, and other OMH applications. For security purposes, your password will be sent in
a separate email.

Go to: https://cnda.omh.ny.qov/
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https://cnda.omh.ny.gov/

veeorsee ) o MHBC - USER REGISTRATION &

1 ACCESS MANAGEMENT
Office of Mental Health OMH CNDA S]gl’l-]l’l Screen

OMH CNDA Sign-In Screen at https://cnda.omh.ny.gov/

1
i  MEWYORMSTATE
“ Office of Mental Health

Statemoent of Acciess and Conlidentiality

stem is solely for the use of asthorized users for officinl purposes. Users of thes
». To ensure that the systern s funchoning property, mdivid comE witem are

Unauthanzed « w ol e By sledh may ferguilt m admanatealive digaplifiar ¥ achon &6t vl and ohifinal peksies 5.'.-

conbinieng 1o mgEM b, thene terms and conditions of uge, 1F yau do’ not

AGrid T IR CONGasnNG

¥!
n thes warming, LOG {OFF §

Ubsarrid:

|.'.f‘:'-."-.|::-{‘:"

Password or Passcode:

Mobe: To log-on with & new token, enter just the
st digits displayed on the token device

R

> Copyright. 200G foaw Yerk Seave Offtos of Mantsl Heahth. All Rights Resaryod
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https://cnda.omh.ny.gov/

veeersee ) o MHBC - USER REGISTRATION &
ACCESS MANAGEMENT

Office of Mental Health E £
OMH - Accessing Security Management System

Accessing OMH Security Management System (SMS) after Signing CNDA
OMH SMS Email to Director for Security Manager Assignment

Dear Mr. Director:

As described in previous correspondence and email, the NYS Office of Mental Health (OMH) is
automating and streamlining the process of gaining access to OMH Web applications. The next step in the
process is for you, the Director, to assign one or more Security Managers for your agency. You can assign
this role to yourself, or delegate it to a trusted individual at your agency. Typically, this assignment will be
given to your organization’s Information Security Officer, or other individual performing security, and/or
information technology functions.
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https://cnda.omh.ny.gov/

veeorsee ) o MHBC - USER REGISTRATION &
:! m ACCESS MANAGEMENT

Office of Mental Health _
SMS Log-in Procedure

* The Security Management System Homepage (http://www.omh.ny.gov/omhweb/sms/) provides a
description of the application, the user manual, answers to Frequently-Asked Questions (FAQs), and
links for self-registration and log-in to the application.

* A Securld token is required to log-in to the Security Management System (SMS). A Securld token is
an authentication device with a computer chip that displays a different, single-use 6-digit number every
minute. A Personal Identification Number (PIN) will need to be established, which will be used along
with the 6-digit token code to log-in to SMS.

* Most of the Security Managers will be in new PIN mode and will be required to set their PIN before
log-in to SMS.

e The Security Manager follows the link to SMS, enters the User ID and Passcode (consisting of the PIN
and 6-digit token code).

/s TR

“ Office of Mental Health

Slal e nl of Access and Conflidentialily
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http://www.omh.ny.gov/omhweb/sms/index.html

veeorsee ) o MHBC - USER REGISTRATION &
:! ACCESS MANAGEMENT

Office of Mental Health
SMS - User Page

After signing-on to SMS, the SMS "*Users"* page will be displayed. This page contains
a scrollable list of all the User IDs assigned to your agency.

Initially, the list may be empty (indicated by [Count: 0]), or if your organization has
users of OMH applications such as CAIRS, NIMRS, NYESS, MHPD, PCS,
PSYCKES and Medicaid, their User IDs will be displayed.

Any User IDs that you add should also appear in this list.
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B MHBC - USER REGISTRATION &

\(I m ACCESS MANAGEMENT

Office of Mental Health SMS - User page (continued--)

Wit i Agers 5, OS0

Soourity Managomaeant Syatom [SME5])

g . Bl vl e

A Ve

Users
Whmanr LEwmE:s manr Coaarnt - &S
Select & userlD from tha st below 1o grant the user Sccoess 9 an apphcation. (Currently, PESYCHEES Modicaid

and POCS are the only sapplicstions available.) If an individual is not sted, vou can create & uvserlD for iy haee
by clicking on the “NMaw Ueser™ button and complating the “MNow USer" Sorsen.

Hote! The st below ey not includas sl ORMH userlDe 8t wour Sgency. [N rans Crolmstances, UserlDs will mot
be deplayved. If ywou eed o grant access To @ ussr MmueEsing from the et and yoL Enow the ancdyviiduel esiresdy
has an OMH userlD, sloasa chok on tha “NMaw User” Butthon and thean ester tha individual's OMH userlD on tha
THew USerT SOoreani.

& 1AL TALD aAdghe, Herald J requested) OFS IS 2009 oz
&F SALFEL Ahorme, Sarfisidmoare ]

& AABIZTAL0 Bhaumilk, Smith &, sent: 1151272008
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veeorsee ) o MHBC - USER REGISTRATION &
:! ACCESS MANAGEMENT

Office of Mental Health SM S—US@I’ LISt Se CtiOn

The ""User List™ contains one row for each User ID defined for your agency.

Edit (this icon is a picture of a small pencil). You click this icon to edit the user record.
The edit user screen is where you grant access to OMH applications.

User ID. This is the OMH identifier for the user. This identifier is used to sign-on to
MHBC Pistol Permit applications

Name. This field displays the user’s last name, followed by the user’s first name and
middle initial.
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wworses 3 MHBC - USER REGISTRATION &
W) AcCESS MANAGEMENT

Office of Mental Health - G\MS- Search Criteria Section

The “Search Criteria” section is located at the bottom of the “Users” page following
the User List and New User button.

The “Search Criteria” section is the mechanism Security Managers use to limit the
User IDs displayed in the User list.

It contains the following searchable fields: Application, User ID, Last Name, and First
Name. In your search query you may select an OMH Application from the drop down
list, enter a specific User ID, last name or first name, or you may enter just the first
part of any of these fields.

When searching by Application, it will only show you applications that are granted
through SMS i.e. you will not be able to search on NIMRS or CAIRS users, since they
are not granted through SMS.

<
)
S
—
Q
T
)
Q
—+
=
W
Q
(@]
Q
G
i
o
c
S
o
0
>
®
(@)
Q

Then, when you click the “Search” button, these fields will be used to filter the search
results and display only User IDs that match the criteria you selected.
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If you enter values in more than one of the fields, the search results displayed in the
User list will include only User IDs that match all of the criteria selected.




newvoresae ) MHBC - USER REGISTRATION &
ACCESS MANAGEMENT

Office of Mental Health ~ g\AS- Addlng a New User

If the User does not have an existing ID, leave the User ID box blank. The Security
Manager proceeds to complete the User information and select the ""Create User""
button.

Fields denoted with an asterisk (*) are required. A new User ID will be generated for
the User. If a User by that name already exists for the agency, the system will show a
message that a User with that name is among the “active” or “inactive” users. To check
the inactive users, see the Search Criteria section of the User’s Page.

User Information:

If the user has an existing OMH User ID, please enter it in the User ID box. If the user
does not have an OMH User ID, please leave the User 1D box blank. SMS will auto
genarate a new User 1D.
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User 1D i j
* First Name: M.I1.: * Last Hame:
Namea:
* Date of Birth: * Gender: b
* Title:
* Email: 24
* Agency: A-Home

SecurlD® Token: Mot assigned

|_ Create User Users


http://www.omh.ny.gov/omhweb/sms/reference_manual.html

vewvorcsae - MHBC - USER REGISTRATION &
ACCESS MANAGEMENT

Office of Mental Health SMS‘ Addlnga NeW User

« If a User already has an OMH User ID for access to another application, please enter it
in the User ID field.

« Upon entering a current User ID in the field and exiting the field (by selecting the
next field), the screen will respond with a message that the User ID is valid and will
display the retrieved User information.

* You may close the window. A similar message will display if the User information was
not found in the security database.

*  You can edit the User’s email address and your edits will be stored in the SMS
application. Fields denoted with an asterisk (*) are required.
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newvorcsae ) MHBC - USER REGISTRATION &
ACCESS MANAGEMENT

Office of Mental Health  g\IS- Reset User Password

Click ""Reset Password" to reset the user’s password. This system responds with the
following message once the password is reset.

Tuesday, July 14, 2000

Security Management System [SMS)

':1.__',,' '- Mental Health A-Home Vinod R, Ravikumar

Edit User

[‘Ihe user's password has been re;et.} Close]
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vewvorcsae - MHBC - USER REGISTRATION &
ACCESS MANAGEMENT

Office of Mental Health  g\S- Editing User Information

« To edit the information for an individual at your agency, you will need to sign-on to
SMS.

* From the SMS "Users" page, you should access the ""Edit User'* page by clicking on
the "pencil icon" in the "Edit"" column on the row for the user in the ""Users List"
section.

« The "Edit User" page will be displayed with the user’s name, email address, date of
birth, gender, and current application access.
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vewvorcsae ) MHBC - USER REGISTRATION &
ACCESS MANAGEMENT

Office of Mental Health  g\S- Editing User Information

Tuesday, July 14, 2000

Security Management System [SMS]
Winod B Bavilomar

A-Home

Edit User

iz
O
Q
User Information: S
©
c
User 1D: LB&IIVRER g
S
* First Name: M.I1.: * Last Name: EZD
O
©
Mame: Virad -] Ravikurnar o0
1=
* Date of Birth: 01/01/1975 * Gender: | Male ~ =
(]
* Titde: Title E
©
-
* Email: coevvir@omh state ny . us %
* Agency: A-Home 2

SecurlD® Token: Mot assigned
ir Nnv.; ;-i-n-r 1 1 uP_d:tn- ] | Do ac uv-.;tn | R;i_ﬂ-l‘-‘;;i_iwnl‘dj l Users 2 8




MHBC

SECURITY ENROLLMENT,
USER LOGIN,
&
CONFIDENTIALITY ATTESTATION

ck 6/1/2012
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newvorsae ) MHBC - SECURITY ENROLLMENT
Security Enrollment Process

Office of Mental Health

* All MHBC users are required to identify themselves by completing the
security enrolment process.
 Steps are described in the next slide.

6/1/2012

o NEW YORK STATE
Office of Mental Health
Statement of Access and Confidentiality

WARNING: This computer system is solely for the use of authorized users for official purposes. Users of this system have no
expectation of privacy in its use. To ensure that the system is functioning properly, individuals using this computer system are
=ubject to hawing all of their activities monitored and recorded by system personnel. Use of this system ewvidences an express
consent to such monitoring.

Unauthorized or improper use of this system may result in administrative disciplinary action and civil and criminal penalties. By
continuing to use this system wvou indicate your awareness of, and consent to, these terms and conditions of use. If vou do not
agree to the conditions stated in this warning, LOG OFF IMMEDIATELY .

Please identify yourself by answering the security question below.

Question: W r fawvorite teacher in final year of high school?
Answer: < | |

Question: was your favorite subj in high school?

Answer:

Question: = your favorite Eurg ity ?
Answer: |

[ Hide my answers
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Register This Computer
O This is a personal computer. Remember it.

W
o

& This is a public computer. Do not remember.

£ Copyright. 2006 MNew York State Office of Mental Health. All Rights Reserved.




vewvorcsiae ) MHBC - SECURITY ENROLLMENT

Security Enrollment Steps
Office of Mental Health

Please select your security enrolment question/answers and register your PC.

Register This Computer
() This i= a personal computer. Remember it.

*) This i= a public computer. Do not remember.

* If you select radio button for “This is a personal computer. Remember it”, system will
remember your enrolment information, and you will not be required to setup this again for
your current PC.

* If you select radio button for “This is_a public computer. Do _not remember” please
remember your enrolment questions / answers; you may need these in case if you are using
a different PC to access MHBC application in future.

* You can also choose to hide your answers by checking the check box “Hide my answers”.

* Click the “Continue” button.

6/1/2012
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veworcsio . MHBC - USER LOGIN
User Login Steps

Office of Mental Health

* Enter your User Id and Password,

*Click the “Continue” button

S~ NEWYORK STATE
Office of Mental Health
Statement of Access and Confidentiality

WARNING: Thizs computer system is solely for the use of authorized users for official purposes. Users of this system have no
expectation of privacy in its use. To ensure that the system is functioning properly, individuals using this computer system are
subject to having all of their activities monitored and recorded by system personnel. Use of this system evidences an express
consent to such monitoring.

Unauthorized or improper use of this system may result in administrative disciplinary action and civil and criminal penalties. By
continuing to use this system vou indicate your awareness of, and consent to, these terms and conditions of use. If you do not
agree to the conditions stated in this warning, LOG OFF IMMEDIATELY.

Please identify by entering your user ID and password or passcode.

User ID: |i5tcxxx

code: |o-o.......|

Password or Fas

£ Copyright, 2006 Mew York State Office of Mental Health, All Rights Reserved.

6/1/2012

4
(6]
Q

<

O

©
=
>
o
=
[e1Y]

=~
O
(5%

[aa]

A=

&=
©
]

S

©
+—
c
]

W
N




wewocsme ) MHBC - CONFIDIENTIALITY
I arrEsTaTion

Office of Mental Health - Confidentiality Attestation Steps

« System will display the Security and Confidentiality Attestation Page, and user can see
their name is associated with this attestation certification.

» To complete the attestation process, check the “Affirm All of the above” check box.

i MHBC Office of Mental Health - Security and Confidentiality Attestation

Contact Us
| certify that

My name isQMHBC User_)and that,

I will use the MHBC system for access to information which supports the administering of employment services
to my respective clients,

b

That | understand all data obtained from the system is confidential and privileged and may only be disclosed for
the purpose of operating an integrated authorized employment activities system,

| have successfully completed: HIPAA / HITECH training within the previous twelve-month period, and

v That the information in the MHBC system is being disclosed to me from confidential records and is protected by
federal and state law. Federal and state law prohibits any further disclosure of this information without specific
written consent of the person for whom it pertains, or as otherwise permitted by law. Any unauthonzed further
disclosure in violation of the law may result in a fine or jail sentence or both

<TIAffirm All of the Above>

6/1/2012

4
(6]
Q

<

O

©
=
>
o
=
[e1Y]

=~
O
(5%

[aa]

A=

&=
©
]

S

©

+—
c
]

w
w




vz MHBC - CONFIDIENTIALITY
I arrestaTion

Office of Mental Health - Confidentiality Attestation Steps (Continued....)

« System will display the attestation day, date & time stamped on this screen and
“Continue” button will be enabled now.

* Click the “Continue” button.

6/1/2012

*MHBC Home Page will be open.

MHBC Office of Mental Health - Security and Confidentiality Attestation

I certify that Contact Us

My name is f MHBC User ) and that,

1 will use the MHBC system for access to information which supports the administering of employment services
to my respective clients,

That | understand all data obtained from the system is confidential and privileged and may only be disclosed for
the purpose of operating an integrated authonzed employment activities system,

I have successfully completed: HIPAA / HITECH training within the previous twele-month period, and

That the information in the MHBC system is being disclosed to me from confidential records and is protected by
federal and state law. Federal and state law prohibits any further disclosure of this information without specific
written consent of the person for whom it pertains, or as otherwise permitted by law. Any unauthorized further
disclosure in violation of the law may result in a fine or jail sentence or both

<IZ[Affirm All of the Above Wed Apr 18 2012 15.55.04=>
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New YorlkState | MHBC — HOME PAGE

Office of Mental Hearn  User Welcome Screen

You are in the MHBC Home Page.

You have four different options available to choose for background checks:
Pistol Permit,

Rifle Permit,

Explosive,

Employment.

P OO e

ﬁ‘ﬁq. Mental Health Background Check
* MHEBC

Depending on role, you will have up to four background check reason options.

6/1/2012
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vewrorcsae ) MHBC - HELP DESK SUPPORT

Office of Mental Health Contact Us Link

* If at any time user need any technical support or assistance, clicking on the “Contact Us”
link will open a pop-up window.
 User can contact the OMH CIT Help Desk at (518) 474-5554 OR 1-800-435-7697

MHEC Office of Mental Health - Contact OMH Help Desk

W you need ASSrlanoe, phod se el using this knk ObH Helpdeck
or call
[518) 474-5554 or 1-B00-HELP-NYS (1-800-435-7597)

B sune 1o specely that you ane hawing trouble with the Mental Health Background Check System
Wit is conceming a specific background search request id, please communicale thal as wel

¥ou should recene an OMH licket rumber 1o asd in follow up communication
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Mew York State |
i

MHBC - HELP DESK SUPPORT
CIT Help Desk Support By Phone

Office of Mental Health

MHBC

User

B 3
Accass Issues?

MHBC Business Issues? OMH
echnical Issues? CIT Help Desk
User
OR
Need Help?
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MHBC
User
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Meed Help 7 Please Click “Contact Us” Button
(See Next Slide)
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New York State
b=

MHBC - HELP DESK SUPPORT
CIT Help Desk Support By Mail Message

Office of Mental Health

sUser can also send “Mail Message” by clicking on the “OMH Helpdesk™ link; complete
the message form as shown below and clicking on the “Send Mail” button.

Mail Message

Please enter your name, e-mail address and message below, then press "Send Mail'.

Your Name:

Your E-Mail:

Message:

Please note that although the message box does not change size the limit to the amount of content you can enter is
1000 characters. If the content is larger than the message box a scroll bar will appear (to the right of the box) so you
can review all of your text before submitting.
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Clear Form ] [ Send Mail
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Mew York State |
i

MHBC - SESSION EXPIRY / LOGOUT

Office of Mental Healtn  O€ssion Expiry Message

 If a MHBC user remains inactive for thirty minutes, system will display a session expiry
message and prompt the user to press the “Continue” button.

» User may need to re-enter their user-id / password.

Mental Health Background Check [MHEBC] - Session Expired

Your session has expired due to inactivity
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New o state ) MHBC - SESSION EXPIRY / LOGOUT

Offics of Mental Health  US€r Log out Steps

 To end the current session and logout user will click on the “Logout” tab,
« System will end the current session and “Logged-Out Message” windows will pop-up.
 User can close the window and exit the application.

NYS Office of Mental Health

You have successfully
logged out

Please close the browser either manually or with the link
below. This security measure ensures that password
information is cleared from the system.

Close Window
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MHBC

PISTOL PERMIT
BACKGROUND CHECK

Session D (Duration 30 Minutes)
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vewvorsae ) MHBC -PISTOL PERMIT

Current Background Check Process
Office of Mental Health

Sheriff’s offices, Police departments, and County court clerks receive paper
applications for pistol or explosive permits.

A search is required to determine if the applicant is currently an OMH
patient or who has any time in the past been treated in any of OMH
facilities.

The applicant’s information is submitted to OMH via a letter or fax to
conduct an inquiry on the applicant.

The applicant’s information is currently matched against the DMHIS, using
mainframe-based access, by a staff member at OMH central office.

Based on the search results OMH returns a response back to the office staff
in the form of a letter i.e. possible match letter or a no match letter.

6/1/2012
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New*for,kSt%m‘I l MHBC - PISTOL PERMIT

s of Montal tearn Automated Background Check Process

Will create an robust search function to conduct inquiries on the pistol permit
applicants and return results in more timely manner.

6/1/2012

The new web enabled application will allow local authorities to enter applicant
information for processing via a probabilistic matching algorithm, which will
inquire to the OMH database and identify a Strong Match / Possible Match/
No Match to the data entered on the Inquiry screen.

The user shall be able to view and print auto generated letters with individual
applicants inquiry results, identifying a Strong Match, Possible Matches or No
Match.
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The automated search application will expedite the process of returning these
PDF letters within a 24 hour period.
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New York State _} MHBC 52 P]STOL PERMIT

Offics of Mental Healtn  InQuiry Request Submission

User shall be able to submit an inquiry request for a mental health background
check on applicants who have completed an application for a pistol permit.

User shall be able to build an inquiry request and enter all the required data elements
I.e. First Name, Last Name, Date of Birth, Gender and Social Security Number of a
person to be searched.

User shall be able to add Additional Aliases, Street Address, City, State and Zip code
of a person to be searched.

For every invalid input from the user, the system shall display a meaningful error
message explaining the format input is expected.

User can save, submit or clear the entered information.

Please refer MHBC User Manual for step by step details.
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i amlea MHBC - PISTOL PERMIT
Select Reason for Background Check

Office of Mental Health

To start your Inquiry Request Submission process, follow these steps:
»  Select radio button for “Pistol Permit” on the MHBC home page.

Available Background Check Reasons
Background check reasons are processed

differently, please choose the appropriate one:

| (%) Pistol Permit |

) Rifle Permit
(] Explosives

O Employment Eligibility

Currently set to Pistol Permit

e Click on the “Inquiry Request” control tab, Home Inquiry Request|Inquiry Results

« System will open the Inquiry Request Submission Screen, (Slide 43)
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New York State ) MHBC - PISTOL PERM]T

Sfes of Montal Healtn  1NQuiry Request Submission Screen

* All Required fields are identified with an * after the field name.
* Enter Inquiry Request Data,

« System will validate all the entered data,

e Click the “Submit” button.

(St Ciar

Inquiry Details

Reasen for Inguary ® | Pistol Permit i@
Person to Search anls

First Name '| | Middle Bame/Tnitsal Last Num:l' |

O Expand/Collapse Addtional Alinges Sacicn

This background check will sutamatically find varistions on namaes: Jeff for Jeffery, Tom for Thomas, Peggy for Margaret. Only anter significant name changes here: alisses, maiden namaes, stc.

]
‘ Gender ®| | Male v 5,-5”1 e -

] us miltary Sarvice - Allow Age 18
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Address
ity sraee  Mew York j DpLals
|' figlcls with asterisk are requinsd | Submit :'_

> Confi rm your SmeiSSion- Submit To Office of Mental Health

for a background check?
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[ Cancel ]




New York State
i

MHBC - PISTOL PERMIT
Inquiry Request Review & Analysis

Office of Mental Health

o After submitting inquiry requests, user clicks on the “Inquiry Results” tab,
system will display a new screen “ Inquiry Request Review & Analysis
Screen”

6/1/2012

tl (LT B aners B bk B s imatoren ifernmne sbonr

Cybiratted Prital Permat Qi Contral (e
Joha K - 04082012 Complated Prstol Permat O Contrall Ofice
willsam 0Ol 2012 Completed Piytol Perrma O Central Office
Thaodars C OO 2012 Completed Pietol Permat O Centrgd Qffice
Edra 0042012 Completed Prstol Permat QMM Central Ofhice
Foseph i T = s e Completed Pritol Permat Ol Contral Office
Joha 0020 2 Completed Pigtal Perrma OMH Central Office
Soolt b3S 2012 Completed Pratol Parrmat QM Contral Offoe
Charles 03302012 Completed Pratol Permat QM Contral Office
(¥ 1] OX T 012 Complyted Figtol Permet QMM Centrad OFfice

cords: 1 e 10 of 25

WMMDOYYYY MMDDYYYY
= Choose Last Name - b
Seiect & Reguest - -
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“a aa MHBC - PISTOL PERMIT
Inquiry Request Review & Analysis Screen

Office of Mental Health

» The user shall be able to review and see the status of all the inquiry requests submitted
before; i.e., “Submitted” or “Completed”

« User can navigate through all the listed inquiry requests, can perform sorts on each
column, to rearrange the rows in ascending or descending order

« User can apply filters to display selective rows in this screen.

e Once this inquiry request is successfully processed overnight by an Automated Batch
Run, the status will be changed from “Submitted” to “Completed”.
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Inguiry Request Background Search Inguiry Results

Submitted Processed Completed
(Weekdays between 12:00 AM — 8:00 AM

Mormal Business Hours
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Neu:v York State 1) MHBC - PISTOL PERM]T

s of Montal Hiealn  INQuiry Request Edit & Resubmission Steps

» To see the details, user clicks on an inquiry request which has status as
“Submitted”

« System will pop up a new screen “Additional Details View” allowing users to
review the complete details of a selected inquiry request. (Slide 47)

» If user need any changes to be made, will click the “Edit Request” button,
system will open Edit & Resubmission Screen. (Slide 48)
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vewrorcsiae ) MHBC - PISTOL PERMIT

Additional Details View Screen (For Edit)

Office of Mental Health

™
Additional Details View (OMH PHI) M
M
OMH Search Request ID: al 1
Status: (Editable) Background Check Processing Mot vet Occurred I
Date/Time Submitted: 04202012 10:37 AM 11
Submitted by organization: CMH Central Office !
M
M

Inquiry Details

Reason for Inguiry Pistal Permit

Person to Search Details
Primary Marme: John K Smith
& additional Aliases
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Alias First Mame alias Middle Mame Or Initial alias Last Mame
Jone =rmith
Jon ] Srmrmeth
Records: 1 to 2 of 2
Date of Birth January 01, 19&0
Gender Male
Social Security Number 111-22-3333
Etreet Address 1663 Central Avenue
City, State Zip Albany, Mew York 12110

Edit Request 81

Close

un
o




vewrorcsiae ) MHBC - PISTOL PERMIT

Inquiry Request Edit & Resubmission Screen
Office of Mental Health '

» User can edit and resubmit the inquiry request by clicking on the “Resubmit”
button.

» User can simply cancel any changes by clicking on the “Cancel Resubmit™

button . ~
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New York State ) MHBC - P]STOL PERM]T

Inquiry Results View
Office of Mental Health :

* To view the Inquiry Results, user clicks on an inquiry request which has
status as “Completed”

@ml\nentm Health Background Check  [MHBC]

of Mental Health

Home | Inquiry Request [Inquiry Results| Submitter History Contact Us

6/1/2012

1D [First Name  [Middle Name lLast Name  |Date of Birth Date Submitted lstatus  [|Reason For Check Reguesting Organization
82 Mike Siths 01/01/1976 04/20/2012 Completed Pistol Permit OMH Central Office

‘ 81 John N Smithh 01/01/1960 04/20/2012 Completed Pistal Permit OMH Central Office ‘

« System will pop up a new screen “Additional Details View” allowing users to
view the details of this Inquiry Request.
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Additional Details View (OMH PHI) B
=
OMH Search Request ID: Sl I
Status: Completed I
CatesTime Submitted: 04202012 11:15 AM L
Submiitted by organization: OMH Central Office r
L
Inquiry Details "
Reason for Inguiry Pistal Permit
Person to Search Details

Frimary Mame: John r Srmithh

9]
[\

Crate of Birth January 01, 1960
Gender Male

Social Security Murmber 111-22-3333

Street Address 1663 Central Avenues
City, State Zip albany, Mew vork 12110

§ Wiew Resulw

Close




wvocsae 3 MHBC - PISTOL PERMIT

Inquiry Results View (Continued....))
Office of Mental Health

e User will click the “View Results” button.

» Based on a Probabilistic Matching & Search Process (Slide 51), system will
generate the “Search Results” i.e.

6/1/2012

T

. K. I .. State of New York

FETRTI: Stmte ot o York VISSIT Goene ™™ " P
BRI Goven: AL TERRTH Srcrew M. Cooma,
k ¥ l .,'-::_3"! GOverma

B H P L] o ’

S oss e aich Eesut @) o maten Detected

* Results are color coded for better identification & readability.
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« User have option to generate & print PDF letters for each type of search
results.
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MHBC - PISTOL PERMIT

Probabilistic Search & Matching Process

Mew York State |
i

Office of Mental Health
Scenario 1 If SSN & DOB Name & SSN Strong Strong Match Result. (Slide 52)
are exactly are exactly Identification

Matched Matched established

Based on the
given search
criteria few

probabilistic

matches are found

Possible
Identification is
established

Possible Match Result. (Slide 53)
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Scenario 3 Too many of Will not be able No Results will be available and
Probabilistic to establish a MHBC user will be requested to
Matches are possible resubmit their Inquiry Request
Found Identification with additional search criteria.
Excessive Matches Found
(Slide 57)
Scenario 4 No Strong Match No Records are No Match Detected
and Available Result. (Slide 56) 54
No Possible

Matches are
Found




eporsee ) o MHBC - PISTOL PERMIT
1 m Sample Inquiry Result- “Strong Match Letter“

Office of Mental Health

A strong match was found for request id 10 |B Exportto PDF| [ Return To Inquiry Results |
4 4 of 1 P kI

kA ’ AL Office of Mental Health
foadeaey LT State of New York 44 Holland Avanue

I =k Ardrew M. Cucmo Albany, Mew York 12229
x| _% I Governor WAL OImihL Ny o

W e e ¥

*T*CONFIDENTIAL®""™

Reason for Inguiry: Pistol Permit Status As Of: Mar 28, 2012

OMH Search Request ID: 10
Submitted By: - OMH Central Office

Details on Individual Searched

Name DoB Gender Last 4 S5 Address

Mow

Mow
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A search of NY'S Office of Mental Health computerized files using information above returned following.

Treatment HName DOB Facility Case No Adm. Dt. Disch. Dt.
Inpatient MOV 2

Facility Contact Information

Facility Street City State Fip Phone
Pilgrim Psychiatric Center 998 Crooked Hill West MY 11717 (631) 761-3500

Road Brentwood




newvorsae ) MHBC - PISTOL PERMIT

\! m Sample Inquiry Result- “Possible Match Letter”

Office of Mental Health

possible match was found for request id 81 | Exportto PDF|  [_Retum To Inquiry Results _|

R ] 4 1 of 1 | o |

~ '\,_f 2 . o . Office ulh‘fn‘tﬂl Health
. tate of How York dd Holland Ao
Tfﬁni M Ancrew M s m Adbarry, MNow Yok 12229
; ||I"".-¢"ﬂ :[ Govarmor W, DT, T O

*C**CONFIDENTIAL®""

— - ~
Reason for Inquiry: Pistol Parmit Status As Of: Apr 20, 2012 8
<

OMH Search Request ID: 81 O
©

Submitted By: _ = OMH Central Office g
. beod (@)
Details on Individual Searched et
2

Hame DoB Gender Lastd 55N Address 2
John N Smithh Jan 01, 1960 Male 3333 1663 Central Avenue, Albany, o
MY 12110 f

Jone Smith Jan 01, 1960 Male 3333 1663 Central Avenue, Albany, ©
NY 12110 o

Jon N Smmeth Jan 01, 1960  Male 3333 1663 Central Avenue, Albany, <
MY 12110 =

3

A search of NYS Office of Mental Health computenzed files using information above returmed following >

Treatment Hame DoB Eacility Case No  Adm, 1, Disch, D1,
Inpatient JOHM M SMITH DEC . Manhattan - T 12
Psychiatric
Center

U
(@)}




newvorsae ) MHBC - PISTOL PERMIT
Export to PDF - “Possible Match Letter”

Office of Mental Health

\ possible match was found for request id 81 (] E Export to F“DFI_'__‘} [ Retum Tolnquiry Resulis |
i1 1 of 1 b 4

.
h_ n.,"'1 State of Mew York File Dewnload El
LE *.2 1, = be ..

= you want to open or save thiz file?
"tCCONFIDEMHTIAL"" l:_"l' Hame: MABCEL_PictolPermit 201 20420 pdf
L Type Aujobe Aok Docurerk

[ I e

Reason for Inguiry: Pistol Permi 5 | Open ] Save | i Cancel ]

OMH Search Request 1ID; - 81

Submitted By: Sapan Mukhetji - OMH Central Office (T R e e e "
. - hesim pour © mllmudunulhulll'neswc i et GpeEn o
Details on Individual Searched sarve this e, What's the ik ?
Hame L Gender  Last 4 550 pomress
John H Smithh Jan 011360  Male 3333 1663 Central Avenue. Albany.

« Select the “Export to PDF” and click on the “Open” button.

» System will generate a PDF document.

* You can print or save this letter.
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neworsate ) MHBC - PISTOL PERMIT

j m Open & Print - “Possible Match Letter”

Office of Mental Health

Offies ol Martal Haalth
e of New York 44 Holland Awer
v P RO T Ay, Mew Tork =]
=gl g WSO MY OO0

FTE**CONFIDENTI AL**™

:- Possible Match Resuli *

Reason for Inguiry: Pistol Permit Status As Of: Apr 20, 2012
OMH Search Request ID: 81
Submitted By: ! - OMH Central Office

Details on Individual Searched

HMName DOB Gender Last 4 SSM Address

John N Smithh Jan 01, 1960 Male 3333 1663 Central Avenue, Albany,
NY 12110

Jone Smith Jan 01, 1960 Male 3333 1663 Central Avenue, Albany,
NY 12110

Jon N Smmeth Jan 01, 1960 Male 3333 1663 Central Avenue, Albany,
NY 12110

A search of NYS Office of Mental Health computerized files using information above retumed following.

Inpatient JOHM M SMITH DEC ~ Manhattan o Tt T Tm T 12
Psychiatric
Center

Manhattan Psychiatric Center 600 East 125th MNew York MY 10035-6098 (646) 672-68000
Street, 4th Floor

* The individual(s) listed above may or may not be the same individual found whom you
have inquired. It is recommended that you contact the facility listed to verify that
this is the same individual.
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Note: Confidentiality of patients’ records is mandated by Section 33.13 of the Mental
Hygiene Law. Any information disclosed by this agency upon receipt of a legitimate
reguest shall be kept confidential by the party receiving the information and may not be
re-disclosed without the direct consent of the patient.

9y
(00¢]

Notwithstanding any other provision of iaw, no person shall be deprived of any civil right,
irin all other respects qualified and eligible, solely by reason of receipt of services for a
mental disability, nor shall the receipt of such services modify or vary any civil night of
any such person, including but not imited to civil service ranking and appointment, the
right fo register for and fo vote at elections, or nights related to the granting, forfeiture, or
denial of a license, permit, privilege, or benefit pursuant fo any lfaw, (Section 33.01,
Mental Hygiene Law)




newvorsae ) MHBC - PISTOL PERMIT

g m Sample Inquiry Result- “No Match Detected”

Office of Mental Health

o match was found for request id 82 [ Exportto PDF| [ Retum To Inquiry Results__|
£ 4d 1 of 1 | ]
a A Office of Mental Health
iy ff-\{ 4° S;Il.m ﬂq\:‘.’* York m i: Pk&:.;}::‘l Bopon e ,
& Winps LT Bl T oy TNk TZ2ZEZE
ill&[ I Governos reneen :'r.n'r' Qo

***CONFIDENTIAL"""

Reason for Inquiry: _ Pistol Permit Status As Of:  Apr 20, 2012
OMH Search Request 1D: g2

Submitted By: : - OMH Central Office

Details on Individual Searched

Hame DoB Gender Lastd4 55N Address

Mike Siths Janm 01, 1976  Male 3333 1345 Park Street, Latham, NY 12110

A gearch of NY'S Office of Mental Health computenzed files, in accordance with Mental Hygiene Law
33.13, has discloged NO RECORD of a parson by the name(s) above

We maintain files on all indmiduals served by the NYS OMH operated Psychiatric Centers. The files cover
the pencd from Apnl 1, 1965 to the present
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Qur records DO NOT include sendces prowvded by Alcohel or Substance Abuse Treatment Centers, or
facilities operated by the NYS Office for Persons with Developmental Disabilities (OPWDD).

Note: Confidentiality of patients’ recards is mandaled by Seclion 33.13 of the Mental Hygiene Law. Any
informalion disclosed by this agency upon receip! of a legitimate request shall be kept confidential by the
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= ““"ﬁ“s‘“m MHBC - PISTOL PERMIT
\i “Excessive Matches Found” Result Screen

Office of Mental Health

Excessive maiches for request id 991 | Retum To Inguiry Results |

Excessive Matches Found |

Even though we do a best attempt to apply the provided information to match to public instifution records,
somelmes multiple patients match

In this case there were excessive matching records.
Would you like 1o submil a new request adding in additional data?

Your data in this request will be pre-populated

I Submit Mew Request Adding More Specifics |
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Session E (Duration 15 Minutes)

ck 6/1/2012

Q
e
O
©

=

>

o

=

[e1Y]
o

O

(5%
[aa]
1S
=

©

]
S
©
+—

c

]

©))
[HEN




Il : MHBC - EMPLOYMENT

| Automated Business Process
Office of Mental Health

* Organizational Users i.e. Requestors can submit inquiry request for background check
about applicants seeking employment in their organization.

 All requestors must insure that they already have obtained a signed consent document
form the applicant and the same is available in the file.

6/1/2012

* The blank PDF consent forms will be made available for downloading.

» This automated web application will allow users to enter applicant information for
processing via a probabilistic matching algorithm, which will inquire to the OMH
databases and identify an exact match, or no match to the data entered on the Inquiry
screen.

* The application will return a result from the matching process with additional pertinent
data to determine if the applicant is eligible for employment.
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* The high level business process diagram (Slide 60) describes each component of this
business process
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“e""“'“”"”“sia“om MHBC - EMPLOYMENT
:! Automated Workflow Process Diagram

Office of Mental Health

Exact Match
Found
Letter

No Match

) Found Letter
Signed Consent Forms are MHBC User for
Consent Form REqulrﬁ:’ bﬁfﬂ: Sl-lhmtml"IQ A Employment
quiry Reques Background Check

| |

User Logs In Inquiry Results

v t

6/1/2012

c
o Security Attestation i Search Results are saved
=
= - Access Manager 2 User Enters Inquiry back in the application
R g authenticates the user r Request Data database
= (based le based > Consant 1 | (weekdays ,Normal icati
; = @ ased on role base Acknowledgement eekdays ,Normal Application (Between 12:00 AM- 8:00 AM
% - access permission) Business Hours Database —
<

1

@ A 2
0w >
g 3 Web Service - Extracts inquiry request Web Service — If there is match found, gets

parameters from application database and the latest patient admission , discharge

S o
B submit query to Next gate date & legal status, applies exclusion filters MHARS Portal
wn O
S E (Between 12:00 AM — 8:00 AM based on the business requirements. Database

[

w LS f A Patient’s Admission & Discharge Data

|
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=8 NexGate(Matching -
gorithm) Process Users w Informatics ETL Process to standardize
= o = Requests data
g S ﬂ (Between 12:00AM — MDM Database Staging Database (Bulk & Daily Incremental Loading)
- 8:00AM)
=
£ X
S Y
COBS uBs
Database Database
Department of Mental Mental Health Comprehensive Uniform
Hygiene Information System Automated Record System Billing System Billing System 6 3




New York State ) MHBC £ EMPLOYMENT

Inquiry Request Submission Screen
Office of Mental Health

To start your Inquiry Request Submission for Employment background Check:

Select radio button for “Employment” on the MHBC home page.

Available Background Check Reasons
Background check reasons are processed
differently, please choose the appropriate one:
() Pistal Permit

) Rifle Permit

) Explosives

&) Emplovment Eligibility

Currently set to Employment

Eligibility
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New York State ) MHBC £ EMPLOYMENT

Inquiry Request Submission Steps
Office of Mental Health

Home Inquiry Request Inquiry Results

Click on the “Inquiry Request™ control tab.

System will open the Inquiry Request Submission Screen. (Slide 63)
Check the “Affirm the Following” Check Box.

Select the appropriate date from drop down calendar.

i

Employment Check Requires Attestation

Af'Firm The Following.. FriMay 11 2012 13:58:15

T, S ave in my possession the applicant's signed consent form giving permission to perform a
mental health background check.
The date on the fDrITI| |05;11Jr2012| |

I WILL ARCHIVE THE 4 May, 2012 [ 7 YEARS.

We Th Fr Sa
3 4 =1

10_1_2 ame * |

= 15
25
+
-]

Llu!i'}gitmg
u.ﬂ':’ﬂs’thmHE'
o b Ehown
+1$1JT
\DHJ*

Today: May 11, 2012
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New York State ) MHBC - EMPLOYMENT

Inquiry Request Submission Steps

Office of Mental Health

1. All Required fields are identified with an * after the field
name.
2. Enter Inquiry Request Data.
3. System will validate all the entered data.
4. Click the “Submit” button.
Inquiry Details

Reason for Inguiry *| [Enlsllayu=aa=0e il ;@

Pasition Applying For [ ‘Java Developer

Person to Search Details

Legal First Name *

mental health backaround check,
The date on the form |[]5;-11;20-12 ‘

Employment Check Requires Attestation

Af'Firm The Following... FriMay 11 2012 13:56:15
I . " have in my possession the applicant's signed consent form giving permission to perfor

I WILL ARCHIVE THE CONSENT FORM FOR THE AUDITABLE 7 YEARS,

John Middle Name/Initial \ Last Name * |Srnith

@ Expand/Collapse Additicnal Aliases Section
Enter significant name changes here: aliases, maiden names, etc.

Date of Birth *| |04/04/1962 Gender * SN *

111-22-3333

Address ‘

cty |

State ‘ Mew York V‘

* fields with asterisk are required

Zocode | |

Mental Health Background Check

(@)
(@)



New York State
i

MHBC - EMPLOYMENT

Inquiry Request Submission Status

Office of Mental Health

Confirm your submission.

Submit To Office of Mental Health
for a background check?

Confirm ” Cancel ]

earch Reguest 1D First Hame Middle Name Last Hame Date of Birth Date Submitted Status Reason For Check Reguesting Organization
3271 John Smith 04/04/1962 0s/11/2012 Submitted Employment Eligibility OMH Central Office |

3251 faran Frank Evans 02/20/1955 ndsz0/z01z2 Completed Emnployment Eligibility OMH Central Office
3232 Test Yalidation 02/02/1955 n4/16/2012 Completed Emnplayrment Eligibility OMH Central Office
3231 Test Yalidation 02/02/1955 04/16/2012 Completed Emnployrment Eligibility OMH Central Office

Records: 1104 of 4

MDD/ Y Y Y
Employment Elighilty | ]
- Selecta Staus- ||

MIMDDIYYYY

Mental Health Background Check

Apply Filters Clear Filters

(@)
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o aaa MHBC - EMPLOYMENT
Inquiry Request Review & Analysis

Office of Mental Health

» The user shall be able to review and see the status of all the inquiry requests submitted
before; i.e., “Submitted” or “Completed”

« User can navigate through all the listed inquiry requests, can perform sorts on each
column, to rearrange the rows in ascending or descending order

« User can apply filters to display selective rows in this screen.

e Once this inquiry request is successfully processed overnight by an Automated Batch
Run, the status will be changed from “Submitted” to “Completed”.
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Inguiry Request Background Search Inguiry Results

Submitted Processed Completed
(Weekdays between 12:00 AM — 8:00 AM

Mormal Business Hours
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veworsae ) MHBC - EMPLOYMENT

Processing Steps & Business Rules
Office of Mental Health
* Processing steps for Inquiry Request Edit & Resubmission are exactly the same as in

“Pistol Permit” (Slide 46)

* Processing steps for Inquiry Results View, are exactly the same as in “Pistol Permit” i.e.

1. System pops up “Additional Details Screen’ displaying the selected inquiry

requests details.

2. User clicks on the “View Results” button, system will navigate to another screen

l.e. “View Results & Document Generation”
3. Formats for Results Documents i.e. Letters are almost same as specified for
“Pistol Permit”

4. Strong identification & possible match letter shall show the details of individual
found - Patient Type, Name, DOB, Facility, Case No, Admission Date, and
Discharge Date.

Only Inpatient data shall be considered for Employment Inquiry Results
6. Child Facilities will not be searched for Employment Inquiry
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Session F (Duration 5 Minutes)




New "f"OrIK Sta,tc | _ MHBC - RECAP & NEXT STEPS

Future Scenarios
Office of Mental Health

* Arequest has been made to automate the current manual process of MHBC
and lookup with an objective to expedite the response back to end users.

« Application functionalities are based on the current business requirement,
in subsequent releases more value added features will be incorporated.

6/1/2012

* Initially the Pistol Permit background check application will be
iImplemented as pilot project in three counties; Monroe, Erie, and Suffolk.

* Depending upon the valuable feedback and performance evaluation by the
end users, system will be enhanced and deployed in the remaining New York
state.
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Any Question Or Concern ??
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	Please dial into the voice portion of this webinar at 1-866-394-2346, code is�1860245595, you may also use your computer speakers
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