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Introduction 
 
The Alcohol/Drug Management Information System (ADMIS) is a data collection system 
developed and operated by the Department of Health and Human Services, Division of 
Behavioral Health Services-Office of Alcohol and Drug Abuse Prevention (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 programs that are licensed by OADAP, funded 
or non-funded 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 include, but are not limited to the study of special 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 the treatment 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 variety of clients being served by an equally wide variety of programs. 

 
The OADAP is the Single State Agency (SSA) for alcohol and drug programs in 
Arkansas and welcomes any comments or suggestions for the continued improvement of 
this management information system. 
 

This instruction manual for ADMIS supersedes any previous handbooks and instructions 

issued prior to July 1, 2010. 

 
 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Revised August 2, 2010                        ADMIS Instruction Manual                                             Page 4 of 94 

 

Login

 

Getting Started 

 

Welcome to the Alcohol/Drug Management Information System (ADMIS)!  This will guide you 

through the process of the monthly billing system, reports, and the introduction of processing 

online.  All of ADMIS services are accessible online at 

https://dhs.arkansas.gov/dbhs/oadap/index.aspx 

 
 

Creating Your User Profile 

All ADMIS users have a unique user profile, which includes a User ID and User password.  Each 

provider has a unique Provider ID number that begins with a D.  

 

To create a user profile:  

 

1. All new users 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 in 

to your account. 

 

      If an Administrator is unavailable call the main number (501) 686-9866 to 

get assistance. 

1) Logging In 

 

To login to ADMIS:  

 

1. Go to https://dhs.arkansas.gov/dbhs/oadap/index.aspx 
 

2. On the log in page, enter your User ID and Password.  

 

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

 

 

 

 

  

1. User ID 

2. Password 

 3. Login 

https://dhs.arkansas.gov/dbhs/oadap/index.aspx
https://dhs.arkansas.gov/dbhs/oadap/index.aspx
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4. If you do not like the password given by the Administrator it can be changed.  In order to do 

so, enter your User ID and Password only the Administrator can only change your User ID.  

The User ID is always the first letter in your first name and then your full last name. 

 

5.  Click in the New Password box and enter your new password that you would like to have.  

Click again in the Confirm New Password box.   

 A password will expire in sixty days from the date that is given if it is not 

changed within this time frame.  It must contain 8 characters with the first letter 

capitalized and one number at the end.  If your password expires, you will have 

to call the Administrator to get a new password. 

 

 

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

 

  Occasionally, there will be a System Message on the Main Menu screen that will 

have  a message that will pertain to something that you need to know.   

2. Old Password 

4. Confirm  New Password 

Click Login  

3. New Password 

1. UserID 
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Section 1.02 The Main System Menu 

 

The main menu contains certain functions that can guide you through the system.  As you will 

see if you are a new user, the functions consist of Client Maintenance Browse, Financial Services 

Subsystem, System Administration Subsystem, ADMIS Instruction Manual and Reporting 

Subsystem.  Letôs look at some of these functions. 
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Section 1.03 Client Maintenance Browse 

 

The client maintenance browse is where you can search for active clients, list all active clients, and view 

clients that are still active for List of Admits Created in the Last 45 days.  Additionally, this is where you 

can add your active clients, discharge your client, and change the client environment.  It also contains 

Add New Treatment, Inactive and a log off and home on the left side of the page.  
 

 
 

(a) Search Active Clients 

 

1. Your Provider ID and Provider Name will automatically appear. 

 

2. Click Client ID Quick Search add client ID.  The Client ID is a zero with the clientôs social security 

number.  Example: 0455132870 

 

3. Click Search Active Records.  

 

 This will give you a quick search to see if the client has been entered or discharged. 
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4. Click List  of All Active Clients 

 

This searches for all active clients that are in your facility at the present time. 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Provider ID and Name 

2.  Client ID  

   3.  Click Search Active Records 

   4.  Click List All Active Clients  

Or 



 

 

Revised August 2, 2010                        ADMIS Instruction Manual                                             Page 9 of 94 

 

 

Section 1.04 Entering an Admission Report (AR) 

 

The Admission Report (AR) is to be completed each time a client enters treatment at a program, 

regardless of the type of admission, whether it is a first time admission, readmission, or a transfer 

admission from one program to another program.  The Admission Report provides data on 

admission status, client characteristics, and alcohol/drug problems.  The Admission Report also 

collects information on the clientôs socio-demographic characteristics, treatment history, 

treatment plan components, and alcohol/drug history. 

 

Admission Report (AR) 

 

1.  Sally needs treatment and has to enter treatment.  Click Client Maintenance Browse on the 

Main Menu Page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Click Client 

Maintenance Browse 
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2. On the Browse Active Clients Page, click with your mouse, Add New Treatment. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. After you click Add New Treatment, you will  get this page to enter the Admission Report. 
 

 
 

 

1.  Enter Client ID 

2.  Click Client     

Search 

2. Click Add New Treatment 
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4.  On the New Treatment Episode homepage, Enter Client ID number to do a search to see if the 

client is in another facility then click with your mouse Client Search or you can use CTRL S 

on your keyboard.  The Client ID must begin with a zero and the Social Security number for 

the client.  Example: 0433185555 
 

 

  Enter Client ID        

 

 All Client IDs need to be checked by looking at the clients social 

security card. If the client is at another facility and is not discharged. 

Call or e-mail the administrator to contact the other facility to discharge 

the client. Please do not write, the clientôs name or social security 

number in the subject line of the e-mail or e-mail the ClientID because 

of the HIPPA and Federal Confidentialty Laws.  Although, you can 

write that it is an active eposide. If you do not have a client ID contact 

the ADMIS Adminstrator to get a pseudo number. 

5.  Enter the new Client ID if they are not at another provider.  

 

Enter Client ID    

 

 First enter a zero and the actual social security number.      

  

 

6.   Enter the Date of Birth of client. This has to be in the format of mm/dd/yyyy. 

 

Date of Birth (mm/dd/yyyy)   

 

 

7. Enter the Clientôs First Name.  

 

Client  First Name     

 

8.   Enter the Clientôs Middle Name. 

 

Client  Middle Name     

 

 

9.   Enter the Clientôs Last Name. 

 

Client Last Name     

Client Search
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10.  Choose the Clientôs Sex-Male, Female, or Unknown. 

 

Client Sex   Choose One  

 

 If the client is male the questions that deal with womenôs services will be 

 faded out. 

 

11. Choose the Clientôs Race.  The race categories are White, Black, American Indian, Alaskan 

Native, Asian, Hispanic Mexican, Hispanic Puerto Rico, Hispanic Cuban, Other Hispanic, 

Nat Hawaiian/Pl, and unknown. 

 

Client Race  Choose One  

 

 These are based on staff observation and client self-identification; choose one 

of the races, which have been chosen to conform to the Office of Federal 

Statistical Policy and Standards, U.S. Department of Commerce.  If a client is 

racially mixed; enter the code for the race/ethnic background with which 

he/she identifies.  * See Glossary for Race definitions 

 

 

12.  Choose Clientôs Ethnicity if the client is Hispanic and if not leave it as Not Hispanic.  These 

choices are Puerto Rican, Mexican, Cuban, Other Specific Hispanic, Not Hispanic, Non 

Specific Hispanic, and Unknown. 

 

Client Ethnicity   Choose One  

 

 Identifies the clientôs specific Hispanic orgin, if applicable. 

 

13. Enter Clientôs Admit Date, which is the date that the client first entered your facility and had 

his/her face- to- face interview or treatment contact.  The date of admission of a transferred 

client is the actual date the client receives a face-to-face treatment interview.  Enter two 

digits each for month, day, and 4 digits for year.  

 

 Admit Date (mm/dd/yyyy)    

 

 

14.  Choose the Admission Type.  Choose one of the following: First Admission, Readmission, 

and Transfer to an ADMIS Program, or Transferred to a Non-ADMIS Program. 

 

Admission Type  Choose One  
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15. Choose the Environment Admitted that the client was admitted.  This indicates the treatment 

environment that the client was assigned by the program staff.  The choice is Detoxification, 

Residential, Day Treatment, and Outpatient.  

 

Environment Admitted to  Choose One  

 

16. Choose Modality Admitted.  This indicates the geographic unit (facility/program) in which   

treatment takes place: Detoxification, Maintenance, Alcohol/Drug Treatment, and Other. 

 

Modality Admitted  Choose One  

 

17. Choose the Funding Source for Initial Environment.  This is determined by the services 

provided and the available contract.  The Funding Source is filled based upon the Date of 

Admission.  Enter the Date of Admission and then tab off the field and it will fill the Funding 

Source drop down list based upon the date. 

 

 Funding Source for Initial Environment?  Choose One  

 

18. Choose if the Client is in Specialized Womenôs Service.  Yes or No 

 

Specialized Womenôs Service  Choose One  

 

 Only answer ñYesò if your facility has SWS funding.   

 

19. Choose whether the client is Pregnant.  Yes or No 

   

 Pregnant  Choose One  

 

 Specify whether the client is pregnant at the time of admission. 

 

20. Choose whether the client has Children.  Yes or No 

 

 Children  Choose One  

 

 Only answer ñYesò if your facility has SWS funding.  If the client were a male then the 

answer would be ñNoò. 

 

21.  Choose if client receives Medicaid.  Yes or No 

 

 Medicaid  Choose One  

 

22. Enter how many days that the client had to await for treatment.  
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 Days Awaited Treatment   

 

    Indicate the number of days that elapsed from the first time the client 

contacted a treatment agency until he or she began to receive treatment 

services.  Excluded are time delays resulting from the client failure to 

comply with administrative procedures or failure to meet other obligations. 

 

22.  Choose what type of Co-dependent Status that the client is in at admission.  

 

 Co-dependent Status  Choose One  

 

 In the Co-Dependent Status ask the counselor the following questions: 

 

1. Is seeking services due to problems arising from his/her relationship with an 

alcohol or drug user?  This applies only to those persons who are not yet clients 

(walk-ins ï canôt bill). 

 

2.  Has been formally admitted for treatment (services) and the alcohol or other 

drug abuser is not admitted client? 

 

3. This client has a separate record; or has his/her own client record within 

another primary client record? 

 

4. Services are re billed under another clientôs number? 

 

5.  None of the above are applicable? 

 

 

 For individuals whose Admission Report is marked as a walk-in or has a 

record within another clientôs record only, complete the top section.    

 

23.  Choose what type of Source of Referral that the client was referred. 

 

 Source of Referral  Choose One  

  

 The referral is to indicate the agency, individual, or legal situation through of the client is 

committed or referred to treatment.  When there is a combination legal and self or private 

referral, the legal commitment takes priority over the other sources.   

 

 

 

 

24.  Choose Occupation as identified by the client.  
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 Occupation  Choose One  

 

   Employed persons are classified by occupation (what kind of work they 

do) and industry (what kind of work their employer or business does).  

Unemployed persons are classified according to their last job.  Please see 

Appendices to see the occupation types. 

 

25. Choose Martial Status at admission. 

 

        Martial Status Choose One  

 

26.  Choose clientôs Employment Status at Admit.  

 

         Employment Status at Admit Choose One  

 

 

 The employment status definition indicates if the client is employed 

(includes self - employment) or unemployed at the time of admission.  

(Definitions are consistent with those of the U.S Bureau of Labor Statistics.)   

 

 In order for a client to qualify as being employed the client's earnings must 

be subject to income taxes.  For example, stipends and welfare payments are 

not taxable; therefore, the client whose sole source of income is derived 

from these monies would not be considered employed.  Income through 

illegal drug sales is not considered legal employment.  If the client is not 

employed choose Not In Labor Force (NILF ).  *See Glossary for 

definitions for Not In Labor Force. 

 

27.  Choose clientôs Highest Grade Completed. 

 

 Highest Grade Completed  Choose One  

 

 If a client has completed their GED then it would be considered 12
th
 grade 

completion no matter what age group that they are at the time of admission. 

 

 

28.  Choose whether the client is Currently in Educational or Skill Development Program.  

 Yes or No 

 Currently in Educational or Skill Development Program Choose One  

  

 This indicates the client is attending an educational or skill development 

program on a full or part-time basis at the time of admission.  Participation in 
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an educational program is attendance at a school or college from which the 

client will receive a diploma or degree.  High school equivalency programs 

are included.  On the Job Training (OJT) is considered to be participation 

under this item as is enrollment as a client under Rehabilitation Services.  

Participation in a skill development program provides the client with 

vocational training (for example; clerk, barber, or mechanic). 

 

29.  Enter clientôs Number Convictions 12 months prior to this admit. 

 

       Number Convictions 12 months prior to this admit   

 

 This is a number of times the client was convicted during the 12 months prior 

to admission.  The codes range from 00 to 96.  If a client was convicted more 

than 96 times, enter code 96.  Convictions do not have to be only alcohol/drug 

related to be included in this item. 
   
30.  Enter Number of Prior Admissions to Any Treatment Program.  Enter the number of 

admissions and readmissions to any alcohol/drug treatment program that occurred. 

 

 Number of Prior Admissions to Any Treatment Program   

 

 This is prior to this admission or readmission.  The codes range from 00 to 96.  

If a client has had more than 96 prior admissions, enter code 96.  Prior 

admissions or readmissions to this program are included; consequently, at 

least one prior admission will be recorded here, if Admission Type is 

readmission.  This does not count transfer admissions within the program in 

this item. 

 

31. Enter Number Arrests in last 30 Days. 

 

       Number Arrests in last 30 Days    

    

32.  Enter Months Since Last Discharge.  Enter the number of months that have elapsed since the 

client was last discharged from alcohol/drug treatment prior to the current admission.   

 

      Months Since Last Discharge    

 

 The codes range from 00 to 96.  If more than 96 months have elapsed, enter code 96.  

Count any portion of a month as a full month.  For example, 2 weeks should be 

entered as 01; 6 months and 1 week should be entered as 07.  Enter 00 if the client has 

had no lapse in treatment.  For example, if the client has been referred to your 

program through a formal agreement (written or oral) with the referring program, 00 
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would be entered to indicate no lapse in treatment.  If the client has had no prior 

discharges from this or any other treatment program the code would be 00. 

 

33. Choose clientôs County Code at Admit.  Enter the county in which the client resides.   

 

 County Code at Admit  Choose One  

 

 The County in which the client is being treated is not to be used unless the 

client resides in the same county in which the treatment is provided.  County 

Names are provided in the Appendices. 

 

34.  Choose if the client is Dually Diagnosed.  Yes or No. 

  

 Dually Diagnosed  Choose One  

 

 Dually diagnosed is a client diagnosed with a substance abuse and a 

mental illness, are defined in the DSM-IV.  The ñYESò, should only be 

chosen if there is such a diagnosis made and documented for the record by 

a Mental Health Professional.  If the Mental Health Screening Form, III, 

Modified for the client is ñpositiveò, then the Dually Diagnosed category 

on the AR and in ADMIS should be ñYesò.  If the Mental Health 

Screening Form, III, Modified for the client is ñnegativeò, then the Dually 

Diagnosed category on the AR and in ADMIS should be ñNoò.   

 

 Please see Appendices for the Mental Health Screening form and 

 instructions on score. 
 
35. Choose what type of health insurance that the client has in the Health Insurance Type at 

admission.  Choose the appropriate Insurance type. 
   

 Health Insurance Type   Choose One  

 

 Determine if the client has health insurance at the time of admission to this 

program, not whether alcohol/drug treatment is specifically covered by the 

client's insurance.  

   

36. Choose whether the client Receives SSI/SSIDI.  Yes or No. 

 

 Receives SSI/SSIDI  Choose One  

 

 

 

37. Choose whether the client Receives TANF/TEA/Welfare to Work.  Yes or No. 
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 Receives TANF/TEA/Welfare to Work  Choose One  

 

38.  Choose whether the client is receiving Opoid Treatment.  Yes or No. 

 

 Opoid Treatment  Choose One  

 

39. Choose the DSM Code for the client.  Enter the primary DSM Code as defined in the DSM-

IV if ñYesò was chosen at the Dually Diagnosed or Alcohol /Drug DSM Code. 

 

   DSM Code   

 

 Indicate the appropriate code as defined in the DSM-IV for the clientôs primary 

diagnosis.  A valid entry generally will have 3 characters and a decimal point followed by 

1 or 2 characters.  Example: (XXX.xx,) 

 

40.  Choose the clientôs Living Arrangements.  

 

   Living Arrangements  Choose One  

 

41.  Choose the clientôs Client Veteran Status.  Yes or No. 

 

   Client Veteran Status  Choose One  

 

 Choose ñYesô if a veteran is a person 16 years or over who has served (even for a short 

time) but is not serving, on active duty in the US Army, Navy Air Force, Marine Corps, 

Coast Guard, or Commissioned Corps of the US Public Health Services or National 

Oceanic and Atmospheric Administration, or who served in the National Guard or 

Military Reserves are classified as veterans only if they were ever called or ordered to 

active duty, not counting the 4-6 months for initial training or yearly summer camps. 

 

42.  Choose what type of income that the client has in the Client Income Source. 

 

   Client Income Source  Choose One  

 

 For children under 18, this will be the parentôs primary source of income/support. 

 

43. Choose the way that the client is expected to pay for treatment in the Expected Payment 

Source. 

   Expected Payment Source  Choose One  

44.   Choose Not In Labor Force (NIF) that applies to the client at admission for the Detail NIF 

Code.  *See Glossary for definitions  
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   Detail NILF Code  Choose One  

 

 Only choose if the client is NILF on the Employment as Admit.  

45.  Choose the Criminal Referral that applies to the client at admission for the Detail Criminal 

Referral.  

   Detail Criminal Referral  Choose One  

 

46. Choose the US Citizenship that applies to the client at admission. 

 

   US Citizen  Choose One  

 

47.  Choose Social Support Program in last 30 days that applies at the time of admission. 

 

  Social Support Program in last 30 days    Choose One  

 

 This is a frequency of attendance at self-help programs in the 30 days prior to admission 

and the number of times a client has attended a self-help program in the 30 days 

preceding the date of admission to treatment services.  This includes attendance at AA, 

NA, and other self-help/ mutual groups that focus on recovery from substance and 

dependence.  This is only voluntary self-help substance abuse recovery support groups it 

cannot be involuntary. 

 

 

46.   Re-enter Client ID for confirmation. 

 

   Re-enter Client ID for confirmation   

 ** Please recheck everything that is on the Admission Report (AR) before     

submitting the form.  You cannot delete the form.  **  

 

 On June 30
th

 of each year will be the last day that you can enter a client for the State 

Fiscal Year.  On July 1 each year will be a new State Fiscal Year. 

       



 

 

Revised August 2, 2010                        ADMIS Instruction Manual                                             Page 20 of 94 

 

 

Section 1.04 Entering a Substance Usage at Admission  

On the Admission Report, the Substance Abuse at Admission will be viewed at the bottom of the 

page; this will complete the alcohol/drug usage in order to complete the Substance Information.  

It is important to know that ADMIS distinguishes between chemical substances that are 

problems, those that were merely used during 30 days prior to admission, and whether the client 

has ever used a needle to administer drugs. 

 
Each client's alcohol/drug problem(s) is to be individually assessed.  Do not compare one client's 
pattern of alcohol/drug involvement with that of another client.  
 
Problem drug(s): From the drug types, identify and enter the drug(s), which causes the client's 
dysfunction at the time of admission.  Identify any drug used intravenously/intramuscularly at 
any time during the client's drug taking history.   
 
 
1.  Before you click submit the admission report ñSubstance Usage at Admissionò has to be 

entered. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2.  Choose the Drug Type whether it was a primary problem, secondary problem, tertiary, or is 

an IV/IM user.  *See Appendices for the list of Drug Types. 

 
For ADMIS purposes IV/IM , and any subcutaneous or "skin popping" injection should be 
included in this column.  A DRUG TYPE MUST BE INDICATED. 
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3. An alcohol/drug treatment programs, (alcohol) will be listed as the primary problem in most 

cases.  However, some clients may be involved with drugs as well.  Therefore, if applicable, 

information regarding use of drugs, other than alcohol, must be recorded.  

 

EXAMPLE  - A client who has a primary problem of amphetamine, a secondary problem of 

marijuana, and a previous problem of injecting heroin will show an abuse pattern as shown in the 

example: 

 

 Drug 

 Type(s) 

Problem 

Severity 

Frequency 

   Of Use 

Usual Route Age at 

First 

Use 

Primary  Amphetamine
 

_-Choose One-  _-Choose One-  _-Choose One-   

Secondar

y 
Marijuana

 
_-Choose One-  _-Choose One-  _-Choose One-   

Tertiary  Alcohol
 

_-Choose One-  _-Choose One-  _-Choose One-   

IV/IM  Herion
 

_-Choose One-  _-Choose One-  _-Choose One-   

 

4. Problem Severity   

 

 From the severity definitions, rank and record the severity for each drug type identified.  A 

high degree of coordination must be maintained between the treatment staff and the person(s) 

reporting on ADMIS to insure the most accurate and descriptive severity is used.  *See 

Glossary for definitions. 

 

5. Frequency Of Use  

 

   Choose one of the definitions to indicate the frequency of alcohol or drug use during the 30 

days prior to admission for each drug type recorded.  If more than one frequency exists, enter 

the highest frequency.  *See Glossary for definitions. 

 

6. Usual Route  

 

Choose one of the definitions to indicate the client's most recent usual route of administration at 

the time of admission.  If more than one route of administration exists, enter the most frequent 

route.   

 

If a client has a current (primary) drug problem, or has within the past month (secondary) had a 

drug problem with a route of administration of Intravenous or Intramuscular (including 

subcutaneous), choose the drug in the appropriate column and utilize the IV/IM column, the 

previous situation does not apply, do not choose anything in this column.*See Glossary for 

definitions. 
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 ** Do not indicate in more than one of the three columns for the same drug.  **    

 

6. Age Of First Use 

Enter the age of the first use to indicate when the client first became involved on a regular 

basis in the alcohol/drug type(s).  If the exact year is unknown, estimate as closely as possible.  

First use does not include incidental or irregular sampling provided by a parent.  Rather, first 

use includes initiation of use on one's own or regular supply by others.  For IV/IM use, enter 

the age the client first utilized this route of administration.  

 Click ñSubmitò submit when youôre finished entering the substances. 

Submit
 

 However, if you just want to see what the Drug Types were at admission: 

ü Click the link Client Maintenance  

ü On the Browse Active Clients page enter the Client ID number 

ü Click Active Clients and then the Update Treatment Episode appears 

ü Click the link for Substance Usage at Admission.   

There will also be a link for Drug Types/Substance Abuse Usage of Admission on the Discharge 

page and Environment page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Click Substance Use at 

Admission 
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Section 1.05     Entering an Environment Change Report 

 

An Environment Change Report (ECR) is to be completed on those active clients within a 

program who, during the course of treatment, move from one type of treatment environment to 

another.  There are four (4) service environments defined by OADAP: Detoxification Unit, 

Residential Unit, Day Treatment Unit, and Outpatient Unit.  An ECR should always be used if 

the client has been entered as detoxification environment on the AR and is being 

transferred to residential environment or vice versa. 

 

An active client may need to be moved on more than one occasion in order to provide the most 

effective treatment.  This is acceptable; however, an ECR must be completed for each change.  

This report is to be used for active clients only.  The ECR is to be used to verify billing activities 

for the various active clients and to assess contracted capacity levels for each funded program. 

 

1. Suppose a client has finished one type of treatment and is entering another type of 

treatment this is where the Environment Change Report becomes handy.  

 

ü Click the link Client Maintenance  

ü On the Browse Active Clients page enter the Client ID number 

ü Click Active Clients and then the Update Treatment Episode appears 

ü Click Active Clients and the Update Treatment Episode appears 

ü Look to your left of the screen and click on the link Environment 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. After you have clicked the link Environment, this page should be showing. 

 

1. Click Environment 



 

 

Revised August 2, 2010                        ADMIS Instruction Manual                                             Page 24 of 94 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Click Add New Record.  

 

   
Add New Record

 
 

 

4.  After the Environment page is showing, the Provider ID should automatically appear in the 

Provider ID box.  The Client ID automatically shows. 

 

Client ID   

 

 

5.  The Clientôs Admit Date automatically appears. 

 

 Admit Date   

 

6. Click        
Select
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7. Enter the Environment Entered Date that the client has entered in this environment.  The date 

should be in this format: (mm/dd/yyyy) 

 

  Environment Entered Date   

 

 

8  The Prior Environment Date is automatic by the system.   

 

  Prior Environment Date   

 

9.  Choose the Environment that the client is entering for treatment. 

 

  Environment  Choose One  

 

10.   Choose the Fund Source that was given by OADAP according to the grant a contract award. 

 

  Fund Source  Choose One  

 

11. Enter Environment Complete Date only if client has finished in the treatment in 

Detoxification Unit, Residential Unit, Day Treatment Unit, and Outpatient Unit.  The date 

should be in this format: (mm/dd/yyyy) 

 

         Environment Complete Date  Choose One  

 

12.  After completion of an Environmental Change, click Submit New Record. 

 

 

   
Submit New Record

 
13. If the client is leaving one area of treatment to another area of treatment, click Submit 

Update.  For example, the client was in Detoxification then the client was environmentally 

changed to residential, you would do an Environmental Change Report for the client.   

 

    
Submit Update

 
 

 Caution: Please make sure everything is correct before clicking any of the buttons and 

please make sure that the counselor wants the client in that type of treatment.  Once it is 

clicked or submitted you will not be able to delete the Environmental Change Report.  

However, you may change the Environment, Fund Source, and Environment Complete 

Date of this record or click any of the active buttons to perform another action.  Be sure 

to click the 'Submit Updates' button to save your changes. 
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Section 1.06     Entering A Discharge Report (DR) 

 
 
The Discharge Report (DR) is to be completed for every client discharged from treatment at the 
facility, regardless of the reason.  The Discharge Report provides data on discharge status, a 
clientôs characteristics, alcohol/drug use, and time in treatment.  There upon, the program staff 
no longer has clinical or administrative responsibility for the client's alcohol/drug treatment. 
 
The Discharge Report collects information on the client's socio-demographic characteristics, 
discharge status, alcohol/drug use at discharge, and time in treatment.  For every client on whom 
an ADMIS Admission Report has been submitted, a Discharge Report must be completed. 
 

If a client has not had a face-to-face contact for 90 days, the program should discharge the client 

from ADMIS.  The discharge date would be 90 days after the last face-to-face contact. 

 

For Example: A client has finished his residential treatment and he/she needs to be discharged.  

Go to the Main System Menu then click on the link Client Maintenance enter the ClientID and 

click ñSearch Active Recordsò.  Or you could click from the New Treatment Episode page 

(Admission Report), or from the Environment page.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1.  Enter ClientID 

2.  Click ñSearch 

Active Recordsò 

Or 
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Another option is to click ñList of Active Clientsò, click at the end of the client table, and click 

Select.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2.  After you click the link this will appear. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1.  List of Active 

Client and click 

ñSelectò on the 

table for the client 

that you want to 

discharge. 
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3. Choose the date by the calendar or enter the Date Last of Contract with the client.  The date 

should be in this format: (mm/dd/yyyy).  

Date Last of Contract   
-Choose One-

 

 

4. Choose the date by the calendar or enter the Discharge Date that the client completed 

treatment.  The date should be in this format: (mm/dd/yyyy).  

Discharge Date  
-Choose One-

 

 

5.  Choose one of the Reason for Discharge.  All data pertains to the client at the time of his/her 

last face-to-face treatment contact.   

 

  Reason for Discharge  Choose One   

 

6.  Choose the modality code to indicate the geographic unit.  *Please see Glossary for 

definition. 

   

  Modality at Discharge    Choose One  

 

7.  Choose what type of medication the client needed or choose that the client did not need 

Medication at Discharge. 

 

  Medication at Discharge  Choose One  

 

8.  Choose the Employment Status at Discharge. 

 

  Employment Status at Discharge  Choose One  

 

 

 The employment status definition indicates if the client is employed 

(includes self - employment) or unemployed at the time of discharge.  

(Definitions are consistent with those of the U.S Bureau of Labor Statistics.)   

 

 In order for a client to qualify as being employed the client's earnings must 

be subject to income taxes.  For example, stipends and welfare payments are 

not taxable; therefore, the client whose sole source of income is derived 

from these monies would not be considered employed.  Income through 

illegal drug sales is not considered legal employment.  If the client is not 

employed choose Not In Labor Force. 
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9.  Choose the Highest Grade Completed at Discharge. 

 

   Highest Grade Completed at Discharge  Choose One  

 

10.  Choose whether the client is in an In Educational or Skill Development Program at 

Discharge. 

 

  In Educational or Skill Development Program at Discharge Choose One  

 

 This indicates the client is attending an educational or skill development 

program on a full or part-time basis at the time of discharge.  Participation in an 

educational program is attendance at a school or college from which the client 

will receive a diploma or degree.  High school equivalency programs are 

included.  On the Job Training (OJT) is considered to be participation under this 

item as is enrollment as a client under Rehabilitation Services.  Participation in a 

skill development program provides the client with vocational training (for 

example; clerk, barber, or mechanic). 

 

11.  Enter the number of times the client states he/she was arrested and booked during his/her 

current treatment episode.  This is a numerical (integer) not an alphabetic character. 

 

   Number Arrests during Treatment   

 

12.  Choose Living Arrangements at Discharge. 

    Living Arrangements at Discharge: Homeless, DepLiving, IndepLiving, Unknown 

 

   Living Arrangements at Discharge  Choose One  

 

13. Choose Detailed Not in Labor Force at Discharge.  *See Glossary for definitions 

   Detailed Not in Labor Force at Discharge Choose One  

 

 Only choose if the client is NILF on the Employment as Discharge.  

 

14. Choose the Social Support Program in last 30 Days 

  Social Support Program in last 30 Days  Choose One  

 

 This is a frequency of attendance at self-help programs in the 30 days prior to discharge 

and the number of times a client has attended a self-help program in the 30 days 

preceding the date of admission to treatment services.  This includes attendance at AA, 

NA, and other self-help/ mutual groups that focus on recovery from substance and 

dependence.  This is only voluntary self-help substance abuse recovery support groups it 

cannot be involuntary. 
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15.  Choose the County at Discharge.  
 

  County at Discharge  Choose One  

 

 This is the client's primary residency county code (if the client has a 

permanent residency).  This can be different than it was on the Admission 

Report if the client has moved their place of residency.  County codes are 

provided in the Appendices. 

 

16.  You have an option to remove the discharge just in case that the discharge is entered wrong 

or the client needed more treatment than anticipated.  Remove discharge date.  Click the radio 

button to remove the discharge after you have changed the discharge date. 

 

Click radio button to remove discharge  

 

 Click ñSubmitò submit when youôre finished after you entered the discharge 
date and selected the radio button to discharge. 

 

  

 

Or if you would like to find a discharge client, click on the ñInactiveò to search for the client as 

shown below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Click Inactive 

Submit 
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Section 1.07   Entering Substance Usage at Discharge 

 

Complete the alcohol/drug information.  In order to complete the alcohol/drug information, it is 

important to know that ADMIS distinguishes between chemical substances that are problems and 

those that were merely used during the 30 days prior to discharge.  Again, as with the Admission 

Report, proper coordination must take place between the clinical/counseling staff and the 

person(s) completing the report to insure the most appropriate data is reported.  

 

 

1. After you complete the discharge report, at the bottom of the page Drug Types of Discharge 

must be completed.  The same guidelines would be used as the Substance Usage at Admission 

(see Substance Usage at Admission)   except for these following: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2.  Drug Type (s)    

  

This column is faded but you can still see what the admission drug usage was at admission 

and it cannot be changed. 
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3. Problem Severity   

 

Choose the severity for each drug type(s) identified in the Substance Information at the time 

of discharge.  *See Glossary for definition.  

 

4.   Frequency of Use   

 

 Choose the frequency of use if there has been any use, and if there have been uses of 

alcohol/drug, choose for each drug type during the 30 days prior to discharge. 

 

5. Usual Route     

 

 This will be faded out but you can still see what the Usual Route was at Admission and it 

cannot be changed. 

 

6. Age at first use   

 

This will be faded out but you can still see what the Age of first use was at Admission and it 

cannot be changed. 

 Click ñSubmitò submit when youôre finished entering the substances. 

Submit
 

 If you want to just see the Drug Types at discharge for an individual client:  

ü Click the Client Maintenance link on the Browse Active Clients   

 page. 

ü Enter the Client ID number 

ü Click  Search Active Records 

ü The Update Treatment Episode appears 

ü Click  Discharge link 
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The Drug Types at Discharge will appear and will show the clientôs record of Drug Types at 

Admission or Drug Types at Discharge.  As shown below: 
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Section 1.08   Entering an Admission Update 

 

 

The Admission Report can be updated by clicking the Environment Change link then by clicking 

on the Treatment Update link or by entering the ClientID at the Browse Active Clients link.  You 

would use this whenever you need to correct admissions data associated with the Treatment 

Episode before the billing downloads on the 8
th
 of each month. 

 

 

 

 

 

 

 

 

 

 

 

 

1.   After you click the Treatment Update link this is where you can update a treatment episode 

or Admission Report.  The same guidelines would follow as entering an Admission Report.  

*See Admission Report 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Click Treatment Update 

 



 

 

Revised August 2, 2010                        ADMIS Instruction Manual                                             Page 35 of 94 

 

Section 1.09   Financial Services Subsystem 

 

The Financial Services Subsystem is located on the Main System Menu.  It provides different 

areas that support the monthly billing processes for each month.  After clicking on the link 

Financial Services Subsystem these different links can be viewed on the Services Subsystem 

Menu: Monthly Billing, Billing Summary, Over Billing, Billing Adjustments, Invoices, and Post 

Billing and are easily accessible by a click of a mouse.  

 

 

 

 

 

 

 

 

 

1. Click Financial Services 

Subsystem 

2. Click on any of these 

links on the Financial 

Services Subsystem 

Menu 






























































