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INTRODUCTION
The Care Management Tracking System (CMTS) is a population-based care management registry designed to
facilitate Collaborative Care by tracking treatment outcomes and prompting action founded on evidence-based
clinical algorithms. Collaborative Care requires the coordination of a primary care provider, care manager, and
psychiatric consultant, and is by definition patient-centered and accountable. In contrast to many health IT tools
that simply collect and store information, CMTS helps facilitate clinical decision-making and provides accountability
for program management.
CMTS helps clinicians structure their encounters with patients, identify those who are not improving as expected,
prompt changes in treatment as needed, and monitor a large caseload. Because it is web-based, the program has
the ability to facilitate consultation from a mental health specialist even if the specialist is not on-site, a useful
feature in rural or other resource-poor areas.

ACCOUNT ADMINISTRATOR ROLE
The Account Administrator is given privileges for managing clinics and user accounts within their organization.
Account Administrators are responsible for setting and maintaining appropriate permissions for each user account.
CMTS user accounts can be given to care providers, clinic supervisors, and data entry staff. For security and
accountability reasons, a separate user account should be set up for each person. User accounts should never be
shared.
TIP: The AIMS Center will create the first user account for the organization’s Account
Administrator. The Account Administrator will create clinics and user accounts in CMTS.
The Account Administrator is responsible for removing user accounts immediately when individuals leave the
Organization. The list of user accounts should be audited every month and kept current.
Account Administrators do not have access to patient identifying information associated with Protected Health
Information (PHI). Account Administrator will see the text “Identifying information hidden” appear in CMTS as a
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placeholder wherever patient identifiers would normally be displayed. Account Administrators can see the number
of patients on each provider’s caseload, and can see de-identified patient-level information.

ACCESSING CMTS
Because CMTS is a web-based software application, it requires an internet connection (broadband is
recommended), and the latest version of one of the following internet browsers:
•
•
•
•

Microsoft Edge
Mozilla Firefox
Google Chrome
Apple Safari

It is not recommended that two or more of these browsers be used at the same time.
In the event that CMTS becomes unavailable, clinicians will continue to see patients as usual. The screening tools
and outcome measurement tools will be recorded on paper copies, or in the electronic medical record system.
Data will be entered into CMTS when availability is reestablished. The PHQ-9 and GAD-7 screening tools are
available at http://www.phqscreeners.com in a variety of languages.

GETTING STARTED CHECKLIST
New Account Administrators will need to complete the following steps when setting up their organization in CMTS
for the first time. You will find instructions for each item in this user guide:
•
•
•
•
•

Create a practice account for each Care Manager on the “TrainingSite”.
After the Care Manager has reviewed the training material to become familiar with CMTS, create a
separate account for each Care Manager on the real site.
Be sure to answer “Yes” to the “Provides Care to Patients?” question when creating Care Manager
accounts.
Select at least one population box (if applicable for your project).
CMTS does not automatically send login information to new users. The Account Administrator is
responsible for notifying usersof their new account information, giving instructions on accessing CMTS,
and instructing the user to change their password at first login. Email templates can be found in Appendix
B.
TIP: Never create accounts that have simultaneous access to the Test Site and a real organization.
It is important to avoid the potential of accidentally enrolling a test patient in the real site, or vice
versa.

SITE NAVIGATION OVERVIEW
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The navigation toolbar is located in the black bar at the top of the screen. The toolbar is context-dependent, so the
options that are available in the menu will depend on which patient is currently selected (if any). Basic patient
information appears in a white box in the top-right corner of the page when a patient is selected.

The following options appear in the navigation toolbar:
Patient Menu
These options are available only when a patient is selected:
•
•
•
•

Patient Information
Comments
Encounter List
Treatment History

•
•
•
•

Clinical Dashboard
PCP Summary
Patient Summary
Provider & Clinic List

These options are always available:
Patient Menu
•
•

Search Patient
Delete Patient

Caseload Menu
•
•

Caseload List
Caseload Statistics

Tools Menu
•
•
•
•
•
•
•
•

Reminders
Message Board
Print
Preferences
Password
Access Log
Organizations
Users/Providers

Logout
Sign out of your account when leaving your workstation to keep patient information secure.
Search Patient
This box is always visible in the navigation toolbar as a quick way to find patients using a Patient ID number. All
matching patient records will be returned for patients assigned to your organization(s).
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SITE-WIDE FEATURES
These features apply to all pages throughout CMTS.
Sortable Lists: You can sort reports by clicking on the column header. Clicking once will sort from least recent to
most recent, or in alphabetical order, and clicking again will sort in the opposite order.
Tooltips: Hovering the cursor over the blue tooltip icons
features throughout CMTS.

will display additional information about items and

Links to Patient Information: Clicking on a Patient ID Number will display the Clinical Dashboard page for that
patient. This preference can be changed by navigating to Tools > Preferences.
Required Fields: Indicated on questions with an asterisk (*). These questions must be answered before a form can
be submitted.
“Add” Icons: Green plus icons can be clicked to add a new note or a new item.
“Delete” or “Remove Icons: Clicking these icons (

or

) will permanently delete the associated data or item.

Information that was carried forward from one note to the next without changing is marked with a dagger symbol
(†).

USER/PROVIDERS PAGE
The Users/Providers Page allows Account Administrators to manage and create CMTS accounts. Information about
existing accounts is shown here, including:
•
•
•
•

•
•

General Information: Name, Organization(s) to which the account has permission to access, and Contact
Information.
User Account Information: User role/permission level, User ID, whether user is currently logged in, and
time of last login.
Provider Account Information: Provider role, and number of active patients currently assigned. Click the
number to see the list of patients.
Locked: Locked (inactive) accounts are highlighted in gray. The columns under the “User” heading will be
gray if the account does not have a User Role. The columns under the “Provider” heading will be gray if
the account does not have a Provider Role. If the entire account is locked, the whole row will be gray.
Logged In: A checkmark appears if the user is currently logged in. Clicking on the linked value will take you
to the User’s viewing and action history (see the “Tracking User Activity” section of this guide).
Last Login: Displays the last date and time the user logged in.

UNDERSTANDING USER/PROVIDER ROLES
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One of the most important concepts for Account Administrators to understand is the difference between User
Roles and Provider Roles. When creating CMTS Accounts, you may specify whether the person should have login
access to CMTS; this is called a “User Role”. You may also specify whether the person provides care to patients;
this is called a “Provider Role”.
User Role: If you answer “Yes” to the “Allow Login” question, you will be asked to provide a User ID and temporary
password, allowing this person to log directly in to CMTS with their own login account.
Provider Role: If you answer “Yes” to the “Provide Care to Patients” question, the person can have patients
assigned to their caseload.
A flow chart to aid in answering these questions:

CREATING CMTS ACCOUNTS
Navigate to Tools > Users/Providers. A list of all active accounts will be displayed. Locked (not active) user accounts
are hidden by default.
At the top of the Users/Providers Page, make a preliminary ‘Quick Search’ for the person you wish to add. This
helps avoid the creation of duplicate accounts. Ensure the person you wish to add is not already listed in the
search results, and then click on the “Add”

icon to create a new account.
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Fill in the user’s contact information. Select the Organization and Population (if applicable) permissions for the
user. Users will only be able to view information for patients at the Organization(s) to which they are assigned.
Users will only be able to enroll patients into the populations that you check.
Appendix A contains a printable checklist to aid in collecting in the information you will need to create new CMTS
accounts.

Creating the User Role
If the person will need to log in to CMTS, you will need to create a User Role for their account. Under the User
Information heading, change the “Allow Login?” question from “No” to “Yes”. Create a User ID and temporary
Password for the new user, and assign their user role permissions using the checkboxes. To keep patient data
secure, only give users the minimum access permissions they need to complete their job responsibilities.
User Accounts are assigned to one or more roles:
•
•
•
•

•
•

Account Administrator: create and manage organizations, clinics, and user accounts; manually delete
incorrectly entered Patient Data. Patient identifying information is hidden for this account type.
Care Manager: enter clinical information into patient encounter notes, track caseloads
Consultant: view de-identified reports and statistics
Data Manager-No PHI: download data tables of de-identified information in comma separated value
(.csv) format for reporting and analysis; add, update, and delete exports that are visible to all DM-No PHI
accounts
Data Manager- PHI: download data tables in comma separated value (.csv) format for reporting; may not
have access to All Organizations and more than five exports at a time for security reasons
Primary Care Provider (PCP): view patient data and Care Manager notes
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•
•

Psychiatric Consultant: view patient data and Care Manager notes, enter consultation notes and contact
attempts
Site Manager: view patient data, contact notes, reports and statistics; manage patient provider and clinic
assignments.

If the person will not be logging in to CMTS directly, but needs to have patients assigned to them (PCP’s, for
example, leave the “Allow Login” question as “No”, and continue to the next section on creating the Provider Role.
Once submitted, the new account will immediately be active, and will be visible on the Users/Providers Page.
TIP: The Account Administrator is responsible for notifying the person of their new account
information, giving instructions on accessing CMTS, and instructing the user to change their
password at first login.

Creating the Provider Role
If the person will be providing care directly to patients, you will create a Provider Role for the person. Providers
can include Care Managers, PCPs, Psychiatrists, Psychologists, Consultants, and Medical Providers.
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Under the “Provider Information” heading, answer “Yes” to the question “Provides Care to Patients?” This allows
the person to have patients assigned to their caseload. The type of provider can be specified using the checkboxes
within this section.
TIP: Be sure to answer YES to the “Provides Care to Patients” question for Care Managers and
Psychiatric Consultants that will be providing care to patients. If this step is omitted, the person
will not be able to assign patients to their caseload because their name will not appear as an
option when enrolling new patients or entering contact notes.

Once this form is submitted, the new provider will be visible on the Users/Providers Page. Care Managers may now
assign patients to the new provider on the Patient Information page (when enrolling a new patient), on the Clinical
Dashboard page, or the Provider & Clinic List page.

MANAGING CMTS ACCOUNTS
To modify an existing account, navigate to Tools > Users/Providers. Locked accounts are hidden by default. Use the
“Quick Search” box, or “Advanced Search” function to find the account. Click on the user’s name to:
•
•

Change user account permissions
Update contact information
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•
•

Lock or re-enable the account
Reset a password
TIP: Changing a user’s role does not automatically change the person’s provider role. Be sure to
check both the user role and provider role for accuracy.

Locking User Accounts
User accounts must be locked by Account Administrators when staff leave the organization, or when they no
longer require login access to CMTS to complete their job duties. As a security measure, CMTS will automatically
lock user accounts after 5 incorrect login attempts or after 90 days of non-use.
To lock a user’s login account, navigate to Tools > Users/Providers. Search for the person and click on the user’s
name. At the bottom of the User Information section, change the “Locked” button from “No” to “Yes”. Click the
“Update” button to submit the changes. The user will no longer be able to log in to CMTS.

Deactivating Provider Accounts
There are certain restrictions on deactivating provider accounts to help prevent “orphaned” patients.
A provider account cannot be deactivate if any active patients are currently assigned. You can see the number of
active patients assigned to each provider on the User/Provider Admin page.

Furthermore, an organization cannot be removed from a provider account if there are active patients assigned at
that organization. From the User/Provider Admin page, click the name of the provider. In the Organization list, the
number of active patients assigned will display in parenthesis next to each organization. The example below shows
four active patients assigned to the provider account on the Test Site.

A Care Manager at the clinic should transfer any active patients to another provider before proceeding (see the
“Managing Provider Assignments” section in the Care Manager user guide).
To lock a provider’s login account, navigate to Tools > Users/Providers. Search for the person and click on the user’s
name. At the bottom of the Provider Information section, change the “Locked” button from “No” to “Yes”. Click
the “Update” button to submit the changes.
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TIP: Once a provider’s account has been deactivated, that provider will no longer be displayed in
the list of providers available for patient assignment. However, if the individual also has a user
role that has not been locked, their login account will remain active.

Deleting Accounts
CMTS accounts may only be deleted if the person has never logged in or had any patients assigned to them.
Accounts should only be deleted if it was created by mistake and needs to be removed. In most situations, the
account should be locked rather than deleted (see instructions for locking user accounts in this guide).
To delete an account, navigate to Tools > Users/Providers. Search for the person and click on the user’s name. In
the dialogue box, click the “Delete” button. If the delete button does not appear, it means the user has logged in
or had patients assigned to their caseload, and their account should be locked instead of deleted.

Bulk Updating Patient-Provider Assignments
Patient-provider and patient-clinic assignments can be updated by users with Account Administrator and Site
Manager roles. Navigate to Tools > Caseload Manager. You can select active patients based on their assigned
organization, clinic or provider and then update their provider or clinic assignments.
To update patients’ provider assignments, choose what provider type you want to assign them to and the
provider’s name. You can then choose to add this provider to the selected patients and keep their current provider
assignments unchanged, or transfer the selected patients to this provider’s caseload, which will remove all current
provider assignments.

RESETTING PASSWORDS
To change your own password, navigate to Tools > Password.
To reset another person’s password, navigate to Tools > Users/Providers. Search for the person, and click on the
user’s name.
Passwords must be at least eight characters and contain at least one number or special character. The Account
Manager is responsible for notifying the person of their new password and instructing them to change their
password at first login.

ORGANIZATIONS AND CLINICS
In the context of CMTS, the term “Organization” refers to the entity or system(s) that will be using CMTS. Multiple
Organizations can be created in CMTS. Patient data is not shared across Organizations; for example, a provider at
Organization A cannot view or access information about a patient being seen at a clinic within Organization B.
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Multiple clinics can exist within each Organization. Patient data is visible across clinics within the same
Organization.

Creating New Organizations
In most cases, the AIMS Center will create new Organizations within CMTS to ensure that the necessary Software
Use Agreements are in place prior to the Organization launching CMTS. To view and create organizations, navigate
to Tools > Organizations.
The “Add”
icon appears at the bottom of the list. Click the icon to display the dialogue box where a new
organization’s information can be submitted. The following fields are available:
•

•
•
•

Site Organization: This field allows you to input a 2-digit number of your choosing for each organization.
Each patient enrolled at an organization will be assigned a “Patient ID” number which is not PHI and thus
can be used to communicate about a patient record in the Depression Tracker without disclosing PHI. The
Patient ID number for each patient is seven digits, the first two of which are the two-digit Organization ID
of the organization to which they are assigned.
Name
Abbreviated Name
Membership ID Regex: This field allows you to input a code that will outline a required format for the
MRN number. Regex stands for “regular expression” which indicates the format in which the member ID
can be accepted on the patient information page. For example, you can input a range of numbers that will
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•

•
•

be required during data entry (ie: 0-9, 0-5). Entering 0-9 will only allow digits 0-9 to be entered. NOTE: For
assistance configuring the MRN format please contact the AIMS Center.
Mock Organization: this marks your newly created organization as a “test” organization that will be
excluded from any data exports. All providers and patient data placed under this “test” organization will
not be included in any data exports.
Population (if applicable for your project): indicates which patient populations should be available for
patient enrollment at this Organization.
Current: This option validates your organization for the purpose of current use. If the current box is not
checked, sub-organizations and patients cannot be added to this organization as the organization will be
classified as not in current use.

Creating New Clinics
To create a new clinic within your organization, navigate to Tools > Organizations. A list of all Organizations and
Clinics will be displayed.
•
•

•

In the rightmost column labeled “Clinics,” you will find the “Add”
icon.
Click the “Add” icon to bring up a dialogue box where new clinic information can be entered. The
following fields are available:
 Name
 Abbreviated Name
 All Populations
 Populations
 Current
Once submitted, the new clinic will be visible on the Organizations Page in the rightmost column.

New patients can be assigned to this clinic by Care Managers on the Patient Information page. Existing patients can
be assigned to this clinic on the “Provider & Clinic List” page.
NOTE: The Population sections are only available if the optional Population feature is turned on
for your project.

Adding Clinic Assignment
Current clinic assignments are automatically displayed on the Provider & Clinic List Page. To add a new clinic to this
list, select an option from the Select New Clinic drop-down menu. This menu displays all clinics within your
organization. Once you select assign, the patient will appear on the list of patients for the new clinic.
Newly assigned clinics are automatically updated as the patient’s primary clinic. If this is incorrect, select the blue
Update text for the clinic you would like to set as the patient’s primary clinic, and select the Set as Primary Box.
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Removing Clinic Assignment
To remove a clinic from a patient, select the deactivate icon
next to the clinic that is no longer active. This icon
will only appear if a patient is assigned to multiple clinics, to avoid removing all clinic assignments. The inactive
clinic will now appear in the Past Clinics list.
To view past clinic assignments, select the Show all clinics including past clinics check box. Inactive assignments will
appear grey.

Reactivating Clinic Assignment
To reactivate a clinic assignment, simply re-add the clinic using the Select New Clinic drop down menu.

Patient Populations
Populations can be used to separate patients into different categories for reporting purposes. A common use for
the population feature in CMTS is to indicate which patients are eligible for certain programs or studies. There are
3 levels of access that determine which populations are available for each Care Manager and patient:
•
•
•

Organizations can be given access to certain populations.
Clinics can be given access to some or all of their organization’s populations.
Users with accounts at that organization can be given the ability to enroll patients into some or
all of the populations available to their Organization.
o When enrolling a new patient, all of the populations that a care manager has access to
will appear as options on the Patient Information page. Once a clinic is selected for the
patient, the population list may narrow to include only the populations that the clinic
has access to.

Population does not determine which patient any particular user can/cannot see. It only determines which
population any particular care manager and clinic can enroll patients into.
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TIP: Populations can be used to separate patients for reporting purposes. The checkboxes at the
bottom of the Caseload report pages can be used to filter out patient populations.

TRACKING USER ACTIVITY
To view a historical log of all CMTS login sessions, navigate to Tools > Access Log > Session Log or Action Log. The
Session Log and Action Log Pages give quick access to all user viewing and action history.
o
o
o
o
o
o
o

General information: such as AID, SID, User, Roles
Page Name: The page the user accessed
Page Action/Login Result: Notifies Account Administrator if the action was “Successful” or resulted in an
“Error.”
Database Name: The name of the database table that was accessed.
Database Action: The action the database took as a result of the Page Action.
Data: The particular data viewed during an Action.
Date Time: The date and time the action was recorded.

MESSAGE BOARD
Navigate to Tools > Message Board to post a new message or to view messages posted by other Account
Administrators. The posting section allows you to title your message, and customize the formatting of your
message text. Most importantly, in the “All Recipients” field, you can designate which users can view the message.
Users will see a red notification on their Reminders page when a new message has been posted.

SYSTEM TIMEOUT
As a security measure, CMTS will automatically log users out after 30 minutes of inactivity.

EDITING PATIENT DATA
The CMTS team strongly advises against completely deleting any part of a patient’s record. Although CMTS patient
records are not explicitly patient medical records, we suggest archiving and retaining all patient data as a
safeguard.
State laws require many health care providers to keep a patient medical record for a specific period of time. For
example, hospitals generally must keep medical records no less than ten years following the most recent discharge
of the patient. Hospitals must keep the medical records of minors until the minor reaches the age of 21, or for at
least ten years following the minor’s discharge, whichever is longer. In practice, many health care providers keep
their medical records longer. Similar rules apply to mental health providers and psychiatrists.
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Patients have a right to see, get a copy of, and amend their medical record for as long as your health care provider
has it. Once a patient requests their medical record, the provider must keep the record until they respond to the
request (even if the general record retention period has expired). For further record keeping policies, please refer
to your respective hospital or provider, and/or your respective state’s policy guide.

Edit Patient Data Page
Use this page with extreme caution. Once patient data is deleted it cannot be recovered.
To delete patient data, first make sure you have the correct patient selected. Information about the currently
selected patient will appear in the white box in the top-right corner of the screen.
TIP: When searching for a patient, use the Patient ID rather than MRN or name. Account
Administrators do not have access to PHI fields, and cannot search patients on fields that are
patient identifiers.
Navigate to Patient > Edit Patient Data. A list of all data elements for the selected patient will be displayed:

Deleting the Entire Patient Record
To delete the entire patient record, click the “Delete” link at the top of the page next to the Patient ID number and
Current Episode information. This will completely delete all information about the patient and all contact notes.

Deleting Individual Data Elements
Following the page header, a list of all data elements that have been entered for the selected patient is displayed.
The label for each data element contains at least two of:
•
•
•

The element name of the record
The field name, and
The data entered for a given field
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Each item has a “Delete” link for the purpose of deleting the discrete data element. Upon clicking the “Delete” link,
a dialogue box will appear to confirm the action to delete the individual data element.

Restrictions on Deletion
Deletion of some data elements for a patient will result in a change in the patient’s treatment status. Deleting
records that revert patient treatment statuses will be allowed only if there are no other data elements entered
after the record to be deleted. This means that a Contact Note that is not the most recent can only be deleted if it
is not associated with a status change or if all newer notes have first been deleted. Additionally, deletion will be
denied if patient status is out of order (e.g. if the Patient Information date is after the date of the Initial
Assessment).
Records that will result in a change in patient status when deleted include:
•
•
•
•
•
•

Entire Patient Information records: this will be allowed only if the patient is enrolled in 2 or more episodes
of care
Entire Initial Assessment Notes
Entire Relapse Prevention Plan Notes
Eelapse Prevention Plan End Dates: this will be allowed if no other status change occurred afterwards
Entire Discharge Notes
Notes at which a Care Plan goal was opened or closed.
TIP: To delete a status-changing note without having to delete all more recent notes, Care
Managers can edit the note date to make it the most recent note and then that single note can
be deleted.
To delete a note at which a Care Plan goal was opened or closed, you can first delete the entire
Care Plan goal, if appropriate. You can also delete the “Closed Reason” to reopen a closed Care
Plan goal.

SUPPORTING CMTS USERS
Account Administrators are often responsible for fielding questions from Care Managers or other CMTS users at
their clinic. You may familiarize yourself with Care Manager functions in CMTS by:
•
•
•

Reviewing the CMTS Quick Start Guide, and CMTS Care Manager User Guide documents
Creating a test Care Manager account for yourself, and try entering sample patients
Reviewing the supporting CMTS mini-video tutorials
TIP: Administrators may create a Care Manager account for themselves at the “Test Site” to
become familiar with Care Manager functionality i

16

APPENDIX A: Printable Checklist for Creating New CMTS Accounts
NEW CMTS ACCOUNT CREATION CHECKLIST
First and Last Name

Email & Phone

Will person log in to
CMTS?

Y/N

Y/N

Y/N

Y/N

Role(s)
(check all that apply)
○ Account Administrator
○ Care Manager
○ Consultant
○ Data Manager
○ Primary Care Provider
○ Psychiatric Consultant
○ Psychotherapist
○ Site Manager
○ Account Administrator
○ Care Manager
○ Consultant
○ Data Manager
○ Primary Care Provider
○ Psychiatric Consultant
○ Psychotherapist
○ Site Manager
○ Account Administrator
○ Care Manager
○ Consultant
○ Data Manager
○ Primary Care Provider
○ Psychiatric Consultant
○ Psychotherapist
○ Site Manager
○ Account Administrator
○ Care Manager
○ Consultant
○ Data Manager
○ Primary Care Provider
○ Psychiatric Consultant
○ Psychotherapist
○ Site Manager

Does person
provide care to
patients?

Y/N

Y/N

Y/N

Y/N
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APPENDIX B: EMAIL TEMPLATES FOR DISTRIBUTING ACCOUNTS
Care Manager Training Account
Hi [Care Manager Name],
Here is your TRAINING ACCOUNT information for the CMTS Registry:
Link: https://cmts.uw.edu/xxx.woa (please bookmark this page)
Account Type: Care Manager
Organization: Test Site
Username: [usernameTEST]
Temporary Password: [password]
To simplify the training process and reduce the risk of accidentally entering fake patient data into the real CMTS
Registry, you currently have a Training Login Account. This is for training purposes ONLY. Please note that your
Training Account is never to be used for actual patient data – this is VERY IMPORTANT. Entering real patient data
using your Training Account would disclose PHI outside your organization and would be a HIPAA violation.
You will receive a real (not training) login account after notifying your Account Administrator that you have
reviewed the training material below, have followed the Sample Care Manager Scenario, and have practiced
entering fake patient data.
To get started, please do the following:
1. Download User Guide: Visit the AIMS Center’s CMTS Resources Webpage at: http://aims.uw.edu/caremanagement-tracking-system and download the Care Manager User Guide.
2. Review Guide, Watch Videos: Read through the user guide. A number of short video tutorials are available on
the AIMS Center’s CMTS Resources Webpage under the “Video Demonstrations > For Care Managers” heading. It
is helpful to watch each video after reading the corresponding section in the user guide.
3. Change Password: Upon logging in, please change your Temporary Password by selecting Tools > Password from
the navigation menu bar at the top of the page. You will be taken to the Change Password section where you will
be asked to create new password. Passwords must be at least eight characters and contain at least one number or
special character.
4. Create Fake Patients: The best way to learn the registry is to use it. Create fake patients in the Training CMTS
Registry to practice various functions and features. To get started, use the Sample Care Manager Scenario that
demonstrates how the registry can help facilitate patient care. Document each encounter with the sample patient
into CMTS.
5. Print out the CMTS Quick Start Guide to keep at your workstation to quickly reference how to perform specific
functions.
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6. Notify Account Manager that you have completed the training process and are ready to be issued a real login
account!

If you have any questions or difficulties, please contact [Account Administrator Name and Contact Information].

Care Manager Real Account
Hi [Care Manager Name],
Here is your real (not training) account information for the CMTS Registry:
Link: https://cmts.uw.edu/xxxx (please bookmark this page)
Account Type: [Care Manager, Psychiatric Consultant, Site Manager, etc.]
Organizations: [organization]
Username: [username]
Temporary Password: [password]
This is your account for entering patient data into the CMTS Registry. Your Training Account with the user name
ending in “TEST” will also continue to work should you wish to use it for demonstration or practice.
Change Password: Upon logging in, please change your Temporary Password by selecting Tools > Password from
the navigation menu bar at the top of the page. You will be taken to the Change Password page where you will be
asked to create new password. Passwords must be at least eight characters and contain at least one number or
special character.
If you have any questions please contact [Account Administrator Contact Information]
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