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TOP TIPS & TRICKS
1. There are two types of Data Manager Accounts to accommodate different types of uses:
•

“Data Manager-No PHI” Accounts can download de-identified data sets. These accounts will have
access to all export tables, but patient identifiers will be hidden.

•

“Data Manager-PHI” Accounts will see complete data, including patient identifiers. However, they
will be restricted to accessing only the specific data exports that the Account Administrator has
given them permission to download.

•

If you cannot find an export you need, believe your account permissions were assigned in error, or
have questions about your level of access, please contact your Account Administrator.

2. The Export page displays all exports your account has access to. Use the Quick Search or Advanced Search
menu to quickly find the export you need.
3. Any blue bold text is a clickable link, and will take you to more information about that export or allow you to
download the codebook or data.
4. Click the

icon on the Export page to display a list of included columns for a specific export.

5. Use the “Add Icon”
Accounts only).

to add a new export to the Exports page (Available to “Data Manager-No PHI”

6. Some large exports may take several minutes to download, but may be run during business hours without
affecting other users.

2

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 PCP, care manager, and psychiatric
consultant, and is by definition patient-centered and accountable. In contrast to electronic health records that
simply collect and store information, CMTS helps facilitate clinical decision making and 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 onsite, a useful feature in rural or other resource-poor areas.
CMTS enables coordination of care across health care providers and organizations and helps program managers
track the effectiveness of treatments across different providers and caseloads.

DATA MANAGER ACCOUNT ROLE
Data Manager Accounts may or may not be given access to Patient Identifying Information, depending on their
role. The Account Administrator is responsible for setting and maintaining appropriate permissions for each user
account at your organization. “Data Manager-PHI” Accounts will have access only to specific data exports
required to fulfill their role. “Data Manager-PHI” accounts with access to “All Organizations” may only be
granted access to a maximum of 5 exports at a time.
“Data Manager - No PHI” Accounts will have access to all data exports, but all patient identifiers will be hidden
with the message Identifying Information Hidden. Data fields in CMTS are designated as identifiers as consistent
with the 18 types of designated HIPAA identifiers (https://www.hhs.gov/hipaa/for-professionals/privacy/specialtopics/de-identification/index.html#standard), including patient name, medical record number, and date of
birth. All free-text (unstructured) data fields are also hidden as they could potentially contain PHI.
Data is exported as downloadable tables (.csv files) for reporting and analysis. Export data is filtered to include
only the patient data from the clinical organization(s) that your login account has permission for.
Although CMTS is not considered the patient’s official medical record, patient data should be treated with the
same policies as applied to any other protected health information. Access to PHI will be granted only to users
who require this level of access to complete their duties. CMTS accounts should never be shared; separate
accounts with minimum role access will be created for each user.
TIP: You should never share your username and password with another Data Manager. CMTS
accounts should be unique to each person.
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On the login page, you will be prompted for your username and password. Your username and password will be
issued to you by your Account Administrator. Account Administrators are responsible for setting and
maintaining appropriate permissions for each account, including your Data Manager account.
If you are unable to log in to CMTS, but you have the correct login information, it is possible that your account
has been locked. User accounts can be locked manually by Account Administrators, or they can be automatically
locked after 5 incorrect login attempts or after 90 days of non-use.

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, and screening and
outcome measurement tools will be recorded manually and added to CMTS when availability is reestablished.

SITE NAVIGATION OVERVIEW
The navigation toolbar is located in the black bar at the top of the screen.

The following options appear in the navigation toolbar:
Tools
•
•
•
•

Message Board
Print
Password
Exports
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Logout
Sign out of your account when leaving your workstation to keep patient information secure.

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.
“Add” icons: Green plus icons can be clicked to add a new export
Accounts only).
“Delete” or “Remove icons: Clicking these icons (
“Show” icons: Click the

or

(Available to “Data Manager- No PHI”

) will permanently delete the associated data or item.

icon on the Export page to display all included columns for a specific export.

Search Menu: Search for the name, or partial name, of an export you would like to find.
Advanced Search: Use the drop down menu to search by export name, description, or column name.

MESSAGE BOARD
Navigate to Tools > Message Board to view messages posted by your site manager. The message will be marked
as “New” until you click “Show Message” to read each message.

PRINT
For best results when printing from CMTS, use the built-in “Print” function, not the print function in your
browser. To access the built-in CMTS print function, navigate to Tools > Print.’
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PASSWORDS
To change your own password, navigate to Tools > Password. Passwords must be at least eight characters and
contain at least one number or special character.

EXPORTS
The data included in the downloaded tables will be filtered to include only data for patients that are assigned to
the clinical organization(s) that your login account has permission to view. For each data export, the following
information is displayed:

a. Name: Name of the data export table.
b. Description: Description of the data export table.
c. Included Columns: Click the

icon on the Export page to display all included columns for each export.

d. Codebook: Click the “Download” link to download the data export Codebook in plain text (.txt file) format.
The Codebook describes the text equivalent for any coded integer values that are included in that data
export.
e. Data: Click the “Download” link to download the data export in a comma separated value (.csv file) format.

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