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What is PCS? 

• The PCS is the primary source of information 
about individuals served by the Mental Health 
system in NY State 

 
• All public programs that provide Mental Health 

services in NY State participate 
 
• 170,000 individuals received Mental Health 

services in 6,000 programs during the PCS week 
in 2011 
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Why do we need PCS? 
• Information gathered is used to support 

implementation and evaluation of new 
programs 

 
• PCS supplies required data for continued receipt 

of Federal funding through the Community 
Mental Health Block Grant (approx. $25 million 
in FFY 2011) 

 
• PCS portal offers rapid access to statewide data 
 

3 of 35  



Important Definitions 

• Facility Survey – conducted through MHPD 
prior to PCS, collects data about providers of 
MH services 
 

• Patient Characteristics Survey – conducted 
every other year, collects data about 
consumers of MH services 
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Facility/Unit/Site 
• Facilities are divided into Units, and some of 

these Units are further divided into Sites (FUS) 
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Acme Hospital  
(Facility) 

Advocacy  
(Unit) 

Advocacy  
(Site) 

Clinic  
(Unit) 

Main Street Clinic 
(Site) 

Downtown Clinic 
(Site) 



Important Definitions 

• PCS Coordinator is the person at your facility 
who serves as OMH’s contact during PCS 

 
• Security Manager is the person who uses SMS 

to grant access to Supervisors and Submitters, 
add users and update passwords 
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PCS Roles 

• Submitter – A User assigned to enter data and 
view/print reports in PCS for the Units or Sites 
with which the User is associated. 
 

• Supervisor – A User allowed to see and enter 
data for ALL Unit/Sites at the Facility, and to 
upload and download Facility data and reports.  
The Supervisor also certifies that the Facility has 
completed its data entry by locking Unit/Sites 
when they are done or explains why a particular 
Unit/Site has not provided data. 
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Changes since the 2011 Application 

• New Questions 
– Expanded Gender Identity question 
– Sexual Orientation question 

• All Facilities permitted to Upload Data 
• New PCS Home page with helpful info 

– Contact information for PCS Coordinator 
– New progress bar tracking data entry 

• Better sorting features will make application 
run faster 
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Logging in to PCS 
 

go to https://pcs.omh.ny.gov 
 

or  the PCS Website at 
www.omh.ny.gov/omhweb/pcs/submissions  
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You can use your token or password to log in.  Remember if using a token 
to enter your PIN, followed immediately by the 6 digits of the token. 

https://pcs.omh.ny.gov/
http://www.omh.ny.gov/omhweb/pcs/submissions
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PCS Home Page 

Banner 
highlights 
important PCS 
info 
 
PCS 
Coordinator 
contact info  
 
Countdown 
calendar lists 
number of 
days left to 
complete PCS  
 
New Progress 
bar tracks 
submissions 
 



Create New 
Submission 
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Clicking “Create New Submission” in menu… 

…brings up a  
new Submission. 
 
Begin by selecting  
the correct unit  
from the “Unit Name” 
drop down menu. 
 
If your unit has 
multiple sites, you will 
need to select the 
correct site from the 
“Site Name” drop 
down menu. 



Creating a Submission 
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Once a Unit and 
Site are selected, 
these fields auto 
populate. 
 
 
 
Enter Client’s 
Name, DOB and 
Gender. 
 

Clicking “Next” checks for duplicate entries, then 
allows you to continue to the next screen. 
 



PCS Questions 
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•Questions with 
round check 
boxes are 
“select one” 
 

•Questions with 
square check 
boxes are 
“select all that 
apply” 



Living Situation 

• Inpatient programs report on PRIOR Living 
Situation unless: 
– Client transferred directly from another inpatient 

setting 
– Client has been in residence in this inpatient 

setting for over one year 
 

• All other programs report on CURRENT Living 
Situation 
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PCS Questions 
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•ONLY complete 
surveys for 
clients who 
received services 
during the 
survey week. 
 

•Check off each 
day that the 
client received 
services in this 
program 



Problems and Peculiarities 
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•Red problematic 
items must be 
corrected  
 

•Blue peculiar items 
should be reviewed. 
 
 

The sheet number is displayed here, making it easier to look 
up this submission again later. 
 



Data imported from CAIRS or MHARS 
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•After selecting a 
Unit and Site, note 
that the data 
source indicates 
information pulls 
in from CAIRS 
 
•Select a Client 
from the drop 
down list 
 

•If Client is not on 
the list, enter by 
clicking here 
 

 



Select a Client from the List 
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•The drop down 
list will show all 
Clients currently 
admitted to your 
program 
 

•If a Client is not 
on the list, you 
will be able to add 
them directly by 
scrolling to the 
bottom of the list 
and choosing 
“Add New Client”  

If a Submission has already been created for a particular Client 
in this program, a sheet number will indicate this 

12 



List of Submissions 
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Note that if the 
Edit and Delete 
icons are 
missing, this 
submission is in 
a Unit that is 
locked.  See 
your  PCS 
Supervisor to 
unlock the unit 
if you need to 
edit this sheet. 

Use the filter box to cut the list 
down for easier searching 

Print one or more submissions using the Print feature 



Copy Submission 
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The Copy Submission box appears right under the List of Submissions when you choose 
the Copy icon in the row of the sheet you wish to copy 

Select the Unit and Site you wish to copy to, then click Copy Submission 



Copy Submission – Duplicate Records 
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If a record with the same name already exists in the new Unit/Site,  PCS will ask 
if you wish to view the existing record, or continue with the copy 



Viewing Reports 
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Select a QA Report from the menu 
 
Quality Assurance Reports help improve the quality of the data 
submitted to OHM. 



QA Reports 

23 of 35  

QA Report 1: Percent of Valid Submissions by Unit/Site 
 
Allows Users to see how many submissions require corrections to make them valid 



QA Reports 
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QA Report 2: Percent of Unknown Responses by Unit/Site:  
 
Compares your facility’s percent of unknown responses to those of all other sites of the 

same type in the state 



QA Reports 

QA Report 3: Percent of Unknown Responses by Item:  
 
Allows Facilities to track what information they are not collecting in general 
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Supervisor Page 
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Click 
anywhere in 
the row of the 
Unit/Site you 
wish to lock, 
and if all 
submissions 
are valid, the 
option to lock 
will appear 
below the list 



Locking and Unlocking 
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When unlocked, a site with valid submissions displays the “Lock” button 

When locked, a site with valid submissions displays the “Unlock” button 



Reason for No Data 
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•When indicating that a unit/site is closed, please also make sure it is closed in MHPD 
 

•Once a reason for not submitting data has been selected, you must click “Save” to 
submit that reason to OMH 
 
 



Other Reason for No Data 
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Once you select 
“Other  Reason 
for No Data 
Requested”, 
you must 
provide more 
information in 
the comment 
box before 
saving. 

To remove a Reason for No Data after saving, and thereby unlock a 
Unit/Site for data entry, click Remove Reason 



OMH Responses to  
“Reason for No Data-Requested” 
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1. Other Reason for No Data – Approved:   Your reason is acceptable, this Unit/Site 
is locked, no further attention needed 
 

2. Other Reason for Not Data – Denied:  Your reason was not acceptable, data must 
be entered for this Unit/Site 
 

3. Pending:  We are still reviewing your request, check back to see the results 



At any point during data entry… 
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A Supervisor may download your facility’s data to an Excel spreadsheet… 

If there are invalid submissions, it will be noted here, as well as in the last 
column on the downloaded Excel sheet. 



Uploading Data to the Web Application 
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•Upload to all 
Unit/Sites at 
once by 
selecting this 
option 
 

•Or select one 
or more 
Unit/Sites here 
 

•A greyed out 
box indicates 
that the 
Unit/Site has 
been locked 



Uploading Data to the Web Application 
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Use the “Browse” button 
to locate your data file on 
your computer 

A data file must have a “.txt” file extension, and when you open it, will look like 
this*.  See the PCS web page at www.omh.ny.gov/omhweb/pcs/submissions for 
more information about formatting your data. 

* Fictional Data 

http://www.omh.ny.gov/omhweb/pcs/submissions


• When the PCS is completed, the User 
Feedback Survey helps us make future 
improvements 
 

• Allows users to identify issues and concerns 
with the PCS Application 
 

• Link will be made available on the PCS Home 
Page 
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User Feedback Survey 



PCS Webpage at  www.omh.ny.gov/omhweb/pcs/submissions 
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