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Recipient Search 
Overview 
Recipient Search allows users to identify a cohort of individuals who meet search 
criteria or perform a quick search to find a specific client in PSYCKES-Medicaid. For 
example, if an organization wishes to identify all clients who are flagged for a particular 
quality flag and have received services in a particular service setting, a user could use 
Recipient Search to generate a list of clients who meet that search criteria. 
 

Accessing Recipient Search 
Click the Recipient Search menu button in the PSYCKES-Medicaid main header to 
access the Recipient Search menu (Figure 1). 

 
Figure 1. Recipient Search Menu 
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Recipient Search Fields 
Users can search for individuals by any combination of the fields listed below. Similar 
fields have been grouped together in boxed categories in Recipient Search (Figure 2). 

Recipient Identifiers 
Search for individual recipients through personal identifiers.

• Medicaid ID 
• Social Security Number (SSN) 

 

• First Name 
• Last Name 
• Date of Birth (DOB) 

 

Recipient Characteristics 
Search for groups of individuals through their characteristics. 

• Age Group 
• Gender 
• Managed Care Program 

• Population 
• Quality Flag (also known as 

Quality Indicator) 
 

Medication & Diagnosis 
Search for groups of individuals through their medication and diagnosis information.

• Prescriber Last Name 
• Drug Name 
• Active Drug Status 
• Psychotropic Drug Class 
• Non-Psychotropic Drug Class 
• Diagnosis 

• Number of times diagnosis was 
given 

• Primary or Secondary Diagnosis 
Status 

• BH Diagnosis 
• Medical Diagnosis 

 

Services by a Specific Provider 
Search for groups of individuals through their use of specific provider services. For 
provider level users, the “Provider” field will automatically display their provider name. 
State level users have the option of entering a provider agency name in this field. 

• Provider 
• Region 
• County 
• Current Access Status 

• Service Utilization 
• Number of Visits 
• Service Setting 

 

Services by Any Provider 
Search for groups of individuals through their use of any other provider services.

• Provider 
• Region 
• County 

• Service Utilization 
• Number of visits 
• Service Setting 
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Figure 2. Recipient Search Logic 

 

Search Logic 
Users may select up to four options within a field (e.g., Quality Flags, Service Settings) 
by holding down the “Ctrl” button on their keyboard and selecting multiple options.  
The algorithm for the search function is set up such that selections within a field follow 
the “or” logic (e.g. search results within the Psychotropic Drug Class field will yield 
recipients on Antidepressants OR Antipsychotics if both are selected). (Figure 2). 
On the other hand, selections between different field boxes follow the “and” logic (e.g. 
search results between the Psychotropic Drug Class and BH Diagnosis fields will yield 
recipients that are on an Antipsychotic medication AND have had a diagnosis of Bipolar 
Disorder if both are selected). 
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Figure 3. Recipient Search: Search Tips 

Recipient Search Tips 
When using Recipient Search, consider the following tips (Figure 3):  

Expand Service Setting Categories 
The Service Setting filter, located in the Services by Provider boxes, lists multiple 
categories of service utilization for which a user can search. Click on the “+” icon to the 
left of each service category to expand the list of services with each category. The 
Service Detail box will list the services selected each search. 

Select Multiple Options within Search Fields 
Use the “Ctrl” key on your keyboard to select up to 4 different options within each field. 

Increase Number of Names for Search Results 
The Recipient Search function defaults to display 50 recipients for each search. To view 
more names, select a larger number in the “Maximum No. of Rows to be displayed” 
drop-down filter located at the bottom right-hand corner of the Recipient Search screen. 

View Clients Currently on a Specific Drug 
When searching by a specific drug name, in the Medication & Diagnosis box category, 
users can check the box next to “Active Drug” to search for recipients currently taking 
that medication.  

Reset Search Criteria 
Click the “Reset” button at the bottom right-hand corner of the screen to reset all filters. 
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Recipient Search Results 
After selecting desired search criteria, click on the “Search” button at the bottom right-
hand corner of the screen (Figure 3). A list will generate of recipients that meet the 
particular search criteria (Figure 4). 

Clinical Summary 
Users can access a client’s Clinical Summary by clicking on the client’s name on the 
search results list (see ‘PSYCKES-Medicaid Clinical Summary User’s Guide’ for more 
information on the Clinical Summary). Note however, provider level users can access 
client level data only for individuals with one or more quality flags or for those who have 
provided written consent. Medicaid clients will appear in the Recipient Search results 
only after a Medicaid claim has been submitted by the provider agency for the client and 
paid by DOH, or after consent has been obtained. Dual Eligible consumers will not be 
displayed in Recipient Search unless some part of their services is covered by Medicaid. 

Modify Search Results 
Search criteria can be modified by clicking on the “Modify Search” button.  

Export Search Results 
Users can export the generated list of search results to PDF or Excel by clicking on the 
corresponding icon on the top right-hand corner of the screen. 
 

 
Figure 4. Recipient Search Results 
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