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The MELS Helpful Guide for Providers

Chapter 1: Accessing MELS

How to Access MELS through the Department of Mental Health’s Portal Site

1. Open your browser (Internet Explorer or Chrome) and go to URL: https://portal.dmh.mo.gov to

sign onto the Department of Mental Health Portal Site:

2. Click the “Please Log In!” link

s, -
°|\-\:.;I|| Https://portal.dmb.me.gov £ - @ E | | Home Page - Missouri Dep... % |
File Edit View Favorites Took Help () Share Browser  WebFx » x & Comvent

P> blcase log int IMPORTANT NOTICES:

Home = Effective February 18, 2014, DMH user IDs that have not been used for 90 or more days will be deleted. Please log In, at minimum, every
20 days in order to prevent your user ID from being deleted.

EAC

« You may notice new functionality in CIMOR which Is designed to further ensure the datn Integrity of the CIMOR system. Multiple tabs or

Contact windows that use the same CIMOR session will no longer be allowed and a message will be displayed if this situation s detected. This new
massage provides instructions on what can be done to take advantage of multiple sessions while still protecting the data integrity of
CIMOR.

Access uaest Form CIMOR Production Environment

Use the Contract Provider Access Request Form to gain new access. change or 4
revoke access to CIMOR.
Customer Support ; UCtlon

The Custemer Support Center is now available 24 hours 7 days a week induding CIMOR Ancillary Environments

haldays for password resets and other techmcal issues. The toll free telephone mmm w
nurmber is (328) £01-4779. The local number is [573) 526-5828. v Training v

Test

3. Login using your DMH user ID and Password.

~
°®|i https://portal.dmh.mo.gov/Account/Login PD~acx

File Edit View Favorites Tools Help

partment of Men

Please log in!

Login

Home .
Domain\Username

FAQs

Contact Password
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4. Click on the “Apps-Docs-Videos” link

The MELS Helpful Guide for Providers

Hello, Kevin!
Log off

Home

—»AQQS-DO cs-Videos

Password

Help Ticket

FAQs

Contact

IMPORTANT NOTICES:

s Effective February 18, 2014, DM
90 days in order to prevent you

+« You may notice new functionali
windows that use the same CIM(
message provides instructions o
CIMOR.

Access Request Form

Use the Contract Provider Access R
revoke access to CIMOR.

5. Click on the “MELS (DMH & TCM Providers)” link

Hello, Kevin!
Log off

Home

Password

Help Ticket

Apps-Docs-Videos

Applications
Access Request Application (ARA)

Applications, Documents, & Videos

Assistance for DD Service Providers in Selecting Roles through ARA

Data Central Reports

DD Consumer Referrals

DD TCM Logging Monitoring

DMH Extranet
MELS (DMH & TCM Providers)

Documents

Version 1.0
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The MELS Helpful Guide for Providers

6. This takes you to the MELS “Login” screen

Missouri Department of Mental Health

Home = Login to the site

Returning to this web site?

Login here using your username and password
(Cookies must be enabled in your browser) @

Username

Password

Login
¢/ Remember username

Forgotten your username or password?
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Chapter 2: MELS

How to log on to MELS

1. Once you have arrived to the MELS site from the Department of Mental Health’s Portal Site, you
will see the MELS “Login” page.
a. Login using your DMH user ID and Password. (* Same as you use on the DMH portal)
b. Click the “Login” button

Missouri Department of Mental Health

Home # Login to the site

Returning to this web site?

Login here using your username and password
(Cookies must be enabled in your browser) ()

Username
Password

¢/ Remember username

Forgotien your username or password?

2. This takes you to the MELS “Start” page

You are logged in as KEVIN RILEY (Legeut)

Missouri Department of Mental Health

Home
Program Management = Calendar =
# Dashboard Welcome to MELS. R
. . < May 2015 >
+. Program Jssouri To begin, click the Dashboard link to view your learning plans.
| Sun Mon Tue Wed Thu Fri Sat
+ - Learning Plan m ,b ee 1132
+- Reporis Lp y 3 4 5|6 7|89
earnin 10| 11 [ 12| 13 | 1415 16
Navigation o] L (_/!f' 9 17 1920 2|2 2
Home System 24|25 26|27 |28 29 B0
= My home B
b Site pages .
b My profie Site news
F My courses Subscribe to this forum
(No news has been posted yet)
Administration o]

My profile settings

You are logged in as KEVIN RILEY (Logout)
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Navigating MELS

1. From the MELS “Start” Page you can navigate throughout all of the different sections of MELS.
Some of the main sections include: the MELS dashboard, reports, and your profile.

You are logged in as KEVIN RILEY (Logout)

Missouri Department of Mental Health

Home
Program Management [ Calendar B
A Deshocard Welcome fo MELS. .
y ; 1 May 2015 »
#/ Program Issouri To begin, cick the Dashboard fink fo view your leaming pans.

Sun Mon Tue Wed Thu Fri Sat

#/ Leaming Plan E ,b nE
+ Reports i {99 3045678 9
L ' 0N 1M
Navigation g . earghng el 2 225
4557 8RN
i S ystem
¥ My home
) Site pages

) My profe Site news

) My courses Subscribe to this forum
(No news has been posted yet)

Administration 0

) My profile settings

You are logged in as KEVIN RILEY {Logout)
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MELS Dashboard

To access the MELS dashboard you can simply click on the “dashboard” link on the left side of your

screen from within the “Program Management” block, or from the “dashboard” link located around

the center of your screen by the MELS logo.

Missouri Department of Mental Health

Home

# Dashboard

+ Program

P

M.is..s..o..u;i
\

mplbyee

+: Learning Plan

+ Reporis

Navigation B L eargﬁng
Hons S ystem
= My home

b Site pages

¥ My profile Site news

P My courses

Administration =

b My profile settings

You are logged in as KEVIN RILEY (Logout)

Calendar B
Welcome to MELS.
May 2015 >

4
To begin, click the Dashboard linkjto view your learning plans.
Sun Mon Tue Wed Thu Fri Sat

3|4|s|6|7]als
1001112 13 14 15 16
17 EIEIEIE
A IEARIEIE:
3

Subscribe to this forum

(No news has been posted yet)

You are logged in as KEVIN RILEY (Legout)

The MELS dashboard is where you can see what course are and have been assigned to you.

ELIS

Hame B Program Managemard

Program Management

Current Loaming Plans

¥ou ar 1o0ed In a5 KEVIN RILEY (Logout)

Archived Loaming Plans

# Dashboard
+ Program
+- Leaming Plan
+ Reports Welcome
Mavigation =
— Learning Plan: 008-Missouri Autism Project Services-2015-C Show Completed Courses|Hide Courses|
® My home
Course Description Class Instance Description  Score Status. Date
b Sile pages
b My proile Centified 008-Missoui Autism Preject BE0-EE000-Suppen Coordinator Reles and Responsibdtios Training 0.00  Net M4
Services 2015-Certific ate Completed
b My courses
R AR Learning Plan: 650-Certificate Test Program Show C Col | Courses
Learning Plan: 650-Core-2015 Show Completed Courses|Show Courses,

Learning Plan: 6560-HIPAA-2014

Show Complatad (.;OUISOS!SI'IOW Courses

Canirse Description

Centified SCM-A. Philosophy and Values

Cedtified SCM-B1° Basics

Centified SCM-B2: Service Monfonng

Version 1.0

Learning Plan: 660-3CMC-2016-C

Show Completed Courses|Hide Courses,

Class Instance Description  Score Status Date
E50-Philosophy and Values 2015-Certsfic ale 0.00 Mot NA
Compilated
650-Basics 2015-Cantificate 0.00 Mot NA
Completed
€50-Sernce Monitonng 2015-Certificate oo Met NA
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1. Letslook into the different components that make up the MELS dashboard

ELIS

Home » Program Management
Program Management Current Learning Plans | Archived Leaming Plans
- g Dashboard

+ Program

+ Learning Plan

£ Reports Welcome

You are logged in as KEVIN RILEY (Logout)

Navigation

Home 1c —PLearning Plan: 008-Missouri Autism Project Services-2015-C Show Completed Courses|Hide Courses|

My home
Site pages

My profile Certified 008-Missouri Autism Project 650-6500D-Support Coerdinator Reles and Responsibilities Training-

Services 2015-Certificate
My courses

Course Description Class Instance Description  Score

Administration

a. Current Learning Plans tab

My profile sattings Learning Plan: 650-Certificate Tes 1d Show Completed Courses|Show Courses

Learning Plan: 650-Core-2015 Show Completed Courses|Show Courses

Learning Plan: 650-HIPAA-2014 Show Completed Courses|Show Courses

Learning Plan: 650-SCMC-2015-C Show Completed Courses|Hide Courses

Course Description Class Instance Description  Score Status Date

1f ’Cemfled SCM-A: Philosophy and Values 650-Philosophy and Values 2015-Certificate Not NA
Completed

Certified SCM-B1: Basics 650-Basics 2015-Certificate Not NA
Completed

Certified SCWM-B2: Service Menitoring 650-Service Monitoring 2015-Certificate Not NA

This is the default view that you will see when visiting the MELS dashboard. This screen

shows what courses you are currently assigned.

b. Archived Learning Plans tab

This tab takes you to the program archive screen, which show old programs that have
been archived, you should not have to worry about any courses that are listed on this

screen, unless your supervisor/trainer informs you differently.

Version 1.0
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Learning Plan Title

This just tells you the main title of the program that you have been assigned to. Under
the program title you will a list of courses that are required to complete this program.

Show Completed Courses button

When you complete a course within a program, the course hides from your screen. This
way you only have to view what courses are left to take. If you would like to see your
completed courses, along with your un-completed courses, then simply click on this
button.

Hide/Show Courses button

If you do not want to see the course listing for a program, you can simply click on the
“Hide Courses” button. This will hide everything but the title of the program. The button
will then change its text to “Show Courses”.

If you would like see the course listing back under the program title, simply click on the
“Show Courses” button and they will reappear.

Course links

The course links will take you to your course. If the link is blue — this means that this is
an online course and you may click it to start. If the link is black — this means that this is
an in-seat course and the instructor/trainer will manually grade/mark complete this
course for you.

Version 1.0
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MELS Reports

1. To access your training records in a report form for your MELS coursework:
a. click on the plus-sign next to the “reports” link on the left side of your screen from
within the “Program Management” block.
b. Click on the plus-sign next to the “User Reports” link.
c. Click on the “Individual User Report” link.

Missouri Department of Mental Health
Home
Program Management
Welcome to MELS.
% Dashboard M : ;
+! Program JSSOU{I To begin, click the Dash
4+ Learning Plan E \
[ = s
—- User Reports L \\
|27 Individual n earr\rl_gng
Course Progress S e
Report ystem
1c #/ Individual User
Report
Site news
Navigation
Home
My home

2. The Individual User Report Screen will now appear, and should have your name populated
within the Full-Name text box.

a. Click on the “Show Report” button to generate your MELS Individual User Report.

Individual User Report
Home » Individual User Report
New filter

Program Management

F EVIN RILEY
% Dashboard

+! Program 2a »Show Report)

+/ Learning Plan
- Reports
= User Reports
|7 Individual
Course Progress
Report
- |/ Individual User

Report

Navigation
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3. The Individual User Report screen will now appear. It is on this screen that you will see your

complete transcript report of completed and uncompleted courses for the MELS system.

Home » Individual User Report

Program

+/| Learning Plan
- Reports
—i User Reports
| Individual
Course Progress
Report
- |/ Individual User

Report

Navigation

Home
My home
Site pages
Iy profile

Iy courses

Administration

My profile settings

Individual User Report

3¢

Individual User Ref

User ID:

First name: KEWVIN

Last name: RILEY

Email: Kevin.Riley@dmh.mo_gov

Registration date:
Program: 650-Certificate Test Program

Monday, June 23, 2014, 1:59 PM

Course ID: 650-Boundaries Certificate Test Course 1
Course name: 650-Boundaries Certificate Test Course 1
Credits: 1.00

Grade: 100.00

Class ID: 650-Boundaries Certificate Test Course 1

Date completed: Monday, May 04, 2015

Status: Complete

Expires: Not Available

Learning Objective Score

650-Boundaries Cert SCORM 100.00%

KEVIN RILEY has earned 1.00 credits of a reqt

Program: 650-Core-2014

Course ID: 650C-DFEP-2014

Course name: Diversity and Fair Employment Practices

You have the ability to save your MELS transcripts in two different formats: a PDF or an EXCEL

spreadsheet.

Version 1.0
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a. To make a PDF version of your transcripts, click on the “Adobe” button.

Individual User Report

User ID:

First name: KEVIN

Last nama: RILEY

Email: Kavin. Rilay@dmh.mo.gov

Registration date: ~ Monday, June 23, 2014, 1:539 PM

Program: 650-Certificate Test Program

Course ID: 650-Boundaries Certificate Test Course 1
Course name: 650-Boundaries Certificate Test Course 1
Credits: 1.00

Grade: 100.00

Class ID: 650-Boundaries Certificate Test Course 1
Date completed: Monday, May 04, 2015

Status: Complete

Expires: Not Available

Learning Objective Score
650-Boundaries Cert SCORM 100.00%
KEVIN RILEY has eamed 1.00 credits of a required 0.00 credits for this program: 650-Certificate Test Program

il a B e

b. To make an Excel spreadsheet version of your transcripts, click on the “Excel” button.

A B C D E F G H 1 J K
1 UserlD:
2 |First name KEVIN
3 Last name RILEY
4 Email: Kevin.Riley@dmh.mo.gov
5 RegistratiiMonday, June 23, 2014, 1:53 PM
&
7 Program Course ID Course na Credits  Grade ClassID Date comjStatus Expires Learning (Score
8 B650-Certif 650-Bount650-Bount 1 100 650-Bount Monday, I Complete Not Avail: 650-Bount 100
9 650-Core- 650C-DFEF Diversity : 1 100 650C-DFEFWednesd: Complete Saturday, None N/A
10 650-Core- 650C-PSH- Preventin 1 100 650C-PSH- Monday, ( Complete Saturday, None N/A
11 |650-Core- 650C-Dive Diversity ¢ 1] 0 650C-Dive Not Comp Incomplei Saturday, Diversity : NfA
12 6850-Core- 6850C-Prev Preventin ] 0 650C-Prev Not Comp Incomplei Saturday, Preventin N/A
13 6850-HIPAL 650H-PS-2 Privacy an 1 100 650H-PS-2 Wednesd: Complete Saturday, None N/A
14

Version 1.0 Page 12



The MELS Helpful Guide for Providers

MELS Personal Profile

You have the ability within MELS to view and/or edit your MELS at any time. This information can be of
great use when trying to trouble-shoot an account, as well as offer you the ability to update your

information as needed.

View MELS Personal Profile

1. To “View” your personal profile within MELS:

a. Click the arrow in front of the “My Profile” link on the left side of your screen from
within the “Navigation” block.

b. Click the “View Profile” link.

KEVIN RILEY : Public profile

Home » My profile » View profile

Program Management [=

1 Dashboard
+}-Program
+ Learning Plan
; ‘Reports
Country
Navigation B City/town
Home sid
"y home ghrsid
b Site pages Course profiles
n ¥ My profile
" View profile n
} Forum posts

o My private fles
My badges

F My courses

Administration B First access
: Last access
¥ My profile setfings
" Edit profle
U |flessaging
} Badges

YYou arelogged in as KEVIN RILEY (Logout)

Customize this page

KEVIN RILEY

United States

650-DD Certificate Tes: 1, 650-C Diversity and Fair Employment Practices 2014, 650-C Preventing
Sexual Harassment A 2014, 650-H Privacy and Security 2014, Cerfified SCM-N3 TCM-TAM
Documentation 2015, Certified SCM-N2 TCM-TAM Codes Billable 2015, Certified SCM-N1 TCM-TAM
Introduction 2015, Certfied SCM-M2 Wheelchair Safety 2015, Certified SCM-M1 Resources 2015,
Certified SCM-L Legal and Advocacy 2015, Certified SCM-K Abuse and Neglect 2015, Certified SCM-
J Quality Enhancement 2015, Certified SCM-/ Community Living 2015, Certified SCM-H MO
HealthNet DD Waiversin Missouri 2015, Certified 3CM-G Funding Resources and Partners 2015,
Certified SCM-F Funding Mechanisms 2015, Certified SCM-E Suppert Planning Services 2015,
Certified SCM-D Seff-Directed Supperts 2015, Certified SCM-C Admissions and Discharge 2015,
Certified SCM-B3 Employment Initiative 2015, ...

Monday, June 23, 2014, 1:59 PM (329 days)
Monday, May 18, 2015 2:14 PM (now)

You are logged in 25 KEVIN RILEY {Logout)

Version 1.0
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Edit MELS Personal Profile

2. To “Edit” information within your personal profile within MELS, such as updating your Email
address:

a. Click the arrow in front of the “My Profile Settings” link on the left side of your screen

from within the “Administration” block.

b. Click the “Edit Profile” link.

c. Once you have finished updating your profile information — Click the “Update Profile”
button located at the bottom of your page.

Version 1.0

Missouri Department of Mental Health
Home » My profile settings » Edit profile
Program Management
i & Dashboard
+- Program
+ Leaming Plan General
+- Reports First name*
L. Last name™
Navigation
Email address™
Home
My home Email display
Site pages Email format
My profile Email digest type
WMy courses Forum auto-subscribe
Forum trackin
Administration g
) ‘When editing text
* My profile seftings ) )
Edit profile Cityitown
Messaging Selecta country™
e Timezone
Preferred language
Description
User picture
Optional
Other fields

KEVIN RILEY

KEVIN

RILEY

Allow only other course members to see my email address E|
Prefty HTML format [~

Mo digest (single email per forum post) |Z|

Yes: when | post, subscribe me to that forum E|

No: don't keep track of posts | have seen El

]

Use HTWL editor
United States

America/Chicago
English - United States (en_us}|2|

Moodle auto-format[~]
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