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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  
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

3. Log in using your DMH user ID and Password. 
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4. Click on the “Apps-Docs-Videos” link 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 

5. Click on the “MELS (DMH & TCM Providers)” link 
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6. This takes you to the MELS “Login” screen 
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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. Log in using your DMH user ID and Password. (* Same as you use on the DMH portal) 
b. Click the “Login” button 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

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

The MELS dashboard is where you can see what course are and have been assigned to you.  
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1. Lets look into the different components that make up the MELS dashboard 
 

2.  
 
 
 
 
 
 

3.  

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 

a. Current Learning Plans tab 
 
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been archived, you should not have to worry about any courses that are listed on this 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. 
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c. 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. 
  

d. 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. 
 

e. 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. 
 

f. 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. 
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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. 

 

 

 

 

 

 

 

 

 

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. 
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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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You have the ability to save your MELS transcripts in two different formats:  a PDF or an EXCEL 
spreadsheet. 
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a. To make a PDF version of your transcripts, click on the “Adobe” button. 

 

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