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TO DESERT SAGE 
¥ O Li T tt II LG ION '<L i Is L:., Tr~ Lt, l L NTL~ 

ON l lNf APPi l(;TION 

PARENT/GUAROl"-N PRO Ff SSIONAl 

The Purpose and Use of the Portal 

The Desert Sage Youth Regional Treatment Center Online Application Portal is designed to create, 

maintain, and manage applications for youth needing to be enrolled in the Desert Sage Youth Treatment 

Regional Center. This database is an online application portal that can be used by parents and/or 

guardians, clinical staff at referring clinics, and Desert Sage administration. Each of the previously listed 

user groups has a particular level of access to the site with corresponding security measures in place. 

 Parents/Guardians: This user group can create an account and fill out an application. They are 

only able to access and view applications submitted using their unique username and password. 

 Clinical Staff: This user group must request an account through Desert Sage, and once the 

account is created and a clinic site is assigned, this group can access and view all applications 

submitted through and/or transferred to the clinic site. 

 Desert Sage Staff and Administration: This user group has the widest access to the portal as 

they can access and view all applications submitted to the portal. In addition to granting 

accounts to clinical staff at referring sites, they can also assign particular applications to specific 

clinic sites in the event that an application needs to be moved. 

This portal is built in a secure, HIPAA-certified platform to ensure the safety and confidentiality of 

patient/client information. Each user group must login to the site using a unique username and 

password in order to enter and access information. These elements support the security of the data. 

Introduction: Welcome to Desert Sage 

Website Address: https://db.aastec.net/YRTC/index.html 

The opening webpage directs individuals to enter as either a Parent/Guardian or a Professional (this 

category includes both referring clinic staff and Desert Sage administration). 
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Using the Desert Sage Platform: Parent/Guardian 

If you are a parent and/or guardian of the youth applying for admission to Desert Sage Youth Regional 

Treatment Center, click on the Parent/Guardian button on the homepage. From here it will take you to 

a new screen with three options. 

1. Create an online account for yourself – creating an account for yourself. This step is required in 

order to securely fill out an application for a youth. 

2. Start a new patient profile and application – initiating an application for the youth. This step 

involves creating a patient profile and providing the required application information. 

3. Finish application – completing and submitting the application. This step provides the option to 

complete an unfinished application if needed. 
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must acatc an account before you begin. All fields""' requucd to create an account. 

rust & Last Name• Phone whel9 }'OU can be nadied during the day• Your Relationship to Youth• 

Haley McBeth 555)555-5555 .,_o_th_er ______ _ 

(Your m.er name and email must be un1que I 

User name • 

mcbeth 

Email (may only be used on<e) . Coofinn Email . 

mcbeth@email.com hmcbeth@email.com 

Your password must be at least 8 cbaractcn, including at least I number and bod, lower and upper case letters. 

Password· Coofinn Password. 

Mhlii:H 
Please click on "Submit" to 

enter and save your accouut informatiou. 
You will automatically be taken the next step. 

I© 2019 Albuquerque Area Southwest Tribal Epidemology Center (AA.STEC) 

Creating an Online Application 

1. Create an online account for yourself by first entering your first and last name, your phone 

number, and your relationship to the youth. 

2. Next develop a username. This username must be unique, so if an error message pops up when 

you try to submit saying that the name has already been chosen, you must chose a different 

username. 

3. Enter and confirm a valid email address where you would like to receive any notifications 

regarding the youth’s application status. 

4. Lastly, develop a secure password containing at least 8 characters which includes at least one 

number and both lower and upper case letters. 
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ient Information: 't1i~~ (JJt'~1Jo..1blUt' r"'lJUi.ceJ 

rirstX!.me • ~,Iiddle Name LastX!.me • Other Kame/ Aliases Su:fix 
net 

::.er.:· F.t lm i city 

)la.1< '-" fl'illiilt' Nuu-cL1clorn:ius 

M:ui t ,11 S t.1h 1~ 

S r1:1k:,'\/:,w:1 W,t11ilx! 

P1im.11y J .1n,;ur ~c

::0!1lr;l1 Nol H -~,:nit:11 .ilinc1 

Rd ii':io11.-- P rr,f(';rr,nc-~(.S1'1r.ct riTI th M ripply) 

Ncndeoomm2.1ot1:!I 

Birth Information: 

C3 

Tribal Affi liation(s): 

Tribnl Afti!i!'ltion Primary 

City Place of Birth P1ace of Dird1 (Cit:,-/State) 

.C.l :!ltame 

Dorn outside of US 

Iii 

Tribal Affiliation Othe: (i:KOT O:\ ]ist or more <!Et.ails is nseded) 

Medical Insurance Information: 

\1rnli1~1'd / \.l11i:i i C~tl • Yt"t: Nu t'olicy N11111l11.1r j123456789 

OL'-le:Ileallnsure Y~ No 

6ack to Mam Page Logout 
PIH Sf' pro,·lde H much information � bout the pui• nt' s f� milr lif•. 

Family Information: 

Pt Placement 

Foattt~tina Home • Hospital Ju,~i~Odention OthttFamih-· OtherNon Family 

Leg�.I Gu1nll1n l nform� lion 

Name of Legal Guardian 

Halley McBeth 

Legal Guardian's Address 

123 ABC Street 

Mother's First Name 

Mother's Street Address 

Legal Guardian Relationship 

_,,., 

)fother's Last ~ame 

Father's lnfonu:uion (if not listed abo,·e): 

Father's First Name 

Shakespeare 

ApplicationlD 

Father's Last Xame 

""8<"' 

Phone Xumber 

000000-0000 

Legal Guardian's City 

Sesame 

Mother's Phone Number 

{_)_._ 

)lother's City 

Father's Phone Number 

2222222222 

Legal Guardian's State 

Iowa 

Mother's State 

Please Select lrom lrst • 

Legal Guardian's ZIP C.ode 

11111 

Mother's ZIP Code 

Father's Street Address 

123 ABC Street 

M�lflHIM 

Molher's Info rm� tlon (If not lb led �bon): 

Mother Resides Outside US 

Father's City 

Sesame 

Father's State 

Iowa 

Starting a New Application 

Once the parent/guardian online account is created, the process of submitting an application for the 

youth can begin. 

1. For a complete submission, please make sure to fill out at least any of the fields that are in red. 

These are required to move on to the next page of the application. Once this page is complete, click 

the SUBMIT button at the bottom of the page to move onto the next section of the application. 

2. The next page asks to fill out Family Information *Important to note that there is a bottom scroll bar 

with more information fields to be filled out* 
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to Main Page logout 

Pleau pro,·ld• u.s wilb u much history H you can • bout you r cblld so we know bow 10 help. 

ApplicationID 

Education History: 

N&ne of!Mt &hool attended 

Some High scnool 

City/ State 

Iowa 

I.Ast Grade Completed 

4th 5th 6th 7th 8th 9th 10th • nth 12th 

Attending speci8.l classes IEP/504 plan? HA!! been suspended or expelled from s,chool 

Yts • Xo Yes • X o 

Other school related comments 

l 
Legal History: 

Current and/or pending lega1 charges If ) 'eS. please describe 

• \'es 1'o ri----...--... -.. -_--,,--------------~J 
Social Ser.ice lnvoh't'menl Indian Child Welfare Act lnvoh-ement 

c ................... "' ... 1,c ,....,_ ... ,,;,.. ..... 1 . 

.. ~·<t• ~O,,O.,,,. 

Legal a ~11.c.poo.c:o,,, ~ -Allfield.acil'tm.., Svbmooe1Rr. 11ed 

[
;: ii:I _;' NfCf. - THI..ASTUS[ D YEAALAST l.aD µQWMUCH OU:OUlHCV Pl'tllil.\RYllUISlAHC[ 

Social SeliM:tlr-Ult -
Subsl --
•;.:::::.:=~= Soor o,Abo-,,Hd 

Emotionnl/Bt'hnvioral 

Historyofpl,,.,....,~ ,aur--t,;,o,-.n:b otb.ni! 

\ '• ~ 

Histor,·ofl<liridalidNtion/attniptt 

..., 

3. Next fill out Additional History. *Important to note that there is a up/down scroll bar with more 

information fields to be filled out* 

To enter substances used, click on the button that says View/Add Current/Past Substance Abuse/Use. A 

new window will open allowing where you can enter information. All fields (with the exception of 

“Primary Substance”) are required. Click the ADD button to add a substance to the list until the list is 

complete. Close out of the window. *Your list will be saved.* To re-open the window and edit/add more 

information, click on the button again. 

To enter medications used, click the box that says “Please check box if patient currently prescribed 

medications.” A button will appear that says “View/Add Medications.” Click on this button and a new 
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7 
f ............ 11. Goo91otO........ 

Pleau cllck on the link below to enter Sub1tance i c0.orw017.c.up,o,com ~ la0ll!i6tS.1d'.b.lb Appf,cmonlD 

All r, .. l,;h •t riluutd 
KANE Of MEDICAHON 00'5l MEDICAL CONOITION 

[ .• _, [ motional/Beha" ioral 

HutOf)'of ph)-..c:al \ioltn«/..,,_M)D IOl'>..nis othtrs? 

Y• No 

H11toryof 111icidal lde.tioftfattempC? 

r . No 

H11toryol1otlf-injuriomb.ba\iot:' 

Y• No 

L 

L 
•:.:~:::• .. ,ow to ~nt" c,rr, ntly P,m o-.. Mtdlcttlont 

Referr ing Pro,•ider lnfo rm:Hion 

·-

L 

window will open allowing where you can enter information. All fields are required. Click the ADD 

button to add a substance to the list until the list is complete. Each entry can be edited or deleted. Close 

out of the window. *Your list will be saved.* To re-open the window and edit/add more information, 

click on the button again. 
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to Ma1n Page l ogout 

Lastly plu.w pro,·ld, H mucb ~ documfntatioo u ~·ou u o. 

Documents: 
Please be s • 0pen 

Slgnt-d rorui 1H 
l nsur:111nc• Por1a 
R tto1·ds, 10 Dn 
Downlo.d 

t • > TM PC > Documents V" 

Mtdlul Doc:um 
- llh lo~· of' Uu 
- Pbyi iul, witbil 

Doc:umtnt1ry p 
- Mump~hu l 
- A purifl,d pro 
- R,c,al lt~llng 
- R«tat 1ulin1 
-RttfDI M'UOD 

Cbtm1ul Dtpt 

"'1'C 

ci,i TuisPC 

:> 100¥cts 
a o,,,,.,., 

°"""""" ·-t -
C Pil;11n$ 

� Vi<ko, 

O L.oa,I C>t.tCC:) 

,... (),epMtments(S;,: 

v MSTECCT:) 

..-MSTEC~• 

-P,:~1:::~ p ,.. 

·- O.temod fie<! ,,.. 
"" 

"""' 10/)l/20199:09AM 
, .. _ 

MSTEC 11/f/201910:16AM ,..,_ 
coc 11/4/2019,0,lSAM ,,.,_ 
~ tom Offi« Temol~tn 10/15/20198:'0AM f~foloef 

T,m,i,SMffl 10/31/20199'14 AM , ........ ,_ 10,.,U/201910:~AM l ~ tQloef . "'""''" 11fl/2019HOPM 

Cbtwlul Dtp file naime: ... All f11ts 
~-------------------

p r1 164, - n ullb 
-. o lsordt r Ptlltnl 

M J v lCCatnpft t'\\Mofl 

Edu u t1 on I l R ora11_mt:r.-an1,rr;-n-.pJJ11<9DJ- ---------~----------------
- l ncludia1 Cumub,tiH" ru, ChooseF~ NoUiectoosen 

- Atltnd.act" R«ord 
- Olsdpllou-,· Rttord 

* 0 

IHS 810 

( Choose f i6e]NoMechosen 

Uploading and Saving Documents 

The final step in the application requires certain documents to be uploaded. *Please make sure that the 

documents that are uploaded are legible and easy to read.* There is a scroll down bar here as well. 

1. To add a file, first make sure that the file is saved on the computer that you are using to 

complete the application, then click “choose file”, and a new open folder will appear on your 

screen where you can browse and double click on the document that you would like to add. 

2. Press UPDATE and you will be redirected to an overview of your entire application. If you would 

like to print or save a PDF copy of the application, right click on the screen and click PRINT. 

Review this page before you press UPDATE again at the bottom which will save your application. 

3. You will receive a message on the final screen in green letters saying “Data was updated 

successfully. You may go back to the last screen anytime to add documents or information as 

needed. Thank you.” 
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CONfOl"NTWlfV AORII ..- NT 

wm:C9NfJQt N!IN/O'.P'QtlCY 

PROFESSIONAL 

~ LI 'JI ( .; , ~ J .; ' f '..) f',. r 

Clinical Staff please contact Desert Sa~e for a username and password if you 

don't have one. 

,,._..N~OfNf .... lOIIIOOIMll,,Myll'llffllllfllllllwt-llOfllill..i~lfMST[C! .............. N .. lol/lllwltltllMll.......,.Ctftlll1MSflC1 ........ l....,_.IOllatM!IIDl~NkY_.,....Mt ... .....,....,_....,_.,.._.lfNIIMStlCWNfleillll'llfylMilllQ 

"' I 8och pat'lln qrtt IIOl to Ill(', nor d111elotc 10 ~ · -lhoiu:ed pe.--, ,ny tonfldm1l&I lftforrna1- 1c1-111J to or ttcn\-cd &om the Soudi't\'W IMl.1- o. ... b&tc: lot .,_Y rcuon \IIU('n .udlotaed b)' 1bo: Tnbal E,miy ""ho owm the 6-!a, or • 1eq111JN by i.w Bodi p•on 111Wicnt.Md 1b.t1 
lh11 •ps,,11111 bochdlllinl Md &tiff ffl'll)lo)'ftltnl.. \ 0lUl'IIM')'1otn .C:1 

2 Boch panie:t qrN IIOI IHt or d,1dote IUI) pc,,-3 d.11.1 acquar~ durlllji work fOI any pwpc,w Iha! 11 or fll&) be lftC«l1Pllhblew11h tlwpurpow1 ofthal 11-oelr: 

J Boch pamn lb.all hm.H d1tc:lolure of SID cl.ala w1than 1111nr11 OIJIIIUZ.IIIIOII IO 111 durc:1011, officn._ paltnoell. -~• aQd or maplo)·en hal'lftf • ae-ed lo lcncm and lhall llOI d11dotc SID data lo lln) thud party (11-bether an ind1nd\1Al. rorpc::uooa, or othn mmy) ,nthoUI pc- v.1mm 

$ Confickn11&1uy w IO\'fflled by (rdnal la\\· (·'2 USC f 290dd-2) Md repauo,n (.t l CFR Pan 2) '1'1111d1 oulliM W lunm o( d111elo.ure {o, p,1tlfflt mforma11oa &lld W1al ace~" 10 p.11n11 in(omuuoa 

HIPM~• 

,...,,. .. 

Using the Desert Sage Platform: Clinical Staff 

If you are staff from a referring clinic wanting to submit an application to Desert Sage Youth Regional 

Treatment Center on behalf of a patient/client, you must first contact Desert Sage administrative staff 

to request a username and password if you do not already have one. 

Once your account has been created, an application can be started. From the main page, click on the 

PROFESSIONALS button, then click on the CLINICAL STAFF ONLY button. 

Privacy Agreement: If you have not yet clicked the box agreeing to the HIPAA privacy terms, a message 

will pop up saying “If you have not yet agreed to the Confidentiality Agreement, please login Here.” You 
will need to click on the word “Here” and reenter your login information. You will be redirected to a 

page to read. If you would like to continue, enter your first and last names and check the box showing 

your agreement, then click the UPDATE button. You will be redirected to the login page and can now 

login with your HIPAA credentials accepted to begin or update an application. 
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C!l 

ll,ei-e ,n rwo •~ • tt. ttl'ffl-.1 •d1r111uom poc-tt1 
S"P I • Adm,.ttPllt PJq,:n,1 

--
Foo ~, COftoon•-. tUJIPOllllll docunlffl!1 IIIUM bt mclvdtd 11,dl lhf t11baumo.1 o(lbtAMu"'°" Apphc:••-· 
l.wwa:of$11flSlOOC}q;;umcvutl>Jlf) 

AIJou1 1he View Process 

• The>.d$11uo111 Comnuntt tt\-'\ the complcud AdmmOOll Appl.acanon and all MJPPClfllllf doeumeau,11011 h,. ,mpon1n1 ma, &II 111fonnaaoa 11 «wapleie and ,ubmmed fo, a unw·I)' «-nc11· If IIPJlbCJIIM)II 11 &9P'O'"ff. dl.t nftn-1111 Pfllll.lm "'11 bt com.-icd to coordl!IMC Ml adnltHIOll cla1c 
• Onlldmin...:td.l),form,,tq11u111Ct1IJl'llllt mull btt.lpfd•dltpH«1Ctofdwlntd:tC°°'duwilor 

Lw»i1 oCAddervrel focma 811111'1101 ~~2Cf) 

TI:, .. r arr m-o ltrpt mW rcfttl-al ..dm,n,om P"OCCH 

s.,... I .. Mm moo, PY9Sm 

f 00" bf:M cOM>dftKl<>II., lllJlll'C'ffl'li documnrt1 m\UI bf: in,:,luo,d ,nth !ht, 1\lbm1HM)(I of d,o, A dm ... ..,. Applia.t tom 

LwiD1~PonMl'.ltFRo<PPO 

SltP :> • Amoi-el Procm 

Abou1 lhe Vitw Process 

• iM Admi1uoa1 Comm.ntt re\'l<e¥11 dw tom~..dAdro,1,1;,on~,on aid &ll lVppOf1llll ~- l11111:llporuld WI all 111f0fml.t10:G II complecc ilAd ,ubmin..d fort tuMly It\_. If apphcMIOIII II appl'O\'fd, ~ refmint prop Mi .,,JI bewm.cted to COOi~ &D dll.i»IOll cla1c 
• On.dnuiuncr da}·. form1 rc-qutrlfl&~Cm1>1t~fol&DCd111!hepr~coftbelmala:C<>«~ 

1.w»I pf,1.4:11tn,t] fwua BC9lill!ot SwifDKt Wl"" AdmJttMl'.lt (eDf) 

Once you login, you will be taken to new screen with four options: 

1. Begin a New Application – click on the New Application button to the left to start a brand new 

application. 

2. Search for an Application – enter in the prompted fields and click SEARCH, or simply click 

SEARCH for a full list of applications submitted from your location. 

3. Update and/or Finish an Application – once the desired application has been found, it can be 

updated by clicking UPDATE APPLICATION on the left side of the name. 

4. More information – informational links are provided below to explain more about the 

admissions process. 

Below is a screenshot of the search box resulting from clicking SEARCH without entering any filters. You 

can navigate through the pages of individuals by clicking on the navigation arrows below the table. 
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°' Complete anApphcaoon Sianed by YOUI Chmc 

DOB C3 

Tbn,i, a,e M'O u~ 111 lht rtfffilll ldm11110rli p,ocN-1 
SltP I • AdDIIIN9!1tPr9Ct!I 

--
FOi betc cw.tida&11on. 1Uf'POl111\11 documm11 mu.I~ 111Cludfd ""\di the 1\lbai1Hl0fl 0£!M Adm1moa Appha.tlOIII ..... ~ 

S""P? • APlllPYIIPrnrm 

Aboul lhe View Process 

• Th,e Admu110111 Commmtt r,mew1 lht complned Admw1011Appi>cahon Md .U IUPP0f11111 doc\lmmw.oo. It it unpor1at11 thM all informallon it complde and 111bauned for a 11mel)' re\"lt"l'" lfapphc.11101111 awrovtd, lht refen,ng program 1nll ~ cooi.:ttd IIO coorduw:e u adm,woa date 
• 0a adrruttMCe day, fomurtqwrina~e 111111t be ~mlhtpr-..«oftht Int.ab Coordina&oo-

1.wm& pfAddHIPOII foon1 Rnn11mr S1pWlllVlpQD Adou11¥l01 CPPfl 

I Bad lo Main Page jl ~ 
P lease fill o u1 n muc h Puien l I nforma1io 11 as you can before yo u d ick o n co nt inue. Yo u will b e ab le to re,·iew the comple1e a pp lica1ion al 1be n ry e nd . 

Patient Information: · 1hese ques1ions are required 

First);ame• )liddle:'\ame 

Marital Status 

Ci Male Ci Female 8 Non--conforming Single/Never Married • 

Birth Information: 

City Place of Birth 
~------c; 

Tribal Affiliatlon(s): 

TribalAffiliationPrimary 

Tribal Affiliation Other (if NOT on list or more details is needed) 

Medical Insurance Information: 

MediMid/Medi~Cal 

OtherHeallnsure 

Other:'\ame/ Aliases 

Primal)•L1nguage Race. (select all that apply) 

Place of Birth (City/State) Born o utside of US 

--Please click 011 "Contiuue" to 
enter and sa\'e 

Palien1 P rome pan of the applica1ion 

Suftis: 

Ethnicity 

Hispank:n..atino 

,0 2019 Albuquerqu,, An,a Southm , st Tribal Ep,d~mology Center (AASTEC) 

Religious Preierence(Select a ll that apply) 

Starting a New Application 

1. At any point after this process you will be able to start a new application by clicking the “Start a 

NEW Application” button over the image in the left-hand corner of the screen and following the 

steps. 

2. After clicking the “Start a New Application” button, you will be redirected to the first page of the 

application where you can fill in the client information. Any fields with a red asterisk next to it 

are required questions that must be answered in order to progress onto the next page. 

3. The application is 4 pages long with the first three being demographic information and the final 

page being a page dedicated to uploading documents pertaining to the individual. 
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pkue pn1•id• as ••d• tuJbl!k doc••••Ulio� ,n ro. <H. 

I Documents: 
Please be sure documents can be read w ith ease ( print or writing is neat. clearc-••~nd=• h~•~rnul _________________________ __, 

Si&.ned £or• UI.S-U0, "Aud1oriutio1 for l's-e or DffdoHn of PnHecfed llu.11• ldorau1io1", nd,ol'Uia1 coJ : 0,.,, • -t • • n. ~ • " c, pflx• I•·.,_ 
Ru ... "; 5 l'SC SSh,-n,. Prin<J· Act~; a� d ,2 CfR Pan 2, ~co� 6d.Hri.,,tity of S.bsuac• l'-.. Disonlu Pati..1/ "" 
0o, ... 1oH w.J.H.H1.Q 0•9••••zt • • Cl 

M.dralDor 

~!~~.~~l~=~a•OO. 6oc:u1uii11 ••u applio11 ff • edkally sublt, i� d•di� J; I ca..tAI I NO• 

• ~ ,Wal, 'lntbi� lbt lasl J.0 days 

OonMHtai,· p roof of f l rNII 1-Mu� i.utio� s., ladlMli� t! 
• ;\h••~ln slu/R� b• Ua ()DIR) , ·uc;u1>0tl 
· A p.riflM p rot•i� ckrinrin (PPD) ski� lest ac:nui� a fort� bundosis (fB), rfl� lts datt ffld,i� •·• Int ll 
• RKHI IH t ia1 Hd l'ffUIIS � r H• p C Sn ·N� i� a 
- R,on1t ln ti..1admulhoflll\"S.,,_11i.,: 
- R«ut i.e:uoaal i� ftuHu •·acfiu1io1 (if ad Mi11Hff ~nn ~ ...... tff •011du ofOttob.r tllN11t1II )larcll 

Clitmi,ul [),,p,,•dney [nlutiou, llld11d;111· 
• )lost l'KHI TrUIIIIHtlDn<llari• Plu 
- Peadi•c ud Pan Co11rt lluriec Docuan1-11i,o. 
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4. In order to complete the Documents page, you will have to browse for the client’s information 

on your computer. This means that you will have these documents saved onto your computer as 

well. 

5. To choose a file press the “choose file” button and a folder screen will pop up onto your screen. 
Find the location on your computer where your patient’s information has been saved and click 

open in order to bring it onto the database screen. 

6. It is helpful to have your client’s information organized on your computer in a location where it 

can be easily found in order to find it for the upload. 

7. Finally, after filling out all the appropriate pages for your new patient the database will give you 

an overview of your entire application so that you can review it before submitting it. You also 

have the option to print the overview page for your paper records as well. 
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Returning to an Application 

If you would like to pause in the middle of an application and return to it later that is possible with this 

database using the following steps. 

1. Follow the same steps as above, but if you cannot finish it all at once that is okay. Simply click 

through all the pages until you go through even the overview page. It will save the patient into 

the system. 

2. The only necessary things to fill out to enter a new patient into the system is to fill out the red 

print, asterisks. 

3. When you are ready to return and finish the application you can search for the individual after 

logging in and press Update Application and it will open up the information for you to complete. 
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Updating a Patient’s Information 

1. To update an individual patient’s information click Update Application next to that person’s 

name and go through their application to adjust any fields as needed. The most important part 

of this stage is that after completing the changes needed, you must scroll down to the bottom to 

and press the UPDATE button. This ensures that the changes you just made are saved into the 

database. 

2. After pressing UPDATE the computer will redirect you to a final screen that says in green letters 

that the “data was updated successfully”. This is your confirmation that you did indeed press the 

update button. You will only need to click the update button once in order to register your 

changes. After this you can click back to main page or logout using the buttons in the upper left 

corner. 
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Downloading Client Data into Excel 

In order to protect client data and not breach confidentiality, ensure that you are on a secure 

workspace before downloading any patient data. 

1. To download the entire patient list into an Excel spreadsheet onto your computer you must 

login and press the search button with all the format fields blank. 

2. Doing this will take you to a full patient list where you can click “Download Data” on the top left 

corner of the search box. 

3. If you would like to download a specific individual then go back to the search screen, enter in 

the individual’s first and last name and press search. 

4. Then you can download the data for that patient the same as you would for the entire list. 

5. The downloaded data will appear in the bottom bar of your screen saying, “Application 
Search…”. From here you double click on the box to open it up into an Excel sheet. 

6. Once in Excel there are many different things that you can do with the data including creating 

graphs, charts, and equations. If you have further questions about this process, please reach out 

to AASTEC staff at aastec@aaihb.org and we can provide assistance. 
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Clinical Sbff • please cont.let Desert Saee for a username and p.1ssword if you 

don't have one. 

Using the Desert Sage Platform: Desert Sage Administration 

Staff at Desert Sage Youth Regional Treatment Center have the widest access to portal information as 

they can view and update all applications as well as assign a review status to applications. Selected staff 

will have full administrative access to the application portal which includes the modification of user 

information. With this full access, staff can find and view applications, assign a review status to an 

application, download uploaded documents, assign a clinic site to an application, and develop and 

approve clinic staff logins. To access the Desert Safe staff page, from the homepage click on 

PROFESSIONALS then DESERT SAGE STAFF ONLY. 

Getting Started: Logging-In and HIPAA Certification 

To get started, Desert Sage staff will be provided with a username and password by staff at the 

Albuquerque Area Southwest Tribal Epidemiology Center (AASTEC). The username will likely consist of 

the first initial of the user’s first name and the user’s last name. For example, if a user’s name is Dolly 

Parton, their username will likely be dparton. Once AASTEC provides Desert Sage staff with their login 

information, they are able to change their password by entering their username and clicking “Forgot 

Password.” We recommend that all users complete this step in order to keep each person’s login 
information confidential. Passwords should consist of numbers, letters, and special characters. They 

should contain more than eight characters to maintain password security. 

Once a user has their username and updated password, they will be able to login. At the time of first 

login, they will be prompted to certify HIPAA compliancy through a confidentiality agreement. 

Confidentiality Agreement: The first time you login, a message will pop up saying “If you have not yet 
agreed to the Confidentiality Agreement, please login Here.” You will need to click on the word “Here” 
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and reenter your login information. You will be redirected to a page to read. If you would like to 

continue, enter your first and last names and check the box showing your agreement, then click the 

UPDATE button. You will be redirected to the login page and can now login with your HIPAA credentials 

accepted to begin or update an application. This certification will be saved to your login so you will not 

have to fill it out again. 

Referring clinic staff will also be required to complete this step, but parents/guardians will not. 

For those logging in through Desert Sage, open the main page and click once on the Desert Sage staff 

only button. From here it will take you to a new screen with four options. 

1. Start a New Application – click on the button on the left side of the screen to begin a new 

application. 

2. Search to Update/Review an Application – after searching for a client using filters or a blank 

search, click on update application to the left side of the name. 

3. Create a New Staff/Clinic Account – staff from referring clinics are required to go through 

Desert Sage in order to create a username and password. 

4. Modify Staff/Clinic Accounts – where changes can be made to existing staff accounts including 

name change or deletion. 
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Start New Application 

Please see the information beginning on Page 6 for this process. 

Search to Update/Review Applications 
1. To search for a specific application, enter some basic information into the filter fields. To view all 

submitted applications, click the search bar without entering in any information into the filter 

fields.  

2. If you search the entire client list without entering filters, applications will be organized by the 

applicant name. This page tracks the current clinic assignment as well as the location of the 

application origin (i.e., parent/guardian, clinic site, Desert Sage). As the screenshot shows, 

applications are organized alphabetically by last name (the blue bar reading “Aquarius”) then 

first name (the grey bar reading “Paul”). Since multiple applications can be submitted for the 
same client, all of Paul’s applications will be listed here. 

3. At any point after this process you will be able to start a new application by clicking either the 

“create a new staff/clinic account” or “modify staff/clinic account” button over the image in the 
bottom left-hand corner of the screen. 

4. If you would like to only search for one individual’s history, then you would type in that 

individual’s name in the field box on the search page and then press search. 
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Application IO Confinnation Number Application Origin 

SiteDS M1FA851Q 

Application Status (Assigned by YRTC) Date Entered EnteredBy EnterB)'Email 

Missing Documents please complete 9/10/2019 Test.Adm.in testad@aaihb.org 

Accepted 
Declined 
Missing Documents please complete j 
Needs to be reviewed by D.S. Youth Wellness Center 

I Sent to Admissions Committee 
Mn>--n-rnrn•~' • ·1iumel'll1111e 

paul 

Gender 

Male 

Race 

Amencan Indian or Alaska Native 

Birth Infonnation: 

DOB 

)jg""1""04"12""00=1------- [3 

/fhomas 

Ethnicity 

Hispanic/Latino 

BirthPlaceCity 

La t~<llllt' 

('quirius 

Religious Preference 

BirthPlaceState 

Other Namt/Aliases 

Marital Status 

Sing1e/Nev8f Married 

Suffix 

Primary L.·rnguage 

English 

Assigning a Review Status 

All Desert Sage staff are able to access and update the application status on applications by clicking 

Update Application next to a client’s name and assigning a status using the dropdown menu. Once an 
application status is assigned, the status will be an additional search filter for applications. Also, 

individuals and clinics that submitted the applications will be able to see their application status, so the 

status can be used to alert applicants if additional information is needed in order for their application to 

be completed. 
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Downloading Data into Excel 

1. To download the entire patient list into an Excel spreadsheet onto your computer you must 

login and press the search button with all the format fields blank. 

2. Doing this will take you to a full patient list where you can click “Download Data” on the top left 

corner. 

3. If you would like to download a specific individual then go back to the search screen, enter in 

the individual’s first and last name and press search. Then you can download the data for that 

patient the same as you would for the entire list. 

4. The downloaded data will appear in the bottom bar of your screen saying, “Application 
Search…”. From here you double click on the box to open it up into an Excel sheet. 

5. Once in Excel there are many different things that you can do with the data that include creating 

graphs, charts, and equations. If you have further questions about this process, please reach out 

to AASTEC staff at aastec@aaihb.org for assistance. 

22 

mailto:aastec@aaihb.org


 
 

      
 

    

 

    

  

 

  

  

 

Bao: to Main Page l ogout 

Adn:uumratton 0\1 Y 
To Upda.:c oc Renew ALLAppheauoo.-J and cheek for nppropnate documtt.hlt1on 

l astNao:-e 
To modify or rcmo,~ a pcrso,n's acce;s to tht; database 

I Modify s 1-,lf.!Cli11ic: Acoaunls 

Start Oate 

+1n:,1e 

• C 2019 Alboque.rq_uc Area SouthwCMTn bal £p1demo!ogy C¢:mer(A..:\ST£C) 
I Back 10 Ma., Page I l ogout I 

r,·pa, ir Clir ~ Sil-a )f$ele~I 'r<i u li!ot 

,. A t ijel&. .ue : c:{U.red t? c.re:.!e il.n account 

ll~ •r ,:11 11~ • 

( ' >11'in 11 · .• :,i • 

L 

MH:H 
{;12(11'? 

Alt ~ i.:eAte.a S❖u:hw~t Tnb:.I Ili;id:ru?lo~ · Cer,ter (AASTilC) 

Create a New Staff/Clinic Account 

In order to avoid potential confusion, this level of access is restricted to selected administrative 

individuals at Desert Sage. Those individuals will be responsible for providing staff at referring clinics 

with a username and password so that they can enter client information. They will also be able to assign 

labels to referring clinics that can be used for searching and tracking purposes. If individuals who do not 

have this access attempt to access the buttons in the Administration Only box, they will be redirected to 

the page for staff. 

1. To create a new staff account, click on the Create a New Staff/Clinic Account button on the 

Desert Sage page. 
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2. Each account must be assigned to a clinic site from the dropdown menu. If the desired site is not 

currently listed in the menu, it can be added by clicking “Click here to add a new clinic site.” A 

window will pop up where you can type in the desired label for the site and click SUBMIT. 

3. In order to see the new clinic in the dropdown list, you will need to refresh the page. This will 

add the new site to the dropdown list and will also erase any other information entered on the 

form, so we recommend that you do not begin filling out the rest of the form until the correct 

clinic site is selected. 

4. Once the clinic site is assigned, enter the staff member’s first and last name and email address 

(these should be provided to you by the staff), and create a username and password for them. 

5. If the individual is staff at Desert Sage, click the box at the bottom of the form. This gives the 

individual access to all applications and the ability to select a review status. If the individual is 

from a referring clinic, do not check the box. This will limit the individual to only seeing the 

applications submitted from their clinic site which is necessary for privacy purposes. 
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Modify or Remove Staff/Clinic Accounts 

1. To modify a pre-existing staff/clinic account, click “Modify a Staff/Clinic Account” on the Desert 

Sage page. 

2. From here, search for a particular user by entering in at least one search term, or click search 

without any filters to bring up the entire list. 

3. To modify any user information, find the user on the screen, press “edit” and change any of the 

available information. 

4. The Clinic Site is an important field in this table. Referring Clinic Staff users are restricted to 

seeing applications labeled with their particular clinic, so once the clinic site on an application is 

changed, that will affect who is able to view that application. In order for a clinic to access an 

application submitted by a Parent/Guardian, the clinic site will need to be switched to the 

referring clinic’s label. Desert Sage staff are able to see applications from all clinics. 

5. If you would like to temporarily disable a user, simply uncheck the check box in the column that 

reads “Active Status” and their status will become inactive. If you would like to delete the 

individual from the system, simply press “delete.” However, this is a permanent action and if 
you were to ever need that user in the future a new account would have to be created. We 

recommend removing the active status of the user rather than deleting them from the system. 
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Information and Technical Assistance 

This application portal has been developed by the Albuquerque Area Southwest Tribal Epidemiology 

Center (AASTEC), and AASTEC staff are available to assist anyone utilizing the portal. If you have 

questions about the portal or encounter any issues while using it, please reach out to the “YRTC 

technical assistance team” at aastec@aaihb.org and we will work with you to address your concerns. 
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	The Purpose and Use of the Portal 
	The Desert Sage Youth Regional Treatment Center Online Application Portal is designed to create, maintain, and manage applications for youth needing to be enrolled in the Desert Sage Youth Treatment Regional Center. This database is an online application portal that can be used by parents and/or guardians, clinical staff at referring clinics, and Desert Sage administration. Each of the previously listed user groups has a particular level of access to the site with corresponding security measures in place. 
	 Parents/Guardians: This user group can create an account and fill out an application. They are only able to access and view applications submitted using their unique username and password. 
	 Clinical Staff: This user group must request an account through Desert Sage, and once the account is created and a clinic site is assigned, this group can access and view all applications submitted through and/or transferred to the clinic site. 
	 Desert Sage Staff and Administration: This user group has the widest access to the portal as they can access and view all applications submitted to the portal. In addition to granting accounts to clinical staff at referring sites, they can also assign particular applications to specific clinic sites in the event that an application needs to be moved. 
	This portal is built in a secure, HIPAA-certified platform to ensure the safety and confidentiality of patient/client information. Each user group must login to the site using a unique username and password in order to enter and access information. These elements support the security of the data. 
	Introduction: Welcome to Desert Sage 
	Website Address: 
	https://db.aastec.net/YRTC/index.html 
	https://db.aastec.net/YRTC/index.html 


	The opening webpage directs individuals to enter as either a Parent/Guardian or a Professional (this category includes both referring clinic staff and Desert Sage administration). 
	P
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	Using the Desert Sage Platform: Parent/Guardian 
	Using the Desert Sage Platform: Parent/Guardian 
	Using the Desert Sage Platform: Parent/Guardian 

	If you are a parent and/or guardian of the youth applying for admission to Desert Sage Youth Regional Treatment Center, click on the Parent/Guardian button on the homepage. From here it will take you to a new screen with three options. 
	1. 
	1. 
	1. 
	Create an online account for yourself – creating an account for yourself. This step is required in order to securely fill out an application for a youth. 

	2. 
	2. 
	Start a new patient profile and application – initiating an application for the youth. This step involves creating a patient profile and providing the required application information. 

	3. 
	3. 
	Finish application – completing and submitting the application. This step provides the option to complete an unfinished application if needed. 


	Artifact
	Creating an Online Application 
	1. 
	1. 
	1. 
	Create an online account for yourself by first entering your first and last name, your phone number, and your relationship to the youth. 

	2. 
	2. 
	Next develop a username. This username must be unique, so if an error message pops up when you try to submit saying that the name has already been chosen, you must chose a different username. 

	3. 
	3. 
	Enter and confirm a valid email address where you would like to receive any notifications regarding the youth’s application status. 

	4. 
	4. 
	Lastly, develop a secure password containing at least 8 characters which includes at least one number and both lower and upper case letters. 
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	Starting a New Application 
	Once the parent/guardian online account is created, the process of submitting an application for the youth can begin. 
	1. 
	1. 
	1. 
	For a complete submission, please make sure to fill out at least any of the fields that are in red. These are required to move on to the next page of the application. Once this page is complete, click the SUBMIT button at the bottom of the page to move onto the next section of the application. 

	2. 
	2. 
	The next page asks to fill out Family Information *Important to note that there is a bottom scroll bar with more information fields to be filled out* 

	3. 
	3. 
	Next fill out Additional History. *Important to note that there is a up/down scroll bar with more information fields to be filled out* 
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	Figure
	To enter substances used, click on the button that says View/Add Current/Past Substance Abuse/Use. A new window will open allowing where you can enter information. All fields (with the exception of “Primary Substance”) are required. Click the ADD button to add a substance to the list until the list is complete. Close out of the window. *Your list will be saved.* To re-open the window and edit/add more information, click on the button again. 
	Figure
	To enter medications used, click the box that says “Please check box if patient currently prescribed medications.” A button will appear that says “View/Add Medications.” Click on this button and a new 
	window will open allowing where you can enter information. All fields are required. Click the ADD button to add a substance to the list until the list is complete. Each entry can be edited or deleted. Close out of the window. *Your list will be saved.* To re-open the window and edit/add more information, click on the button again. 
	Artifact
	Uploading and Saving Documents 
	The final step in the application requires certain documents to be uploaded. *Please make sure that the documents that are uploaded are legible and easy to read.* There is a scroll down bar here as well. 
	1. To add a file, first make sure that the file is saved on the computer that you are using to complete the application, then click “choose file”, and a new open folder will appear on your screen where you can browse and double click on the document that you would like to add. 
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	2. 
	2. 
	2. 
	Press UPDATE and you will be redirected to an overview of your entire application. If you would like to print or save a PDF copy of the application, right click on the screen and click PRINT. Review this page before you press UPDATE again at the bottom which will save your application. 

	3. 
	3. 
	You will receive a message on the final screen in green letters saying “Data was updated successfully. You may go back to the last screen anytime to add documents or information as 


	needed. Thank you.” 

	Using the Desert Sage Platform: Clinical Staff 
	Using the Desert Sage Platform: Clinical Staff 
	Using the Desert Sage Platform: Clinical Staff 

	If you are staff from a referring clinic wanting to submit an application to Desert Sage Youth Regional Treatment Center on behalf of a patient/client, you must first contact Desert Sage administrative staff to request a username and password if you do not already have one. 
	Figure
	Once your account has been created, an application can be started. From the main page, click on the PROFESSIONALS button, then click on the CLINICAL STAFF ONLY button. 
	Privacy Agreement: If you have not yet clicked the box agreeing to the HIPAA privacy terms, a message will pop up saying “If you have not yet agreed to the Confidentiality Agreement, please login .” You will need to click on the word “Here” and reenter your login information. You will be redirected to a page to read. If you would like to continue, enter your first and last names and check the box showing your agreement, then click the UPDATE button. You will be redirected to the login page and can now login
	Here

	Figure
	Once you login, you will be taken to new screen with four options: 
	1. 
	1. 
	1. 
	Begin a New Application – click on the New Application button to the left to start a brand new application. 

	2. 
	2. 
	Search for an Application – enter in the prompted fields and click SEARCH, or simply click SEARCH for a full list of applications submitted from your location. 

	3. 
	3. 
	Update and/or Finish an Application – once the desired application has been found, it can be updated by clicking UPDATE APPLICATION on the left side of the name. 

	4. 
	4. 
	More information – informational links are provided below to explain more about the admissions process. 
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	Below is a screenshot of the search box resulting from clicking SEARCH without entering any filters. You can navigate through the pages of individuals by clicking on the navigation arrows below the table. 
	Figure
	Starting a New Application 
	1. At any point after this process you will be able to start a new application by clicking the “Start a NEW Application” button over the image in the left-hand corner of the screen and following the steps. 
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	2. 
	2. 
	2. 
	After clicking the “Start a New Application” button, you will be redirected to the first page of the application where you can fill in the client information. Any fields with a red asterisk next to it are required questions that must be answered in order to progress onto the next page. 

	3. 
	3. 
	The application is 4 pages long with the first three being demographic information and the final page being a page dedicated to uploading documents pertaining to the individual. 

	4. 
	4. 
	In order to complete the Documents page, you will have to browse for the client’s information on your computer. This means that you will have these documents saved onto your computer as well. 

	5. 
	5. 
	To choose a file press the “choose file” button and a folder screen will pop up onto your screen. Find the location on your computer where your patient’s information has been saved and click open in order to bring it onto the database screen. 
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	6. 
	6. 
	6. 
	It is helpful to have your client’s information organized on your computer in a location where it can be easily found in order to find it for the upload. 

	7. 
	7. 
	Finally, after filling out all the appropriate pages for your new patient the database will give you an overview of your entire application so that you can review it before submitting it. You also have the option to print the overview page for your paper records as well. 


	Returning to an Application 
	If you would like to pause in the middle of an application and return to it later that is possible with this database using the following steps. 
	1. 
	1. 
	1. 
	Follow the same steps as above, but if you cannot finish it all at once that is okay. Simply click through all the pages until you go through even the overview page. It will save the patient into the system. 

	2. 
	2. 
	The only necessary things to fill out to enter a new patient into the system is to fill out the red print, asterisks. 

	3. 
	3. 
	When you are ready to return and finish the application you can search for the individual after logging in and press Update Application and it will open up the information for you to complete. 
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	Updating a Patient’s Information 
	1. To update an individual patient’s information click Update Application next to that person’s name and go through their application to adjust any fields as needed. The most important part of this stage is that after completing the changes needed, you must scroll down to the bottom to and press the UPDATE button. This ensures that the changes you just made are saved into the database. 
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	2. After pressing UPDATE the computer will redirect you to a final screen that says in green letters 
	that the “data was updated successfully”. This is your confirmation that you did indeed press the 
	update button. You will only need to click the update button once in order to register your changes. After this you can click back to main page or logout using the buttons in the upper left corner. 
	Downloading Client Data into Excel 
	In order to protect client data and not breach confidentiality, ensure that you are on a secure workspace before downloading any patient data. 
	1. 
	1. 
	1. 
	To download the entire patient list into an Excel spreadsheet onto your computer you must login and press the search button with all the format fields blank. 

	2. 
	2. 
	Doing this will take you to a full patient list where you can click “Download Data” on the top left corner of the search box. 
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	3. 
	3. 
	3. 
	If you would like to download a specific individual then go back to the search screen, enter in the individual’s first and last name and press search. 

	4. 
	4. 
	Then you can download the data for that patient the same as you would for the entire list. 

	5. 
	5. 
	The downloaded data will appear in the bottom bar of your screen saying, “Application Search…”. From here you double click on the box to open it up into an Excel sheet. 

	6. 
	6. 
	Once in Excel there are many different things that you can do with the data including creating graphs, charts, and equations. If you have further questions about this process, please reach out to AASTEC staff at and we can provide assistance. 
	aastec@aaihb.org 
	aastec@aaihb.org 




	P
	Figure

	Artifact

	Using the Desert Sage Platform: Desert Sage Administration 
	Using the Desert Sage Platform: Desert Sage Administration 
	Using the Desert Sage Platform: Desert Sage Administration 

	Staff at Desert Sage Youth Regional Treatment Center have the widest access to portal information as they can view and update all applications as well as assign a review status to applications. Selected staff will have full administrative access to the application portal which includes the modification of user information. With this full access, staff can find and view applications, assign a review status to an application, download uploaded documents, assign a clinic site to an application, and develop and
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	Getting Started: Logging-In and HIPAA Certification 
	Getting Started: Logging-In and HIPAA Certification 
	To get started, Desert Sage staff will be provided with a username and password by staff at the Albuquerque Area Southwest Tribal Epidemiology Center (AASTEC). The username will likely consist of the first initial of the user’s first name and the user’s last name. For example, if a user’s name is Dolly Parton, their username will likely be dparton. Once AASTEC provides Desert Sage staff with their login 
	information, they are able to change their password by entering their username and clicking “Forgot Password.” We recommend that all users complete this step in order to keep each person’s login 
	information confidential. Passwords should consist of numbers, letters, and special characters. They should contain more than eight characters to maintain password security. 
	Once a user has their username and updated password, they will be able to login. At the time of first login, they will be prompted to certify HIPAA compliancy through a confidentiality agreement. 
	Confidentiality Agreement: The first time you login, a message will pop up saying “If you have not yet agreed to the Confidentiality Agreement, please login .” You will need to click on the word “Here” 
	Here

	and reenter your login information. You will be redirected to a page to read. If you would like to continue, enter your first and last names and check the box showing your agreement, then click the UPDATE button. You will be redirected to the login page and can now login with your HIPAA credentials accepted to begin or update an application. This certification will be saved to your login so you will not have to fill it out again. 
	Referring clinic staff will also be required to complete this step, but parents/guardians will not. 
	Figure
	For those logging in through Desert Sage, open the main page and click once on the Desert Sage staff only button. From here it will take you to a new screen with four options. 
	1. 
	1. 
	1. 
	Start a New Application – click on the button on the left side of the screen to begin a new application. 

	2. 
	2. 
	Search to Update/Review an Application – after searching for a client using filters or a blank search, click on update application to the left side of the name. 

	3. 
	3. 
	Create a New Staff/Clinic Account – staff from referring clinics are required to go through Desert Sage in order to create a username and password. 

	4. 
	4. 
	Modify Staff/Clinic Accounts – where changes can be made to existing staff accounts including name change or deletion. 


	Figure
	Start New Application 
	Please see the information beginning on Page 6 for this process. 
	Search to Update/Review Applications 
	1. To search for a specific application, enter some basic information into the filter fields. To view all submitted applications, click the search bar without entering in any information into the filter fields.  
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	2. If you search the entire client list without entering filters, applications will be organized by the applicant name. This page tracks the current clinic assignment as well as the location of the application origin (i.e., parent/guardian, clinic site, Desert Sage). As the screenshot shows, applications are organized alphabetically by last name (the blue bar reading “Aquarius”) then first name (the grey bar reading “Paul”). Since multiple applications can be submitted for the same client, all of Paul’s app
	3. At any point after this process you will be able to start a new application by clicking either the 
	“create a new staff/clinic account” or “modify staff/clinic account” button over the image in the 
	bottom left-hand corner of the screen. 
	4. If you would like to only search for one individual’s history, then you would type in that individual’s name in the field box on the search page and then press search. 
	Assigning a Review Status 
	All Desert Sage staff are able to access and update the application status on applications by clicking 
	Update Application next to a client’s name and assigning a status using the dropdown menu. Once an 
	application status is assigned, the status will be an additional search filter for applications. Also, individuals and clinics that submitted the applications will be able to see their application status, so the status can be used to alert applicants if additional information is needed in order for their application to be completed. 
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	Downloading Data into Excel 
	1. 
	1. 
	1. 
	To download the entire patient list into an Excel spreadsheet onto your computer you must login and press the search button with all the format fields blank. 

	2. 
	2. 
	Doing this will take you to a full patient list where you can click “Download Data” on the top left corner. 

	3. 
	3. 
	If you would like to download a specific individual then go back to the search screen, enter in the individual’s first and last name and press search. Then you can download the data for that patient the same as you would for the entire list. 

	4. 
	4. 
	The downloaded data will appear in the bottom bar of your screen saying, “Application Search…”. From here you double click on the box to open it up into an Excel sheet. 

	5. 
	5. 
	Once in Excel there are many different things that you can do with the data that include creating graphs, charts, and equations. If you have further questions about this process, please reach out to AASTEC staff at for assistance. 
	aastec@aaihb.org 
	aastec@aaihb.org 
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	Create a New Staff/Clinic Account 
	In order to avoid potential confusion, this level of access is restricted to selected administrative individuals at Desert Sage. Those individuals will be responsible for providing staff at referring clinics with a username and password so that they can enter client information. They will also be able to assign labels to referring clinics that can be used for searching and tracking purposes. If individuals who do not have this access attempt to access the buttons in the Administration Only box, they will be
	Figure
	1. 
	1. 
	1. 
	To create a new staff account, click on the Create a New Staff/Clinic Account button on the Desert Sage page. 

	2. 
	2. 
	Each account must be assigned to a clinic site from the dropdown menu. If the desired site is not currently listed in the menu, it can be added by clicking “Click here to add a new clinic site.” A window will pop up where you can type in the desired label for the site and click SUBMIT. 

	3. 
	3. 
	In order to see the new clinic in the dropdown list, you will need to refresh the page. This will add the new site to the dropdown list and will also erase any other information entered on the form, so we recommend that you do not begin filling out the rest of the form until the correct clinic site is selected. 

	4. 
	4. 
	Once the clinic site is assigned, enter the staff member’s first and last name and email address (these should be provided to you by the staff), and create a username and password for them. 

	5. 
	5. 
	If the individual is staff at Desert Sage, click the box at the bottom of the form. This gives the individual access to all applications and the ability to select a review status. If the individual is from a referring clinic, do not check the box. This will limit the individual to only seeing the applications submitted from their clinic site which is necessary for privacy purposes. 
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	Modify or Remove Staff/Clinic Accounts 
	1. 
	1. 
	1. 
	To modify a pre-existing staff/clinic account, click “Modify a Staff/Clinic Account” on the Desert Sage page. 

	2. 
	2. 
	From here, search for a particular user by entering in at least one search term, or click search without any filters to bring up the entire list. 

	3. 
	3. 
	To modify any user information, find the user on the screen, press “edit” and change any of the available information. 


	Figure
	4. The Clinic Site is an important field in this table. Referring Clinic Staff users are restricted to seeing applications labeled with their particular clinic, so once the clinic site on an application is changed, that will affect who is able to view that application. In order for a clinic to access an application submitted by a Parent/Guardian, the clinic site will need to be switched to the referring clinic’s label. Desert Sage staff are able to see applications from all clinics. 
	5. If you would like to temporarily disable a user, simply uncheck the check box in the column that reads “Active Status” and their status will become inactive. If you would like to delete the individual from the system, simply press “delete.” However, this is a permanent action and if you were to ever need that user in the future a new account would have to be created. We recommend removing the active status of the user rather than deleting them from the system. 
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	Information and Technical Assistance 
	This application portal has been developed by the Albuquerque Area Southwest Tribal Epidemiology Center (AASTEC), and AASTEC staff are available to assist anyone utilizing the portal. If you have questions about the portal or encounter any issues while using it, please reach out to the “YRTC technical assistance team” at and we will work with you to address your concerns. 
	aastec@aaihb.org 
	aastec@aaihb.org 









