
Brief Instructions for Using

PSYCKES-Medicaid
in Clinical Settings
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Access to Client Data

Automatically: Client had a billed service at the agency within the past 9 months and are positive for a quality 

indicator

❖ Allows access to client level data not including data with special protections (substance use, HIV, genetic

information, family planning)

Manually: Through the Enable PHI Access Module or Recipient Search

▪ Signed consent

▪ Emergency (limited duration, 72 hours)

▪ Attest client is served by / being transferred to agency prior to billing and/or signed consent

❖ Consent grants access to all client level data including clients not yet linked to your agency/hospital through

Medicaid billing and those not positive for a quality flag

❖ Includes data with special protections (substance use, HIV, genetic information, family planning)

❖ Data is available until client is discharged (3 years after last bill) or client withdraws consent 2



Using the Enable PHI Access menu to enter consent and access 

client data
Steps:

1. Login to PSYCKES and manage access

• Go to Registrar Menu > Manage PHI Access Menu

• Click “Search and Enable Access”

2. Search for client in the entire PSYCKES database

• Enter any combination of the recipient identifiers (Medicaid ID, SSN, Name, or DOB) > Click “Search”

3. Confirm recipient match and click “Enable Access” or “Update Access” link on the rightmost column

4. Select reason for having a right to access the client’s Medicaid data

• If the client signed consent, select:
– Client signed the PSYCKES Consent, BHCC Consent, OR DOH-5055 Adult Health Home Patient Information Sharing Consent

• In the absence of signed consent, select:
– This is a clinical emergency

– Client is currently served by or being transferred to my facility

5. Indicate the way in which the client’s identity has been verified and Enable OR Enable and View Clinical

Summary

• Provider attests to client identity

• Client provided 1 photo ID or 2 forms of non-photo ID 3



Go to the Registrar menu > 
Manage PHI Access menu

Click Search & 
Enable Access
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Enter a Recipient ID such 
as Medicaid ID OR a 
Social Security Number

OR Enter Name and DOB

Click 
“Search”
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Confirm you 
found the 
correct client

Review current level of access to 
this client’s data. The 4 possible 
levels are: 
- No Access
- Quality Flag
- Emergency
- Consent

Select “Enable 
Access” or 
“Update Access” 
to enter consent

6



Select why you can 
view client’s data, 
such as “Client signed 
a PSYCKES consent”
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Select how client’s 
identity was verified
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Select “Enable” or 
“Enable and View 
Clinical Summary”
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Using Recipient Search to enter consent and access client data

Steps:
1. Login to PSYCKES and manage access

• Go to Recipient Search

2. Search for client in the entire PSYCKES database

• Enter any combination of the recipient identifiers (Medicaid ID, SSN, Name, or DOB) > Click “Search”

3. Confirm recipient match and click “Enable Access” or “Update Access” link on the rightmost column

4. Select reason for having a right to access the client’s Medicaid data

• If the client signed consent, select:
– Client signed the PSYCKES Consent, BHCC Consent, OR DOH-5055 Adult Health Home Patient Information Sharing Consent

• In the absence of signed consent, select:
– This is a clinical emergency

– Client is currently served by or being transferred to my facility

5. Indicate the way in which the client’s identity has been verified and Enable OR Enable and View Clinical

Summary

• Provider attests to client identity

• Client provided 1 photo ID or 2 forms of non-photo ID
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Enter a Recipient ID such 
as Medicaid ID OR a 
Social Security Number

OR Enter Name and DOB

Click “Search”
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Confirm you found the 
correct client

Review current level of access to this 
client’s data. The 4 possible levels are: 
- No Access
- Quality Flag
- Emergency
- Consent

Select “Enable Access” 
or “Update Access” to 
enter consent
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Select why you can 
view client’s data, 
such as “client signed 
a PSYCKES consent”
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Select how client’s 
identity was verified
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Select “Enable” or 
“Enable and View 
Clinical Summary”
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Viewing and Printing the Clinical Summary

Steps:

1. Access the Clinical Summary through the Registrar: Manage PHI Access Menu or through

Recipient Search

2. For additional information on data sources included in the Clinical Summary, click “About

included data sources” at the top left of the Brief Clinical Summary (default view)

3. Select desired time period for summary

• Brief Clinical Summary (default)

• 1 Year Summary

• 5 Year Summary

4. Print Clinical Summary

• Select to print to PDF, Excel, CCD at the top right of the Clinical Summary

– In Export window, check the box to Include the Brief Overview as a cover page, select Export options, Page

orientation and Sections

– Click “Export” or “Cancel”
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Click “About 
included data 
sources” for more 
information

Select time period 

17



Select to export 
to PDF or Excel 
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Check box to include 
Brief Overview as a 
“cover page”

Select Export Options 
and Page Orientation Check box “Select All” to 

include all Sections OR Use 
ctrl key to select/unselect 
multiple items

Click “Export” 
or “Cancel” 19



Click to open PDF,
then select File > Print 
OR save PDF only to a 
secure server
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