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BASIC SYSTEM DISPLAY INFORMATION 
 
The following items appear throughout the system: 
 

Field   
 
Individual piece of information on a form (i.e.: Last Name, Gender, etc.) 

Command Buttons with Text :   
Clicking the save button will move the user to the next page in the application.  If the user is on 
the last page, continue will bring them back to the beginning of the application and to a 
confirmation screen. 

  
Print   In order to print a copy of the information entered in the Demographics/Services a user can click  
  on the print button.  They will then have a hard copy of the information.   

Data Entry Boxes – Types  

 
Text Box – used for entry of free form text fields, numbers, dates.  Some text boxes assist 
the user by using a template for data entry.  For example numbers should be entered in the 

       following formats  
·  Social Security number: xxx-xx-xxxx,  
·  Phone/Fax number:  xxx-xxx-xxxx,  
·  Dates:  mm/dd/yyyy,  
·  Dollars: 00.00 

 
Please note that the system does not spell check your entries. Please enter information exactly as you want it stored.  
 

Drop Down Select (Combo Box)  – used for selecting values from a pre-
determined list of allowed values for that Field.  The value can either be selected  

          by clicking on the gray “Down” arrow at the end of the Combo Box, or by typing the 
         entry.  The user will be prompted if the typed entry does not match any selections on  

      the list. 
 

CheckBox  Used when a response to a question is either Yes or No – If Checked the Response is Yes.  If  
              not checked, the response is No.  Checkboxes will many times cause other fields to become 

Enabled and/or Required. 
 

Radio Buttons  
 
 

Radio Buttons – allow the user to choose an option from a group of selections.  In this type of 
scenario, only one option may be chosen.  Many times, once an option is chosen, another button must     
be clicked to continue forward. 

 
Registration/ Inquiry Button-  clicking the registration/ Inquiry button will bring them back 
to the default screen (Search Screen) 

 
 
Logout Button-  Clicking the Logout button will log the user out. 
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Starting the Application  
 
To access the ATR II application, you will first need to log on to the internet and go to the Advanced Behavioral Health 
page – the website address is www.abhct.com.  
 
From this page you can: 

·  Select RESOURCES, then ATR II to see the ATR II paper application, provider alerts and other important ATR II 
documents.  

 
 

 
 
 

·  Select LOGIN, which is in the upper right hand corner, then ATR II.  
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Starting the Application (continued)  
 
After you have clicked the LOGIN link, you will then need to click the ATR II link on the right side of the page to navigate 
to the application login page. 
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Logging into ATR II  
 
Once you connect to the www.abhct.com site, and you have navigated to the ATR II log in screen, you will need to enter 
your username and password. All individual users will receive a unique login and password after received the proper 
training completing the “Statement of Rights and Responsibilities” (available on the ABH website). 
 
 

   
The application will then present you with a Login Screen. 
 
 Enter the User ID provided in this box 

 
  Enter the Password provided in this box 

 
    Click on the LOG IN Button once you have entered the Login and Password. 

 

 
 
Notices and announcements about system changes or maintenance will appear on this home screen on occasion.  
Please read these notices and adjust your work accordingly.  
 
 
 
 
 
Search Screen  
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This is the Default Screen  

      
 
 

After a user’s successful login, the user and 
provider name will display at the top of the 
page. The address displayed is the address to 
which vouchers and payments will be sent.  

 
 

 
A user can then type in any combination of available 
criteria to view the client status.  In addition, the 
optional actions can be checked and included in the 
search. 

 
 
 
 
 
 
 
 

 
 
Each provider’s Follow-Up GPRA rate will be posted on the registration screen.  Each provider is required by the federal 
government to maintain a GPRA follow-up rate of 80% or above. Providers who have a rate below 80% run the risk of 
having their contract terminated.  
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After inputting criteria, click the search button to receive the results of your search. If all     
the criteria fields are left blank, the search button will show all the clients that have 

been registered by the provider at all service site locations. 
 
If client search returns ‘not found’ and you need to register a new client, then click on the 
register new client button.  If clients are found, see page 12. For detailed, 
explanation/instructions on the client application, please go to www.abhct.com under  

        Resources under application instructions.  
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REGISTRATION SCREEN 
 

This screen consists of the applicant information, provider information, Substance Abuse screening, Release of 
Information check box, Consent to Participate check box and an area to indicate an email address for those persons 
wishing to receive a response email.  NOTE: There are two substance abuse screens availab le on the registration 
page.  Only ONE must be completed.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
All fields are required except those that are pre-populated with provider information and three additional option fields 
listed below:  
 

 Cell phone number is not required. 
 
If you have a non-SAGA client, the EMS # is not required.      
     

 
   

If do you not want the Status of your Registration sent to you via email, you may leave this box blank.   
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Data Entry Hint: If a client is homeless, please indicate “Homeless” the address where he or she sleeps or the address 
of an emergency contact. For example (Elizabeth park near Park Street, Hartford) 

 
In the Score section of the Simple Screen and the CAGE-AID forms, the “Number of “Yes” Answers” will automatically 
populate as the answers are checked on the Simple Screening Instrument for Alcohol and Other Drugs Screen.  Please 
do not change this section.  If the score “is EQUALTO OR GREATER THAN 4” it will also be automatically be checked 
as “yes” or “no”.  Remember: Please complete the SSI-AOD or the CAGE-A ID.  DO NOT COMPLETE BOTH 
FORMS. 
 
 
 
 
 
 
Data Entry Hint: If a client does not know the exact day of last use, enter mm/15/yyyy. 
 

After entering data and clicking on the Save/Submit button the registration has been 
submitted.  The registration form may be viewed after it has been saved, but the user is not 

able to make changes to the saved documents.  If you discover errors in the registration page 
that need to be edited, please call the ATR II toll free line at (866) 580-3922.   

 
 
The user will receive a transmission confirmation number and option to register another client. If the user chooses to 
register another client, the same screen will appear again with provider information and email address pre-populated.  
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SEARCH RESULTS VIEW SCREEN 
 
If a client search returns positive responses, you will see the screen below. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  The name of the client will appear in this column.   

 
  
 

You can click on the status to see details of that status:  
 
·  To Be Reviewed - ABH received the registration information and it has not yet been           

processed.  None of the actions on the page will be enabled. 
 
·  Pending – The registration has been processed but the client information submitted needs further ABH 

investigation to remedy possible duplication of clients.  None of the actions on the page will be enabled. 
 
·  Completed - The client is registered in ATR and at least three of the actions on the page will be enabled 

(Initial GPRA, Contact Sheet and Service Requests).  
 

       
 
 
 

·  “Add” Button for Initial GPRA will become enabled when the status is shown as “Completed.” Single-click on the 
Add button to add the Initial GPRA.  

·  Once a GPRA has been added, the add button will change to “View”.  You can click “View” to view the Initial 
GPRA. Only the provider who added the GPRA will see the “View button.”  

·  If the GPRA button reads “edit”, the GPRA has been partially saved and needs to be completed.  
·  All other providers will see a “Done” button indicating that the initial GPRA has been collected and is not 

required.  
·  After entering and completing the Initial GPRA, the provider will be required to complete the Mental Health 

Screening tool.    
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·  The Contact Sheet will become enabled when the registration status is shown to be “Completed.”  Single-click 
on the Add button to add the Contact Sheet.  

·  Once the Contact Sheet has been entered, you can click Edit to change the information and to add additional 
contacts. 

·  A minimum of three contacts are required in order to approve the client’s application.  The contact sheet should 
be updated monthly.  

 
 
 
 
 

·  The Service Requests will become enabled when the registration status is shown to be “Completed.” Single-
click on the “Add” button to add the service requests.  Once a service request has been entered it cannot be 
changed. (A sample service request is available on page 19)  

·  To check the status of the request, click the View button under the Service Request Status column.   
·  Please note that the Service Request Button will always say “Add” so that you can enter additional requests 

without having to do additional data entry. 
 

 
 
 
 

·  Service request status will be enabled when at least one service request has been submitted. Click on the View 
button to check the status of your request. 

 
 

 
 
 
 
 

·  The Discharge GPRA will be enabled after the Initial GPRA is saved as complete and becomes view only. Click 
the Add button to add a Discharge GPRA. Use this button to complete a discharge interview. 

 
  
 
 
 

·  The 6-month follow up GPRA will be enabled five months from the Initial GPRA interview date and will stay 
active until eight months after the Initial Interview date. 

 
 
 
 
 
 
 
 
 
 
 
 
 
INITIAL GPRA WITH MH SCREENING SCREEN  
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All Sections of the GPRA must be completed. Please do not leave any blanks.  
 
 
 
 
 
 
 
 
      
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
     
   
 
        The GPRA may be partially saved at any of the partial save checkpoints. 
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Click on the “Complete Save” button when all of the fields are filled in and no errors 
are found. You must click on the “Complete Save” button in order to save the entire 
GRPA. After the GPRA has been saved, it will be viewable but not editable.  After the 
GPRA has been saved the system will display the Mental Health Screening Form.  
Providers have the choice of using the MHSF-III or the Modified Mini.  Only one of 
the mental health screens is required.  Providers s hould not complete both.    

 
      
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
If errors have been found after clicking the Complete Save button, an error message for each error found will appear at 
the top of the Initial GPRA stating the section and the question where the error has occurred. Once the errors are 
corrected and there are no more errors click the Complete Save button once again to proceed to the Mental Health 
Screening form. 
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MENTAL HEALTH SCREENING SCREEN  
  

This screen will come up after the Complete Save button is clicked on the Initial GPRA when no errors have been found; 
click either the “Yes” or “No” response to answer each of the questions. When finished, click on the “Save/Submit” 
button. 
 

 
 
 
 
 
 
 
 
 
 
 
  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

In the Score section of the form, the number of “Yes” answers will automatically populate as the answers are checked 
on the Mental Health Screening Form.  If the score “is EQUALTO OR GREATER THAN 1” it will also be automatically 
checked as “yes” or “no”. 
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ATR II CONTACT SHEET 

 
Providers are required to enter a minimum of three contacts. Click the Save/Submit button to save.  

 

  
 
 
A confirmation screen will appear once the Contact Sheet “Save/Submit” button is clicked on 
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SERVICE REQUESTS SCREEN  

 
The provider may request any services listed on their request form Users can print out the request before clicking Save/ 
Submit button. This screen cannot be edited after it is saved. Providers can enter additional service requests as 
necessary so this button will always read “Add”. 
 
Checking the check box in front of any service type indicates a request for that service type. 
 
THE FOLLOWING ARE REQUIRED FIELDS FOR ALL SERVICE R EQUESTS LISTED BELOW:  
 

·  Start Date of Service:   Indicate the date that the service will begin. 
·  1st Choice Vendor & Location:   Select from the drop down list the client’s first choice for the vendor and the 

exact service location to be approved. This should be your agency if you want the approval. 
·  2nd Choice Vendor & Location:   Indicate the client’s second choice for the vendor and location of this service. 

 
 
Clinical Services  
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Case Management Services  

 
 
Faith/Peer Based Services  

 
 
 
 
 
 
 
 
 
 

 
 
Educational/ Vocational Services  

 
 
 
 
 

 
Only providers listed at http://www1.ctdol.state.ct.us/etpl/index.asp are approved for ATR II. You need to fax the 
registration/enrollment form from the school to ABH.  
 
Reminder: The provider must fax in a copy of the W- 9 for the vocational services provider with the fir st request.  
 
Basic Needs Services  
 
THE FOLLOWING ARE REQUIRED FIELDS FOR ALL SERVICE R EQUESTS LISTED BELOW: .  
 

·  1st Choice Vendor & Location:   Indicate the client’s first choice for the vendor and location of this service. 
 
 

 
 
 
 



       ATR II User Manual Revised 06/23/08                                                                                            Page 19 of 26 
                           

Certified Housing Service Request  
 

 
 
Reminder – user must fax in required documentation for Certified Housing Request to be processed . 
 
Required documentation includes: 
 Proof of Income or Job Readiness Information (For the second and third month only) 
 Release of Information  
 
Housing and Landlord Verification  
 

 
 
Reminder – user must fax in required documentation for Independent Living Housing Request to be 
processed.  
Required documentation includes: 
 Proof of Income or benefits that will cover the rent 
 Lease 
 W-9 for the landlord 
 Release of Information listing the landlord 
 Landlord verification form 
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SERVICE REQUEST 
 
The service request status screen tells the status of the requests that have been entered for the organization. 
  

There are four statuses for any request: 
 
To Be Reviewed   Information has been submitted and has not yet been processed to the point of a determination.  
 
Approved    ABH has approved this request, the from and to dates of the authorization, along with any  

approved units or dollars will be displayed. 
 
Denied    ABH has denied the request.  The denial reason will be shown on the screen.  Clicking on this  

code will display the explanation of the code 
 
Cancelled    ABH has cancelled the authorization due to a discharge or change of provider. 
 
Missing Information    ABH is indicating that information is missing in order to complete the application.  Please enter  

of fax in the information that is missing by the given due date, or the application will be rejected 
as incomplete and the entire application will have to be completed again.    

 
 
 
 
 
 
 
 
 
INVOICING 
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All invoicing should be completed on the web-based system.  Once a requested service has been approved, the 
“Invoice” buttons will appear in the “VEW SERVICE REQUEST” screen.   
 

 
 
To invoice providers must:  

·  Click on the invoice button next to the appropriate date period to open the following screen:  
 

 
·  Providers then enter the service date, the charges and the number units used (units represent time spent with 

the client and vary by service type): 
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·  Provider then hits the submit button. Claims are processed automatically based on the approved service, the 
approved authorization units, and the rate for the provider.   Once a claim has been successfully the responses 
could be the following:  

 

 
 
·  DENIED: Claims will be denied if the request rate, or units exceeds the approved rate for that service OR if the 

provider enters a date outside of the approved date range OR if the provider bills after 30 days.  
·  ACKNOWLEDGEMENT/ACCEPTED: The system has automatically processed the claim and the provider will 

be paid on the next check run date. (Check runs are completed every Monday with the exception of holidays.) 
·  After all the units have been billed against an authorization, the “INVOICE” button will change to “VIEW”. 

 
 
DISCHARGE GPRA SCREEN 
 
When entering the discharge GPRA the provider will asked whether the interview was conducted with the client?  
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If the interview was not conducted, the provider will answer two questions:  
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If the interview was conducted the provider will answer the enter GPRA.  All fields on a discharge GPRA are required.  

 

 
 

 
The GPRA can be partially saved at any of the partial save checkpoints. 

      
Clicking on the “Complete Save” button when all of the fields are filled in, and no errors 
are found, will save the discharge GPRA.  
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6-MONTH FOLLOW-UP GPRA SCREEN  

 
All fields on the 6-month follow-up GPRA are required.   
 

 
 
 

              
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
           
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
      The GPRA can be partially saved at any of the partial save checkpoints. 
      

Clicking on the “Complete Save” button when all of the fields are filled in, and no 
errors are found, will save the 6-month follow-up GPRA.  

 
 
 
 
 
 



       ATR II User Manual Revised 06/23/08                                                                                            Page 26 of 26 
                           

 
Gift Card  
 
At the end of the Follow-Up GPRA providers will be asked to enter the clients updated mailing address.  ABH will mail 
the gift card directly to the client.  
 

  
 
 
SUPPORT 
 
If you have any questions or problems you can click on the support link that is at the bottom of every page.  Clicking this 
link will open an email window in order to send an email to support at ABH. 
 

 
  
 
 
  


