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HOW TO ACCESS DDaP  

 

Only authorized users with a system assigned login name and password may access the 
DMHAS Data Performance System (DDaP). 
 

Logging into the D MM HH AA SS Data Performance System  

 

To log in, follow the steps below: 
 

1. Boot-up the pc to the Windows desktop screen. 
 

2. Non-VPN users (Ex. State workers), go to step 4. 
 

3. For VPN users, make your VPN (Virtual Private Network) connection.  Refer to this link for 

details: http://www.ct.gov/best/lib/best/CISCO_VPN_CLIENT_INSTALLATION_PROCEDURES_04012014.pdf 
 

4. Launch Internet Explorer. 
 

5. Enter the DDaP IP address. 

 

6. The Log In screen will be displayed: 
 

 
 

7. Enter the following information in the Log In window: 
 

 

User Name:  Enter your User Name  
 
 

Password:   Enter your Password 
 
 

8. Point and click on the Log In button.   
 

Need your password reset?  Contact the Help desk: DMHAS.INFO@ct.gov or 860-262-5058 

 
 

The Provider SUITE OF APPLICATIONS window will display. 
 

Note: óPlease be sure to log out of DDaP after completing your work.ô will 
display at the bottom of the Log In screen as a reminder to be sure to log out after 
completing your work.  

 
 

 

 

 

 
 

http://www.ct.gov/best/lib/best/CISCO_VPN_CLIENT_INSTALLATION_PROCEDURES_04012014.pdf
mailto:DMHAS.INFO@ct.gov


4 
File Errors Guide ï April 2015 DMHAS ISD/JG 

PROVIDER SUITE OF APPLIC ATIONS  
 
 

 
 
 

The following display on the PROVIDER SUITE OF APPLICATIONS: 
 

¶ DMHAS Data Performance (DDaP) - Select for admissions, discharges, 
updates,  assessments and services  

 

¶ DMHAS Data Warehouse ï Select for reports 
 

¶ DMHAS Consumer Survey ï Select to complete Consumer Surveys 
 
 

 
 
 

 
 

HELP FUNCTION on the SIDE BAR  

 
The Side Bar on the Provider Suite of Applications displays informational links, including user 
guides, documentation, Change Password and the Log out.   
 

 

To access these informational links, follow the steps below: 
 

Click on the Tools option in the Side Bar to the left of the application listing.  Select from the 
list of options that display: 

  

¶  INFORMATIONAL LINKS: Displays links to information that providers may 
need    to refer to while working in DDaP.  

 

¶ DOCUMENTATION: Displays user guides and other relevant documents. 
 

¶ CHANGE PASSWORD: Select to change your password. (See the next page.) 
 
 

The Client Management screen displays when DMHAS Data Performance (DDaP) is selected. 
 

 
 
 

 

 
 
 

 

   
DDaP application Reporting 

Consumer Survey 
Select Tools on the ôSide Barõ for links to 
info, docs and to change your password 
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FILE SUBMISSION PROCESS 
 
 

1. Select the File Management tab in DDaP. 
 

 
 

2. The File Management screen will display. 
 

3. Select the DDaP Standard File Format or the Services-Only File radio button. 
 

 
 
 

4. Locate your file. 
 

To Locate and Upload a File: 
 

1. Select the BROWSE button. 
 

2. Select the desired file in the file listing.  
 

 
 
 
 

 

3. Select the Open button.  
 
 
 
 
 
 
 
 
 

1. Select Browse to 
locate file 2. Select the file 

3. Select ôOpenõ 

Select File Management 
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4. The file will display in the Upload window. 
 

 
 

 

5. Select the UPLOAD button to upload the file. 
 

 
 

6. A progress bar may display. 
 

 
 
 
 
 

7. óFile Receivedô with a green check mark will display once the file is uploaded successfully. 
 

8. The file is added at the top of the HISTORY OF FILES UPLOADED BETWEENélist, with 
a Status of óNewô. 

 
 

9. Select the Submit link to submit the file. 

Refer to the next several pages for file submission procedures and error correction details. 

1. Select to 
Upload the file 

3. File Uploaded 
successfully 

4. New file in 
History grid  

4. The file displays in 
the Upload window 

2. A progress bar 
may display 
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FIL E UPLOAD ERRORS  
 
 

If the Provider ID is missing, the following message will display in red after Uploading: 
 

 
 
 

1. Review your file and correct the Provider ID. 
 

2. Select Browse, find the file and Upload  the file again. 
 

3. Follow the óSUBMITTING A FILEô procedures. 
 

If you do not select the type of file (DDaP Standard File Format or Services-Only File) before you 
upload the file, the following error message will display in red after Uploading. 
 
 

 
 
 

1. Select the appropriate file type. (DDaP Standard File Format or Services-Only File)  
 
2. Select the Upload button. 
 
3. Follow the SUBMITTING A FILE procedures. 

 

If you select DDaP Standard File Format and it is a Services-Only file, or if the DDaP Standard File 

Format does not have the correct number of pipes or columns, the following message will display in red after 
Uploading. 
 
 

 
 
 

1. If it is a Services-Only file, select the Services-Only file radio button, Browse, UPLOAD and Submit 
the file.   

 
2. If it is a DDaP Standard File Format, review and correct the file format.   
 
3. Follow the óSUBMITTING A FILEô procedures. 
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NOTE:  The DDaP system only allows for one distinct service record for a client in a particular program 

with specific method of contact per day.  If the file contains more than one record with the same service 

on the same day (duplicate services), a warning alert will display when the file is uploaded.  Once the 
duplicate services are either totaled into one record or removed, the alert will no longer display.  NOTE: This 
is just a warning and does not affect the submission or normal processing of the file. 
 

This applies to Treatment and Non Treatment programs.   For example, a client may have received a 
case consultation service for 60 minutes in the morning and 60 minutes in the afternoon for a total of 120 
minutes on a given day.  Providers need to add up the same services provided to a client in a day.   
 

 
If there are duplicate services in a file, an alert icon  will display after Uploading the file. 
Hold the mouse over the alert to view the óDuplicate Service(s) in Fileô warning.   

 

 
 

 
Click on the alert icon  to see a listing of the duplicate services, update as needed and submit the file.      

 

 
 
 

For the file, this requires the PNP agency to total the duration and service units and enter the discrete 
daily services once in order to send one record to DMHAS.  The Start Date and the End Date would be 
the same. 
 

If the same services are not totaled together, the system will store the most recent record.  This will allow 
users to update client records, with the rule being the last (most recently updated) service is considered the 
correct one.  These rules apply to on-line and extract users of the system (Standard Full File Format and 
Services-Only).   
 
**See Service Rule and Procedures in the SERVICES INFORMATION SCREEN ERRORS section of this 
training guide for more details on submitting services. 

 
 






























































































































