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Introduction 
 
This document describes the online form and procedure for requesting a Unicare report from 
Behavioral Services Information System Department (BHS IS). 
 

Purpose 
 

The purpose is to provide an on-line form and a formal procedure as an efficient channel for users to 
obtain data from UNICARE Pro-filer system. 
 

Benefits 
 
Following are the benefits for having the form and the procedure: 
 

• An on-line tool for user to create a clear report definition. 

• An efficient method for users to accurately communicate report specifications to Mental Health 
(MH) , Drugs and Alcohol (DADS), or Health and Hospital Systems (HHS) admins for 
approval. 

• The ability to effectively manage report requests and estimate turn-around time. 

• The ability to collect the data for Report Reference Guide. 

 

The Form 
 

The Unicare Report Request Form is available on BHS Unicare website, MH Department website, 
DADS Department website, and Valleypages. Users will complete and submit the form on-line.  The 
request will be processed according to the procedure described in the next section of this document. 
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The Procedure 
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Unicare Report Requesting Procedure 
 

1) Requester submits on-line 

request form. 

a) The on-line request form contains the report definition which 
includes all required information.  When submitted, the request is 
automatically emailed to the requester’s manager for approval.  A 
copy is also emailed to the requester to acknowledge that it has 
been submitted successfully.  

2) Requester’s manager 

reviews the request for 

approval. 

a) Requester’s manager reviews the request to determine if the report 
will enhance user's productivity, is beneficial to a large group of 
users, etc. 

b) If approved, the form is emailed to either MH Approver1 or DADS 
Approver2 based on the type of request.  

c) If disapproved, the requester will be informed of the reasons for 
disapproving. 

3) MH Approver or DADS 

Approver reviews the 

request for approval.   

 

For report request, go to step 

4.   

For data request, go to step 8. 

a) MH Approver/DADS Approver reviews the request to determine 
if it's useful and realistic, and may suggest a report to the 
requester if one already exists. .  The Approver may also enhance 
or modify the request to make it useful to a larger number of 
users. 

    For financial report requests, the Approver will forward them to 
either Martha Paine (MH) or Mel Whitlow (DADS) to review. 

b) If approved, the request is forwarded to BHS IS Manager along 
with priority information. 

c) If disapproved, the requester’s manager will be informed of the 
reasons for disapproving. 

Note: The Approver is expected to review and pass on the request as 
quickly as possible.  The Approver should apply their reports 
knowledge at hand and should not hold up the request for further 
research (e.g. to determine if an existing report can be modified or 
a new report is needed, etc.). The Approver will work with IS 
report writing staff for further clarification of the requirements. 

                                                           
1 MH Approver is Hung Nguyen. 

2 DADS Approver is Julie Sizelove. 
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4) BHS IS 

Manager reviews 

the request for 

approval. 

a) BHS IS Manager reviews the request. 

b) If approved, the request and the priority information will be 
forwarded to BHS IS report writing staff. 

c) If disapproved, the MH Approver/DADS Approver will be 
informed of the reasons for disapproving. 

5) Report writer 

reviews the 

request and 

creates or 

modifies the 

report. 

a) Report Writer reviews the report requirements and discusses with 
the requester, MH Approver, or DADS Approvers if there are any 
questions, or if additional information is required to determine the 
best implementation approach (e.g. the most effective place to 
obtain the data, etc.). Report Writer also determines if there is an 
existing report that can be modified to satisfy the request or if a 
new report is needed. 

b) In some cases, the Report Writer may broaden the scope of the 
request to completely resolve the problem (e.g. modify all of the 
reports that have a similar problem, etc.). 

c) Report Writer creates/modifies report, tests, and validates the 
data. 

d) Report Writer communicates with requester and/or MH 
Approver/DADS Approver to resolve questions/issues as 
needed. 

e) Report Writer completes the first draft of the report and posts it in 
Pro-filer as work-in-progress. 

6) User 

Acceptance Test 

a) Report Writer informs the requester, cc MH Approver/DADS 
Approver, that the report draft is ready for testing.  

b) Requester tests the report and provides feedback to the Report 
Writer, cc MH Approver/DADS Approver, who may also test and 
provide feedback to Report Writer at the same time. 

c) Report Writer modifies the report. 

d) Steps a to c are repeated until all requirements are met. 

Report 

Request 

7) Report writer 

publishes the 

a) Report Writer posts the final version of the report, performs final 
testing in Pro-filer, and allows appropriate users access to the 
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report in Pro-filer 

and make an 

announcement to 

the user 

community.   

Request is now 

completed. 

report. 

b) Requester formally signs off the request via email. 

c) Report Writer creates final report definition from the information 
on the request form and any modifications to the requirements for 
distribution and for the Report Reference Guide (which will be 
available in the future). 

d) Report Writer sends an email, including the report definition, to 
the requester, the requester’s manager, the MH Approver/DADS 
Approver, and the Unicare SAT team to inform them that the 
report is now available.  The Unicare SAT team coordinator will 
inform the appropriate user group(s) that the report is available. 

8) Decision 

Support prepares 

the data. 

a) Decision Support prepares the data that is being requested. Data 

Request 

9) Decision 

Support delivers 

the data.  

Request is now 

completed. 

a) Decision Support delivers the data to the requester. 

 

Unicare Report Request Form User’s Guide 8 of 11 Revision 2.0 
 



 
 
 

 

How to Access the Form & Procedure 
 

 
For Contractors:  
 
 

Mental Health Website: 
http://www.sccgov.org/portal/site/mhd/agencychp?path=%2Fv7%2FMental%20Health%20
Services%20%28DEP%29%2FStaff%20%26%20Contractor%20Information
  

 
 
 
 
Drugs and Alcohol Website: 
http://www.sccgov.org/portal/site/dads/
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For County users: 
 
 
 BHS Unicare Website:  

https://apps.sccbhs.hhs.co.santa-clara.ca.us/
  

 
 

 
 
ValleyPages: 
http://www.sccgovatwork/portal/site/HHS/agencychp?path=%2Fv7%2FHHS%20%28EMP
DEP%29%2FForms%2FBehavioral%20Health%20Services
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Technical Support 
 

• Users will call or email IS Helpdesk if they have any problems accessing or using the form or 
the procedure. 

 
• Helpdesk staff will troubleshoot the problem to identify the point of failure as normally done 

on all Helpdesk tickets. 
 
o If the link to the form or procedure is broken, please contact Sue Chou. Sue will work 

with Rafael Gameros who is responsible for maintaining the form and the links to the 
form if needed. 

 
o If the MH website is down, please contact Karen Roberts. 
 
o If that DADS website is down, please contact Charito Abordo. 
 
o As a temporary solution, you may email the link below to the user so he/she can 

submit the form.  The form works regardless of the condition of the websites.  The link 
to the procedure can be found in the Instruction section which is located at the top of 
the form. 
https://eforms.sccgov.org/lfserver/UnicareReportRequestForm
 

o For questions on the procedure or form functionalities, please contact Lek Taylor or 
Douglas Klinkerman. 
 

 

Project Contacts 
 
 

Topic Contact Phone# E-mail 
Request Forms link 
on BHS Unicare 
Website 

Sue Chou (408)-885-4564 Sue.Chou@hhs.sccgov.org

Form & Procedure 
links on MH Website Karen Roberts (408)-792 3908 Karen.Roberts@hhs.sccgov.org

Form & Procedure 
links on DADS 
Website 

Charito Abordo (408)-885-3761 Charito.Abordo@hhs.sccgov.org

Form maintenance, 
Publishing of Form & 
Procedure on 
SCVHHS Internet 
server, 
BHS Forms Page on 
Valleypages 

Rafael Gameros (408)- 885 7097 Rafael.Gameros@hhs.sccgov.org

Form functionalities, 
Procedure 

Lek Taylor, 
Douglas Klinkerman 

(408)-885-5365 
(408)-885-4688 

Lek.Taylor@hhs.sccgov.org
Douglas.Klinerman@hhs.sccgov.org
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