Behavioral Health Account Request Guide
Illustrated quick guide
Use this form to request a SmartCare account, change access, or request deactivation.
Open the Behavioral Health Account Request form
1 Start your request
Sign in with your work email
Enter your approved work email and select Email Me a Code. Enter the six-digit code from your email and select Verify Code. The code expires in 10 minutes.
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Illustration 1. Request a code, then enter it on the sign-in screen.
If the form asks for a SmartCare Username, enter it with your approved work email and select Sign In. The sign-in page lists a support contact if you need help or access.
Choose the request type
New EHR Account. Choose Basic Account for access or viewing, or Practitioner Account for clinical documentation.
Update Existing Account. Select the employee and the areas you need to change. If you can’t find the employee, use Employee not appearing? and explain what you need.
Deactivate Account. Select the employee and enter the reason.
The form shows the options available to you. For Bulk Change, see section 2.
Enter the employee’s details
Check the employee’s details and the Requested Effective Date. For county staff, enter an ESU Number, Employee ID / Number, or Work Email. For non-county staff, enter their work email. Complete fields marked with an asterisk.
2 Choose programs and access
Programs and data access groups
For a new account, select at least one Clinical Data Access Group (CDAG) and a program within it. For an update, check the employee’s current access before selecting changes. If you copy another employee’s access, keep only what this employee needs.
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Illustration 2. Select a data access group before choosing programs.
Roles and supervision
Choose roles that match the employee’s work. Review any requirements shown for the selected roles. If you assign a supervisor, select them from the SmartCare search results. Supervisors need an active SmartCare account.
Default signer for notes
Select the employee’s programs first, then choose a Default Co-signer if needed. The co-signer must be approved to co-sign in SmartCare and belong to every selected program. All notes go to that person for co-signature.
Bulk changes
If Bulk Change — Access and Supervision is available, choose the employees and the change, then enter a reason. Select Preview changes and review each employee’s results before choosing Submit bulk request.
3 Add credentials and reporting
Find an NPI
If the form asks for a National Provider Identifier (NPI), enter the 10-digit number in NPI and Credential Lookup and select Look Up NPI. Check the result, choose the information you want to copy, and select Add Selected Details. Review the details the form fills in.
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Illustration 3. Review the lookup result before copying details to the form.
Check California licenses
Use Verify Selected Licenses if it appears in the NPI results. You can also look up a California license separately and select Add Credential. If the form can’t verify a license, attach supporting documentation and complete the remaining required fields.
Complete State Reporting if it applies
If the employee will provide services reported to the state, select Mental Health Reporting, Drug Medi-Cal (DMC) Reporting, or both. Complete the provider, language, and location fields that apply. The form may require a current qualifying credential.
4 Submit and follow up
Review and submit
Attach files with Add Supporting Documents if needed. In Review & Submit, check the employee, effective date, and requested access. Fix any highlighted fields, then select Submit Request.
[image: ]
Illustration 4. Keep the request number shown in the confirmation.
If you don’t see a confirmation, check My Submissions before trying again.
Save or resume a draft
Choose Save & Exit if you need to finish later. Open My Submissions, choose Drafts, and select Resume. Re-enter the Social Security number if the form asks for it.
Check status or make a correction
In My Submissions, check Active for requests still in progress and History for finished requests. Select View to read the status and reviewer messages.
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Illustration 5. Open a request from My Submissions.
If Edit Request is available, make the changes, fill in Describe Your Changes, and select Submit Changes. For help with a submitted request, use Contact us when available and include the request number.
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