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IM+CANS Portal Direct Data Entry (DDE) User Guide 

1 | Adding a New Client 
Once logged into the portal, select the “IM+CANS Main Menu” dropdown at the top of the page and 
select “IM+CANS Client Search”. 
 

 
 
You will see a list of the clients you have access to. At the top of that list, you will see a blue box, 
labeled “Add New Client”. Select this box. 
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NOTE: If you receive the error below, the client already exists, and only a consent form is needed. 
(See “3 | Adding a Consent” below.) 
 
 
 
 
 
 
This brings you to the following page, “Add Client Master Record”, where you will enter the client’s 
information. Once completed, select the “Submit” button at the bottom of the page. 
 

 
 

A record that has the attribute values RIN already exists. The entity key RINKey requires 
that this set of attribute contains unique values. Select unique values and try again. 
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2 | Adding an Assessment 
Select the “IM+CANS Main Menu” dropdown at the top of the page and select “IM+CANS Client 
Search”. 
 

 
 
After selecting “IM+CANS Client Search”, all clients you have access to will be shown here. There are 
two ways to add an assessment. 
 
Option 1: Find the client and select the dropdown arrow next to “Contact” and choose “Add New 
IM+CANS”. 
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Option 2: Alternatively, you can select the client’s name. 
 

 
 
This will bring you to their Master Record. Now you can scroll to the bottom of the page, where you 
will see “IM+CANS Related To This Client”. Select “Add New IM+CANS”. Then select “Submit”. 
 

 
 
NOTE: If you are adding a reassessment or doing an update, select the dropdown arrow of the 
existing IM+CANS you want to base it on, which will populate the client’s information from that 
IM+CANS. Please note, this may take a minute for the workflow to run. 
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Either way you choose to add the assessment, it will bring you to the “Add New IM+CANS” page. 
Here you select the “CANS Type” by selecting the appropriate radio button.  
 

 
 
NOTE: The CANS Types are as follows: 

• “Initial” is a new IM+CANS; 

• “Reassessment” is completed 180 days after the initial IM+CANS has been completed; and 

• “Update” is used to make changes to an existing IM+CANS during the 180-day period 

between Initial and Reassessment. 

 
After selecting “Next” you will come to the screen below, where you will see sections across the top. 
As you navigate through each section, you will enter your client’s information, selecting “Next” after 
each section. 
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NOTE: If you do not select “Next” at the end of each section, the portal will not save the information 
you have entered. 
 
Once you have completed all sections, you will see the “Approvals” screen, where staff signature and 
date are entered. Then select “Submit”. 
 

 
 
After selecting “Submit”, and if there are no errors, you will see the following message, confirming 
your submission was successful. 
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3 | Adding a Consent 
If your client already exists in the portal, and you received the RIN error when trying to add a new 
client, then you need to add a consent. Adding a consent will allow the client’s previously entered 
information to be shared with you. 
 
 
 
 
 
At the top right of the page, select the “IM+CANS Main Menu”. Navigate to and select “IM+CANS 
Consent Requests”. 
 

 
 
This will bring you to the “IM+CANS Consent Requests” page. Select “Add Consent”. 
 

 
 
  

A record that has the attribute values RIN already exists. The entity key RINKey requires 
that this set of attribute contains unique values. Select unique values and try again. 
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This will bring you to the “CANS Consent Add Page”. Here you can enter as much information as you 
have on the client, upload your consent form, and select “Submit”. 
 

 
 
After selecting “Submit”, you will see that your submission was completed successfully. 
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To check the status of your consent, you navigate to “IM+CANS Consent Requests” in the “IM+CANS 
Main Menu”. 
 

 
 
The “Consent Status” column will show “Pending” until it has been reviewed. If your consent has no 
issues, you will see “Approved”. If there is an issue with the consent, you will see “Rejected”. Upon 
rejection, you will receive an email regarding the issue(s). If your consent is rejected, you will have to 
fix the issue(s) and upload it again. 
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Helpful Resources 
• IM+CAN Provider Portal Page 

• IM+CANS Provider Portal Access 

• IM+CANS & IM-CAT Training (Provider Assistance & Training Hub) 

• IM+CANS Provider Portal Administrative User Request Form to be submitted to 

OMI.CANSAccount@uillinois.edu  

• IM+CANS Consent Form (Authorization to Disclose IM+CANS Information) to be submitted to 

OMI.CANSAccount@uillinois.edu  

 

Helpful Contacts 
• IM+CANS Assist Help Desk: OMI.CANSAccount@uillinois.edu  

• Integrated Assessment and Treatment Planning (IATP) Assistance: HFS.IATP@illinois.gov  

• IM+CANS Batch Import Assistance: HFS.CRM.Help@illinois.gov  

• IM+CANS Training & Certification Questions: PATH-BH@illinois.edu  

https://hfs.illinois.gov/medicalproviders/behavioral/communitymentalhealthcenter/imcansproviderportal.html
https://ilhfspartner2.dynamics365portals.us/
https://socialwork.illinois.edu/community-partnerships/agency-based-partnerships/provider-assistance-and-training-hub/
https://hfs.illinois.gov/content/dam/soi/en/web/hfs/sitecollectiondocuments/imcansprovideradministrativeuserrequestform.pdf
mailto:OMI.CANSAccount@uillinois.edu
https://hfs.illinois.gov/content/dam/soi/en/web/hfs/sitecollectiondocuments/imcansauthorizationfordisclosingorobtaininginformation.pdf
mailto:OMI.CANSAccount@uillinois.edu
mailto:OMI.CANSAccount@uillinois.edu
mailto:HFS.IATP@illinois.gov
mailto:HFS.CRM.Help@illinois.gov
mailto:PATH-BH@illinois.edu

