


my Avatar User Account Request Procedure, continued

Helpline 
Request Form 
Completion, 
continued 

Referenced 
Forms, 
Policies, and 
Procedures 

Related Policy 
or Procedure 

IT5012-1 

The table below identifies the steps/actions necessary for supervisors to 
request action(s) to MAUA using the Helpline Request form: 

Step Action 

1 Prior to Helpline Request Form completion: 
• Verify user is eligible for a MAUA;
0 See myAvatar EHR Policy for MAUA eligibility

requirements.
• Verify the request is for the correct assigned program and

designated user role
2 Complete the DBH IT Helpline Request Form by: 

• Selecting myAvatar option from the Request Type drop
down list;

• Enter user's information, assigned program, and cost
center information

3 Complete "Request Details" section by selecting the relevant 
requested action(s) as follows: 

• Request <Creation, Modification, Reinstatement, or
Deactivation> of MAUA;

• Enter behavioral health client population user serves
(mental health or substance use disorder (SUD));

• Discipline;
• Job function; and
• Level of responsibility .

Note: Supervisor may provide the identification of another user or 
position who has identical access permission needs for reference. 

4 Submit Helpline Request Form to DBH IT Helpdesk. 

This information block will guide you to all forms, policies, and procedures 
referenced in this Procedure. 
Internal DBH Forms & Manuals: 

• Information Technology Forms:
o Helpline Request Form.

DBH Standard Practice Manual: 
• myAvatar Electronic Health Record Policy (IT5012)

DBH Standard Practice Manual: 
• myAvatar Electronic Health Record Policy (IT5012)
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