
Community Behavioral Health 
Daily Inpatient Bed Availability and Substance Use Disorder Treatment Capacity 

Survey: Guide for Use 
 
Purpose 
Community Behavioral Health (CBH) has developed a secure cloud-based Daily Inpatient Bed Availability 
and Substance Use Disorder Treatment Capacity Survey to collect, aggregate, and review data on the 
availability for related in-network facilities on a daily basis. The cloud-based survey will enable CBH’s 
clinical department and the Crisis Response Centers (CRCs) to identify treatment options more 
efficiently, reduce the length of time members await placement at the CRC, and assess ongoing network 
availability. CBH is seeking real time data regarding treatment capacity but recognizes that this 
information is ever changing throughout the day. The survey is intended to capture providers’ best 
estimates of current availability. 
 
 

The Daily Reporting Of Bed Availability / Treatment Capacity Protocol: 
 

1. The Daily Inpatient Bed Availability and Substance Use Disorder Treatment Capacity Survey is 
required to be submitted by 12:00pm each day. This shall be completed seven days per week, 
including weekends and holidays.  

a. Each service location shall have designated staff members responsible for submitting 
the daily survey to CBH. 

b. The person entering the information shall log in using his/her login and password, enter 
his/her contact information, and document Bed Availability and Treatment Capacity per 
level of care. 

 
2. The following steps must be taken to complete the survey: 

a. The Survey Availability URL can be accessed by selecting the following hyperlink 
https://app.keysurvey.com/portal/#1087617.  

i. Note: It is suggested for this hyperlink to be saved in your Favorites tab of your 
web browser. 

b. In the Login ID field, input your Login ID that was assigned to your organization. 
c. In the Password field, enter your assigned account password.  

i. Please note that this field is case sensitive. 
d. Select the Login button to access the surveys.  

i. The following fields will be pre-populated: Parent ID, Provider ID, Address, and 
Date/Time. 

ii. You are required to complete the availability per Level of Care as it relates to 
your programs.  

iii. Select Submit upon completion of the daily availability survey.  
iv. It is recommended to logout at the end of your working session to protect the 

security of your account. 
  

https://app.keysurvey.com/portal/#1087617


Frequently Asked Questions (FAQs): 
 
Question: Who should I contact if I experience technical concerns? 
Answer: Please contact your assigned Provider Relations Representative for general assistance.  
 
Question: Is there a separate link for mental health services and substance use services? 

Answer:  No. The Survey Availability URL is https://app.keysurvey.com/portal/#1087617.  
 
Question: If my organization has multiple programs, but is identified by the same five or six-digit 
program number on the CBH Schedule A (contract), will my organization need to complete separate 
surveys? 
Answer: No. The only time an organization will be required to complete separate surveys is if the 
organization has more than one five or six-digit CBH provider number.  
 
Question: How are the age groups defined? 
Answer:  Children are defined as up to age 12, adolescents from 13-17, and adults as anybody over the 
age of 18. 
 
Question: What if I forgot my password? 
Answer: If you forgot your password, click the Forgot your password? link. Your password will be reset 
and sent to your email address. After logging into your account, go to My Account > Password section to 
change your password. For more details, consult Change Password help topic. 
 
Question: What do I need to do to change my password? 
Answer: The following steps need to be taken: 

 Enter your current password in the Current Password field. 

 Type in your new password in the New Password field. 

 For verification, enter your new password once more in the New Password again field. 

 Click OK to update your new password. 
 

Question: Does every field need to be completed? 
Answer: No, only answer the fields that are applicable to your organization. Please leave fields blank 
that are not applicable. 
 
Question: What is the difference between Save and Submit at the bottom of the survey? 
Answer: Save simply means that you are saving the information you entered into the fields; selecting 
Save will keep you on the same page/form.  You can access a saved survey at a later time for 
completion. If you select Submit, this will finalize the survey for the day. You must ‘submit’ the survey 
for CBH to receive it. 
 
Question: How will I know if the submission of the form was successful? 
Answer: You will notice that the form will reflect “completed” and it will be a lighter color gray than the 
forms that have not been finalized and submitted. 
 

 

https://app.keysurvey.com/portal/#1087617
http://help.worldapp.com/x/QZgL

