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Bedboard

Using Bedboard

Bedboard is used to manage the beds in an in-patient facility. When you create a Unit in SmartCare, you
define whether the unit will display in Bedboard or Bedboard. You manage beds in Bedboard. The
Bedboard list page shows all beds and identifies whether the bed is in use or not. You can use Bedboard
to manage new admissions and discharges, clients' attendance, changing beds and programs.

Typically, admitting office personnel use this function, but any user with the correct permissions can
access and use this list page.

1. Follow this path: My Office tab > Inpatient/Residential banner > Bedboard sub-banner.

The Bedboard list page is displayed. View field definitions. (See page 80)

Bedboard (24)

osfos/2016 |EEv [ AlUnis v | [AnCHent Types v | [AlStatuses v| [Other v
Bed Unit Client Type | Client Name Status Time Flags Admit Date Program v
201N PheasantH..  Adult Knight, Mique! ¥ Scheduled Admission 12:00AM Adult Inpatient
1021w Pheasant H..  Adult Dawn, Margaret Qccupied 12:00AM 04/05/2016 Adult Inpatient
1121w Phessant H..  Adult Jones, Jenny ! Scheduled Admission 2:108M __1]9 %oew Adult Inpatient
009-1E Pheasant H... Adult Test, Kevin ! Seheduled Admission 1:30PM Adult Inpatient
104-15 Pheasant H.,  Adult Nelson, Richard Oceupied [EE] 4:57PM 04/04/2016 Adult Inpatient
AWIE2 ArtecWest..  Adult Nosack, Claugia On Leave ERECUNN = 05/01/2016 Adult Inpatient
110-1-1E PheasantH..  Adult Smith, Sam Occupied 2:43PM 04/04/2016 Adult Inpatient
108-1E Pheasant H... Adult White, Backy Occupied 7:004M 04/04/2016 Adult Inpatient
011-1E PheasantH..  Adult Nelson, Richard ! Stheduled Bed Change 1:00PM 04/04/2016 Adult Inpatient
10315 PheasantH..  Adult Apodaca, Sabrina Qccupisd 2:004M 04/22/2016 Adult Inpatient
AW2 Bed 3 Artec West... Open
010-16 Pheasant H... Open
110-2-1W Pheasant H.. Open
111-1N Pheasant Hu. Open
201-1W Phezsant H.. Open
202-1W Pheasant H.. Open
203-1W Pheasant H.. Open
204-15 Pheasant H... Open
20515 Pheasant H... Open
206-16 Pheasant H... Open
207-1€ Pheasant H... Open
208-16 Pheasarnt H. Open
210-1N Pheasant Hu. Open
211-1N Pheasant H.. Open

2. From the Bedboard list page you can:

o Admit a Client (See page 12)
e Schedule an Admission (See page 5)

e Change a Bed Assignment (See page 25)
e Schedule a Bed Change (See page 19)




Bedboard User Guide

e Set a Client On Leave (See page 52)

e Schedule a Client On Leave (See page 46)

e Return a Client from Leave (See page 63)

e Schedule Return from Leave (See page 57)

o Discharge a Client (See page 36)

e Schedule a Discharge (See page 30)

e Transfer a Client (See page 78)

e Schedule a Transfer (See page 75)

e Swap Beds (See page 68)
e Swing a Bed (See page 73)
e Export Bedboard Data (See page 3)

Why can't | access these screens? (See page 129)
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Display the Bedboard List Page

1. Follow this path: My Office tab > Inpatient/Residential banner > Bedboard sub-banner.

The Bedboard (###) list page is displayed. View field definitions. (See page 80)

Bedboard (24)

08/08/2016 |F@v | AllUnits v | [alClent Types v | | Al Statuses v| [Other v
Bed Unit Client Type | Client Mame Time Flags Admit Date Program v
201N PheasantH..  Adult Knight, Mique! ¥ 12:00AM Adult Inpatient
1021w PheasantH..  Adult Dawn, Margaret 12:00AM 04/05/2016 Adult Inpatient
1121w Pheasant H..  Adult Jones, Jenny ! Stheduled Admission 2:108M __’\]0 Hoow Adult Inpatient
009-16 PheasantH..  Adult Test, Kevin ! Stheduled Admi 1:30PM Adult Inpatient
104-15 Pheasant H.,  Adult Nelson, Richard Oceupied [EE] 4:57PM 04/04/2016 Adult Inpatient
AWIE2 ArtecWest.,  Adult Nosack, Claugia * On Leave EIRECUN =L 05/01/2016 Adult Inpatient
110-1-1F Pheasant H... Adult Smith, Sam 2:43PM 04/04/2016 Adult Inpatient
108-1E Pheasant H... Adult White, Backy 7:004M 04/04/2016 Adult Inpatient
011-1E PheasantH..  Adult Nelson, Richard ! Bed Change 1:00PM 04/04/2016 Adult Inpatient
10315 PheasantH..  Adult Apodaca, Sabrina Qccupisd 2:004M 04/22/2016 Adult Inpatient
AW2 Bed 3 Artec West.. Open

010-16 Pheasant H... Open

110-2-1W Pheasant H... Open

111-1N Pheasant Hu. Open

201-1W Phezsant H.. Open

2021w Pheasant H.. Open

2031w Pheasant H.. Open

20415 Pheasant H... Open

20515 Pheasant H... Open

206-16 Pheasant H.. Open

207-1€ Pheasant H.. Open

208-1E Pheasant Hu. Open

210-1N Phezsant H.. Open

211-1N Pheasant H.. Open

2. Filter the list to determine the records that are displayed. Tell me how... (See page 127)

3. Find the clients you want to work with. Tell me how... (See page 124)
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Export Bedboard Data

You can export the data you view on the Bedboard list page into an Excel spreadsheet. All the columns,
column headings and client records are inserted into the Excel worksheet.

1. Make sure the Bedboard list page is displayed. Tell me how... (See page 2) View field
definitions. (See page 80)

Bedboard (24)

.

2. If needed, change the filters. All the record lines that are displayed on the list page are exported to
the Excel spreadsheet. Tell me how...

3. Click the Export = toolbar item in the task bar.

The Export file tab is displayed in the lower left corner of your screen.
ExportData (3).xls

4. Click on the ExportData file button in the task bar in the browser window to open the file in
Microsoft Excel.

5. In Excel, you can Save the file with a new name and Print the file.

Why can't | access these screens? (See page 129)
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Admit

Schedule an Admission

Scheduling a client for admission means you are setting a date in the future when the client will be
admitted. This task reserves the bed for that date.

To manage scheduling an admission, you can:

Schedule an Admission (See page 5)

Change the Scheduled Admission (See page 6)

Admit the Client with a Scheduled Admission (See page 10)

Cancel the Scheduled Admission (See page 8)

Before You Begin

The client must be entered in the system and enrolled in a program before he/she can be scheduled for
admission to a bed.

To Schedule an Admission
1. Follow this path: My Office tab > Inpatient/Residential banner > Bedboard sub-banner.

The Bedboard (###) List Page is displayed. View field definitions. (See page 80)

Bedboard (24)

oaf20i6  EEv | Allens

£z
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2. Filter the list to determine the records that are displayed. Tell me how... (See page 127)
3. Find a bed with a status of Open. Tell me how... (See page 123)

4. Click the drop down arrow in the Status column of the open bed you want to admit the client to
and select Schedule Admission.

Why is a message window appearing? (See page 18)

5. Find the client you want to schedule the admission for. Tell me how... (See page 124)

The Census Management - Schedule Admission page is displayed. View field definitions (See page

Census Management - Schedule Admission “Save and Cloze B 4 D Ve
Activity

E 1603230 | Baske, Jess| DOB: 12/25/1952 Gender: Female Initial Ademit Date/Time:

Action: Schiedule Admission Scheduled Date: | 04/22/2016 | EF Time: | 00:00 Mon-Billable | Hold Bed
Program: Clider Adull Sustanang Care GO8

Bad: ANIAZ v RGN ¥ Only show bads for salacted program

it Aater West 1 Boys Chent Type: v
Rioom: AWIA Comments:

Admitssion Type: Y| Admissicon Source:

Assignment Type: il Reason:

Location YAP Kenmong Apl ¥ Billing Procedure: | SupHSg Mibeu ps ¥

Clinklan; ¥ | Physiclan

6. Complete the required and necessary fields on the Census Management - Schedule Admission
page.

7. When the page is complete, click the Save and Close button in the task bar.
To Change a Scheduled Admission
1. Follow this path: My Office tab > Inpatient/Residential banner > Bedboard sub-banner.

The Bedboard (###) List Page is displayed. View field definitions. (See page 80)
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Bedboard (24)

osfos/2016 |EEw | ANUnis v | [ANClent Types v | | a0Statuses v| [Other LB 2oty Fiter |
Bed Unit Client Type Client Name Status Time Flags Admit Date Program v
208-1N Pheasant H..  Adult Knight, Miguel ! Scheduled Admission 12:00AM Adult Inpatient
1021w Pheasant H..  Adult Dawn, Margaret Qccupied 12:00AM 04/05/2015 Adult Inpatient
112w PheasantH..  Adult Jones, Jenny ¢ Scheduled Ad 2:108M é]e & L Adult Inpatient
008-1E PheasantHa,  Adult Test, Kevin ! Seheduled Admission 1:30PM Adult Inpatient
10415 PheasantHa,  Adult Nelson, Richard Occupied 577 04/04/2016 Adult Inpatient
AWI1BE2 Artec West... Adult Nosack, Claudia ! On Leave 2:43PM E“n‘ 05/01/2016 Adult Inpatient
11011E PheasantH..  Adult Smith, Sam Occupied 2:43PM 04/04/2016 Adult Inpatient
1081 PheasantH..  Adult White, Becky Occupied 7:00AM 04/04/2016 Adult Inpatient
0111E Pheasant H..  Adult Nelson, Richard ! Stheduled Bed Change 1:00PM 04/04/2016 Adult Inpatient
10315 Pheasant H..  Adult Apodaca, Sabrina Qccupisd 2:004M 04/22/2016 Adult Inpatient
AW2 Bed 3 Artec West... Open
010-16 Pheasart H.. Open
110-2-1W Pheasant Hu, Open
111N Pheasant Hu. Open
201-1W Phezsant H.. Open
202-1W Pheasant H.. Open
2031w Pheasant H.. Open
20415 Pheasant H... Open
20515 Pheasant H... Open
206-16 Pheasant H... Open
207-1€ Pheasant H.. Open
208-1E Pheasant Hu. Open
210-1N Phezsant H.. Open
211-1N Pheasant H.. Open

2. Filter the list to determine the records that are displayed. Tell me how... (See page 127)
3. Find the client whose status you want to change. Tell me how... (See page 124)

The Census Management - Schedule Admission page is displayed.

Census Management - Schedule Admission _Sove ond Close B 0o VO
Activity

1603230 | Baake. Jessl DOB: 12/25/1952 Gender: Female  Initlal Admit Dobe/Time:

Action: Schedule Admission Scheduled Date: | 04/22/2016 _3' Time: |00:00 Mon-Billable Hold Bed

Program: Ol Adult Surstamnang Cars CO8 T Crvarflow

Bad: AW1AZ ¥ 1 Only show bads for salacted program

it Aatec West 1 Boys Chent Type: v

Comments:

Room: AW1IA

Admitssion Type: Y| Admission Seurce: ¥
Assignment Type: il Reason: ¥
Location YAP Kenmore ALY | Billing Procedure: | SUpHS Mibeu pe ¥
Clinklan; ¥ | Physician; hd

4. Click on the Scheduled Admission hyperlink in the Status column.

o

The Inpatient Activity Details page is displayed with the Activity Details tab displayed. View fiel
definitions (See page 117).




Bedboard User Guide

Inpatient Activity Details Elx Y0 ve
WVisit Activity Detalls

Activity

." 104534 | |Wikson, San Start Date:  |03/01/2016  [EEv Time: |4:54 AM
Status: Oceupiod Disposition: Discharged End Date: o4/21/2006  [EEw Time: (2:11 PM
Action: Mo actions available v Aerival Dates (03012016 | [EE= Time: 0000
Program:; Adult Inpatient L Orvenflow Hold Bed
Bed: M-1E v DOy show beds for selected program Mor-Billable
Lriit: Pheasant Hollow

Reorm: O10MA Comments:

Assignmant Typa: Salt Lake Co ¥ Raason: AlcoholDrug tré ¥ commants

Lecation: State-Operat ¥ Billing Procedure: | Fix Care Res N ¥

Clinicien: v Phwysician: o

5. Make changes to any fields on the page. View field definitions (See page 117).
6. When the page is complete, click the Save button in the task bar.
To Cancel a Scheduled Admission

1. Follow this path: My Office tab > Inpatient/Residential banner > Bedboard sub-banner.

The Bedboard (###) List Page is displayed. View field definitions. (See page 80)

Bedboard (24)

08/08/2016 |E@ [ Al Unis v | [AlChent Types v | [AlStatuses v | [Other AN 2oy Fiter |
Bed Unit Client Type | Client Name Status Time Flags Admit Date Program v
208-1N Pheasant H..  Adult Knight, Miguel ! Scheduled Admission 12:00AM Adult Inpatient
10214 Pheasant H..  Adult Dawn, Margaret Qccupied 12:00AM 04/05/2016 Adult Inpatient
1121w Phessant H..  Adult Jones, Jenny ! Scheduled Admi 2:108M é]a %oew Adult Inpatient
009-16 PheasantH..  Adult Test, Kevin ! Stheduled Admi 1:30PM Adult Inpatient
10435 PheasantHa,  Adult Nelson, Richard Occupied @ asmem 04/04/2016 Adult Inpatient
AW1B2 Artec West... Adult Nosack, Claudia ! On Leave 2:43PM E“n‘ 05/01/2016 Adult Inpatient
11011E PheasantH..  Adult Smith, Sam Occupied 2:43PM 04/04/2016 Adult Inpatient
108-1E PheasantH..  Adult White, Becky Occupied 7:00AM 04/04/2016 Adult Inpatient
011-1E PheasantH..  Adult Nelson, Richard ! Stheduled Bed Change 1:00PM 04/04/2016 Adult Inpatient
10315 Pheasant H..  Adult Apodaca, Sabrina Qccupisd 2:004M 04/22/2016 Adult Inpatient
AW32 Bed 3 Artec West... Open

010-1E Pheasant H... Open

110-2-1W Pheasant Hu, Open

111N Pheasant Hu. Open

201-1W Phezsant H.. Open

202-1W Pheasant H.. Open

2031w Pheasant H.. Open

204-15 Pheasant H.. Open

20515 Pheasant H... Open

208-1E Pheasant H... Open

207-1E Pheasant H... Open

208-1E Pheasant Hu. Open

210-1N Pheasant Hu Open

211-1N Pheasant H.. Open

2. Filter the list to display the record you want. Tell me how... (See page 126)

3. Find a bed with a status of Scheduled Admission. Tell me how... (See page 123)
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4. Click the drop down arrow in the Status column of the client whose status is Schedule
Admission and select Cancel Admission.

The Census Management - Cancel Admission window is displayed. View field definitions (See
page 86).

Census Management - Cancel Admission

Activity

1661320 | Macceo. Sue

Action: Cancel Admission
Program:

Bed:

Unit: Artec West 1 Boys
Room: AWI1A

Admission Type:
Assignment Type:
Location:

Clinician:

DOB:

Cancel Date:

Admission Source:
Reason:
Billing Procedurs:

Physician:

07/20/1993

o4/20/2016 | EE~

Rehab for Medice v

Gender:  Female Scheduled Date/Time:  04/20/2016 12:00 AM
Time: |00:00 Mon-Eillable Hold Bed
Overflow
Bed Search... Only show beds for selected program
Client Type:
Comments:

5. Verify the accurate date is displayed in the Cancel Date field. If it is not correct, change the
date.

6. Select a reason for canceling the Scheduled Admission in the Reason field.

7. When the page is complete, click the Save and Close button in the task bar.

The client is removed from the Bedboard page and the bed is displayed as Open status.

Why can't | access these screens? (See page 129)
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Admit a Client with a Scheduled Admission

1. Follow this path: My Office tab > Inpatient/Residential banner > Bedboard sub-banner to
display the Bedboard (####) list page.

The Bedboard (###) List Page is displayed. View field definitions. (See page 80)

Bedboard (24)

08/08/2016 |EE~ [ AN Unis v | [AlClent Types v| [AlStatuses v| [Cther v
Bed Unit Client Type Client Name Time Flags Admit Date Program v
20918 PheasantH..  Adult Knight, Miquel ¥ 12:004M Adult Inpatient
102w PheasantHa,  Adult Dawn, Margarst 12:00AM 04/05/2016 Adult Inpatient
1121w PhessantH..  Adult Jonss, Jenny ! 2:104M ;]9 Hoew Adult Inpatient
009-1E Pheasant H... Adult Test, Kevin ! 1:30PM Adult Inpatient
10415 Pheasant H..  Adult Nelson, Richard Qccupied E as7em Adult Inpatient
AWI1B2 Artec West...  Adult Nosack, Claudia ! On Leave 2:43PM Brul Adult Inpatient
110-1-1E PheasantH..  Adult Smith, Sam 2:43PM Adult Inpatient
108-16 PheasantH..  Adult white, Becky 7:00AM 04/04/2016 Adult Inpatient
011-1E Pheasant H.,  Adult Nelson, Richard ¥ 04/04/2016 Adult Inpatient
10315 PheasantH..  Adult Apodaca, Sabring Occupied 3:004M 04/22/2016 Adult Inpatient
AW2 Bed 3 Artec West... Open
010-1E Pheasant H.. Open
110-2-1W Pheasant H.. Open
FEEETY Pheasant H... Open
2011w Pheasant H.. Open
2021w Pheasant H... Open
2031w Pheasant Hu, Open
20415 Pheasant Hu. Open
205-15 Phezsant H.. Open
206-1E Pheasant H.. Open
207-1E Pheasant H.. Open
208-1E Pheasant H... Open
21018 Pheasant H... Open
211N Pheasant H... Open

2. Find the client with a scheduled admission who you want to admit. Tell me how... (See page 124)
3. On the Bedboard page, click on the drop down arrow in the Status column and select Admit.

The Census Management - Admit page is displayed. View field definitions (See page 82).

10
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; - e
Census Management - Admit Save and Close I3 o Ve
Activity
B 04547 | dooes, deny DoB: 02/15/1980 Gender:  Female Scheduled Date/Time:  04/11/2016 01:07 PM
Action Admit Non-Billable |~ Hod Bed
Admit Date: o4/11/2016 | [l Tirme: 01:07 PM Expected Dischasge Date: i Time:
Arrival Date: > Time Admit Decision Date: M Time:

Emergency Room Arrival: v Time:

Emergency Room & Time:

Departure:
Program: Adult Inpatiant [

eflow
Bed: [l 5o Scaen
o Only show beds for selected program

Unit; Pheasant Hollow Client Type: Adult v
Room: 011MA Comments:
Admission Type: | Gnisis ¥ | Admission Source: | 4 - Transfer from ¥ gt
Assignment Type: | Summst T | Reason: AlcoholDrug trea ¥
Location; West House ¥ | Billing Procedure: | Fix Care Fles NO ¥
Cliniclan: ¥ | Physklan: ¥

4. Enter the Arrival Date and Time.
5. Click the Save and Close button in the task bar.

Why can't | access these screens? (See page 129)

11
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Admit a Client

Use this task to admit a client to a bed in a unit. This topic explains how to:

Admit a Client (See page 14)

Admit a Client with a Scheduled Admission (See page 10)

Change the Admission (See page 14)

Delete an Admission (See page 16)

To Admit a Client

1. Follow this path: My Office tab > Inpatient/Residential banner > Bedboard sub-banner to

display the Bedboard list page.

The Bedboard list page is displayed. View field definitions. (See page 80)

Bedboard (24)
08/08/2016 |EH [ANunis

Bed Unit

208-1N Pheasant H...
102-1W Pheasant H...
112-1W Pheasant H...
009-1E Pheasant H...
104-15 Pheasant H...
AWIB2 Artec West...
110-1-1F Pheasant H...
108-1F Pheasant H..
011-1E Pheasant H..
103-15 Pheasant H...
AW2 Bed 3 Artec West...
010-1E Pheasant H...
110-2-1W Pheasant H...
111-1N Pheasant H...
2011w Pheasant H...
202-1w Pheasant H...
2031w Pheasant H...
204-15 Pheasant H...
205-15 Pheasant H...
206-1E Pheasant H...
207-1E Pheasant H...
208-1E Pheasant H...
210-1N Pheasant H...
211-1N Pheasant H...

Client Type

Adult

Adult

Adult

Adult
Adult
Adult
Adult
Adult
Adult
Adult

v| [AlClent Types

Client Name

Knight, Miguel !

v All Statuses

Dawn, Margarst

Jones, Jenny !

Scheduled Admission

Test, kewin ! Scheduled Admission
Nelson, Richard Occupied

Nosack, Claudia !

On Leave

Smith, Sam
White, Becky

Nelson, Richard !

Occupied

Occupied

Scheduled

Bed Change

Apodaca, Sabrina

Occupied
Open
Open
Open
Open
Open
Open
Open
Open
Open
Open
Open
Open
Open

Open

<

MMM MEEERRREREE B EE

Other

Time
12:00AM
12:00AM
2:10aM
1:30PM
4:57PM
2:43PM
2:43PM
7:00AM
1:00PM

9:004M

.

Flags

ORI OW
a

Bl

Admit Date

04/05/2016

04/04/2016
04/04/2016

04/22/2016

Program

Adult Tnpatient
Adult Inpatient
Adult Inpatient
Adult Inpatient
Adult Inpatient
Adult Inpatient
adult Inpatient
adult Inpatient
Adult Inpatient

Adult Inpatient

2. Filter the list to determine the records that are displayed. Tell me how... (See page 127)

3. Find a bed with a status of Open. Tell me how... (See page 123)

12
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4. Click the drop down arrow in the Status column of the open bed you want to admit the client to
and select Admit.

5. If a message window is displayed, this means a client account is open who is currently admitted
to the facility. Notice the second tab in the menu tabs.

a. Answer the prompt in the message window.

b. To admit a different client than is showing on the tab bar, select the Open Client Search
option. Or to continue working with the currently open client account, select the Open
Inpatient Visit Activity for client that is already admitted option.

c. Click the OK button.
-Or'_
If no message window is displayed the Client Search window appears. Continue with step 6.

The Client Search window is displayed. View field definitions (See page 124).

Provider All Providers v

Name Search Include Client Contacts Only Include Active Clients (Checking will not allow option to create new Client)

Type of Client  (®) Individual () Organization

Last Name First Name Program b
Other Search Strategies

S5 seoen

=

.
Records Found

| ID ‘ Master ID  Client Name A | SSN/EIN | DOB ‘ Status | City ‘ Primary Clinician Provider

No data to display

6. Search for the client. Tell me how... (See page 124)

7. When you find the client, select the line and click the Select button.
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The Census Management - Admit page is displayed. View field definitions (See page 82).

Census Management - Admit Save and Close B e v e
Activity
2104547 | Jopes, Jensw DOB: 02/15/1980 Gender:  Female Scheduled Date/Time:  04/11/2016 01:07 PM
Action Admit Nor-Billable | H
Admit Date: o4/11/2006 | BT Time 01:07 PM Expected Discharge Date: e Time:
Aurrival Date: (i Tirme: g Tirme:

vl i Timea:

£ Time:

Program: Adult Inpatient v
Bed e | Only show beds for selected program
Uit Phieasant Hollow Client Type: Adult
Room: 011MA Commenits:
Admission Type: | Grisis

Assigriment Type

Location

Clinkclan; L

8. Complete the required and necessary fields on the Census Management - Admit page.
9. When the page is complete, click the Save and Close button in the task bar.
To Change an Admission of a Client

1. Follow this path: My Office tab > Inpatient/Residential banner > Bedboard sub-banner to
display the Bedboard list page.

The Bedboard list page is displayed. View field definitions. (See page 80)
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Bedboard (24)
osfos/2016 |EEw | ANUnis v | [AlClent Types v | |[AlStatuses v| [Other A ooty Fiter |

Bed Unit Client Type Client Name Status Time Flags Admit Date Program v
203-1N Pheasant H... Adult Knight, Miguel ¥ Scheduled Admission 12:00AM Adult Inpatient
102-1wW Pheasant H... Adult Dawin, Margaret QOccupied 12:00AM 04/05/2016 Adult Inpatient
112-1v Pheasant H..  Adult Jones, Jenny ! Scheduled Admi 2:104M é]a & L Adult Inpatient
009-16 Pheasant H..  Adult Test. kevin ! Stheduled Admission 1:30PM Adult Inpatient
10415 Pheasant H..  Adult Nelson, Richard Oecupied [ 04/04/2016 Adult Inpatient
Awie ArtecWest..  Adut Nosack, Clauia ! On Leave 243 B 05/01/2016 Adult Inpatient
110116 Pheasant H..  Adult Smith, Sam Oocupied 24301 04/04/2016 Adult Inpatient
108-1E Pheasant H..  Adult White, Becky Oosupied 7:004M 04/04/2016 Adult Inpatient
1116 Pheasant H..  Adult Nelson, Richard ! Stheculed Bed Change 1:00PM D4/04/2016 Adult Tnpatient
103-15 Pheasant H... Adult Apodaca, Sabrina QOccupied 9:00AM 04/22/2016 Adult Inpatient
W2 Bed 3 Artec West... Open
010-1E Pheasant H.. Open
110-2-1W Pheasant Hu. Open
111-1N Pheasant H... Open
201-1W Phezsant H.. Open
2021w Pheasant H.. Open
2031w Pheasant H.. Open
20415 Pheasant H... Open
20515 Pheasant H... Open
208-16 Pheasant H... Open
207-1€ Pheasant H.. Open
208-1E Pheasant Hu. Open
210-1N Pheasant H. Open
211-1N Pheasant H.. Open

2. Filter the list to determine the records that are displayed. Tell me how... (See page 127)

3. Find the client whose admission you want to change.

4. Click on the hyperlinked status in the Status column.

The Inpatient Activity Details page is displayed with the Activity Details tab active. View field
definitions (See page 117).

Inpatient Activity Details Bl x990 VO

Visit Activity Detalls

Activity

& o

Status: Occupied

Action: Ne actions available
Program; Adult Inpatient
Bed: O10-1E

Uniit: Pheasant Hollow
Reorm: O10MA

Assignment Type: | Salt Lake Co ¥

State-Cperat ¥

Start Date: | 03/01/2016

Disposition: Discharged End Date: | 04/21/2016
v Arrival Date: |03/01/2016
A Ovesflow

LBl Bod Somch | Dy show beds for selected program

Comments:
Reason: AlcoholDrug tre ¥ commants
Billing Procedure: | Fix Care Res M ¥

Phiysician: b3

i
e

g

Hold Bed

Mor-Billable

5. Complete the required and necessary fields on the Inpatient Activity Details page Activity
Details tab to make any changes. View field definitions (See page 82).
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6. When the page is complete, click the Save button in the task bar.

7. Click the Exit ﬁ toolbar item to close the window.

The Bedboard page is displayed. The client's name is listed on the Bedboard page for the bed that
was assigned with a Status of Occupied.

To Delete an Admission
Use this task to delete an admission.

Note: Take care when deleting data, especially if it has been used on services and billing charges in the
system. Deleting existing data can cause problems with the existing records and history. Rather than
deleting, you can mark the record as Inactive.

1. Follow this path: My Office tab > Inpatient/Residential banner > Bedboard sub-banner to
display the Bedboard (####) list page.

The Bedboard (###) List Page is displayed. View field definitions. (See page 80).

Bed Census (380) El | w8 : X
Al Statises v| losai015 | e Al Programs v Other v
Al Units v | | Al Rooms v | | Al Beds
Cliant Name | hote | Fags Bad Status Admitted discharged | Program Room Unit
e = 6 Q10-1E Descharged 1 030172006 04/21/2016 Adudt Ingsatient D10MA Phaasant H...
0o-1E *] 04/04/2016 Adult Inpatient O0GMA Pheasant H...
009-1E 04/04/2016 Adult Inguatient . Pheasan tH.
@ 011-1E *| 04/07/2016  04/21/2016  Adult Inpatient 011MA Pheasant H..
= AW1AL Oldor Adult Sustaining ... AWIA Astec West, .
200-1§ Adult Inpatient 209MA Pheasant H...
9 hoove . Adult Inpatient OL1MA Pheasant H.. =
12 Next Last

2. Filter the list to determine the records that are displayed. Tell me how... (See page 127)
3. Find the client and bed whose admission you want to delete. Tell me how... (See page 124)

4. Click the hyperlinked status (typically, it will say Occupied in the Status column for the client's
admission you need to delete.

The Inpatient Activity Details page is displayed with the Activity Details tab active. View field
definitions (See page 117).
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Inpatient Activity Details Bl x50 VO
Visit Activity Detalls
Activity
i 2104534 Witson, San Start Date: | 03/01/2016 iv o Time: |4:54 AM
Status: Oceupiod Disposition: Discharged End Date: 04/21/2016 ‘_Bv Tima: |2
Action: Mo actions available v Aerival Dates (03012016 | [EE= Time: 0000
Program; Adult Inpatient v Orverflone Hold Bed
Bed: O10-1E v Onky show beds for selected program Mon-Béllable
Uitz Pheasant Hollow
Room. 010MA Comments:

Salt Lake Co ¥ Reason: AlcoholDrug tré ¥ OIS

State-Operat ¥ Billing Procedure: | Flx Care Ras N( ¥

¥ Physician: b3
5. Click the trash can toolbar item to delete the admission.

The Message Confirmation window is displayed.
6. Click the Yes button in the Message Confirmation window.

The Bedboard list page is displayed. The client whose admission you deleted is no longer listed.
The bed now shows a status of Open.

Why can't | access these screens? (See page 129)
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Message Window Is Appearing

1. When you click the drop down arrow on an Open bed, if this error message is displayed, it means

you already have a client's information open.

="
..i i_,.. @ E

The selected dlient is already Admitted on 04/04/2016 12:00 AM and is not discharged yet.
Open Client Search
Open Inpatient Visit Activity for client that is already admitted

2. Look in the menu tabs above the screen to determine which client's account is open. Notice the

3.

red box outlining the client's tab in the figure below.

White, Becky (2104581) X || Program | Administration

If the selected client is not the person you want to admit, select the Open Client Search option in
the error message window and click OK to display a different client.

-0r-

If you need to further investigate the selected client, select the Open Inpatient Visit Activity
option in the error message window and click OK to investigate the open client's activity history.

The error message window is closed.
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Bed Change

Schedule a Bed Change

You can schedule a bed change for a client to occur on a future date. You can schedule a bed change for a
client who is already admitted to a bed. A scheduled bed change means you are setting a date and time in
the future when the client will be moved to the different bed. You can:

Schedule a Bed Change (See page 19)

Change a Scheduled Bed Change (See page 20)

Delete a Scheduled Bed Change (See page 22)

To Schedule a Bed Change

1. Follow this path: My Office tab > Inpatient/Residential banner > Bedboard sub-banner to
display the Bedboard (####) list page.

The Bedboard (###) list page is displayed. View field definitions. (See page 80)

Bedboard (24)

08/08/2016 |TE@v | AllUnits v | [alClent Types v | | Al Statuses v| [Other v
Bed Unit Client Type | Client Name Status Time Flags Admit Date Program v
201N PheasantH..  Adult Knight, Mique! ¥ Scheduled Admission 12:00AM Adult Inpatient
1021w Pheasant H..  Adult Dawn, Margaret Qccupied 12:00AM 04/05/2016 Adult Inpatient
1121w Pheasant H... Adult Jones, Jenny ! Scheduled Admission 2:108M ;10 “‘ e Adult Inpatient
009-1E Pheasant H... Adult Test, Kevin ! Seheduled Admission 1:30PM Adult Inpatient
10415 PheasantHa,  Adult Nelson, Richard Occupied L1 asmem 04/04/2016 Adult Inpatient
AWIE2 ArtecWest..  Adult Nosack, Claugia On Leave ERECUNN = 05/01/2016 Adult Inpatient
110-1-1E PheasantH..  Adult Smith, Sam Occupied 2:43PM 04/04/2016 Adult Inpatient
108-1E Pheasant H... Adult White, Backy Occupied 7:004M 04/04/2016 Adult Inpatient
011-1E Pheasant H... Adult Melson, Richard ¥ Scheduled Bed Change 1:00PM 04/04/2016 Adult Inpatient
10315 Pheasant H..  Adult Apodaca, Sabrina Qccupisd 2:004M 04/22/2016 Adult Inpatient
AW2 Bed 3 Artec West... Open
010-16 Pheasart H.. Open
110-2-1W Pheasant Hu, Open
111-1N Pheasant H... Open
201-1W Phezsant H.. Open
2021w Pheasant H.. Open
2031w Pheasant H.. Open
20415 Pheasant H... Open
205-15 Pheasant H... Open
206-16 Pheasant H... Open
207-1€ Pheasant H.. Open
208-1E Pheasant Hu. Open
210-1N Phezsant H.. Open
211-1N Pheasant H.. Open

2. Filter the list to determine the records that are displayed. Tell me how... (See page 127)

3. Find the client on the Bedboard list page. Tell me how... (See page 123)
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4. Click the drop down arrow in the Status column for the client.

5. Select Schedule Bed Change from the drop down list.

The Census Management - Schedule Bed Change page is displayed. View field definitions (See

page 96).
Census Management - Schedule Bed Change ® v e
Activity
Melson, Rich DO8: 08/24/1965 Gender:  Male Initial Admit Dote/Time:  04/04/2016 12:00 AM
Action: Schedule Bed Change  Scheduled Date:  |04/2172016 | Bl Time: Noni-Billable | ' Hold Bed
Progra
Bad:
Unit

Admission Source

Fpason

Biling Procedure: | Fix Care Res NO ¥

Clircian T Physidan: hl

Program: At Inpatient

Unit: Pheasant Hollow
Room: D0OMA

Bed: 009-1E

Start DateyTime:  04/04/2016 12:00 AM

6. Select the new bed from the drop down list in the Bed field.

7. Click the Save and Close button from the task bar.

The Bedboard list page is displayed. Notice that the Status on the client's record is changed to

Scheduled Bed Change. A new record is created with a status of Scheduled Bed Change, but for the
scheduled date of change. To view the new status, change the filter on the Bedboard page to the

scheduled bed change date.

To Change a Scheduled Bed Change

You can change the information on a Scheduled Bed Change until the bed change date and time.

1. Follow this path: My Office tab > Inpatient/Residential banner > Bedboard sub-banner to

display the Bedboard (####) list page.

The Bedboard (###) list page is displayed. View field definitions. (See page 80)
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Bed Census (380) | =R X

All Stalises v oy2yame |l All Programs v Other v

All Units A All Rooms v All Beds v
Clint Name v Note | Fags Bad Status Admiltted Mschargad Program Boom Jnil
Wilson, Sam Q2 & 010-1F wrscharged “ 03/08/2016  04/21/2016  Adult Inpatient O10MA Pheasant M...
White, Becky ! 009-1E O Legve ¥] 04/04/2016 Adult Ingatient Pheasant H..
Mebon, Richare X0-1E Dcoupied ¥ 04/04/2016 Adult Inpatient Pheasant H...
Miller, Margaret |_] Q11-1E Descharged & 04/07/2016 04/21/2016 Adult Inpatient 011MA Pheasant H...
Macceo E&:" }‘ AWI1IAL Older Adult Sustaining C... AWIA Astec West, .

night, Miguel 209-18 Adult Inpatient 200MA Pheasant H...
Jorves, Jenm ? %oove o11-1E Adult Inpatient o11MA Pheasant H... =
12 Newt Last[1 v

2. Filter the list to determine the records that are displayed. Tell me how... (See page 127)

3. Find the client on the Bedboard list page. Tell me how... (See page 123)

4. Click the hyperlinked Scheduled Bed Change in the Status column for the client.

The Inpatient Activity Details page is displayed with the Activity Details tab active.

Inpatient Activity Details Elxv0 VO
Visit Acthvity Detalls

Activity

2104534 Wilson, Sar Start Date:  |03/01/2016 | [EE Time: |4:54 AM
Status: Occupiad Disposition: Discharged End Date: 04/21/2016 ‘_]' Tima:

Action: Mo actions available v Anival Date: 03/01/2016 | [El= Time: |00:00
Program; Adult Inpatient hd Ovenrflow Hold Bed
Bad: O10-1E v RS | Only show beds for selected program Mo Billable
Urilt: Pheasant Hollow

Reorm: O10MA Comments:

Assignment Type: | Salt Lake Co ¥ Reason: AlcoholDrug tré ¥ commants

Location: State-Cperat ¥ Billing Procedure: | Fix Care Res N ¥

Clindclan: v Phiysician: v

5. Verify the correct client information is displayed.

6. Complete the changes you want to make on the Activity section. View field definitions (See page

117).

The Census Management - Schedule Bed Change page is displayed. View field definitions (See

page 96).
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Census Management - Schedule Bed Change [ Save and Close i 3 0 Ve
Activity
Melson, Rich DO8: 08/ 24/1065 Gender:  Male Initial Admit Dote/Time:  04/04/2016 12:00 AM

Action: Schedule Bed Change  Scheduled Date: | 04/21/2016 | E8= Tirme: Non-Billable | Hod Bed

Client Type:

amments:

Admission Source;
w | Summi ¥ Fopason

State-Operated Fi ¥ | Blling Procedure: | Flx Care Res NO ¥

¥ Physician: v

Program: At Inpatient

Unit: Pheasant Hollow
Room: D0OMA

Bed: 009-1E

Start DateyTime:  04/04/2016 12:00 AM

7. Inthe Activity section, you can:

e Change the Start Date - Click on the Calendar toolbar item next to the Start Date field and
choose a new date.

e Choose a new Action - Click the drop down arrow in the Action field and select an option:

0 Bed Change (See page 25)
0 Schedule Transfer (See page 75)

0 Schedule On Leave (See page 46)

e Select a new Bed - Click the drop down arrow in the Bed field and select the bed.
e Add a Comment - Type a comment in the Comments field.

8. Click the Save button from the task bar.

9. Click the Exit toolbar item ﬁ from the task bar.

The Bedboard list page is displayed. Notice that the Status on the client's record is changed to Bed
Changed. A new record is created with a status of Scheduled Bed Change, but for the scheduled
date of change. To view the new status, change the filter on the Bedboard page to the new
scheduled bed change date.

Delete a Scheduled Bed Change
You can delete a Scheduled Bed Change the scheduled bed change date.

1. Follow this path: My Office tab > Inpatient/Residential banner > Bedboard sub-banner to
display the Bedboard (####) list page.

The Bedboard (###) list page is displayed. View field definitions. (See page 80)
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Bed Census (380) L X
All Sttuses v 22016 | e All Progranms v Othar v
All Units A All Rooms v All Beds v
Clint Name v Note | Fags Bad Status Admiltted Jschargsd Program Eoom Lnil
Wilson, Sam Q2 & 010-1E Jecharged “| 03/01/2016 04212006 Adult Inpatient O10MA Pheasant M...
i ] 009-1E On Lesve “| 04/04/2016 Adult Inpatient Pheasant H...
Mebeon, Richar 009-1E Dcupiesd ¥ 04/04/2016 Adult Inpatient Pheasant H...
Miller, Margaret (N | Q11-1E Dascharged “1 04/07/2016 04/21/2016 Adult Inpatient D11MA Pheasant H...
Macces, Sue ! | AWIAL Older Adult Sustaining ... AWIA Adtec West.,
night, M | 200-1§ Adult Inpatient 209MA Pheasant H...
Jowes, Jenny ? %oove 011-1E Adult Inpatient 011MA Pheasant H... =
12 Mot Last |1 v
2. Filter the list to determine the records that are displayed. Tell me how... (See page 127)
3. Find the client on the Bedboard list page. Tell me how... (See page 123)
4. Click the hyperlinked Scheduled Bed Change in the Status column for the client.
The Inpatient Activity Details page is displayed with the Activity Details tab action. View field
definitions (See page 117).
Inpatient Activity Details Bl x50 VO
Visit Activity Detalls
Activity
2104534 Start Date:  |03/01/2016 | [EEw Time: |4:54 AM
Status: Oceupiad Disposition: Discharged End Date: 42102016 | [EEw
Action: Ne actions available v Amival Date: |0301/2016 | [EH= Time: | 00.00
Program; Adult Inpatient A Crverflow Hold Bed
Bed: 010-1E v | R || Ondy show beds for selected program Mon-Billable
Linit: Pheasant Hollow
Reoom: O10MA, Comments:
Assignment Type: | Salt Lake Co ¥ Raascn: AlcoholDrug tre ¥ comimants
Lexation: State-Cperat ¥ Billing Procedure: | Flx Care Res Nl ¥
Chinkian: ¥ Physician: b3

5. Verify the correct client information is displayed.

6. Click the trash can toolbar item in the tool bar.

The Confirmation Message window is displayed.

7. To continue with the deletion, click the Yes button in the Confirmation Message pop-up window.

The Inpatient Activity Details page is displayed with the Visit tab active for the current client.

View field definitions (See page 119).

p 4

8. Click the Exit toolbar item from the task bar.
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The Bedboard list page is displayed. The client is listed as Occupied in the original bed.

Why can't | access these screens? (See page 129)
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Change a Bed Assignment

Use this task to change a client's bed assignment when the client remains in the same program. If you
need to transfer the client to a new program and bed, use the Transfer a Client (See page 78) task. You
can also delete a bed change that was entered. You can delete an activity until the next activity is entered.

Change a Bed Assignment (See page 25)

Delete a Bed Change (See page 26)

To Change a Bed Assignment
When a client is moved from one bed to another, change the bed assignment in the system.
1. Follow this path: My Office tab > Inpatient/Residential banner > Bedboard sub-banner.

The Bedboard (###) list page is displayed. View field definitions. (See page 80)

Bedboard (24)

osfos/2016 |EEw | ANUnis v | [ANClent Types v | [AlStatuses v| [Other v
Bed Unit Client Type | Client Name Status Time Elaos Admit Date Program v
20018 Pheasant H..  Adult Knight, Miguel ¥ Stheduled Admission 12:00AM Adult Inpatient
102-1w Pheasant H..  Adult Davin, Margaret Qccupied 12:00AM 04/05/2015 Adult Inpatient
112w PheasantH..  Adult Jones, Jenny ¢ Scheduled Admission 2:108M 59 HOOW Adult Inpatient
009-1E Pheasant H..  Adult Test, Kevin ! Seheduled Admission 1:30PM Adult Inpatient
10415 Pheasant H..  Adult Nelson, Richard Occupied @ asmem 04/04/2016 Adult Inpatient
AWIE2 ArtecWest..  Adult Nosack, Claugia ! On Leave PRGN ~ U ) 05/01/2016 Adult Inpatient
11011E PheasantH..  Adult Smith, Sam Occupied 2:43PM 04/04/2016 Adult Inpatient
108-1E Pheasant H... Adult White, Backy Occupied 7:004M 04/04/2016 Adult Inpatient
011-1E Pheasant H..  Adult Nelson, Richard ! Scheduled Bed Change 1:00PM 04/04/2016 Adult Inpatient
103-15 Pheasant H..  Adult Apodaca, Sabrina QOccupied 2:004M 04/22/2016 Adult Inpatient
AW2 Bed 3 Artec West... Open

010-16 Pheasart H.. Open

110-2-1W Pheasant Hu, Open

111-1N Pheasant H... Open

201-1W Phezsant H.. Open

2021w Pheasant H.. Open

2031w Pheasant H.. Open

20415 Pheasant H... Open

20515 Pheasant H... Open

206-16 Pheasant H... Open

207-1€ Pheasant H.. Open

208-1E Pheasant Hu. Open

210-1N Phezsant H.. Open

211-1N Pheasant H.. Open

2. Filter the list to determine the records that are displayed. Tell me how.. (See page 127)

3. Click the drop down arrow in the Status column for the client who is changing beds.
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4. Select Bed Change from the drop down list.

The Census Management - Bed Change page is displayed. View field definitions (See page 84).

Activity

Action:
Program:
Bed:
Unit;
Room:

Admission Type:

Location:

Clinician:

From

Program:

Unit;

Room:

Bed:

Start DateyTime:

Assignment Type:

Detson, Rich,,,

Bed Change

Summd v
State-Oparated Fi ¥

Adult Irpatient
Pheasant Hollow
DOOMA

00%-1E

04/04/2016 12:00 AM

Census Management - Bed Change

DoB:

Change Date:

Admisslon Source:
Reason:
Billing Procedure:

Physician;

08/24/1965 Gender:  Male Initial Admit Date/Time:  04/04/2016 12:00 AM

04/22/2016 | 5= Time: | 00:10 Non-Billable | Hold Bed

Client Type:

Comments:

A
Flx Care Ras NO ¥

5. Select the new bed from the drop down list in the Bed field.

6. Click the Save and Close button from the task bar.

The Bedboard list page is displayed. Notice that the Status on the client's record is changed to Bed
Changed. A second record line appears below which shows the new bed with a status of Occupied.

To Delete a Bed Change Assignment

1. Follow this path: My Office tab > Inpatient/Residential banner > Bedboard sub-banner.

The Bedboard (###) list page is displayed. View field definitions. (See page 80)
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Bedboard (24)
o8jos/2016 |Elv | AlUnis

Bed Unit

209-1N Pheasant H...
1021w Pheasant H...
1121w Pheasant H...
009-1E Pheasant H...
104-15 Pheasant H..
AWI1B2 Artec West...
110-1-1E Pheasant H...
108-1E Pheasant H...
011-1F Pheasant H...
103-15 Pheasant H...
AW?2 Bed 3 Artec West...
010-1E Pheasant H...
110-2-1W Pheasant H..
111-1N Pheasant H...
201-1W Pheasant H...
202-1W Pheasant H...
203-1W Pheasant H...
20415 Pheasant H...
205-15 Pheasant H...
206-1E Pheasant H...
207-1E Pheasant H...
208-1E Pheasant H...
210-1N Pheasant H...
211-1N Pheasant H...

Client Type
Adult
Adult
Adult
Adult
Adult
Adult
Adult
Adult
Adult

Adult

v All Client Types

Client Name

Knight, Miguel ¥

A All Statuses

Dawn, Margaret

Jones, Jenny !

Test, kewin !

Scheduled Admission

Nelson, Richard

Nosack, Claudia !

Occupied

On | eave

Smith, Sam

White, Becky

Nelson, Richard ¥

Occupied

Occupied

d Bed Change

Apodaca, Sabrina

-«

FHHAIAAIMEMAIMRRMEOERE K FE

Other

Time
12:008M
12:00AM
2:108M
1:30PM
57PM
2:43PM
2:43PM
7:00AM
1:00PM

5:004M

.

Flags

COYH @Y
&Y

=40 3

Admit Date

04/05/2016

04/04/2016
05/01/2016
04/04/2016
04/04/2016
04/04/2016

04/22/2016

Program
Adult Inpatient

Adult Inpatient
Adult Inpatient

Adult Inpatient
Adult Inpatient
Adult Inpatient
Adult Inpatient
Adult Inpatient
Adult Inpatient

Adult Inpatient

Filter the list to determine the records that are displayed. Tell me how.. (See page 127)

Find the client on the Bedboard list page with the status of Bed Changed. Tell me how... (See

page 123)

Click the open book toolbar item L"'I in the Note column of the client whose bed change you

want to delete.

The Inpatient Activity Details page is displayed with the Visit tab open. View field definitions (See

page 119).
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Inpatient Activity Details X0 @
Visit
Wisit Information
Visit 1d: 336 Clent: 210453 Wilson, Sam Requested Date; Scheduled Date; Status: | Discharged
Admit Date: | 03/01/2016 AM Discharged Date: M/21/2016 Discharge Time:
Emergency Rioom Arrhval Date: Emesgency Room Arrival Time: Chent Type:
true—.ge';_.- Room Departure Date; ':.'\\?.{_)-:ﬂ"_y Room Departure Time: DRG Code:
Admit Decision Date: 03/01/2016 Admit Decision Time: Discharge Type:
Admission Type: Admission Source;
Activity
Start Date & End Dote Satus Disposition Bed Program Comment
03/01/2016 0412172006 Oc;ug.ed Discharged D10-1E-D10MA_ Adult Inpatie.. comments
5. In the Activity section of the Visit tab, click on the Occupied hyperlink in the Status column
where there is no entry in the Disposition column.
The Inpatient Activity Details page is displayed with the Activity Details tab open. View field
definitions (See page 117).
Inpatient Activity Details Bl x50 VO
Visit Acthvity Detalls
Activity
2104534 Start Date:  |03/01/2016 | [EEw Time: |4:54 AM
Status: Occupiad Disposition: Discharged End Date: 42102016 | [EEw Tima: 2
Action: Mo actions available v Aerival Dates (03012016 | [EE= Time: 0000
Program; Adult Inpatient v Orverflone Hold Bed
Bed: O10-1E v | R || Ondy show beds for selected program Mo Billabie
Linit: Pheasant Hollow
Reoom: O10MA, Comments:
Assignment Type: | Sait Lake Co ¥ Reason: AlcoholDrug tre ¥ commants
Location: State-Operat ¥ Billing Procedure: | Flx Care Ras N( ¥
Clinicien: ¥ Physician: b3

6. Verify the correct client and bed change information is displayed.

7. Click the trash can toolbar item from the task bar.

The Confirmation Message window is displayed.

8. To continue with the deletion, click the Yes button in the Confirmation Message pop-up.

The Inpatient Activity Details page is displayed with the Visit tab open. View field definitions (See

page 119).
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Inpatient Activity Details X0 @
Visit
Wisit Information
VisitId: 336 Client: 210453 Wilson, Sam Requested Date: Scheduled Date; Status: |Discharged
Admit Date: |03/01/2016 Admit Time: 54 AM Discharged Date: 14/21/2016 |  Discharge Time “hodty |
Emergency Room Arrival Date: Emesgency Room Armival Time: Chent Type:
Emergency Room Departure Date: Emergency Room Departure Time: | 00:00 DRG Code:
Admit Decision Time: O 00 Discharge Type:

Admit Decision Date; 03/01/2016

Admission Type: Admission Source;

Activity

Start Date 4 End Dot Slatus Disposition B Brogram Comment
03/01/2016 04/21/2016 Qccupled Discharged 010-1E-010MA. Achalt Inguatie.. comments

9. Inthe Activity section, verify that the record you removed is no longer displayed.

10. Click the Exit ﬁ toolbar item.

The Bedboard list page is displayed. Notice that the Status on the client's record is Occupied in the
original bed.

Why can't | access these screens? (See page 129)
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Discharge

Schedule a Discharge

You can schedule a discharge for a client who is admitted to a bed. Scheduling a discharge lets you set a
date and time in the future. When that date and time arrive, the activity on the client's account is changed
to a discharge procedure.

You can:

Schedule a Discharge (See page 30)

Change a Scheduled Discharge (See page 31)

Delete a Scheduled Discharge (See page 33)

To Schedule a Discharge
1. Display the Bedboard list page. Tell me how... (See page 2)

The Bedboard (###) list page is displayed. View field definitions. (See page 80)

Bedboard (24)

08/08/2016 |EE~ [ AN Unis v | [AlClent Types v| [AlStatuses v| [Cther v
Bed Unit Client Type Client Name Status Time Flags Admit Date Program v
208-1N PhessantH..  Adult Knight, Miquel ! Seheduled Admission 12:004M Adult Inpatient
102-1W PheasantH..  Adult Dawn, Margaret Oc 12:004M 04/05/2016 Adult Inpatient
112-1W Pheasant H..  Adult Jones, Jenny ! Stheduled Admission 2:108M ;]° “oew Adult Inpatient
009-1E Pheasant H..  Adult Test, Kevin ! Scheduled Admission 1:30PM Adult Inpatient
104-15 PheasantH..  Adult Nelson, Richard Occupied E asem 04/04/2016 Adult Inpatient
AW Artec West...  Adult Nosack, Claudia ! On Leave z43rm il 05/01/2016 Adult Inpatient
110116 PhessantH..  Adult Smith, Sam Occupied 2:43PM ; Adult Inpatient
108-1E PhessantH..  Adult White, Becky Occupied 7:004M 04/04/2016 Adult Inpatient
011-1E Pheasant H.,  Adult Nelson, Richard ! Scheduled Bed Change 1:00PM 04/04/2016 Adult Inpatient
103-15 PheasantH..  Adult Apodaca, Sabrina Occupied 9:004M 04/22(2016 Adult Inpatient
AW2 Bed 3 Artec West... Open
010-1E Pheasant H.. Open
110-2-1W Pheasant H.. Open
111-1N Pheasant H.. Open
2011w Pheasant H... Open
2021w Pheasant H... Open
2031w Pheasant H... Open
20415 Pheasant Hu. Open
205-15 Fheasant H.. Open
206-1E Pheasant H.. Open
207-1E Pheasant H.. Open
208-1E Pheasant H.. Open
210-1N Pheasant H... Open
211N Pheasant H... Open

2. Filter the list to determine the records that are displayed. Tell me how... (See page 127)
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3. Find the client you want to schedule the discharge for. Tell me how... (See page 124)

Note: You can only schedule a discharge for a patient with a status of Occupied.

4. Click the drop down arrow in the Status column of the client you want to schedule the discharge
for and select Schedule Discharge.

The Census Management - Schedule Discharge page is displayed. View field definitions (See page

100).

Census Management - Schedule Discharge

Activity
2104581

Action:

Program:

Bed:

Unit:

Room:

Admission Type:

Assignment Type:

Location:

Clinician:

From

Program:

Unit:

Room:

Bed:

Start Date/Time:

White, Becky

Schedule Dischange

Pheasant Hollow
010MA

Portage ACT Team 1
Pheasant Hollow
010MA

010-1E

08/05/2016 12:00 AM

DOB: 02/15/1349 Gender: Female
Scheduled Date:  |08/09/2016 |EE™ Time:
Overflow
Bed Search... Only sho
Client Type:
Comments:

Admission Source:
Reason:
Billing Procedurs:

Physician:

Initial Admit Date/Time:

04/04/2016 12:00 AM

Non-Billable Hold Bed

w beds for selected program

5. Complete the required and necessary fields on the Census Management - Schedule Discharge

page.

6. When the page is complete, click the Save and Close button in the task bar.

To Change a Scheduled Discharge

When you have scheduled a discharge for a client, you can make changes for the scheduled discharge date

and time.

1. Display the Bedboard list page. Tell me how... (See page 2)

The Bedboard (###) list page is displayed. View field definitions. (See page 80)
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Bedboard (24)

osfos/2016 |EEw | ANUnis v | [ANClent Types v | [AlStatuses v| [Other v
Bed Unit Client Type | Client Name Time Elaos Admit Date Program v
20018 PheasantH..  Adult Knight, Miguel ¥ 12:00AM Adult Inpatient
1021w Pheasant H..  Adult Dawn, Margaret 12:00AM 04/05/2015 Adult Inpatient
112w PheasantH..  Adult Jones, Jenny ! Stheduled Admission 2:108M __r\]e "oow Adult Inpatient
009-1E Pheasant H..  Adult Test, Kevin ! Seheduled Admission 1:30PM Adult Inpatient
10415 PheasantHa,  Adult Nelson, Richard Occupied 1 asmem 04/04/2016 Adult Inpatient
AWIE2 ArtecWest..  Adult Nosack, Claugia ! On Leave EIECC U ~ LI 05/01/2016 Adult Inpatient
11011E PheasantH..  Adult Smith, Sam Occupied 2:43PM 04/04/2016 Adult Inpatient
108-1E Pheasant H... Adult White, Backy 7:004M 04/04/2016 Adult Inpatient
0111E Pheasant H..  Adult Nelson, Richard ! ed Bed Change 1:00PM 04/04/2016 Adult Inpatient
10315 Pheasant H..  Adult Apodaca, Sabrina Qccupisd 2:004M 04/22/2016 Adult Inpatient
AW2 Bed 3 Artec West... Open

010-16 Pheasart H.. Open

110-2-1W Pheasant Hu, Open

111-1N Pheasant H... Open

201-1W Phezsant H.. Open

202-1W Pheasant H.. Open

2031w Pheasant H.. Open

20415 Pheasant H... Open

20515 Pheasant H... Open

206-16 Pheasant H... Open

207-1€ Pheasant H.. Open

208-1E Pheasant Hu. Open

210-1N Phezsant H.. Open

211-1N Pheasant H.. Open

2. Filter the list to determine the records that are displayed. Tell me how... (See page 127)
3. Find the client whose scheduled discharge you want to change. Tell me how... (See page 124)

4. Click the open book icon in the unnamed column for the client whose scheduled discharge you
want to change.

The Inpatient Activity Details page is displayed with the Visit tab active. View field definitions
(See page 119).

l.hcthrit\r

Start Date A End Date Status Disposition Bed Program Comment
04/04/2016 12:00 AM  04/07/2016 12:00 AM  Occupied ‘Went On Leave 011-1E-011MA... Adult Inpatie...

04/07/2016 12:00 AM  04/25/2016 04:28 PM On Leave Returned From Leave 011-1E-011MA... Adult Inpatie...

04/25/2016 04:28 PM  08/09/2016 05:00 PM  Occupied 011-1E-011MA... Adult Inpatie... h

5. Find the entry in the Activity section that represents the Scheduled Discharge. Look for a record
with an End Date and Time in the future. Notice the red arrow in the figure above pointing to a
scheduled discharge entry.
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6. On the scheduled discharge line, click on the hyperlinked status in the Status column.

The Inpatient Activity Details page with the Activity Details tab active is displayed. View field
definitions (See page 117).

Inpatient Activity Details Elx Y0 ve
Vit | Activity Detalls

Activity

i 2104534 Wilson, Sa Start Date: | 03/01/2016 i Time: |4:54 AM

Status: Occupied Disposition: Discharged End Date:  |o4/21/2016  [Elw Tima: |2:11 PM

Action: Aerival Dates (03012016 | [EE= Time: | D00

Program;
Bed:
Uniit:
Room:

Hold Bed

Dy show beds for selected program Mon-Esllable

Comments:

commants

v

The Confirmation Message window is displayed.
8. Click the Yes button in the Confirmation Message window.
9. When the page is complete, click the Save and Close button in the task bar.
To Delete a Scheduled Discharge

When you have scheduled a discharge for a client, you can delete the scheduled discharge date and time.

After the scheduled discharge date and time have passed, you cannot delete the record for the schedule
discharge.

1. Display the Bedboard list page. Tell me how... (See page 2)

The Bedboard (###) list page is displayed. View field definitions. (See page 80)
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Bedboard (24)

osfos/2016 |EEw | ANUnis v | [ANClent Types v | [AlStatuses v| [Other v
Bed Unit Client Type | Client Name Time Elaos Admit Date Program v
20018 PheasantH..  Adult Knight, Miguel ¥ 12:00AM Adult Inpatient
1021w Pheasant H..  Adult Dawn, Margaret 12:00AM 04/05/2015 Adult Inpatient
112w PheasantH..  Adult Jones, Jenny ! Stheduled Admission 2:108M __r\]e "oow Adult Inpatient
009-1E Pheasant H..  Adult Test, Kevin ! Seheduled Admission 1:30PM Adult Inpatient
10415 PheasantHa,  Adult Nelson, Richard Occupied 1 asmem 04/04/2016 Adult Inpatient
AWIE2 ArtecWest..  Adult Nosack, Claugia ! On Leave EIECC U ~ LI 05/01/2016 Adult Inpatient
11011E PheasantH..  Adult Smith, Sam Occupied 2:43PM 04/04/2016 Adult Inpatient
108-1E Pheasant H... Adult White, Backy 7:004M 04/04/2016 Adult Inpatient
0111E Pheasant H..  Adult Nelson, Richard ! ed Bed Change 1:00PM 04/04/2016 Adult Inpatient
10315 Pheasant H..  Adult Apodaca, Sabrina Qccupisd 2:004M 04/22/2016 Adult Inpatient
AW2 Bed 3 Artec West... Open

010-16 Pheasart H.. Open

110-2-1W Pheasant Hu, Open

111-1N Pheasant H... Open

201-1W Phezsant H.. Open

202-1W Pheasant H.. Open

2031w Pheasant H.. Open

20415 Pheasant H... Open

20515 Pheasant H... Open

206-16 Pheasant H... Open

207-1€ Pheasant H.. Open

208-1E Pheasant Hu. Open

210-1N Phezsant H.. Open

211-1N Pheasant H.. Open

2. Filter the list to determine the records that are displayed. Tell me how... (See page 127)
3. Find the client whose scheduled discharge you want to change. Tell me how... (See page 124)

4. Click the open book icon in the unnamed column for the client whose scheduled discharge you
want to change.

The Inpatient Activity Details page is displayed with the Visit tab active. View field definitions
(See page 119).

l.hcthrit\r

Start Date A End Date Status Disposition Bed Program Comment
04/04/2016 12:00 AM  04/07/2016 12:00 AM  Occupied ‘Went On Leave 011-1E-011MA... Adult Inpatie...

04/07/2016 12:00 AM  04/25/2016 04:28 PM On Leave Returned From Leave 011-1E-011MA... Adult Inpatie...

04/25/2016 04:28 PM  08/09/2016 05:00 PM  Occupied 011-1E-011MA... Adult Inpatie... h

5. Find the entry in the Activity section that represents the Scheduled Discharge. Look for a record
with an End Date and Time in the future. Notice the red arrow in the figure above pointing to a
scheduled discharge entry.
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6. On the scheduled discharge line, click on the hyperlinked status in the Status column.

The Inpatient Activity Details page with the Activity Details tab active is displayed. View field
definitions (See page 117).

Inpatient Activity Details Elx Y0 ve
Visit Activity Detalls
Activity
i 2104534 Start Date: | 03/01/2016 j" Time: 4:54 AM
Status: Disposition: Discharged End Date:  o4/21/2016 | [EEw Tima: |2:11 PM
Action: s available v Aerival Dates (03012016 | [EE= Time: | D000
Program; Adult Inpatient v C e Hold Bed
Bed: O10-1E v Dy show beds for selected program Mon-Billable
Urilt: Pheasant Hollow

O10MA Comments:

Salt Lake Co ¥ Roasen: AlcoholDrug tre ¥ COMMENES

State-Operat ¥ Billing Procedure: | Flx Care Res N ¥
Clinician: Y Phiysician: b3

7. Click the trash can toolbar item.

The Confirmation Message window is displayed.
8. Click the Yes button in the Confirmation Message window.
9. When the page is complete, click the Save and Close button in the task bar.

Why can't | access these screens? (See page Error! Bookmark not defined.)
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Discharge a Client
You discharge a client by changing the status of their occupancy to Discharged.
You can:

Discharge a Client (See page 36)

Change a Discharge on a Client (See page 37)

Delete a Discharge for a Client (See page 38)
To Discharge a Client

1. Follow this path: My Office tab > Inpatient/Residential banner > Bedboard sub-banner to
display the Bed Census (####) list page.

The Bedboard (###) list page is displayed. View field definitions. (See page 80)

Bed Census (380) =i : B x
All Stalses v | logpz2006 | B All Programs v Oiher ¥ "Apply Fior |
All Units A All Rooms v All Beds
Cliant Name 7| Note | Faas Bad Status Admitted Mscharosd Program [Eoom Lnit
Mison, Sam Q2 & 010-1F Descharged | 0301/2016  O421/2016  Adult Ingatient O10MA Pheasant H,.
! 00o-1E On Leave | 04/04/2016 Adult Inpatient O09MA Pheasant H...
009-1E 0404/ 2016 Adult Inpatient . Pheasant H...
(B0 | Q11-1E & 04/07/2016 04/21/2016 Adult Inpatient 011MA Pheasant H...
= AW1AL Oldor Adult Sustaining ... AWIA At West.,
209-14 Adult Inpatient 209MA Pheasant H...
q hoove . Adult Inpatient OL1MA Pheasant H.. =
1 2 Next Last

2. Filter the list to determine the records that are displayed. Tell me how... (See page 127)
3. Find the client you want to discharge. Tell me how... (See page 124)
Note: You can only discharge a patient with a status of Occupied or On Leave.

4. Click the drop down arrow in the Status column of the client you want to discharge and select
Discharge.

The Census Management - Discharge page is displayed. View field definitions (See page 88).
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5.

6.

Census Management - Discharge [ Save and Close JiF 4 o v 0
Activity

Hetson, Rich, DOs: O&/ 24/ 1965 Gender:  Male Initial Admit Date/Time:  04/04/2016 12:00 AM
Action Discharge Discharge Date: | 04/22/2016 | 55 Time: | 12:00 AM Non-Biflable | Hold Be

Program:
Bed:

Unit: Pheasant Hollow

Room: DOAMA

Admission Type: Admission Source:
Assignment Type: Rieason: X
Location: Baling Procedure:

Clinician: Physician:

Adult Inpatient
Pheasant Hollow
0OMA

009-1F

04/04/2016 12:00 AM

Complete the required and necessary fields on the Census Management - Discharge page. Be
sure to select the Discharge Type.

When the page is complete, click the Save and Close button in the task bar.

The Bedboard list page is displayed. The client's record now lists a status of Discharged. An open

book toolbar item L"'I is displayed in the Note column.

To Change the Information on a Discharge

If you have entered information on a discharge incorrectly, you can change the information. You can
change any of these fields:

Start Date

End Date
Program

Bed

Assignment Type
Reason

Location

Billing Procedure
Clinician
Physician

Follow this path: My Office tab > Inpatient/Residential banner > Bedboard sub-banner to
display the Bed Census (####) list page.

The Bedboard (###) list page is displayed. View field definitions. (See page 80)
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Bed Census (380) =R i X

All Situses v | 4212016 | Bl All Programs v Othar v

All Units v | | Al Rooms v | | Al Beds v
Cliant Nama o Note | Flags Bed Statug Admitted tachargsd Proqgeam Room Lini
Wilson, Sam Q2 8 010 Dscharged | 03/01/2016  04/21/2016  Adult Inpatient 010MA Pheasant H...

i " 009-1E On Leave 7] D4/04/2016 Adult Inpatient O09MA Pheasant H...
Mebon, Richare X0-1E Occupied 04/04/2016 Adult Inpatient Pheasant H...
Miller, Margaret @ 011-1E [Drscharged “| 04/07/2016  04/21/2016  Adult Inpatient 011MA Pheasant H..
Macceo, Sy ! = AW1AL Older Adult Sustaining C...  AWIA Hutec West..

night, Miguel 209-14 Adult Inpatient 200MA Pheasant H...
Jones, Jenny ! 9 “oove 011-1F Advlt Ingatiert O11MA Pheasant H... =
12 Nest Last[1 ¥

2. Filter the list to determine the records that are displayed. Tell me how... (See page 127)
3. Find the client whose discharge you need to change. Tell me how... (See page 124)
4. Click the hyperlinked status in the Status column. The status should say Discharged.

The Inpatient Activity Details page is displayed with the Activity Details tab active. View field
definitions (See page 117).

Inpatient Activity Details
Wisit Activity Details

| Activity _ ) I o
G = R c P - i |
2104531 Mosack, Claudia Start Date: |08/08/2016 |EH™ Time: [12:00 AM |
Status: Occupied Disposition: Discharged End Date: og/oof2016 |EHT Time: [12:00 AM
Action: Mo actions available v Arrival Date: _-EV Time: [00:00
Program: Adutt Inpatient v Overflow Hold Bed
Bad: 010-1E v _I Only show beds for selected program Non-Eillable
Unit: Pheasant Hollow
Room: 010MA Comments:
Assignment Type: | Summit o Reason: AlecholDrug tre: ¥
Location: State-Operat ¥ Billing Procedurs:| Discharge v
Clinician: Allen, Jared ¥ Physician: Armstrong, Katic ¥

Notice that the Disposition is set to Discharged.

5. Complete the required and necessary fields on the Census Management - Discharge page. You
can change any of the fields that are listed at the beginning of this task.

6. When the page is complete, click the Save button in the task bar.

The Bedboard list page is displayed. The client's record now lists a status of Discharged. An open

book toolbar item L"I is displayed in the Note column.

To Delete a Discharge Action
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Note: Take care when deleting data, especially if it has been used on services and billing charges in the
system. Deleting existing data can cause problems with the existing records and history.

1. Follow this path: My Office tab > Inpatient/Residential banner > Bedboard sub-banner.

The Bedboard (###) list page is displayed. View field definitions. (See page 80)

Bed Census (380) B - ; M X
All Statises v 22016 | e All Programs v Other v
All Units A All Rooms v All Beds v
Client Name 7| Note | Flags Bad Status Admitted tachargsd Proaram Room Lini!
Wilson, Sam |__] 6 Q0-1E Descharged “] 03/01/2016 04/21/2016 Adult Inpatient 010MA Pheasant H...
i v ! 009-1E On Leave 04/04/2016 Adult Ingatient 009MA Pheasant H...
Mebon, Richare X0-1E Occupied v 04/04/2016 Adult Inpatient Pheasant H...
Miller, Margaret (N | 011-1E & 04/07/2016 04/21/2016 Adult Inpatient 011MA Pheasant H...
Macceo, S ! P AWIAL Older Adult Sustaining C... AWIA Astec West. .
nighit, Migued | 200-1§ Adult Inpatient 209MA Pheasant H...
Jowes, Jenny ! ° “oove 011-1E Advlt Ingatiert O11MA Pheasant H... =
12 MNet Last 1 ¥

Filter the list to determine the records that are displayed. Tell me how... (See page 127)
Find the client whose discharge you want to delete. Tell me how... (See page 124)

Click the hyperlinked Discharged status in the Status column of the client whose discharge you
want to delete.

The Inpatient Activity Details page is displayed with the Activity Details tab displayed. View field
definitions (See page 117).

Inpatient Activity Details

Visit | Activity Detalls

Elxv0 ve

Activity

2104534 08 Start Date:  |03/01/2016 | [EEw Time: |4:54 AM
Status: Jecupied Disposition: Discharged End Date:  o4/21/2016 | [EEw

Action: Mo actior v Aerival Dates (03012016 | [EE= Time: D000
Program: Adult Inpatient Overflow Hold Bed
Bed: 010-1E v Dily show beds for selected program Mo Billable
Liniit: Pheasant Hollow

FRoom: 01084 Comments:

Assignmant Typa: Salt Lake Co ¥ Raason: AlcoholDrug tré ¥ comments

Lecation: State-Operat ¥ Billing Procedure: | Fix Care Res N ¥

Clinician: bl Physician:

5. Verify the correct client, status and disposition are displayed.

6. Click the trash can toolbar item in the toolbar.

The Confirmation Message window is displayed.
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7. Click the Yes button in the Confirmation Message pop-up window.

The Inpatient Activity Details page is displayed with the Visit tab active. View field definition (See
page 119)s.

8. Notice in the Activity section, the line with the status of Discharged no longer appears.

9. To exit the page, click the Exit toolbar item in the task bar.

The Bedboard list page is displayed. The client's record now lists a status of Occupied. The line
with a status of Discharged is no longer displayed.

Why can't | access these screens? (See page 129)
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Discharge a Client while On Leave

If a client is on leave and does not return to the facility, or indicates they are leaving the program,
discharge the client.

You can:

Discharge a Client while On Leave (See page 41)

Change a Discharge while On Leave Record (See page 42)

Delete a Discharge Completed when a Client Is On Leave (See page 43)

To Discharge a Client while On Leave
Use this procedure to discharge a client while on leave.
1. Follow this path: My Office tab > Inpatient/Residential banner > Bedboard sub-banner.

The Bedboard (###) list page is displayed. View field definitions. (See page 80)

Bed Census (380) =1 : HiX

All Stalses v 22016 | e All Programs v Other =
v

All Units. A All Rooms v All Beds

Cliant Name ©| Note | Fags Bad Status Admitted Mschargsd | Program Room Unit
= & 010-1E Discharged ‘| 03012016 04/20/2016  Adult Ingatient 010MA Pheasant H..
009-1E On Leave * | 040402016 Adult Inpatient DOAMA Pheasant H...
000-1E 04/04/2016 Adult Inpatient igauent Pheasant H...
(N | Q11-1E “] 04/07/2016 04/21/2016 Adult Inpatient 011MA Pheasant H...
= ANW1AL Older Adudt Sustaining C..  AWIA Adtec West..
209-14 Adult Inpatient 200MA Pheasant H...
Jones, Jenny ! 9 %oove 011-1E Adult Inpatient O11MA Pheasant H... =

2. Filter the list to determine the records that are displayed. Tell me how... (See page 127)

3. Find the client who is on leave that you want to discharge. Tell me how... (See page 124) You
can only discharge a patient with a status of Occupied or On Leave.

4. Click the drop down arrow in the Status column of the client you want to discharge and select
Discharge.

The Census Management - Discharge page is displayed. View field definitions (See page 88).
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Census Management - Discharge
Activity
MNetson, Rich, DO&: 08/24/1965
Action Discharge Discharge Date: | 04/22/2016 | 55
Progeam:
Bed:
Unit: Pheasant Hollow
Room: OUMA
Admisskon Type: Admission Source:
Assignment Type: Reason:
Location: Baling Procedure:
Clirilcian: Physician:
From
Progeam. Adult Inpatient
Jri Pheasant Hollow
Room: 0OMA
Bad: 009-1E
Start Date/Time:  04/04/2016 12:00 AM

Gender:  Male Enitial Admit Date/Time:  Od4/04/2016 12:00 AM

Time: | 12:00 AM Non-Bilable Hold Bed

Clienit Typ
Dischange Type:
Comments:

5. Complete the required and necessary fields on the Census Management - Discharge page. You

can enter:

o The Discharge Date.
e The Discharge Time.
o The Discharge Type.

e The Reason.

6. When the page is complete, click the Save and Close button in the toolbar.

Change a Discharge while On Leave Record

If you need to make changes on the information entered for a discharge, use this task.

1. Follow this path: My Office tab > Inpatient/Residential banner > Bedboard sub-banner.

The Bedboard (###) list page is displayed. View field definitions. (See page 80)
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Bed Census (380) ERE ‘ Eix

All Stalses v 22016 | e All Programs v Other =

All Units v | | Al Rooms v | | Al Beds i
Cliant Name v Note | Flags Bad Status Admitted Mscharged Program Boom Lini

Q2 8 0 Dscharged | 03/01/2016  04/21/2016  Adult Inpatient 010MA Pheasant H...

hi ¥ 000-1E On Lesve T Adult Inpatient D09MA Pheasant H..
Mekon, Richare 009-1E Occupied 04/04/2016 Adult Inpatient Adult Inpatient Pheasant H..
Miller, Margaret @ 011-1E [Drscharged “| 04/07/2016  04/21/2016  Adult Inpatient 011MA Pheasant H..
Mogceo, Sue = AWIA Oldor Adult Sustaining ... AWI1A Aatec Wiest...
Knight, Miguel ! 200-14 Adult Inpatient 209MA Pheasant H..
Jones, Jeniy ! 9 “hoove Adult Inpatient O11MA Pheasant H.. =

2. Filter the list to determine the records that are displayed. Tell me how... (See page 127)
3. Find the client who is on leave that you want to discharge. Tell me how... (See page 124)

4. Click the hyperlinked status in the Status column of the client whose discharge you want to
change.

The Inpatient Activity Details page is displayed with the Activity Details tab open. View field
definitions (See page 117).

Inpatient Activity Details

Visit Activity Details

| Activity i R _
i 2104531 Nosack, Claudia Start Date: |08f08/2016 |EET Time: |12:00 AM
Status: Occupied Disposition: Discharged End Date:  |08f09f2016 |EH~ Time: [12:00 AM
Action: Mo actions available v Arrival Date: _Ev Time: | 00:00
Program: Adult Inpatient v Overflow Hold Bed
Bed: 010-1E v _I Only show beds for selected program Non-Eillable
Unit: Pheasant Hollow
Room: 010MA Comments:
Assignment Type: Summit hi Reason: AlccholDrug tre ¥
Location: State-Operat ¥ Billing Procedurs:| Discharge b
Clinician: Allen, Jared ¥ Physician: Armstrong, Katis ¥

5. Change any fields on the Inpatient Activity Details page Activity Details tab.
6. When the page is complete, click the Save and Close button in the toolbar.

Delete a Discharge Completed when a Client Is On Leave

While you can delete a discharge of a client on leave, you must be careful about deleting actions that have
been in the system for a while as they have been involved in processes, charges and claims. Changing
some portion of an activity at a later time can cause problems in the system and on the client's account.

1. Follow this path: My Office tab > Inpatient/Residential banner > Bedboard sub-banner.
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The Bedboard (###) list page is displayed. View field definitions. (See page 80)

Bed Census (380) ] & X

All Stalises v oy2yame |l All Programs v Other v

All Units A All Rooms v All Beds v
Cliant Name v Note | Fags Bad Status Admitted tachargsd Proqgeam Boom Lini
Wilson, Sam |__] 6 Q0-1E Jscharged “] 03/01/2016 04/21/2016 Adult Inpatient 010MA Pheasant H...

i ¥ 009-1E On Leave | 04/04/2006 Adult Tnpatient Pheasart H...
Mebon, Richare X0-1E Occupied ¥ 04/04/2016 Adult Inpatient Pheasant H...
Miller, Margaret (N | 011-1E Drscharged & 04/07/2016 04/21/2016 Adult Inpatient 011MA Pheasant H...
Macceg, Sus ! > AW1AL Older Adult Sustaining ©..  AWIA At West.,

night, Miguel 200-1§ Adult Inpatient 200MA Pheasant H...
Jowes, Jenny ! 9 “oove 011-1E Adult Inpatient 011MA Pheasant H... =
12 MNet Last 1 ¥

2. Filter the list to determine the records that are displayed. Tell me how... (See page 127)

3. Find the client who is discharged that you want to delete the discharge. Tell me how... (See page
124)

4. Click the hyperlinked status in the Status column of the client whose discharge you want to

change.

The Inpatient Activity Details page is displayed with the Activity Details tab open. View field
definitions (See page 117).

Inpatient Activity Details

Wisit Activity Details
.Acthrity A

2104531 Nosack, Claudia Start Date: | 08/08/2016 EV Time: {12:00 AM
Status: Occupied Disposition: Discharged End Date:  |08f09f2016 |EH~ Time: | 12:00 AM
Action: Mo actions available v Arrival Date: Ev Time: | 00:00
Program: Adult Inpatient v Overflow Hold Bed
Bed: 010-1E El Bed Search._ | Qnly show beds for selected program Mon-Eillable
Unit: Pheasant Hollow

Room: 010MA Comments:

Assignment Type: Summit hi Reason: AlccholDrug tre ¥

Location: State-Operat ¥ Billing Procedure:| Distharge v

Clinician: Allen, Jared ¥ Physician: Armstrong, Katis ¥

5. Click the trash can

toolbar item to delete the discharge.

The Confirmation Message window is displayed.

6. Click the Yes button in the Confirmation Message window.
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The Inpatient Activity Details page is displayed with the Visit tab active. View field definitions
(See page 119).

Inpatient Activity Details X0 ©
WVisit
Visit Information
Visit Id: 336 Client: 210453 Wilson, Sam Requested Date; Scheduled Date; Status: |Discharged
e
Admit Date: |03/01/2016 Admit Time: | 04:54 AM Discharged Date: M/21/2016 Discharge Time: 02:11 P - Ticaity
Emergency Room Arrhval Date: Emergency Room Arrhval Time: W):00 CBent Type:
Emergency Room Departure Date:; Emergency Room Departure Time; | 00100 DRG Code:
Admit Decision Date: Admit Decision Time: 000 Discharge Type:
Admission Type: admission Source:
Activity
Start Date 4 End Dot Slatus Disposition B Program Comment
03/01/2016 04/21/2016 Qccupled Discharged 010-1E-010MA. Achalt Inguatie.. comments

Notice that the Discharge activity is removed from the Activity section and the status of the client
is returned to On Leave.

Why can't | access these screens? (See page 129)

45



Bedboard User Guide

Leave

Schedule a Client On Leave

On Leave means the client's status is still admitted, but they are away from the facility with permission.
Scheduling a client On Leave means you are setting the start date for the leave status in the future.

Use these procedures to manage scheduling a client's on leave setting:

Schedule a Client On Leave (See page 46)

Change a Client's On Leave Setting (See page 48)

Delete a Client's On Leave (See page 49)

Before You Begin
The client must have a status of Occupied before you can schedule the client On Leave.
To Schedule a Client On Leave
1. Follow this path: My Office tab > Inpatient/Residential banner > Bedboard sub-banner.

The Bedboard (###) list page is displayed. View field definitions. (See page 80)

2. Filter the list to determine the records that are displayed. Tell me how... (See page 127)

3. Find the client who you want to set on leave. Tell me how... (See page 124)
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4. Click the drop down arrow in the Status column of the client you want to schedule on leave and

select Schedule On Leave.

The Census Management - Schedule On Leave page is displayed. View field definitions (See page
98).

Census Management - Schedule On Leave Save and Close Jif 4 o v e
Activity
575260 | Melson, Rich Do&:; 08/24/1965 Gonder:  Male Initiad Admit Date/Time:  04/04/2016 12:00 AM
Action: Schedule On Leave Scheduled Date: | 04/21/3016 j' Time: | 00:00 Non-Billable Hold Bed
Program:
Bed: Bed Search...
Urit: Chent Type:
Room: Comments:
Ademitsslon Type: Admission Source:
Assignment Type: | Surmmit ¥ | Reason: z
Location: State-Operated Fi ¥ | iling Procedure; | Loave v
Clinician: ¥ | Physician: b

Return from Leave

From

Program: Adult Inpatient
Unit: Pheasant Hollow
Room: 0OAMA

Bad: 009-1E

Start DateyTime:  04/04/2016 12:00 AM

Complete the required and necessary fields on the Census Management - Schedule On Leave
page.

To Schedule Return from Leave for this client at this time, check the Return from Leave
checkbox.

The Return section is displayed at the bottom of the Census Management - Schedule Return From
Leave page.

Census Management - Schedule Return From Leave Save and Close i 3 o v e
Activity
2104581 | White, Becky DO: 02/15/1949 Gender:  Female Iritial Admit Date/Time:  04/04/2016 12:00 AM
Action: Schedule Feturm From... Scheduled Date: | 04/21/2016 | E3v Time NorrBillable | Hold Bed
Program: Adult Inpatient d warflow
Bed: Gl Bed Search o Onily show beds for selected progeam
riit: Cliert Type:
Room: Comments:
Admisslon Type; Admission Source; g
Assignment Type: | Summit ¥ | Reason: Hospitalization-p: ¥ &
Lecation: State-Operated Fi ¥ | Billing Procedure: | Fix Care Res NO v
Clinkcian: ¥ | Physician: x
From
Program; Adult Inpatient
Unit: Pheasant Hollow
Room: 009MA
Bed 009-1E
Start Date/Time:  04/07/2016 12:00 AM
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7. Complete the Return section. View field definitions (See page 102).

8. When the page is complete, click the Save and Close button in the task bar.
To Change a Client's Scheduled On Leave Setting
To change a scheduled on leave setting, you can change the:

e Start Leave Date
e Actionto:
o On Leave
o Schedule Return from Leave
1. Follow this path: My Office tab > Inpatient/Residential banner > Bedboard sub-banner.

The Bedboard (###) list page is displayed. View field definitions. (See page 80).

Bedboard (24)

08/08/2016 |EE> [ Al Unis v | [AlClent Types v| [AlStatuses v| [Cther v
Bed Unit Client Type | Client Mame Status Time Elags Admit Date Program v
20918 PheasantH..  Adult Knight, Miquel ¥ Seheduled Admission 12:008M Adult Inpatient
102w PheasantHa,  Adult Dawn, Margarst Oc cupied 12:00AM 04/05/2016 Adult Inpatient
112w PheasantH..  Adult Jones, Jenny ! Scheduled Admission 2:10AM __';]9 woeow T —
009-1E Pheasant H..  Adult Test, Kevin ! Scheduled Admission 1:30PM Adult Inpatient
104-15 PheasantH..  Adult Nelson, Richard Occupied E  asem 04/04/2016 Adult Inpatient
AwW1E2 Artec West..  Adult Nosack, Claudia ! On Leave EISC U ~ LI ) 05/01/2016 Adult Inpatient
110-1-1E PheasantH..  Adult Smith, Sam Occupied 2:43PM 04/04/2016 Adult Inpatient
108-1€ PheasantH..  Adult White, Becky Occupied 7:00AM 04/04/2016 Adult Inpatient
011-1E Pheasant H..  Adult Nelson, Richard ! Seheduled Bed Change 1:00PM 04/04/2016 Adult Inpatient
10315 PheasantHa,  Adult Apodaca, Sabrina Occupied 2:00AM 04/22/2016 Adult Inpatient
AW2 Bed 3 Artec West... Open
010-1E Pheasant H.. Open
110-2-1W Pheasant H.. Open
111N Pheasant H... Open
2011w Pheasant H... Open
2021w Pheasant H... Open
2031w Pheasant H.. Open
204-15 Pheasant Hu. Open
205-15 Phezsant H.. Open
206-1E Pheasant H.. Open
2071 Pheasant H.. Open
208-1E Pheasant H... Open
21018 Pheasant H... Open
211N Pheasant H... Open

2. Filter the list to determine the records that are displayed. Tell me how... (See page 127)

Note: Be sure to change the date in the Filter section to the date for the client's scheduled leave to
display the information on the Bedboard list page.

3. Find the client whose scheduled on leave setting you want to change. Tell me how... (See page
123)
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4. Click the Scheduled On Leave hyperlink in the Status column for the client.

The Inpatient Activity Details page is displayed with the Activity Details tab active. View field
definitions (See page 117).

Inpatient Activity Details EEx 0o Ve
Wisit Activity Details.
Activity
ﬁ 2104534 Wilson, San Start Dete:  (03/01/2016 | [EE=
Status: Occupied Disposition: Discharged nid Dot o4/21/2016 | [EE~
ileible ste: |03/01/2016 | [EEl> Thme: |D0:X

Hold Bed

Ondy show beds for selected program Mon-Billable

Comments:

Reason: AlcoholDineg tre ¥ comments
Billing Procedure; | Flx Care Res NI ¥

Chinician: v Prysician

5. Complete the fields on the Inpatient Activity Details page. You can:
e Change the Start Date
o Change or add one of the following Actions:

o On Leave - The Census Management - On Leave page is displayed. Tell me how...
(See page 52) Start with step 5.

o Schedule Return From Leave - The Census Management - Schedule Return from
Leave page is displayed. Tell me how... (See page 57) Start with step 5.

6. When the page is complete, click the Save and Close button in the task bar.

&4

7. Click the close page toolbar item to return to the Bedboard page.

The Bedboard page is displayed. Note that the client's Scheduled On Leave status is no longer
display and the current client record has a Status of On Leave.

To Delete a Client's Scheduled On Leave Setting
If you have put a client's Scheduled On Leave status in error, you can delete the setting.
1. Follow this path: My Office tab > Inpatient/Residential banner > Bedboard sub-banner.

The Bedboard (###) list page is displayed. View field definitions. (See page 80)

49



Bedboard User Guide

Bedboard (24)

08/08/2016

AW1B2
110-1-1F
108-1E

011-1

Im

103-15

AW2 Bed 3
010-1E
110-2-1W
111-1N
2011w
202-1W
203-1W
20415
205-15
206-1E
207-1E
208-1E
210-1N

211-1N

v | AllUnits

Unit
Pheasant H...

Pheasant H...
Pheasant H...
Pheasant H...
Pheasant H..

Artec West...

Pheasant H..

Pheasant H..

Pheasant H...
Pheasant H...
Artec West...
Pheasant H...
Pheasant H..
Pheasant H...
Pheasant H...
Pheasant H...
Pheasant H...
Pheasant H...
Pheasant H...
Pheasant H...
Pheasant H...
Pheasant H...
Pheasant H...

Pheasant H...

Client Type

Adult
Adult
Adult
Adult
Adult
Adult
Adult
Adult
Adult

Adult

v All Client Types

Client Name

Knight, Miguel ¥

A All Statuses

Status

Scheduled Admission

Dawn, Margaret

Jones, Jenny !

Qccupied

Scheduled Admission

dmission

Test, kewin ! Seheduled A
Nelson, Richard Occupied
Nosack, Claudia ! On Leave
Smith, Sam Occupied
White, Becky Occupied

Nelson, Richard ¥

Bed Changs

Apodaca, Sabrina

v

1:30PM

457PM

2:43PM

2:43PM

7:004M

JOPM

5:004M

=40 3

Admit Date

04/05/2016

04/04/2016
05/01/2016
04/04/2016
04/04/2016
04/04/2016

04/22/2016

Program
Adult Inpatient

Adult Inpatient
Adult Inpatient

Adult Inpatient
Adult Inpatient
Adult Inpatient
Adult Inpatient
Adult Inpatient
Adult Inpatient

Adult Inpatient

2. Filter the list to determine the records that are displayed. Tell me how... (See page 127)

3. Find the client whose on leave setting you want to change. Tell me how... (See page 124)

4. Click the open book toolbar item L"'I in the Note column for the client.

The Inpatient Activity Details page is displayed with the Visit tab active.
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Inpatient Activity Details

WVisit

Visit Information

Visit 1d: 336 Clent: 210453 Wilson, Sam Requested Date; Scheduled Date; Status:
Admit Date: |03/01/2016 Discharged Date: )4/21/2016

Discharge Time

Admit Time;  04:54

AM

Emergency Room Arrival Date:

Emergency Room Departure Date:

CBent Type:

Admit Decision Date:

Admission Type:

Activity

Comment

010-1E-D10MA_ Adult Inpabie. .

5.

In the Activity section, click the hyperlinked status for the Scheduled On Leave.

The Activity section is displayed with the details for the selected Scheduled On Leave.
6. Click the trash can

toolbar item.

The Confirmation Message window is displayed.

In the Confirmation Message window, click the Yes button.
The Inpatient Activity Details page is displayed with the Visit tab active. The Scheduled On Leave
record is deleted.
Click the Exit toolbar item ﬁ in the task bar.

On the Bedboard list page, the client's status is displayed as Occupied. The client's record with a
status of Scheduled Return From Leave is no longer displayed.

Why can't | access these screens? (See page 129)
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Set a Client On Leave
On Leave means the client's status is still admitted, but they are away from the facility with permission.
Use these procedures to manage a client's on leave setting.

Set a Client On Leave (See page 52)

Change a Client's On Leave Setting (See page 53)

Delete a Client's On Leave (See page 55)

Before You Begin

The client must be admitted to a bed with a status of Occupied or Scheduled On Leave before you can put
the client On Leave.

To Set a Client On Leave
1. Follow this path: My Office tab > Inpatient/Residential banner > Bedboard sub-banner.

The Bedboard (###) list page is displayed. View field definitions. (See page 80)

Bedboard (24)

osfos/2016 |EEv [ AlUnis v | [AnCHent Types v | [AlStatuses v| [Other v
Bed Unit Client Type | Client Name Status Time Flaas Admit Date Program v
200-1N Pheasant H..  Adult Knight, Miguel ! Scheduled Admission 12:00AM Adult Inpatient
1021w Pheasant H..  Adult Dawn, Margaret Qccupied 12:00AM 04/05/2016 Adult Inpatient
1121w PheasantH..  Adult Jones, Jenny ! Stheduled Admission 2:108M __iqe Hoow Adult Inpatient
009-1E Pheasant H... Adult Test, Kevin ! Seheduled Admission 1:30PM Adult Inpatient
104-15 Pheasant H.,  Adult Nelson, Richard Oceupied [EE] 4:57PM 04/04/2016 Adult Inpatient
AW1BD Artec West...  Adult Nosack, Claudia ! On Leave ERECUNN = 05/01/2016 Adult Inpatient
110-1-1E PhessantH..  Adult Smith, Sam Occupied 2:43PM 04/04/2016 Adult Inpatient
108-1E Pheasant H... Adult White, Backy Occupied 7:004M 04/04/2016 Adult Inpatient
011-1E PheasantH..  Adult Nelson, Richard ! Scheduled Bed Change 1:00PM 04/04/2016 Adult Inpatient
10315 PheasantH..  Adult Apodaca, Sabrina Qccupisd 2:004M 04/22/2016 Adult Inpatient
AW2 Bed 3 Artec West.. Open
010-16 Pheasant H... Open
110-2-1W Pheasant H.. Open
111-1N Pheasant Hu. Open
201-1W Phezsant H.. Open
202-1W Pheasant H.. Open
203-1W Pheasant H.. Open
204-15 Pheasant H... Open
20515 Pheasant H... Open
206-16 Pheasant H... Open
207-1€ Pheasant H... Open
208-16 Pheasant H.. Open
210-1N Pheasant Hu, Open
211-1N Pheasant H.. Open
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2. Filter the list to determine the records that are displayed. Tell me how... (See page 127)
3. Find the client who you want to set on leave. Tell me how... (See page 124)

4. Click the drop down arrow in the Status column of the client you want to set on leave and select
On Leave.

The Census Management - On Leave page is displayed. View field definitions (See page 90).

Census Management - On Leave x 5 Vv e

DOB: 08/24/1965 Gender:  Male Initial Admit Date/Time:  04/04/2016 12:00 AM

Action On Leave Leave Start Date: |04/21/2016 | EFw Time: Non-Billable [ Hold Bed

Admission Type: Admission Source:

Assignment Type: | Summsd o} Reason

Location: perated Fi ¥ | gilling Procedure; | Leave v
Clinician:

Return from Lesave

From
Adult Inpatient
Pheasant Hollow
Room: D09MA
Bod: 009-1E

Start Date/Time:  04/0<4/2016 12:00 AM

5. Complete the required and necessary fields on the Census Management - On Leave page.
6. When the page is complete, click the Save and Close button in the toolbar.

The Bedboard list page is displayed. A second record for the client is displayed with the Status of
On Leave.

To Change a Client's On Leave Setting
To change an on leave setting, you can change the:

e Start Date
e End Date
e Action to:
o Return from Leave
o Schedule Return from Leave
o Discharge
1. Follow this path: My Office tab > Inpatient/Residential banner > Bedboard sub-banner.

The Bedboard (###) list page is displayed. View field definitions. (See page 80)
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Bedboard (24)

osfos/2016 |E@v [ Al Unis v | [AlCHent Types v | [AlStatuses v | [other AN ~-o Fiter |
Bed Unit Client Type | Client Name Status Time Elaos Admit Date Program v
208-1N Pheasant H..  Adult Knight, Miguel ! Scheduled Admission 12:00AM Adult Inpatient
1021w Pheasant H..  Adult Davin, Margaret Qccupied 12:00AM 04/05/2015 Adult Inpatient
112w PheasantH..  Adult Jones, Jenny ¢ Scheduled Admi 2:108M é]a & L Adult Inpatient
009-1E Pheasant H.,  Adult Test, Kevin ! Seheduled Admissien 1:30PM Adult Inpatient
10415 PheasantHa,  Adult Nelson, Richard Occupied @ asmem 04/04/2016 Adult Inpatient
AWIE2 ArtecWest..  Adult Nosack, Claugia ! On Leave ERECUNN L 05/01/2016 Adult Inpatient
11011E PheasantH..  Adult Smith, Sam Occupied 2:43PM 04/04/2016 Adult Inpatient
108-1E PheasantH..  Adult White, Becky Occupied 7:00AM 04/04/2016 Adult Inpatient
011-1E Pheasant H..  Adult Nelson, Richard ! Scheduled Bed Change 1:00PM 04/04/2016 Adult Inpatient
103-15 Pheasant H..  Adult Apodaca, Sabrina Qccupisd 2:004M 04/22/2016 Adult Inpatient
AW2 Bed 3 Artec West... Open

010-16 Pheasart H.. Open

110-2-1W Pheasant Hu, Open

111-1N Pheasant H... Open

201-1W Phezsant H.. Open

202-1W Pheasant H.. Open

2031w Pheasant H.. Open

20415 Pheasant H... Open

20515 Pheasant H... Open

206-16 Pheasant H... Open

207-1€ Pheasant H.. Open

208-1E Pheasant Hu. Open

210-1N Phezsant H.. Open

211-1N Pheasant H.. Open

2. Filter the list to determine the records that are displayed. Tell me how... (See page 127)

3. Find the client whose on leave setting you want to change. Tell me how... (See page 124)

4. Click the On Leave hyperlink in the Status column for the client.

The Inpatient Activity Details page is displayed with the Activity Details tab active. View field

definitions (See page 117).

Inpatient Activity Details

Visit Activity Details

Activity

Status: Occuphed Disposition:

Action: v

Program: Adult Inpatient v
Bed: 10318

Unit; Pheasant Hollow

Reom: 103WE

Assignment Type; Summit i Reason: Hospitakzabon-g ¥

State-Operat ¥ | Billing Procedure: | Flx Care Res N( ¥

b Physician: b

Start Date: | 04/22/2016 | [EHw Tirne: | 2:05 PM

End Date: - Tirne: | 00:00

Arrhval Date: g Tirrse: | 00-00
Overflow Hoid Bed

Only showe bads for selectad program o Non-Blllable

Comments:

3 xs o Ve

5. Complete the fields on the Inpatient Activity Details page.

e Change the Start Date and End Date
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e Change or add one of the following Actions:

©O 0O O O O o©oO

(0]

Bed Change - use this procedure (See page 25) starting with step 4.

Transfer - use this procedure (See page 78) starting with step 5.

On Leave - use this procedure (See page 52) starting with step 5.

Discharge - use this procedure (See page 36) starting with step 5.

Schedule Bed Change - use this procedure (See page 19) starting with step 5.
Schedule Transfer - use this procedure (See page 75) starting with step 5.
Schedule On Leave - use this procedure (See page 46) starting with step 5.

6. When the page is complete, click the Save button in the task bar.

7. Click the Exit ﬁ toolbar item to return to the Bedboard page.

To Delete a Client's On Leave Setting

If you have put a client On Leave in error, you can delete the On Leave setting.

1. Follow this path: My Office tab > Inpatient/Residential banner > Bedboard sub-banner.

The Bedboard (###) list page is displayed. View field definitions. (See page 80)

2. Filter the list to determine the records that are displayed. Tell me how... (See page 127)

3. Find the client whose on leave setting you want to change. Tell me how... (See page 124)

4. Click the On Leave hyperlink in the Status column for the client.
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The Inpatient Activity Details page is displayed with the Activity Details tab active.

Inpatient Activity Details
Visit Acthvity Detalls
Activity
i 2104534 Start Dake:  |03/01/2016 | [EEw Time: |4:54 AM
Status: Oceupiod Disposition: Discharged End Date: o4/21/2006  [EEw Tima:
Action: Mo actions available v Asrival Date: [03/01/2016 | (B> Time: | po-0x
Program; Adult Inpatient hd Hold Bed
Bad: 010-1E v Only show beds for selected program Mo Billabie
Unitz Pheasant Hollow
Comments:

Reason: AlcoholDrug tre ¥ commants

Billing Procedure: | Flx Care Ras N( ¥

Phiysician: x

Elxv0 ve

5. Click the trash can toolbar item in the toolbar.
The Confirmation Message window is displayed.

6. Inthe Confirmation Message window, click the Yes button.

The Bedboard page is displayed. The client's status is displayed as Occupied. The client record

with a status of On Leave is no longer displayed.

Why can't | access these screens? (See page 129)
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Schedule a Client for Return from Leave

When you put a client On Leave, you can schedule the date for the client's return from leave set on a
future date. On Leave means the client's status is still admitted, but they are away from the facility with
permission.

Use these procedures to schedule a client's return from leave setting:

Schedule a Return from Leave (See page 57)

Change a Schedule Return from Leave (See page 58)

Delete a Client's Scheduled Return from Leave (See page 60)

Before You Begin
The client's status must be Occupied to set the status to Schedule Return From Leave.
To Schedule a Client for Return from Leave
1. Follow this path: My Office tab > Inpatient/Residential banner > Bedboard sub-banner.

The Bedboard (###) list page is displayed. View field definitions. (See page 80)

Bedbeard (24)

At Trpathert

Akl Trpatiect
At Inpatient

adult inpatient

Adult Inpatient

2. Filter the list to determine the records that are displayed. Tell me how... (See page 127)
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3. Find the client who you want to schedule return from leave. Tell me how.. (See page 124).

4. Click the drop down arrow in the Status column of the client you want to schedule return from
leave and select Schedule Return from Leave.

The Census Management - Schedule Return From Leave page is displayed.

Census Management - Schedule Return From Leave [ Save and Close I8 o Vv e
Activity
Doe: 02/15/1949 Gender:  Fema she Initial Admit Date/Time:  04/04/2016 12:00 AM

Action: Tom... Scheduled Date;  04/21/2016 _;-j' Timse: Hion-Billable
Program: t v
Bed: v ¥ Only show bads for selactad program
rilt; Clienit Type:
Room Comments:
Admission Type: Admission Source;
Assignment Type: | Summit ¥ | Reason: Hospitahzation-p: ¥

State-Operated Fi ¥ | Rilling Procedure: | Fix Care Res NO ¥
Chinician: ¥ Physician:

From

Program; Adult Inpatient
Uinit; Phes it Hotlow
Room: WA

Bed

Start Date/Time:  04/07/2016 12:00 AM

5. Complete the required and necessary fields on the Census Management - Schedule Return From
Leave page. View field definitions.

6. When the page is complete, click the Save and Close button in the task bar.
To Change a Schedule Return from Leave Status
On a Schedule Return From Leave status, you can change:
e Start date of the scheduled return from leave
e The Action to one of the following
0 Return from Leave
0 Schedule Bed Change
0 Schedule Transfer
0 Schedule On Leave
1. Follow this path: My Office tab > Inpatient/Residential banner > Bedboard sub-banner.

The Bedboard (###) list page is displayed. View field definitions. (See page 80)
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Bedboard (24)
osfos/2016 |EEw | ANUnis v | [ANClent Types v | | a0Statuses v| [Other LB 2oty Fiter |
Bed Unit Client Type Client Name Status Time Flags
203-1N Pheasant H... Adult Knight, Miguel ¥ Scheduled Admission 12:00AM
1021w Pheasant H..  Adult Dawn, Margaret Qccupied 12:00AM
112w PheasantH..  Adult Jones, Jenny ! Scheduled Admi 2:108M é]e RO
009-1E Pheasant H..  Adult Test, Kevin ! Scheduled Admission 1:30PM
10415 PheasantHa,  Adult Nelson, Richard Occupied 1 asmem
AW1E2 Artec West...  Adult Nosack, Claudia ! On Leave za3rn il
11011E PheasantH..  Adult Smith, Sam Occupied 2:43PM
108-1E PheasantH..  Adult White, Becky Occupied 7:00AM
0111E Pheasant H..  Adult Nelson, Richard ! Stheduled Bed Change 1:00PM
10315 Pheasant H..  Adult Apodaca, Sabrina Qccupisd 2:004M
AW32 Bed 3 Artec West... Open
010-1E Pheasant H... Open
110-2-1W Pheasant Hu, Open
111-1N Pheasant Ha., Open
201-1W Phezsant H.. Open
202-1W Pheasant H.. Open
203-1W Pheasant H.. Open
20415 Pheasant H... Open
20515 Pheasant H... Open
208-18 Pheasant H... Open
207-1E Pheasant H... Open
208-1E Pheasant Hu. Open
210-1N Phezsant H.. Open
211-1N Pheasant H.. Open

Admit Date

04/05/2016

04/04/2016
05/01/2016
04/04/2016
04/04/2016
04/04/2016

04/22/2016

Program
Adult Inpatient

Adult Inpatient
Adult Inpatient

Adult Inpatient
Adult Inpatient
Adult Inpatient
Adult Inpatient
Adult Inpatient
Adult Inpatient

Adult Inpatient

2. Filter the list to determine the records that are displayed. Tell me how... (See page 127)

3. Find the client who you want to change the scheduled return from leave. Tell me how.. (See page

124).

4. Click the Scheduled Return From Leave hyperlink in the Status column of the client record you

want to change.

The Inpatient Activity Details page is displayed with the Activity Details tab active. View field
definitions (See page 117).

Inpatient Activity Details
Visit Activity Detalls

Activity

T

Status:

Action;

Program; Adult Inpatient
Bd: O10-1

Unitz Pheasant Hollow
Rioom: O10MA
Assignment Type: | Salt Lake Co ¥
Location: State-Oporat ¥
Clinkian: X

Start Date:
End Dake:

Atval Date;

Comments:

Disposition: Discharged
v
v
v | BRI
Reason; AlcoholDrug tre ¥
Billing Procedure: | Flx Care Ras NC ¥
Physician: v

comments

03/01/2016

04/21/2016

03/01/2016

j-
=

Only show bads for selected program

Tz }

Time:

Time: | 0000
Hold Bed

Non-Billable

El x 90

v e

5. On the Inpatient Activity Details page Activity Details tab, you can change the:

e Start date
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e Action to one of the following:

o Return from Leave - The Census Management - Return From Leave page is
displayed. Tell me how.. (See page 63).Start with step 5.

o Schedule Bed Change - The Census Management - Schedule Bed Change page is
displayed. Tell me how... (See page 19) Start with step 5.

o Schedule Transfer - The Census Management - Schedule Transfer page is
displayed. Tell me how... (See page 75) Start with step 5.

o Schedule On Leave - The Census Management - Schedule On Leave page is
displayed. Tell me how... (See page 46) Start with step 5.

6. When the page is complete, click the Save button in the tool bar.

The Inpatient Activity Details page is displayed with the Activity Details tab active. If you
completed an Action, the action is listed below the Scheduled Return from Leave record.

To Delete a Client's Scheduled Return From Leave Setting

If you have put a client as Schedule Returned From Leave in error, you can delete the Schedule Return
From Leave record.

1. Follow this path: My Office tab > Inpatient/Residential banner > Bedboard sub-banner.

The Bedboard (###) list page is displayed. View field definitions. (See page 80)

Bedboard (24)

08f08/2016 |EEw [ ANUnits v | [AnCient Types v | [anStatuses v| [Cther v
Bed Unit Client Type | Client Name Status Time Flags Admit Date Program v
208-1N PhessantH..  Adult Knight, Miquel ! Seheduled Admission 12:004M Adult Inpatient
102-1W PheasantH..  Adult Dawn, Margarst Occupied 12:00AM 04/05/2016 Adult Inpatient
112w PheasantH..  Adult Jones, Jenny ! Scheduled Admission 2:10AM __';]9 woeow T —
009-1E Pheasant H..  Adult Test, Kevin ! Scheduled Admission 1:30PM Adult Inpatient
104-15 PheasantH..  Adult Nelson, Richard Occupied E as7em 04/04/2016 Adult Inpatient
AWI1E2 Artec West...  Adult Nosack, Claudia ! On Leave 2:43PM =L Adult Inpatient
110116 PheasantH..  Adult Smith, Sam Occupied 2:43PM Adult Inpatient
108-1€ PheasantH..  Adult White, Becky Occupied 7:004M 04/04/2016 Adult Inpatient
011-1E Pheasant H..  Adult Nelson, Richard ! Seheduled Bed Change 1:00PM 04/04/2016 Adult Inpatient
103-15 PheasantH..  Adult Apodaca, Sabrina Occupied 2:00AM 04/22(2016 Adult Inpatient
AW2 Bed 3 Artec West... Open

010-1E Pheasant H.. Open

110-2-1W Pheasant H.. Open

111N Pheasant H... Open

2011w Pheasant H... Open

2021w Pheasant H... Open

2031w Pheasant H.. Open

204-15 Pheasant Hu. Open

205-15 Phezsant H.. Open

206-1E Pheasant H.. Open

2071 Pheasant H.. Open

208-1E Pheasant H... Open

21018 Pheasant H... Open

211N Pheasant H... Open
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2. Filter the list to determine the records that are displayed. Tell me how... (See page 127)

3. Find the client whose on leave setting you want to change. Tell me how.. (See page 124).

4. Click the Scheduled Return From Leave hyperlink in the Status column for the client.

The Inpatient Activity Details page is displayed with the Activity Details tab active. View field
definitions (See page 117)..

Inpatient Activity Details

Visit Activity Detalls

Activity

B 2o | [wison, S

Status: Occupled

Action; No actions available
Program: Adult Inpatient

Bad: 010-1E

Unit: Pheasant Hollow
Foom: O10MA

Assignment Type: Salt Lake Co ¥

Lecation: State-Oparal ¥

Chindcian: X

Start Date: 030172016 | (E*
Disposition: Discharged End Date:  |o4/21/2016 | [EF=
= Autival Date: |03/01/2016 | (B~

v Overflow

Only show bads for selected program

Comments:

Reason: Alcohol Drug tre ¥ comments

Billing Procedure: | Flx Care Ras N Y

Physician: v

El x50 Ve

Time: | 0000
Hold Bed

Non-Billahla

5. Click the trash can

toolbar item in the task bar.

The Confirmation Message window is displayed.

6.

In the Confirmation Message window, click the Yes button.

The Inpatient Activity Details page is displayed with the Visit tab active. View field definitions

(See page 119).

Inpatient Activity Details

Admit Decision Date:

Admission Type:

Activity
Start Date & End Date
03/01/2016 04/21/2016

Visit

Visit Information
Wislt Bd: 336 Client: 210453 Wilson, Sam Requested Date; Scheduled Date;
Admit Date: | 03/01/2016 Admit Time:  04:54 AM Discharged Date: /212016 Discharge Time:
Emergency Room Arrival Date: Emesgency Room Armival Time: Chent Type:
Emergency Room Departure Date; Emergency Room Departure Time; DRG Code:

Admit Decision Time: Discharge Type;

Admission Source;

Satus Disposition [:5s) Program
Oceupled Discharged 010-1E-D10MA.. Adhat Ingatie,,

Status: |Discharged

Comment

comments

The Scheduled Return From Leave record is no longer displayed in the Activity section.
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7. Click the Exit toolbar item ® to close the page.

The Bedboard page is displayed. The client's status is displayed as Occupied.

Why can't | access these screens? (See page 129)
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Return a Client from Leave

When a client returns from leave, change the status for the client in Bedboard to Return from Leave.
Return from Leave places the client back in the bed he/she occupied before leave, unless you change the
bed. On Leave means the client's status is still admitted, but they are away from the facility with
permission.

Use these procedures to manage a client's return from On Leave setting:

Return a Client from Leave (See page 63)

Delete a Client's Return From Leave (See page 64)

Before You Begin
The client's status must be On Leave to set a status of Return from Leave.
To Return a Client from Leave
1. Follow this path: My Office tab > Inpatient/Residential banner > Bedboard sub-banner.

The Bedboard (###) list page is displayed. View field definitions. (See page 80)

Bedboard (24)

0sfos/2016 |EE~ [AlUnis v | [AnCient Types v| [AlStatuses v| [Gther v
Bed Unit Client Type | Client Name Status Time Flags Admit Date Program v
209-1N Pheasant H.,  Adult Knight. Miguel ! Scheduled Admission 12:004M Adult Inpatient
102-1W PheasantH..  Adult Dawn, Margarst Occupied 12:004M 04/05/2016 Adult Inpatient
1121w PheasantH..  Adult Jones, Jenny ! Scheduled Admission 2:10AM ;]9 Roew P ——
009-1E Pheasant H..  Adult Test, Kevin ! Scheduled Admission 1:30PM Adult Inpatient
10415 PhessantH..  Adult Nelson, Richard Occupied E as7em Adult Inpatient
AWI1B2 Artec West...  Adult Nosack, Claudia ! On Leave 2:43PM Brul Adult Inpatient
110-1-1E PhessantH..  Adult Smith, Sam Occupied 2:43PM 04/04/2016 Adult Inpatient
108-1E PheasantH..  Adult White, Becky Occupied 7:008M 04/04/2016 Adult Inpatient
Q11-1E PheasantH.  Adult Nelson, Richard ! Scheduled Bed Change 1:00PM 04/04/2016 Adult Inpatient
103-15 PhessantH..  Adult Apodaca, Sabrina Occupied 9:00AM 04/22{2016 Adult Inpatient
AW2 Bed 3 Artec West... Open
010-1E Pheasant H... Open
110-2-1W Pheasant H.. Open
FEEETY Pheasant H... Open
2011w Pheasant H... Open
2021w Pheasant H... Open
2031w Pheasant H.. Open
20415 Pheasant Hu. Open
205-15 Phezsant H.. Open
206-1E Pheasant H.. Open
207-1E Pheasant H.. Open
208-1E Pheasant H.. Open
21018 Pheasant H... Open
211-1N Pheasant H... Open
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2. Filter the list to determine the records that are displayed. Tell me how... (See page 127)
3. Find the client who you want to return from leave. Tell me how... (See page 124)

4. Click the drop down arrow in the Status column of the client you want to return from leave and
select Return from Leave.

The Census Management - Return From Leave page is displayed. View field definitions (See page

Census Management - Return From Leave _Save and Close B 4 o V0
Activity
DO 02/15/1949 Gender:  Female Initial Admit Date/Time:  04/04/2016 12:00 AM
Action: Retum Date: wy21/2016 | B Time: Mon-Billable [ Hold Bed
Program: Adult Inpatient
Bed: Lll| Fiod Soarc is for selected
Unitz
Rsoim
Admission Type: Admission Source;
Assignment Type: | Summst il Reason; Hospitahzabon-p: ¥
Location; State-Oparated Fi ¥ | Billing Procedure: | Fix Care Res NO ¥
Clinikdan: b Physician:
From
Program: Adult Inpatient
Unit: Pheasant Hollow
Room: DOOMA
Bed: 009-1E

Start DateyTime:  O4/07/2016 1200 AM

5. Complete the required and necessary fields on the Census Management - Return From Leave
page.

6. When the page is complete, click the Save and Close button in the toolbar.

To Delete a Client's Return From Leave Setting

If you have put a client as Return From Leave in error, you can delete the Return From Leave status.
1. Follow this path: My Office tab > Inpatient/Residential banner > Bedboard sub-banner.

The Bedboard (###) list page is displayed. View field definitions. (See page 80)
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Bedboard (24)

08/08/2016

AW2 Bed 3
010-1E
110-2-1W
111-1N
2011w
202-1W
203-1W
20415
205-15
206-1E
207-1E
208-1E
210-1N

211-1N

=

Unit
Pheasant H...

Pheasant H...
Pheasant H...

Pheasant H...
Pheasant H..
Artec West...
Pheasant H...
Pheasant H...
Pheasant H...
Pheasant H...
Artec West...
Pheasant H...
Pheasant H..
Pheasant H...
Pheasant H...
Pheasant H...
Pheasant H...
Pheasant H...
Pheasant H...
Pheasant H...
Pheasant H...
Pheasant H...
Pheasant H...

Pheasant H...

All Units

Client Type

Adult
Adult
Adult
Adult
Adult
Adult
Adult
Adult
Adult

Adult

v

Client Name

Knight, Miguel ¥

All Client Types

A All Statuses

uled Admission

Dawn, Margaret

Jones, Jenny !

Scheduled Admission

Test, kewin !

Scheduled Admission

Nelson, Richard

Nosack, Claudia !

Occupied

On | eave

Smith, Sam

White, Becky

Nelson, Richard ¥

Occupied
Occupied

Scheduled Bed Changs

Apodaca, Sabrina

Qecupied
Open
Open
Open
Open
Open
Open
Open
Open
Open
Open
Open
Open
Open

Open

-«

FHHAIAAIMEMAIMRRMEOERE K FE

Other

Time
12:008M
12:00AM
2:108M
1:30PM
57PM
2:43PM
2:43PM
7:00AM
1:00PM

5:004M

.

Flags

COYH @Y
&Y

=40 3

Admit Date

04/05/2016

04/04/2016
05/01/2016
04/04/2016
04/04/2016
04/04/2016

04/22/2016

Program
Adult Inpatient

Adult Inpatient
Adult Inpatient

Adult Inpatient
Adult Inpatient
Adult Inpatient
Adult Inpatient
Adult Inpatient
Adult Inpatient

Adult Inpatient

2. Filter the list to determine the records that are displayed. Tell me how... (See page 127)

3. Find the client whose return from leave setting you want to change. Tell me how... (See page

124)

4. Click the open book L"'I toolbar item in the Note column on the client's record.

The Inpatient Activity Details page is displayed with the Visit tab active. View field definitions
(See page 119).
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Inpatient Activity Details X0 @
Visit

Wisit Information

Visit Id: 336 Client: | 210453 Wilson, Sam Requested Date: Scheduled Date; Status: | Discharged

Admit Date; |[03/01/2016 Admit Time:  04:54 AM Discharged Date: M/21/2016 Discharge Time: 0z2:11 PM

Emergency Room Arrhval Date: Emesgency Room Arrlval Time: 30 0€ CBent Type:

Foom Departure Time; | 00:00 DRIG Code:

Emergency Room Departure Date; | 03/04/2016
Admit Decision Date: 13/01/2016 Admit Decision Time: Discharge Type:
Admission Type: Admission Source:

Activity

Start Date A End Date Stahs Disposition e Program Comement
03/01/2016 04/21/2016 Oceupled Discharged 010-1E-010MA., Achalt Ingatie.. comments

5. Make sure the Visit tab is active.

6. In the Activity section, find the record with the Status of Occupied just below the record with a
Status of On Leave. Refer to the red arrow in the figure below.

Activity
Start Date A| End Date Status Disposition Bed Program Comment
04/04/2016 04/07/2016 Occupied Went On Leave 009-1E-009MA... Adult Inpatie...

04/07/2016 04/25/2016 On Leave Returned From Leave 009-1E-009MA... Adult Inpatie...
04/25/2016 Occupied 008-1E-008MA... Adult Inpatie... @

7. Click on the Occupied status hyperlink.

The Inpatient Activity Details page is displayed with the Activity Details tab active. View field
definitions (See page 117).
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Inpatient Activity Details

Vit | Activity Detalls

Activity

Status: Disposition: Discharged

Action: ™ s available

Program; Adult Inpatient v
Reason: AlcoholDrug tré ¥
Billing Procedure: | Fix Care Res N ¥

Clinikien: * | Physician: y

"

Start Date:  |03/01/2016 iv o Time: |4:54 AM

End Date: o4/21/2006  [EEw Tima: (2:11 PM

wrival Date: |03/01/2016  [EE~ Time: | 0000
Overflow Hold Bed
Oy show beds for selected program Mor-Billable

Comments:

commants

Elxv0 ve

8. Click the trash can

toolbar item in the toolbar.

The Confirmation Message window is displayed.

9. Inthe Confirmation Message window, click the Yes button.

The Inpatient Activity Details page is displayed with the Visit tab active. View field definitions

(See page 119).

10. Click the Exit toolbar item P to close the page.

The Bedboard page is displayed. The client's status is displayed as On Leave. The record with the
Status of Returned From Leave is no longer displayed.

Why can't | access these screens? (See page 129)
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Swap Beds

Swap Beds

Swap Beds is an action that lets you move two clients to each other's beds, hence the name, swap beds.

You can perform these tasks to swap beds:

Swap Beds (See page 68)

Change Swapped Beds (See page 69)

Undo Swapped Beds (See page 70)

Delete Swapped Beds (See page 72)

Before You Begin

You need to know the clients' names and bed IDs to complete any of these procedures. Both clients must

have a Status of Occupied.

To Swap Beds

1. Follow this path: My Office tab > Inpatient/Residential banner > Bedboard sub-banner.

The Bedboard (###) list page is displayed. View field definitions. (See page 80)

Badboard (24)

2. Filter the list to determine the records that are displayed. Tell me how... (See page 127)

3. Find one of the clients and bed who wants to swap beds. Tell me how... (See page 123)
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Tip: Click on the hyperlinked heading in the Client Name column to arrange the clients in
alphabetical order.

4. Click the drop down arrow in the Status column for the client who is swapping a bed and select
Swap Beds.

The Swap Beds window is displayed. The Bed1 section displays the client's information you
selected on the Bedboard list page. View field definitions (See page 109).

m

| Bed1

| 1
| Bed: 103-15{Adult) Client:  Apodaca, Sabrina(1732640) |
Unit: Pheaszant Hollow ‘
Room: 103WB
| Bed2 )
| Date: 08/08/2016 |EHET Time: |12:00 AM
Bed2 &7 Client :

Unit:
| Room:

| Ok ] Cancel ]

5. Complete the Bed?2 section with the information on the second client who wants to swap beds.
View field definitions (See page 109).

6. Click the OK button to save the changes.

The Bedboard list page is displayed with the original client's occupied bed listed with a status of

Bed Changed and a second listing with the second client shown in that bed with a status of
Occupied.

To Change Swapped Beds

The most accurate way to change swapped beds is to re-swap the beds back to the original occupancies.
This ensures that the bed occupancy remains accurate.

1. Display the Bedboard list page. Tell me how... (See page 3) View field definitions. (See page 80)
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Bedboard (29) ; v BN
od/z5/2016 |G | AN Uniss v | [ANIClent Typss v | [AnStatuses v| [Other D

fied Linit Client Tvpe Client Hame V| Status Time Elags At Date Eroomm

008-1E Pheasant H..  Adult i by ¥ 12:004AM 04/04/2016 Adult Inpatient

U0-1-1E Pheasant H...  Adult Souith, Sam ! 12:004M 04/04/2016 Adult Inpatient

008-1F Pheasant H..  Adult Nelson, Richard 12:00AM 04/04/2016 Adult Inpatient

20916 Pheasant H...  Adult Knight, Miguel ! " Seheduled Admission > 12:004M Adult Inpatient

O11-1E Pheasart H..  Adult jones. Jenny ! cheduled Agmissio v 1:07PM ?J Hoovm Adult Inpatient

009-1E Phicasant H...  Adult am, Maeggaret ¥ Schedyled Agmission v 12:00AM Adult Inpatient

-1 Pheasant H...  Adult Down, Ehvse Went On Ledgve «| @ 12:00AM 04/05/2016 Adult Inpatient

11118 Pheasant H...  Adult e, Elvse * o0 Leave 5.4 12:00AM 04052016 Adult Inpatient

10315 Pheasant H...  Adult Apodaca, Sateing Dccupied v 2:050M 04/22/2016 Adult Inpatient

008-1F Pheasant H... Open

010-1E Pheasant H... Open

102-1W Pheasant H... Open

104-15 Pheasant H... Open

108-1E Pheasant H... Open

2. Find the client and bed you want to re-swap beds. Tell me how... (See page 123)

Tip: Click on the hyperlinked heading in the Client Name column to arrange the clients in
alphabetical order.

3. Click the drop down arrow in the Status column for the client who is swapping a bed and select
Swap Bed.

The Swap Bed window is displayed. The Bed1 section displays the client you selected on the
Bedboard list page.

SmartCare @ X
Bed1
Bed: 009-1E(Adult) Client : Nelson, Richard(575260)
Unit: Pheasant Hollow

Room: 009MA

Bed2
Date: 04/21/2016 Ev Time: 117:00 AM
Bed? &# Client :

Unit:
Room:

4. Complete the Bed2 section with the information on the second client who wants to swap beds.
View field definitions (See page 109)..

To Undo Swapped Beds

The most accurate way to undo swapped beds is to re-swap the beds back to the original occupancies.
This ensures that the bed occupancy remains accurate.
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1. Display the Bedboard list page. Tell me how... (See page 3) View field definitions. (See page 80)

-

Bedboard (29) ; v BN
od/z5/2016 |G | AN Uniss v | [ANIClent Typss v | [AnStatuses v| [Other D

fied Linit Client Tvpe Client Hame V| Status Time Elags At Date Eroomm

00e-1E Pheasant H..  Adult A ky ! 12:004M O4/04/2016 Adult Inpatient

U0-1-1E Pheasant H...  Adult Souith, Sam ! 12:004M 04/04/2016 Adult Inpatient

008-1F Pheasant H..  Adult Nelson, Richard 12:00AM 04/04/2016 Adult Inpatient

209-1N Pheasant H...  Adult [Knight, Migue] ! Scheduled Admission (s 12:008M Adult: Inpatient

O11-1E Pheasart H..  Adult jones. Jenny ! cheduled Agmissio v 1:07PM ?J Hoovm Adult Inpatient

009-1E Pheasant H...  Adult am, Margaret ! Scheduled Admission v 12:004M Adult Inpatient

e Pheasant H...  Adult Dioem, Elvse Went On Leave «| @ 12:004M 04/05/2016 Adult Inpatient
11118 Pheasant H...  Adult e, Elvse * o0 Leave 5.4 12:00AM 04052016 Adult Inpatient
10315 Pheasant H...  Adult Apodaca, Sabring Dccupied v O5PM 04/22/2016 Adult Inpatient

008-1F Pheasant H... Open

010-1E Pheasant H... Open

102-1W Pheasarit H... Open

104-15 Pheasant H... Open

108-1E Pheasant H... Open

2. Find the client and bed you want to re-swap bed. Tell me how... (See page 123)

3. Click the drop down arrow in the Status column for the client who is swapping a bed and select
Swap Bed.

The Swap Bed window is displayed. The Bed1 section displays the client you selected on the
Bedboard list page.

SmartCare @ X
Bed1
Bed: 009-1E(Adult) Client : Nelson, Richard(575260)
Unit: Pheasant Hollow

Room: 009MA

Bed2
Date: 04/21/2016 |EH~ Time: 112:00 AM

Bed? &# Client :
Unit:
Room:

4. Complete the Bed2 section with the information on the second client who wants to swap beds.
View field definitions (See page 109).

5. Click the OK button to save the changes.

The Bedboard list page is displayed with the original client's occupied bed listed with a status of
Bed Changed and a second listing with the second client shown in that bed with a status of
Occupied.
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To Delete Swapped Beds

The most accurate way to delete swapped beds is to use the Undo Swapped Beds (See page 70) task to
swap the beds back to the original occupancies. This ensures that the bed occupancies remain accurate.

Why can't | access these screens? (See page 129)
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Swing a Bed

Swing Bed
The Swing Bed option gives you the ability to change bed details for an open bed from the Bedboard list

page. When you make changes using Swing Bed, the changes are updated on the Bedboard list page and
also on the Units/Rooms/Bed list page in Administration.

To Swing a Bed
1. Follow this path: My Office tab > Inpatient/Residential banner > Bedboard sub-banner.

The Bedboard (###) list page is displayed. View field definitions. (See page 80)

Bedboard (24)

08/08/2016 |EE~ [ AN Unis v | [AlClent Types v| [AlStatuses v| [Cther v
Bed Unit Client Type Client Name Status Time Flags Admit Date Program v
208-1K Pheasant H.,  Adult Knight, Miguel ¥ Scheduled Admission 12:00AM Adult Inpatient
102-1W PheasantH..  Adult Dawn, Margaret Occupied 12:004M 04/05/2016 Adult Inpatient
12w PheasantH..  Adult Jones, Jenny ! Scheduled Admission 2:104M ;]° “oow Adult Inpatient
003-1E Pheasant H... Adult Test, Kevin ! Scheduled Admission 1:30PM Adult Inpatient
10415 PhessantH..  Adult Nelson, Richard Occupied E as7em Adult Inpatient
AW1E2 Artec West...  Adult Nosack, Claudia ! On Leave 2:43PM =L Adult Inpatient
110116 PhessantH..  Adult Smith, Sam Occupied 2:43PM Adult Inpatient
108-1E PheasantH..  Adult White, Backy Occupied 7:008M 04/04/2016 Adult Inpatient
011-1E PheasantH..  Adult Nelson, Richard ! Seheduled Bed Change 1:00PM 04/04/2016 Adult Inpatient
103-15 Pheasant H..  Adult Apodaca, Sabring Occupied 9:004M 04/22/2016 Adult Inpatient
AW2 Bed 3 Artec West... Open
010-1E Pheasant H.. Open
110-2-1W Pheasant H... Open
111N Pheasant H... Open
2011w Pheasant H... Open
202-1W Pheasant H.. Open
2031w Pheasant H.. Open
204-15 Pheasant Hu. Open
205-15 Phezsant H.. Open
206-1E Pheasant H.. Open
207-1E Pheasant H.. Open
208-1E Pheasant H... Open
210-1N Pheasant H... Open
211-1N Pheasant H.. Open

2. Filter the list to determine the records that are displayed. Tell me how... (See page 127)
3. Find the bed you want to change. It must have a Status of Open. Tell me how... (See page 123)

4. Click the drop down arrow in the Status column of the open bed you want to swing and select
Swing Bed.

The Census Management - Swing Bed page is displayed. View field definitions (See page 103).
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Census Management — Swing Bed ] e v
Activity

Action: Swing Bed

Start Date: Te Thmee: End Datee: - Tirme:

Frogram:

Bed: L Ad
Unit: v
Room: v
From

Bed: 008-1E Program: Adult Inpatient

u Pheasant Hollow Preedure: P Care Res NOS

R D0BMA

5. Complete the required and necessary fields on the Census Management - Swing Bed page.
6. When the page is complete, click the Save and Close button in the task bar.

A record of the change is displayed on both the Bedboard page and the Units/Rooms/Bed list page
in the Administration tab.

Why can't | access these screens? (See page 129)
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Transfer

Schedule a Client's Transfer

You schedule a transfer for a client who is being admitted to a different program. This transfer may also
require transferring to a new bed.

Before You Begin
Make sure the client is enrolled in the new program before scheduling the transfer.
To Schedule a Client's Transfer

1. Make sure the Bedboard list page is displayed. Tell me how... (See page 2)

The Bedboard (###) list page is displayed. View field definitions. (See page 80)

Bedboard (24)

08/08/2016 |EE> [ Al Unis v | [AlClent Types v| [AlStatuses v| [Cther v
Bed Unit Client Type | Client Mame Status Time Elags Admit Date Program v
20918 PheasantH..  Adult Knight, Miquel ¥ Seheduled Admission 12:004M Adult Inpatient
102w PheasantHa,  Adult Dawn, Margarst Occupied 12:00AM 04/05/2016 Adult Inpatient
112w PheasantH..  Adult Jones, Jenny ! Scheduled Admission 2:10AM __';]9 woeow T —
009-1E Pheasant H..  Adult Test, Kevin ! Scheduled Admission 1:30PM Adult Inpatient
10415 PheasantH..  Adult Nelson, Richard Occupied E as7em 04/04/2016 Adult Inpatient
AWI1E2 Artec West...  Adult Nosack, Claudia ! On Leave 2:43PM =L Adult Inpatient
110-1-1E PheasantH..  Adult Smith, Sam Occupied 2:43PM Adult Inpatient
108-1€ PheasantH..  Adult White, Becky Occupied 7:00AM 04/04/2016 Adult Inpatient
011-1E Pheasant H..  Adult Nelson, Richard ! Seheduled Bed Change 1:00PM 04/04/2016 Adult Inpatient
10315 PheasantHa,  Adult Apodaca, Sabrina Occupied 2:00AM 04/22/2016 Adult Inpatient
AW2 Bed 3 Artec West... Open

010-1E Pheasant H.. Open

110-2-1W Pheasant H.. Open

111N Pheasant H... Open

2011w Pheasant H... Open

2021w Pheasant H... Open

2031w Pheasant H.. Open

204-15 Pheasant Hu. Open

205-15 Phezsant H.. Open

206-1E Pheasant H.. Open

2071 Pheasant H.. Open

208-1E Pheasant H... Open

21018 Pheasant H... Open

211N Pheasant H... Open

2. Filter the list to determine the records that are displayed. Tell me how... (See page 126)

3. Find the client on the Bedboard list page. Tip: Click the Client Name column heading to place all
the clients in alphabetical order and find the client.

4. Click the drop down arrow in the Status column and select Schedule Transfer.
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The Census Management - Schedule Transfer page is displayed. View field definitions. (See page

102)

—=— |

Census Management - Schedule Transfer

Admission Type: Admission Source:

Activity

1732640 | Apodaca, Sab.. DOB: 05/02/1952 Gender:  Female Initial Admit Date/Time: 04/22/2015 02:05 PM
Action: Schedule Transfer Scheduled Date:  |08/09/2016 | ER~ Time: (00:00 #| Non-Billable Hold Bed
Program: ¥, Overflow
Bed: Ml | i #| Only show beds for selected program
Unit: Client Typs:
R Comments:

Assignment Type: | Summit Y| Reason: Hospitalization-ps ¥
Location: State-Operated Fi ¥ Billing Procedure: | Flx Cars Res NO ¥
Clinician: r Physician: r
From

Program: Adult Inpatient

Unitz Pheasant Hollow

Room: 103WB

Bed: 103-15

Start Date/Time:  08/05/2016 09:00 AM

5. Search for and select an open bed in the new program. Tell me how... (See page 123)

The Census Management - Schedule Transfer page is displayed with the new program and bed

information filled in. View field definitions.

r
Census Management - Schedule Transfer
Activity
1732640 | Apodaca, Sab... DOB: 05/02f1952 Gender: Female Initial Admit Date/Time: 04/22/2016 02:05 PM
Action: Schedule Transfer scheduled Date: |08/09/2016 |EA™ + | Non-Billable Hold Bed
Program: Private Access Community Spt v Cverflow
Bed: ORE1a Lll Bed Search.. 7 Only show beds for selected program
Unit: Ogquirrh Ridge East Client Type:
Room: ORE1 Ol s:
Admission Type: Admission Source:
Assignment Type: | Summit hd Reason: Hospitalization-ps ¥
Location: State-Operated Fi ¥ Billing Procedure: | Flx CareRes NO ¥
Clinician: Adair, Allison v Physician: Adams, Olivia v
From
Program: Adult Inpatient
Unitz Pheasant Hollow
Room: 103WE
Bed: 103-15
Start Date/Time:  08/05/2016 09:00 AM
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6. Complete the remaining fields on the Census Management - Schedule Transfer page.
7. When the page is complete, click the Save and Close button in the task bar.

Why can't | access these screens? (See page 129)
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Transfer a Client

When you transfer a client, you are transferring the client to a new program and a new bed. If you need to
transfer the client to a new bed, but same program, use the Bed Change (See page 25) task.

Before You Begin
Make sure the client is registered in the new program before transferring them.
To Transfer a Client

1. Make sure the Bedboard page is displayed. Tell me how... (See page 2)

The Bedboard (###) list page is displayed. View field definitions. (See page 80)

Bedboard (24)

osfos/2016 |EEv [ AlUnis v | [AnCHent Types v | [AlStatuses v| [Other v
Bed Unit Client Type | Client Name Status Time Flags Admit Date Program v
20018 PheasantH..  Adult Knight, Miguel ¥ Stheduled Admission 12:00AM Adult Inpatient
1021w Pheasant H..  Adult Dawn, Margaret Qccupied 12:00AM 04/05/2016 Adult Inpatient
1121w Phessant H..  Adult Jones, Jenny ! Scheduled Admission 2:108M -_l]e %oew Adult Inpatient
009-1E Pheasant H... Adult Test, Kevin ! Seheduled Admission 1:30PM Adult Inpatient
10435 PheasantHa,  Adult Nelson, Richard Occupied LA asmem 04/04/2016 Adult Inpatient
AWIE2 ArtecWest..  Adult Nosack, Claugia On Leave ERECUNN = 05/01/2016 Adult Inpatient
11011E PheasantH..  Adult Smith, Sam Occupied 2:43PM 04/04/2016 Adult Inpatient
108-1E Pheasant H... Adult White, Backy Occupied 7:004M 04/04/2016 Adult Inpatient
011-1E Pheasant H... Adult Melson, Richard ¥ Scheduled Bed Change 1:00PM 04/04/2016 Adult Inpatient
10315 Pheasant H..  Adult Apodaca, Sabrina Qccupisd 2:004M 04/22/2016 Adult Inpatient
AW2 Bed 3 Artec West... Open

010-16 Pheasant H... Open

110-2-1W Pheasant Hu, Open

111-1N Pheasant Hu. Open

201-1W Phezsant H.. Open

2021w Pheasant H.. Open

2031w Pheasant H.. Open

204-15 Pheasant H... Open

20515 Pheasant H... Open

206-16 Pheasant H... Open

207-1€ Pheasant H.. Open

208-1E Pheasant Hu. Open

210-1N Pheasant Hu. Open

211-1N Pheasant H.. Open

3. Filter the list to determine the records that are displayed. Tell me how... (See page 126)

4. Find the client on the Bedboard list page. Tip: Click on the Client Name heading in the column
to arrange the clients' names alphabetically.

5. Click the drop down arrow in the Status column and select Transfer.
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The Census Management - Transfer page is displayed. View field definitions.

Census Management - Transfer b 0O Vv e
Activity
575260 | Mekon Pich Doa: 08/24/1965 Gender:  Male Initiad Admit Date/Time:  04/04/2016 12:00 AM
Action: Transher Transfer Date:  |04/21/2016 | Ev Tirme Nor-Billable | | Held Bed
Arrival Date: S Time:
Program: v Wertiow
Beed bl | Only show beds for selected program
unit Clierit Type:
Comments:

Admission Source:

ype: | Summin b Reason X
State-Operated Fi ¥ | Billing Procodure: | Flx Care Res NO ¥
Physiclan; b
From
Program; Adult Inpatient
Unit: Phaasant Hollow
Room: DOOMA
Bed: 009-1E

Start DiateTime:  04/04/ 2016 12:00 AM

5. Inthe Program field, select the new program to transfer the client to.
6. Search for and select an open bed in the new program. Tell me how... (See page 123)

The Census Management - Transfer page is displayed with the new program and bed information
filled in.

7. Complete the remaining fields on the Census Management - Transfer page. View field
definitions. (See page 105)

8. When the page is complete, click the Save and Close button in the task bar.
The Bedboard list page is displayed.

Why can't | access these screens? (See page 129)
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Field Definitions

Bedboard List Page Field Definitions

Bedboard (25) B %
08/16/2016 |E@+ [Alunis v | [ ANChent Types v | [AlsStatuses v| [Gther v
Bed Unit Client Twe | Client Hame Time Elzas Admit Date Progrem v
011-1E PheasantH..  Adult white, Becky ! B3 12:00aM 04/04/2016 Adult Inpatient
002-1E PheasantH..  Adult Test, Kevin ! 1:30PM Adult Inpatient
10415 PheasantH..  Adult Nelson, Richard B asem Adult Inpatient
11014E PheasantH..  Adult Smith, Sam 12:004M Adult Inpatient
101E PheasantH..  Adult Apodace, Sabring Occupied 12:004M 04/22/2018 Adult Inpatient
103-15 PheasantH.. Adolescent  Nelson, Brennon Otcupied 8454 08/12/2016 Adult Inpatient
111-1N Pheasant H..  Adult Thomas, Jennifer ¥ On Leave 2:00PM 08/12/2016 Adult Inpatient
AW2 Bed3 Artec West... Open
011-1E Pheasant H... Open
102-1W Pheasant H... Open []

An asterisk (*) following the field name indicates a Required field in the Core SmartCare system. Your
system may have been customized to require additional fields.

Field

Description

Filter

IAll Statuses

Use to limit the status of records that are displayed on the page. Statuses are:
All Statuses

Leave

Occupied

Open

Scheduled

Date

Select a date from the calendar to limit the items listed to those admitted on this date.

IAll Programs

Select a program from the drop down list to view only clients admitted to the selected
rogram. The list includes all Programs and all programs set up for the Residential facilities.

The Other drop down only appears if your organization has selected to use this field. The

Other options in the list are customizable by your organization.
IAll Units Select a unit to view information for a specific Unit.

IAll Rooms Select a room to view information for a specific Room.
IAll Beds Select a bed to view information for a specific Bed.

List

Client Name

Name of the client occupying the bed. Click on the client's name to display the registration
for the client.

Identifies there is information about the activity on the client's current visit. Click the open

Note book toolbar item to view the Inpatient Activity Details screen.

Flags Flags are inserted to identify special considerations about the client.

Bed Identifies the bed the client occupies.
Identifies the status of the client. A variety of statuses can appear in this column. Depending

Status on the status, the items in the drop down list will change depending on the status selected.
View Statuses (See page 111).

Admitted Identifies the date the client was admitted.

Discharged Identifies the discharge date for the client.

Program Identifies the Program the client is registered in.

Room Identifies the Room where the client resides.

Unit Identifies the Unit where the client resides.
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Census Management - Admit Page Field Definitions

Activity

2104547 | Jones, Jeny

Action: Admit

Cliniclan:

Census Management - Admit

Admit Date: /112016 | EEw

Agrival Date: fan g

Program: Auull Inpatient

Bed:

Unit: Pheasant Hollow

Room: O1IMA

Admission Type: Crisis v

Assignment Type: | Summs b

Locatian: West House A
v

DOB: 02/15/1980 Gender:  Female Scheduled DatefTime:  04/11/2016 01:07 PM
Mesn-Billable
Time: 01:07 PM Expicted Discharge Date L
Tirme: Admit Decision Date: “j' Time:
Emergency Room Arrival: Ev  Tme:
Emergency Room i hd Tine:
Departure:
v
Overflow
| Pod Search. |
¥ Only show beds for selected program
Client Type: Adult v
Coamumer ks
Admission Source:| 4 - Transfer from ¥ b

Reason: AlcohalDrug lrea ¥
Billing Procedure; | Fix Care Res NO ¥

Physlclan: ¥

An asterisk (*) following the field name indicates a Required field in the Core SmartCare system. Your
system may have been customized to require additional fields.

Field Description

| Click this button to display the Client Search window. Tell me how.. (See page 124).
Client ID The client's ID appears from the client's registration information.

Client name The client's name is displayed last name and first name.

DOB The client's date of birth is displayed.

Gender The client's gender is displayed.

Schedule Date/Time

Identifies a scheduled admission. If the client does not have a scheduled admission, this field
is blank.

/Action Identifies the action you are taking for the client. For this procedure, it should display Admit.
Non-Billable Check to identify the admission is non-billable.
Hold Bed This check box is disabled.

IAdmit Date Time*

The current day's date is supplied in the field.

Expected Discharge
Date Time

Enter the client's expected discharge date, if known.

IArrival Date Time

Enter the date and time the client is expected to arrive at the unit.

IAdmit Decision Date
Time

Enter the date and time when the admission was decided on.

Emergency Room
/Arrival Time

Enter the date and time when the client arrived at the emergency room, if applicable.

Emergency Room
Departure Time

Enter the date and time when the client is expected to leave or left the emergency room, if
applicable.

Identifies the program the client is being admitted to. Click the drop down arrow to change

Program the program. Note: The client must be enrolled in the program to select a program in this
field.

Overflow What is this???

Bed Identifies the bed the client is being admitted to. Click the drop down arrow to change the
bed selection.

Bed Search button
Bed S S -'_-.—h.“- i

Click the Bed Search button to search for an open bed. Tell me how...
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Field

Description

Only show beds for
selected program

Select this checkbox so when using Bed Search, only the beds available for the selected
program are displayed.

Unit

Identifies the unit where the client is being admitted.

Identifies the client type. Options are:

. * o Adult
Client Type e Adolescent
e Child
Room Identifies the room selected from the bed search.
Comments Enter comments as needed for the admission. You can enter an unlimited number of

characters. You can run spell check on your comments. Tell me how... (See page 125)

IAdmission Type*

Select the Admission Type. Identifies the immediacy of the admission. For example, options
might be Elective, Emergency, Information not known, or Urgent.

IAdmission Source

Identifies the source of the admission.

IAssignment Type

Identifies the Assignment Type. Assignment type is a customizable set of categories that can
be used by each organization as needed.

Reason Identifies the presenting reason for the admission.

Location Identifies the location of the facility.

Billing Procedure Identifies the procedure code to use for billing for the services.
Clinician Identifies the clinician who is working with the client.
Physician Identifies this client's physician.
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Census Management - Bed Change Field Definitions

Census Management - Bed Change

[ Save and Close Ji 4

Activity

575260 Nelson, Rich...

Action: Bed Change
Program:

Bed:

Unit:

Room:

Admission Type:
Assignment Type: | Summit v
Location State-Operated F: ¥

Clinician: v

From

Program:
Unit:

Adult Inpatient
Pheasant Hollow
009MA

009-1E

Room:
Bed:

Start Date/Time:  04/04/2016 12:00 AM

DOB: 08/24/1965 Gender:  Male Initial Admit Date/Time: 04/04/2016 12:00 AM

Change Date: 04/22/2016 iz o Time: 00:00 Non-Billable Hold Bed

Overflow

-

Only show beds for selected program

Client Type:

Comments:

Admission Source:
Reason: v
Billing Procedure: | Fix Care Res NO ¥

Physician: hd

An asterisk (*) following the field name indicates a Required field in the Core SmartCare system. Your

system may have bee

n customized to require additional fields.

Field Description
E Click on the button to search for a client. Tell me how... (See page 124)
Client ID The client's 1D appears from the client's registration information.
Client name The client's name is displayed last name and first name.
DOB The client's date of birth is displayed.
Gender The client's gender is displayed.
Initial Admit - . . . L . .
. Identifies when the client was first admitted for this visit and the time of admission.
Date/Time
Action Identifies the action you are taking for the client. For this task, Bed Change should be

displayed.

Change Date Time

Identifies the date of the bed change. Defaults to the current day's date.

Non-Billable

Check to identify the admission is non-billable.

Hold Bed This field is disabled.

Program Identifies the client's current program. This field is display only.
Overflow This field is disabled.

Bed* Identifies the bed the client is changing to.

Bed Search button

Use the Bed Search button to find a bed. Tell me how...

Only show beds for

Identifies that only beds for the selected program are displayed. This field is disabled.
selected program
Unit Identifies the unit where the client is admitted.
Identifies the client type. Options are:
. e Adult
Client Type e Adolescent
e Child
Room Identifies the room where the selected bed is located.
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Field Description
Comments Enter comments as needed for this action. You can enter unlimited number of characters.
'You can run spell check on the text you enter. Tell me how... (See page 125)
IAdmission Type Identifies the Admission Type selected on admission. This field is disabled.
IAdmission Source Identifies the source of the admission selected on the admission. This field is disabled.
. Identifies the Assignment Type. Assignment type is a customizable set of categories that can
IAssignment Type b o
e used by each organization as needed.
Reason Identifies the presenting reason for the admission.
Location Identifies the location of the facility.
Billing Procedure Identifies the procedure code to use for billing for the services.
Clinician Identifies the client's clinician for this visit.
Physician Identifies the client's physician.
From
Program Identifies the program the client is enrolled in.
Unit Identifies the unit where the client's bed is located.
Room Identifies the room where the client's bed is located.
Bed Identifies the bed the client is currently occupying.
Start Date/Time Identifies the start date and time of the client occupying the listed bed.
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Census Management - Cancel Admission Page Field Definitions

Census Management - Cancel Admission

Activity

Action: Cancel Admission

Program:

Bed:

Pheasant Hollow
O11MA

Lnit:

Resoim:

Admission Type
Assigrument Type:
Location:

Cliniclan:

[Save and ciose JE S AL

DOB: 02/15/1980 Scheduled Date/Time:  04/11/2016 01:07 PM

Cancel Date: 04/11/2016 ' g Mon-Billable Hold Bad

Admission Source:
Reason: AlcoholDrug trea v
Billing Procedure:

Physlclan:

An asterisk (*) following the field name indicates a Required field in the Core SmartCare system. Your
system may have been customized to require additional fields.

Field Description

i Click this button to display the Client Search window. Tell me how.. (See page 124).
Client ID The client's 1D appears from the client's registration information.

Client name The client's name is displayed last name and first name.

DOB The client's date of birth is displayed.

Gender The client's gender is displayed.

Scheduled Date Time

Select the date you expect to admit the client. Defaults to the current day's date.

Action

Identifies the action you are taking for the client. The field should display Cancel Admission.

Cancel Date Time

Identifies the date you are canceling the scheduled admission. Defaults to the current day's
date. The time is defaulted when you save the action.

Check to identify the admission is non-billable. When this option is checked no service

Non-Billable charge is created for this action.

Hold Bed This check box is disabled.

Program Identifies the program the client is registered in. This field is disabled.

Overflow What is this???

Bed Identifies the bed you selected from the Bedboard page for this admission. This field is

disabled.

Only show beds for
selected program

Identifies that only beds that "belong" to the selected program are displayed when you
search for a bed. This check box is disabled.

Unit

Identifies the unit where the client was scheduled for admission. Display only.

Identifies whether the client is:

e Adult
Client Type* e Adolescent
e Child
This field is disabled.
Room Identifies the room where the client was scheduled for admission.
Comments Enter comments as needed for canceling the scheduled admission. Enter unlimited

characters. You can run spell check on this field. Tell me how... (See page 125)

I/Admission Type*

Select whether the admission is Crisis or Non Crisis. This field is disabled.

IAdmission Source

Identifies the source of the admission. This field is disabled.

IAssignment Type

Identifies the Assignment Type. Assignment type is a customizable set of categories that can
be used by each organization as needed. This field is disabled.

Reason*

Identifies the reason for the cancellation.
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Field

Description

Location

Identifies the location of the facility. This field is disabled.

Billing Procedure

Identifies the procedure code to use for billing for the services. This field is disabled.
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Census Management Discharge Page Field Definitions

Activity
575260 | Nelson, Rich...

Action: Discharge

Program:

Bed:

Unit: Pheasant Hollow

Room: 009MA
Admission Type:
Assignment Type:
Location:

Clinician:

From

Program: Adult Inpatient
Unit: Pheasant Hollow
Room: 009MA

Bed: 009-1E

Start Date/Time:

Census Management - Discharge

04/04/2016 12:00 AM

Save and Close Ji§ 4 (1] v @
DOB: 08/24/1965 Gender:  Male Initial Admit Date/Time: 04/04/2016 12:00 AM
Discharge Date: | 04/22/2016  ZH* Time: | 12:00 AM Non-Billable Hold Bed
Overflow
Bed Search... Only show beds for selected program

Client Type:

Discharge Type: v

Comments:

[

Admission Source:
Reason: v
Billing Procedure:
Physician:

An asterisk (*) following the field name indicates a Required field in the Core SmartCare system. Your
system may have been customized to require additional fields.

Field Description

u Click on the button to search for a client. Tell me how...

Client ID The client's ID appears from the client's registration information. This field is disabled.
Client name The client's name is displayed last name and first name.

DOB The client's date of birth is displayed.

Gender The client's gender is displayed.

Initial Admit . L . .

Date/Time Displays the client's initial admission date and time.

Action Identifies the action you are taking for the client. For this procedure, Discharge should be

displayed.

Discharge Date Time

Identifies the date the client is being discharged. Defaults to today's date. Use the calendar
icon to select a new date, if needed. The Time defaults to 12:00 AM. You can change the
time, if needed.

Non-Billable

Check to identify the activity is non-billable.

selected program

Hold Bed This field is disabled.
Program Identifies the program the client is being discharged from. This field is disabled.
Overflow This field is disabled.
Bed Identifies the bed the client is being discharged from. This field is disabled.
Bed Search button
S This field is disabled.
Only show beds for

This field is disabled.

Unit

Identifies the unit where the client is being discharged from.
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Field

Description

Client Type

Identifies the client type. Options are:
e Adult

o Adolescent

e Child

This field is disabled.

Room

Identifies the room the client is currently occupying.

Discharge Type*

Identifies the reason for the discharge.

Comments

Enter comments as needed for the discharge. You can enter an unlimited number of
characters. You can run spell check on the text you enter. Tell me how... (See page 125)

IAdmission Type

Select whether the admission is Crisis or Non Crisis. This field is disabled.

IAdmission Source

Identifies the source of the admission. This field is disabled.

Assignment Type

Identifies the Assignment Type. Assignment type is a customizable set of categories
that can be used by each organization as needed. This field is disabled.

Reason Identifies the reason for the discharge.

Location Identifies the location of the facility. This field is disabled.

Billing Procedure Identifies the procedure code to use for billing for the services. This field is disabled.
Clinician Identifies the clinician assigned to the client. This field is disabled.

Physician Identifies the physician assigned to the client. This field is disabled.

From

Program Identifies the program the client is being discharged from.

Unit Identifies the Unit the client is being discharged from.

Room Identifies the Room the client is being discharged from.

Bed Identifies the Bed the client is being discharged from.

Start Date/Time

Identifies the Start Date and Time for the current activity being completed.
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Census Management On Leave Page Field Definition

. [
Census Management - On Leave *® 0 V@
Activity
Belson, Bich DOB: 08/24/1965 Gender:  Male Initial Admit Datef/Time:  04/04/2016 12:00 AM
Ation On Leave Leave Start Date:  04/21/2016 | i~ Time: Man-Billable Hold Bed
Program:
Hexd: Bed Search... Only show beds for selected progra
Unit: Chent Type:
Room: Comiments:
Admission Type: Admission Source:
Assignment Type: | Summi bk Reason: x
Location: State-Operated Fi ¥ | Billing Procedure:  Leave r

¥ | Physlcian: i

Return from Leave
From
Program: Adult Tnpatient
Unit: Pheasant Hollow
Room: OOSMA
Bed: 009-1E

Start Dwbe/Tima: 04042016 12:00 AM

An asterisk (*) following the field name indicates a Required field in the Core SmartCare system. Your
system may have been customized to require additional fields.

Field Description

u Click on the button to search for a client. Tell me how...

Client ID The client's 1D appears from the client's registration information.

Client name The client's name is displayed last name and first name.

DOB The client's date of birth is displayed.

Gender The client's gender is displayed.

Initial Admit . . S -

Date/Time Displays the date and time of the client's initial admission.

Action Identifies the action you are taking for the client. It should display On Leave for

this procedure.

Identifies the date the client's leave begins. Defaults to the current day's date. Use
the calendar icon to change the date.

Non-Billable Check to identify the admission is non-hillable.

Hold Bed This field is disabled.

Identifies the program the client is being admitted to. Click the drop down arrow

Leave Start Date*

Program to change the program.
Overflow This field is disabled.
Bed Identifies the bed the client is being admitted to. This field is disabled.

Bed Search button

Click the Bed Search button to search for a bed. Tell me how...

Only show beds Check the options to ensure only beds available for this program are displayed.
for selected L
This field is disabled.
program
Unit Identifies the unit where the client is being admitted. This field is disabled.
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Field

Description

Client Type

Identifies the client type. Options are:
e Adult

o Adolescent

e Child

This field is disabled.

Room

Identifies the room selected from the bed search. This field is disabled.

Comments

Enter comments as needed for the action. You can enter unlimited number of
characters. You can run spell check on the text you enter in this field. Tell me
how... (See page 125)

IAdmission Type

Select whether the admission is Crisis or Non Crisis. This field is disabled.

IAdmission Source

Identifies the source of the admission. Select from a lengthy list of sources. This
field is disabled.

IAssignment Type

Identifies the Assignment Type. Assignment type is a customizable set of
categories that can be used by each organization as needed.

Reason

Identifies the presenting reason for the admission.

Location

Identifies the location of the facility.

Billing Procedure

Identifies the procedure code to use for billing for the services.

From

Program Identifies the program the client is being set on leave from.
Unit Identifies the unit the client is being set on leave from.
Room Identifies the room the client is being set on leave from.
Bed Identifies the bed the client is being set on leave from

Start Date/Time

Identifies the date and time the client was admitted.
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Census Management - Return from Leave Page Field Definitions

Census Management - Return From Leave

Activity
2104581

Action:

Program:

Bed:

Unit:
Room:

Admission Type:

Assignment Type:

Location:

Clinician:

From
Progranm:
Lk
Room:
Bed:

Start Date/Time:

whit K
Retum From Leave

Adult Inpatient

State-Operated Fi ¥

Adut Inpatient
Pheasant Hollow
D0,

009-1E

04/07/2016 12:00 AM

DOB: 02/15/1949 Gender:  Female Initial Admit Date/Time:  04/04/2016 12:00 AM
Return Date: 04212006 - Time: MNon-Biflable Hold Bed
L Overflow

. | Oy show beds for selected program

Client Type:

Cosmments:

Acdmission Source:
Reason; Hospitahzaton-pe ¥
Billing Pracedure: | Fix Care Res NO ¥

Physician: i

A Yes in the Required? column below identifies those fields that are required in the Core SmartCare

system. Your system may have been customized to require additional fields.

Field Description

u Click on the button to search for a client. Tell me how...

Client ID The client's 1D appears from the client's registration information.

Client name The client's name is displayed last name and first name.

DOB The client's date of birth is displayed.

Gender The client's gender is displayed.

Initial Admit . . . .

Date/Time Displays the date and time of the client's initial admission.

Action Identifies the action you are taking for the client. It should display Return From

Leave for this procedure.

Return Date

'You cannot set a date in the past or the future.

Identifies the date the client returns from leave. Defaults to the current day's date.

Non-Billable

Check to identify the admission is non-billable.

Hold Bed This field is disabled.
Identifies the program the client is being returned to. Click the drop down arrow
Program
to change the program.
Overflow This field is disabled.
Bed* Identifies the bed the client is returning to. Click the drop down arrow to change

the bed selection.

Bed Search button

Click the Bed Search button to search for a bed. Tell me how... (See page 123)

Sac 'I.I--- |
Only show beds
for selected Check the options to ensure only beds available for this program are displayed.
program
Unit Identifies the unit where the client is admitted.
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Field

Description

Client Type

Displays the client's type. Options are:
e Adult

o Adolescent

e Child

This field is disabled.

Room

Identifies the room selected from the bed search.

Comments

Enter comments as needed for the return from leave. You can enter an unlimited
number of characters. You can run spell check on the text that you enter. Tell me
how... (See page 125)

IAdmission Type

Identifies whether the admission type was Crisis or Non Crisis. This field is
disabled.

IAdmission Source

Identifies the source of the admission. This field is disabled.

IAssignment Type

Identifies the Assignment Type. Assignment type is a customizable set of
categories that can be used by each organization as needed.

Reason

Identifies the presenting reason for the admission.

Location

Identifies the location of the facility.

Billing Procedure

Identifies the procedure code to use for billing for the services.

From

Program Identifies the program the client is being set on leave from.
Unit Identifies the unit the client is being set on leave from.
Room Identifies the room the client is being set on leave from.
Bed Identifies the bed the client is being set on leave from.

Start Date/Time

Identifies the date and time the client was admitted.
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Census Management - Schedule Admission Page Field Definitions

Census Management - Schedule Admission b ® v e
Activity

E 1603230 | Baake, Jessi DOB: 12/25/1952 Gender: Female Initial Admit Date/Time:

Action: Schedule Admission Scheduled Date: | 04/22/2016 | EHv Time: | 00:00 Non-Billable Hold Bed
Program: Older Adult Sustaining Care C98 v Overflow

Bed: AW1A2 v | Only show beds for selected program

Unit: Artec West 1 Boys Client Type: A
Room: AWIA Comments:

Admission Type: v Admission Source v

Assignment Type: Y| Reason: v

Location: YAP Kenmore Ap! ¥ | Billing Procedure: | SupHSsg Milieu pe ¥

Clinician: ¥ | Physician: v

An asterisk (*) following the field name indicates a Required field in the Core SmartCare system. Your
system may have been customized to require additional fields.

Field Description
E Opens the Client Search window. Tell me how... (See page 124)
Client ID The client's 1D appears from the client's registration information.
Client name The client's name is displayed last name and first name.
DOB The client's date of birth is displayed.
Gender The client's gender is displayed.
Initial '.A‘dm't Displays the client's first admission date and time, if there is one.
Date/Time

. Identifies the action you are taking for the client. For this procedure, it should display
/Action .

Schedule Admission.

Scheduled Date Time [Select the date you expect to admit the client. Defaults to the current day's date.
Non-Billable Select the check box to identify the admission is non-billable.
Hold Bed The check box is disabled.
Program Identifies the program the client is enrolled in.
Overflow What is this???
Bed Identifies the bed you selected from the Bed Census page for this admission.

Bed Search button

To search for a different bed, click the Bed Search button. Tell me how...

Only show beds for
selected program

Identifies that you want only beds that "belong" to the selected program to be displayed.

Unit Identifies the unit where the client is being scheduled for admission.
Identifies whether the client is:
. . ° Adult
Client Type e Adolescent
e Child
Room Identifies the room selected from the bed search.
Enter comments as needed for the admission. You can enter an unlimited number of
Comments AR
characters in this field.
IAdmission Type* Select whether the admission is Crisis or Non Crisis.

IAdmission Source

Identifies the source of the admission. Select from the drop-down list..

IAssignment Type

Identifies the Assignment Type. Assignment type is a customizable set of categories

that can be used by each organization as needed.
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Field Description

Reason Identifies the reason for the admission.

Location Identifies the location of the facility.

Billing Procedure Identifies the procedure code to use for billing for the services.
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Census Management Schedule Bed Change Field Definitions

Census Management - Schedule Bed Change

Activity
575260 Metson, Rich

Action: Schedule Bed Change

Program:

Bed:

Uik

Roam:

Addmission Type:

Assignment Type: | Summit

Location: State-Operated Fi ¥

Clinician:

From

Program: Adult Inpatient

Uit Pheasant Hallow

R Q09MA

Bed: 009-1E

Start DabefTime:  04/04/2016 12:00 AM

DOB: 08/24/1965 Gender:  Male Initial Admit Date/Time:  (4/04/ 2016 12:00 AM
Scheduled Date:  04/21/2016 | ZHv Thrme: Mon-Billable fold Bed
Cverfio L .
Clienk Type:
Comments:
Admission Source:

Reason: v
Billing Procedure; | Fix Care Res NO v

Physlclan: ¥

An asterisk (*) following the field name indicates a Required field in the Core SmartCare system. Your
system may have been customized to require additional fields.

Field Description

u Click on the button to search for a client. Tell me how...

Client ID The client's 1D appears from the client's registration information.
Client name The client's name is displayed last name and first name.

DOB The client's date of birth is displayed.

Gender The client's gender is displayed.

/Action Identifies the action you are taking for the client.

Schedule Date Time

Select the date and time when you plan to move the client to a different bed.

Non-Billable

Check to identify the admission is non-billable.

selected program

Hold Bed This field is disabled.
Program Identifies the program the client is admitted to.
Overflow This field is disabled.
Bed Identifies the bed the you are moving the client to. Click the drop down arrow to change the
bed selection.
Bed Search button
T CRaren Click the Bed Search button to search for a bed. Tell me how...
Only show beds for  [Identifies that when using the Bed Search button, only beds that belong to the selected

rogram are displayed.

Unit

Identifies the unit where the client is admitted.

Identifies the client type. Options are:

. e Adult
Client Type o Adolescent
e Child
Room Identifies the room the client is currently occupying.
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Field Description
Enter comments as needed for the admission. You can enter an unlimited number of
Comments characters. You can run spell check on the text you enter in this field. Tell me how... (See

page 125)

IAdmission Type

Identifies the admission type selected during admission.

IAdmission Source

Identifies the source of the admission selected when the client was admitted.

IAssignment Type

Identifies the Assignment Type. Assignment type is a customizable set of categories that can
be used by each organization as needed.

Reason

Identifies the presenting reason for the admission. If this information changes with the bed
change, select a new option.

Location

Identifies the location of the facility. If this information changes with the bed change, select
@ new option.

Billing Procedure

Identifies the procedure code to use for billing for the services. If this information changes
with the bed change, select a new option.

From

Program Identifies the program the client is currently enrolled in.
Unit Identifies the unit where the client currently resides.
Room Identifies the room where the client currently resides.
Bed Identifies the bed where the client currently resides.

Start Date/Time

Identifies the date and time when the client was admitted to the current room.
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Census Management - Schedule Client On Leave Field Definitions

Assignment Type: | Summit

Location:

Clinician:

Return from Leave
From
Program: Adult Inpatient
Unit: Pheasant Hollow
Room: 009MA
Bed: 009-1F

Start Datey Time:

Census Management - Schedule On Leave

Activity

Metson, Rich
Action: Schedule On Leave
Program:
Bed:

Stale-Opearated Fi ¥

04/04/2016 12:00 AM

X @

DOB: 08/24/1965 Gender:  Male Tnitlal Admit Date/Time: 04/04/20165 12:00 AM
Scheduled Date:  04/21/2016 | 5™ Time: | 00:00 Non-Billable Hold Bad
Bed wd |
Client Type:
Camments:
Admission Source:
Reason:

Balling Procedure: | Leave

Physician: x

An asterisk (*) following the field name indicates a Required field in the Core SmartCare system. Your

system may have been customized to require additional fields.

Field Description

H Click on the button to search for a client. Tell me how...

Client ID The client's 1D appears from the client's registration information.

Client name The client's name is displayed last name and first name.

DOB The client's date of birth is displayed.

Gender The client's gender is displayed.

Initial Admit . . . L.

Date/Time Displays the date and time of the client's initial admission.

Action Identifies the action you are taking for the client. It should display Schedule On Leave for

this procedure.

Scheduled Date

Identifies the date the client's leave begins. Defaults to the current day's date. Use the
calendar icon to select a day in the future.

Non-Billable

Check to identify the admission is non-hillable.

selected program

Hold Bed Select the check box to identify you want to hold the bed for the client.
Program Identifies the program the client is being admitted to. This field is disabled.
Overflow This field is disabled.

Bed Identifies the bed the client is occupying. This field is disabled.

Only show beds for

Check the option to ensure only beds available for this program are displayed.

Unit

Identifies the unit where the client is currently admitted.
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Field Description
Identifies the client type. Options are:
o Adult
Client Type o Adolescent
e Child
This field is disabled.
Room Identifies the room selected from the bed search.
Comments Enter comments as needed for the schedule on leave. You can enter an unlimited number of

characters. You can run spell check on the text that you enter. Tell me how... (See page 125)

IAdmission Type

Select whether the admission is Crisis or Non Crisis. This field is disabled.

IAdmission Source

Identifies the source of the admission. Select from a lengthy list of sources. This field is
disabled.

IAssignment Type

Identifies the Assignment Type. Assignment type is a customizable set of categories that can
be used by each organization as needed.

Reason

Identifies the presenting reason for the leave.

Location

Identifies the location of the facility.

Billing Procedure

Identifies the procedure code to use for billing for the services.

From

Program Identifies the program the client is being set on leave from.
Unit Identifies the unit the client is being set on leave from.
Room Identifies the room the client is being set on leave from.
Bed Identifies the bed the client is being set on leave from

Start Date/Time

Identifies the date and time the client was admitted.
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Census Management - Schedule Discharge Field Definitions

Census Management - Schedule Discharge

Admission Type:
A

Assignment Type:

Activity

2104581 | White, Becky DOE: 02/15/1348 Gender: Female  Initial Admit Date/Time: 04/04/2016 12:00 AM
Action: Schedule Discharge Scheduled Date: |08/09/2016 | ERv Time: Mon-Billable Hold Bed
i Overflow
Bet Bed Search... Only show beds for selected program
Unit: Pheasant Hollow Client Type:
Room: 010MA Comments:

Location: Billing Procedure:
Clinician: Physician:

From

Program: Portage ACT Team 1

Unitz Pheasant Hollow

Room: 010MA

Bed: 010-1E

Start Date/Time:  08/09/2016 12:00 AM

Admission Source:

Reason:

An asterisk (*) following the field name indicates a Required field in the Core SmartCare system. Your
system may have been customized to require additional fields.

Field

Description

IActivity

Client Search button

ezl

Click on the button to search for a client. Tell me how...

Client ID

The client's ID appears from the client's registration information. This field is disabled.

Client name

The client's name is displayed last name and first name. Click the hyperlinked name to
display the Client Summary page.

DOB The client's date of birth is displayed.

Gender The client's gender is displayed.

Initial Admit . e . .

Date/Time Displays the client's initial admission date and time.

Actin Identifies the action you are taking for the client. For this procedure, Schedule Discharge

should be displayed.

Scheduled Date

Identifies the date the client is being discharged. Defaults to today's date. Use the calendar
icon to select a new date, if needed.

Time Identifies the time of day the client will be discharged.

Non-Billable Check to identify the activity is non-billable.

Hold Bed This field is disabled.

Program Identifies the program the client is being discharged from. This field is disabled.
Overflow This field is disabled.

Bed Identifies the bed the client is being discharged from. This field is disabled.
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Field Description
Bed Search button

- This field is disabled.
Bed Search...

Only show beds for
selected program

This field is disabled.

Unit

Identifies the unit where the client is being discharged from.

Identifies the client type. Options are:

e Adult
Client Type o Adolescent
e Child
This field is disabled.
Room Identifies the room the client is currently occupying.
Enter comments as needed for the admission. You can enter an unlimited number of
Comments
characters. You can run spell check on the text you enter. Tell me how...
IAdmission Type Select whether the admission is Crisis or Non Crisis. This field is disabled.

IAdmission Source

Identifies the source of the admission. This field is disabled.

IAssignment Type

Identifies the Assignment Type. Assignment type is a customizable set of categories
that can be used by each organization as needed. This field is disabled.

Reason Identifies the reason for the discharge.

Location Identifies the location of the facility. This field is disabled.

Billing Procedure Identifies the procedure code to use for billing for the services. This field is disabled.
Clinician Identifies the clinician assigned to the client during this admission.

Physician Identifies the client's physician during this admission.

From

Program Identifies the program the client is being discharged from.

Unit Identifies the unit where the client was staying during this admission.

Room Identifies the room where the client was staying during this admission.

Bed Identifies the bed where the client was staying during this admission.

Start Date/Time

Identifies the date and time when the client was scheduled for discharge.
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Census Management Schedule Return From Leave Return Section Field

Definitions

Return

Return Program:
Return Bed:

Return Unit:

Return Room:
Assignment Type:

Location:

Action:  Schedule return from leave

Adult Inpatient v

State-Operated F: ¥

Scheduled Return: = Time:

Overflow

v #| Only show beds for selected program

Comments:
v Reasom: v

Billing Procedurs: | Flx Care Res MO ¥ P

An asterisk (*) following the field name indicates a Required field in the Core SmartCare system. Your
system may have been customized to require additional fields.

Field

Description

Action

Identifies the action you are taking for the client. It should display Schedule return from
leave for this procedure.

Scheduled Return Time

Identifies the date the client is expected to return from leave. Defaults to the current day's
date. Use the calendar icon to select a day in the future.

Return Program

Identifies the program the client is currently admitted to. Use the drop down arrow to
change if needed.

Overflow 7?2?
Return Bed Identifies the client's currently occupied bed. Change if needed.
Bed Search

If you need to change the client's bed for when they return from leave, click the Bed Search
button. Tell me how... (See page 123)

Only show beds for

Check to view only beds for the selected Return Program when you search for a bed.
selected program
Return Unit Identifies the unit where the client will return from leave.

Return Room

Identifies the room where the client will return from leave.

IAssignment Type

Identifies the Assignment Type. Assignment type is a customizable set of categories that can
be used by each organization as needed.

Reason Identifies the reason for the client's stay in the unit.

Comments Enter comments as needed for this action. You can enter an unlimited number of characters.
'You can run spell check on the text you enter. Tell me how... (See page 125)

Location Identifies the location of the facility.

Billing Procedure

Identifies the procedure code used for billing for admission to the bed.
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Census Management - Schedule Transfer Field Definitions

Census Management - Schedule Transfer “Save and Close [JlIB™3 e Vv e
Activity
5260 Metson, Rich.., DoOB: 08/24/1965 Gender:  Male Initial Admit Datey/Time:  0404/2016 12:00 AM
Ackion: Schedule Transfer Scheduled Date: |(4/21/2016 | Elw Time: Non-Billable Hold Bed
Program: i Orverflow
Bad: o o Only show beds for selected program
Usiit: Chent Typa:
Room: Coamments:
Admission Type: Admisslon Source:
Assigriment Type: | Summit ¥ Reason: ¥
Location: State-Operated Fi v Billing Proceduse: | Flx Care Res NO ¥
Clirician: ¥ | Phwysician: ¥ L
From
Program: Adult Inpatient
Uit Pheasant Hollow
Room: DOAMA
Bed: 009-1E
Start Date/Time:  04/04/2016 12:00 AM

An asterisk (*) following the field name indicates a Required field in the Core SmartCare system. Your

system may have bee

n customized to require additional fields.

Field Description
Click on the button to search for a client. Tell me how... (See page Error! Bookmark not
defined.) (See page Error! Bookmark not defined.)
Client ID The client's ID appears from the client's registration information.
Client name The client's name is displayed last name and first name.
DOB The client's date of birth is displayed.
Gender The client's gender is displayed.
. Identifies the action you are taking for the client. For this procedure, the Action should be

Action

Schedule Transfer.
Scheduled Date Identifies the date the transfer is scheduled to occur.
Time Identifies the time the scheduled transfer should occur.
Non-Billable Check to identify whether the scheduled transfer is non-billable.
Hold Bed This field is disabled.

- Identifies the program the client is scheduled to be transferred to. Click the drop down arrow

Program

to change the program.
Overflow This field is disabled.
Bed Identifies f[he bed the client is being transferred to. Click the drop down arrow to change the

bed selection.
Bed Search button Click the Bed Search button to select a new bed to transfer the client to. Tell me how... (See

Bed Search... page Error! Bookmark not defined.) (See page Error! Bookmark not defined.)

Only show beds for  [Identifies whether only beds available for the selected program are displayed during the bed
selected program search.
Unit Identifies the unit where the client is being admitted.

Identifies the client type. Options are:

e Adult
Client Type* e Adolescent
e Child

This field is disabled.
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Field Description
Room Identifies the room selected from the bed search.
Comments Enter comments as needed for the admission. You can enter an unlimited number of

characters.

Admission Type

Displays whether the admission was Crisis or Non Crisis. This field is disabled.

,Admission Source

Identifies the source of the admission. This field is disabled.

Assignment Type

Assignment type is a customizable set of categories that can be used by each organization as
needed.

Reason

Identifies the reason for the transfer.

Location

Identifies the location of the facility.

Billing Procedure

Identifies the procedure code to use for billing for the services.
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Census Management - Swing Bed Page Field Definitions

Census Management — Swing Bed

Activity

Action: Swing Bed

Start Date:

Priogram; Adult Inpatient
Bed: 008-1E

Uit Pheasant Hollow
Room: 0OBMA,

From

Bexd: 008-1E

Unit: Pheasant Hollow
Room: OOBMA

[ Save and Close IS o v

Tirme: End Date: T

Leave Procedure: Leave A
Procedure: Flx Care Res NOS v

Location: Slate-Oparated Faciity ol

Program; Adutt Inpatient
Procedure: Fht Care Res NOS

An asterisk (*) following the field name indicates a Required field in the Core SmartCare system. Your
system may have been customized to require additional fields.

Field Description

IActivity

Action Ic_jentifies the action being committed on the page. For this procedure, Swing Bed should be
displayed.

Start Date Identifies the date when the swing actions take place. Choose a date from the calendar icon.

Time Identifies the time of day the swing changes take place.

End Date Identifies the date when the swing changes change back to its previous settings.

Time Identifies the time on the End Date when the swing changes change back.

Program Identifies the program the bed belongs to.

Bed Identifies the bed being changed.

Leave Procedure Identifies the procedure code used to indicate when a client is leaving the bed.

Unit Identifies the unit where the bed is located.

Procedure Identifies the procedure code used to represent a daily service for the bed.

Room Identifies the room where the bed being changed is located.

Location Identifies the location of the unit, room and bed.

From

Bed Identifies the bed details before being changed.

Program Identifies the bed details before being changed.

Unit Identifies the bed details before being changed.

Procedure Identifies the bed details before being changed.

Room Identifies the bed details before being changed.
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Census Management - Transfer Page Field Definitions

DOB: 0824/ 1965 Gender:  Male Initial Admit Date/Time:  04/04/2016 12:00 AM
Tramsfer Date: | D4/21/2016 0= Tiene: Non-Bilable | | Hold Bed
Time:
v F
B
A B % only show beds for selected program
Chient Type:
Coanments:
Admission Source:

Reason: r
Bifling Procedure: | Flx Care Res NO v

Pivysician: s

Census Management - Transfer
Activity
526 HNelson, Rich,
Action; Transfer
Arrival Diate: e
Program;
Bed:
Unit:
Room:
Admission Type:
Assignment Type: | Summit
Lecation: Stale-Opsarated Fi ¥
Chinician:
From
Program: Adult Inpatient
Unit: Phessant Hollow
Room: 009MA
Bed: 009-1E
Start DabeTime:  O4)04/2016 12:00 AM

An asterisk (*) following the field name indicates a Required field in the Core SmartCare system. Your
system may have been customized to require additional fields.

Field Description

' i Click on the button to search for a client. Tell me how... (See page 124)
Client ID [The client's ID appears from the client's registration information.

Client name [The client's name is displayed last name and first name.

DOB [The client's date of birth is displayed.

Gender [The client's gender is displayed.

Initial Admit Date/Time

Identifies the client's initial admit date and time for this visit.

Action

Identifies the action you are taking for the client. For this procedure, the Action should be
[Transfer.

Transfer Date

Identifies the date the transfer is occurring. Defaults to the current day's date. Use the
calendar icon to select a different date.

Non-Billable

Check to identify the transfer is non-billable.

Hold Bed

This check box is disabled.

IArrival Date Time*

Select the date when the client should arrive at the new location.

Identifies the program the client is being transferred to. Click the drop down arrow to

selected program

Program*
change the program.

Overflow [This check box is disabled.

Bed Identifies the bed the client is being transferred to. Click the drop down arrow to change the
bed selection.

Bed Search button ) )

Bed Se h Click the Bed Search button to find an open bed.
Only show beds for Identifies whether you want only beds available for the selected program to be displayed

when you complete a bed search.

Unit

Identifies the unit where the client is being transferred.
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Field Description
Identifies the client type. Options are:
o Adult
Client Type* e Adolescent
e Child
This field is disabled.
Room Identifies the room selected from the bed search.
Comments Enter comments as needed for the admission. You can enter an unlimited number of

characters. You can run spell check on the text in this field. Tell me how... (See page 125)

IAdmission Type

Displays whether the admission was Crisis or Non Crisis.

IAdmission Source

Identifies the source of the admission.

IAssignment Type

Identifies the Assignment Type. Assignment type is a customizable set of categories that can
be used by each organization as needed.

Reason

Identifies the reason for the transfer.

Location

Identifies the location of the facility.

Billing Procedure

Identifies the procedure code to use for billing for the bed service.

From

Program Identifies the program the client was transferred from.
Unit Identifies the unit where the client was transferred from.
Room Identifies the room where the client was transferred from.
Bed Identifies the bed where the client was transferred from.

Start Date/Time

Identifies the date and time of the transfer.
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Status Actions

When the Status
is...

Occupied

On Leave

Discharged

Then you can perform this action...

Bed Change - use this procedure (See page 25) starting with step 4.

Transfer - use this procedure (See page 78) starting with step 5.

On Leave - use this procedure (See page 52) starting with step 5.

Discharge - use this procedure (See page 36) starting with step 5.

Schedule Bed Change - use this procedure (See page 19) starting with step 5.

Schedule Transfer - use this procedure (See page 75) starting with step 5.

e Schedule On Leave - use this procedure (See page 46) starting with step 5.

Note: If all of these actions are not available, it means a client has another action performed
which creates a new status in the future. Refer to View Client Visit Information.

e Return from Leave - use this procedure (See page 63) starting with step 5.
e Schedule Return from Leave - use this procedure (See page 57) with step 5.
¢ Discharge - use this procedure (See page 41) with step 5.

No actions are available.
o Transfer - use this procedure (See page 78) starting with step 5.

Scheduled Bed Change |o Schedule Bed Change - use this procedure (See page 19) starting with step 5.

e Schedule On Leave - use this procedure (See page 46) starting with step 5.
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Swap Bed Window Field Definitions

Bed1

Bed:
Unit:
Room:

@ X

009-1E(Adult) Client : Nelson, Richard(575260)
Pheasant Hollow
009MA

Bed2
Date:
Bed2

Unit:
Room:

04/21/2016 |EE~ Time: 1417-00 AM

£# Client :

An asterisk (*) following the field name indicates a Required field in the Core SmartCare system. Your
system may have been customized to require additional fields.

Field Description

Bedl

Bed Identifies the first client who wants to swap beds.

Client Identifies the first client's name and client ID.

Unit Identifies the unit where the occupied bed is located.

Room Identifies the room where the occupied bed is located.

Bed?2

Date Time The current day's date is displayed and cannot be changed. Enter the time for the swap.
Type the bed number that is being swapped. The information is displayed in a drop down of
the field. Select the item in the drop down, if it is the desired bed.

Bed2* -
If you select a bed and need to change it, click the toolbar item which will clear all the
fields in the Bed2 section.

Client Identifies the current occupant of the bed selected in the Bed?2 field.

Unit Displays the unit where the selected bed is located.

Room Displays the room where the selected bed is located.
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Inpatient Activity Details

You can access and use the Inpatient Activity Details page from either Bed Census or Bedboard list

pages:

Access from Bedboard

Access from Bedboard (See page 112)

On the Inpatient Activity Details page, you can perform new activities, change and delete records from a
client's activity details list. Only certain Actions are available depending on the client's status. Refer to the
following table for more information:

Status

Occupied

On Leave

Discharged
Returned from Leave

Scheduled Admission

Scheduled Bed Change

Scheduled Return from
Leave

Available Actions

Bed Change - use this procedure (See page 25) starting with step 4.

Transfer - use this procedure (See page 78) starting with step 5.

On Leave - use this procedure (See page 52) starting with step 5.

Discharge - use this procedure (See page 36) starting with step 5.

Schedule Bed Change - use this procedure (See page 19) starting with step 5.
Schedule Transfer - use this procedure (See page 75) starting with step 5.
Schedule On Leave - use this procedure (See page 46) starting with step 5.

Note: If none of these actions is available, it means the client has another action performed
which creates a new status in the future. Refer to View Client Visit Information.

Return from Leave - use this procedure (See page 63) starting with step 5.
Schedule Return from Leave - use this procedure (See page 57) with step 5.
Discharge - use this procedure (See page 41) with step 5.

No actions are available.
No actions are available.

Admit - use this procedure starting with step 7.
Cancel Admission - use this procedure starting with step 5.

Transfer - use this procedure starting with step 5.
Schedule Bed Change - use this procedure starting with step 5.
Schedule On Leave - use this procedure starting with step 5.

Return from Leave - use this procedure starting with step 5.
Schedule Bed Change - use this procedure starting with step 5.
Schedule Transfer - use this procedure starting with step 5.
Schedule On Leave - use this procedure starting with step 5.

Why can't | access these screens? (See page 129)
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Access Inpatient Activity Details from the Bedboard Page

1. Display the Bedboard list page. Tell me how... (See page 3)
2. Filter the list to display the information you want. Tell me how... (See page 126)

3. Find the client you are working with. Tip: Click the Client Name column heading to display the
names in alphabetical order.

4. To display the Inpatient Activity Details page, click on the:

o hyperlinked status - to display the Inpatient Activity Details page with the Activity Details tab
active.

-0r -

e open book toolbar item in the column to the right of the drop-down arrows - to display
the Inpatient Activity Details page with the Visit tab active.
The Inpatient Activity Details page is displayed.

Why can't | access these screens? (See page 129)
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Change an Activity

You can change an activity completed on a client's visit on the client's account. However, the status of the

existing activity determines what changes you can make on the visit.

1. Find the client you want to work with on the list page.

2. Click the hyperlinked status in the Status column.

The Inpatient Activity Details page with the Activity Details tab active is displayed.

Inpatient Activity Details

Elxv0 ve

Visit Activity Detalls

i 2104534 wilson, Sa Start Date:  |03/01/2016  [EEv Time: |4:54 AM
016 | [EE Tima: |2:11 PM

Status: Oceupiod Dispesition: Discharged End Date: |

Hold Bed

Oy show beds for selected program Mor-Billable

Comments:
Reason: AlcoholDrug tre ¥ commants

Billing Procedure: | Fix Cars Res MN( ¥

Physician: b

3. Click the drop down arrow in the Action field.

The permissible actions for this status are displayed in the drop down box. Shown below are the
actions available for each status.

If the Status is...  |You can perform this action...

Bed Change - use this procedure (See page 25) starting with step 4.

Transfer - use this procedure (See page 78) starting with step 5.

On Leave - use this procedure (See page 52) starting with step 5.

Discharge - use this procedure (See page 36) starting with step 5.

Schedule Bed Change - use this procedure (See page 19) starting with step 5.
Schedule Transfer - use this procedure (See page 75) starting with step 5.

e Schedule On Leave - use this procedure (See page 46) starting with step 5.

Note: If none of these actions is available, it means a client has another future action
already performed. Refer to View Client Visit Information.

Occupied

o Return from Leave - use this procedure (See page 63) starting with step 5.
On Leave o Schedule Return from Leave - use this procedure (See page 57) with step 5.
o Discharge - use this procedure (See page 41) with step 5.
Discharged No actions are available.
Returned from Leave |No actions are available.
o Admit - use this procedure (See page 12) starting with step 7.
e Cancel Admission - use this procedure (See page 8) starting with step 5.
Transfer - use this procedure (See page 78) starting with step 5.

o Schedule Bed Change - use this procedure (See page 19) starting with step 5.
Schedule On Leave - use this procedure (See page 46) starting with step 5.

Scheduled Admission

Scheduled Bed
Change

113



Bedboard User Guide

If the Status is... |You can perform this action...

Return from Leave - use this procedure (See page 63) starting with step 5.
Schedule Bed Change - use this procedure (See page 19) starting with step 5.
Schedule Transfer - use this procedure (See page 75) starting with step 5.
Schedule On Leave - use this procedure (See page 46) starting with step 5.

Scheduled Return
from Leave

Why can't | access these screens? (See page 129)
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Modify Visit Information

You can modify visit information for a client. You can modify the following information:

o Emergency Room Arrival Date

o Emergency Room Arrival Time

e Emergency Departure Date

e Emergency Room Departure Time
e Admit Decision Date

e Admit Decision Time

e Client Type

e DRG Code

e Admission Type

e Admission Source

To Modify Visit Information

1. Display the Inpatient Activity Details page for the client.

Access from Bedboard (See page 112)

2. Make sure the Visit tab is active.

3. Inthe Visit Information section, click the Modify button.

A pop-up window is displayed.

SmartCare

Emergency Room Arrival Date: it g
Emergency Room Arrival Time: 00:00

Emergency Room Departure Date: it
Emergency Room Departure Time 00:00

Admit Decision Date: 04/01/2016 | EH~
Admit Decision Time 00:00

Client Type: Adult

DRG Code:

Admission Type: Crisis

@'X

v

Admission Source: 7 - Emergency room - ¥

4. Type or change information in the fields. View field definitions (See page 121).
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5. When you have made all your changes, click the Save button.
The Inpatient Activity Details page is displayed with the Visit tab active.

Why can't | access these screens? (See page 129)
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Field Definitions

Inpatient Activity Details Page Activity Details Tab Field Definitions

Inpatient Activity Details
Visit Activity Details

Activity

E 2104534 wilson, Sarr
Status: Oceupied

Action: Mo achons avarlzble
Program: Adutt Inpatient
Bed: 0i0-1E

Unit: Pheasant Hallow
Room: 010MA
Assignment Type: Salt Lake Co ¥
Location: State-Operal ¥
Clinician:

B x w0 v e

Start Date: | 03/01/2016 j' Time: | 4:54 AM
Disposition: Discharged End Date: 212006 | Bl Time:
v Agrival Date: |03/01/2016 | [ Time: | 00:00
v Overflow Hold Bed
v Only show beds for sebected program Non-Billabie
Comments:
Reason: AlcoholDrug tre ¥ comments
Bifling Procedure: | Flx Care Res NC ¥
Physician: L

An asterisk (*) following the field name indicates a Required field in the Core SmartCare system. Your
system may have been customized to require additional fields.

Field Description

Activity

a Click to display the Client Search page. Tell me how...

Client ID Identifies the client's ID number assigned when the client was registered.

Client's Name

Identifies the client's last name, first name.

Start Date Time*

Identifies the date and time of the scheduled admission.

Status

Identifies the current status of the client's visit.

Disposition

If you are applying a new action to the client's status, identifies the previous status.

End Date Time

Identifies the end date and time for the current action.

Action

Identifies the action you are taking on this client's visit. Click the drop down arrow to choose
the action.

IArrival Date Time

Identifies the date and time when the client arrived for the action shown in the Status field.

Program Identifies the program the client is enrolled in.

Overflow What is this???

Hold Bed Identifies that you want to hold the selected bed for this action on the client's visit.
Bed Identifies the bed the client is occupying.

Bed Search button

Click the Bed Search button to find a different bed for the client. If you want to view only
the beds that are valid for the selected program, click the "Only show beds for selected
rogram™ option.

Only show beds for
selected program

Identifies whether or not you want to only view the beds that are valid for the selected
rogram.

Non-billable

Identifies that the action is non-billable. This means no service will be created and billed for
this action.

Unit Identifies the unit where the bed is located.

Room Identifies the room where the bed located.

IAssignment Type Identifies the Assignment type for this action.

Reason Identifies the reason for the action.

Comments Enter comments about action. You can enter unlimited number of characters.
Location* Identifies the location of the bed.

Billing Procedure*

Identifies the billing code that identifies this action.
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Field Description
Clinician Identifies the client's clinician.
Physician Identifies the client's physician.
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Inpatient Activity Details Visit Tab Field Definitions

Inpatient Activity Details

Visit

Visit Information

Admit Date: |03/01/2016
Emergency Rocm Arrival Date:
Emergency Room Departure Ciate:

Admit Dec

n Date:

Admission Type:

Activity
Stanrt Date & End Date

03/01/2016 04/21/2016

Wisit Id: 336 Client: | 210453 Wikon, Sar

Admit Time: |D4:5

Requested Date: Scheduled Date:

4 AM Discharged Date: D 21/201¢ Discharge Timae:

Client Type:
DRG Code:

Ditscharg

Admission Source:

Status

Occupied

Bed Proaram

Achlt Inpatie...

010-1E-010MA,....

comments

An asterisk (*) following the field name indicates a Required field in the Core SmartCare system. Your
system may have been customized to require additional fields.

Field Description

\Visit Information

Visit Id Identifies the unique ID number assigned when the client was admitted for this visit.
Client Identifies the client's ID.

Client Name

Client's last name and first name.

Requested Date

Identifies the date the admission was requested.

Scheduled Date

Identifies the date the admission was scheduled.

Status Identifies the current status of the client.
IAdmit Date Identifies the date the client was admitted for this visit.
Admit Time Identifies the time the client was admitted for this visit.

Discharged Date

Identifies the date the client was discharged from the visit.

Discharge Time

Identifies the time the client was discharged from the visit.

Modify button

Click the Modify button to edit grayed out fields in the Visit Information section. Tell me
how... (See page 115)

Emergency Room
Arrival Date

Identifies the date the client arrived at the emergency room prior to this visit.

Emergency Room
Arrival Time

Identifies the time the client arrived at the emergency room prior to this visit.

Client Type

Identifies whether the client is Adult, Adolescent or Child.

Emergency Room
Departure Date

Identifies the date when the client left the emergency room.

Emergency Room
Departure Time

Identifies the time when the client left the emergency room.

DRG Code

Identifies the Diagnosis Related Group (DRG) code used to classify the services group.

IAdmit Decision Date

Identifies the date when the decision was made to admit the client.

IAdmit Decision Time

Identifies the time when the decision was made to admit the client.

Discharge Type

Identifies the reason for the discharge.
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Field

Description

IAdmission Type

Identifies whether the admission is Crisis or Non-crisis.

IAdmission Source

Identifies the referral source for the admission.

IActivity

Start Date Identifies the beginning date for an action on this client's visit.

End Date Identifies the end date for an action on this client's visit.

Status Identifies the status that defines the action taken on this client's visit.

Disposition Identifies the status was changed. A new record line is displayed in the Activity section.
Bed Identifies the bed the client was occupying when the action was initiated,

Program Identifies the program the client is enrolled in for this action.

Comment Identifies any comments entered for this action for this client.
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Inpatient Activity Details Visit Tab Modify Window Field Definitions

SmartCare (2) R
Emergency Room Arrival Date: _E'
Emergency Room Arrival Time: 00:00
Emergency Room Departure Date: _E'
Emergency Room Departure Time: 00:00
Admit Decision Date: 50T A
Admit Decision Time: 00:00
Client Type: Adult v

| DRG Code: I
Admission Type: Crisis v I
Admission Source: v I

An asterisk (*) following the field name indicates a Required field in the Core SmartCare system. Your
system may have been customized to require additional fields.

Field Description

Emgrgency Room Identifies the date the client arrived at the emergency room prior to this visit.
IArrival Date

Emgrgenqy Room Identifies the time the client arrived at the emergency room prior to this visit.
IArrival Time

Emergency Room
Departure Date

Identifies the date when the client left the emergency room.

Emergency Room
Departure Time

Identifies the time when the client left the emergency room.

IAdmit Decision Date

Identifies the date when the decision was made to admit the client.

IAdmit Decision Time

Identifies the time when the decision was made to admit the client.

Client Type

Identifies whether the client is Adult, Adolescent or Child.

DRG Code

Identifies the Diagnosis Related Group (DRG) code used to classify the services group.

IAdmission Type

Identifies whether the admission is Crisis or Non-crisis.
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Field

Description

,Admission Source

Identifies the referral source for the admission.
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Search
Search for a Bed

1. Inthe Activity section, click the Bed Search toolbar item.

The Bed Search page is displayed. View field definitions.

SmartCz

Bed Search
From |04/25/2016 | v To iiicng Bed Name Program | All Programs v
Unit All Units v Type 1 All Types v Type 2 All Types v
Room | All Rooms v Type 3 All Types A Type 4 All Types v
Record Found

Bed Room Unit Program A | Start Date End Date Typel Type 2 Type 3 Type 4

008-1E 008MA Pheas... Adult Inpatient 01/01/1990 Adult

010-1E 010MA Pheas... Adult Inpatient 01/01/1990 Adult

102-1w 102wWB Pheas... Adult Inpatient 01/01/1990 Adult

104-1S 104WB Pheas... Adult Inpatient 01/01/1990 Adult

108-1E 108MA Pheas... Adult Inpatient 01/01/1990 Adult

110-2-1W 1iowc2z Pheas... Adult Inpatient 01/01/1990 Adult

111-1IN 111WB Pheas... Adult Inpatient 01/01/1990 Adult

112-1wW 112WB Pheas... Adult Inpatient 01/01/1990 Adult

201-1W 201MB Pheas... Adult Inpatient 01/01/1990 Adult

202-1W 202MB Pheas... Adult Inpatient 01/01/1990 Adult

203-1wW 203MB Pheas... Adult Inpatient 01/01/1990 Adult

204-15 204WB Pheas... Adult Inpatient 01/01/1990 Adult

INS_1C IANSIAIR DhaAse A Tanatinnd N ind Honn AAul+

2. Filter the list to determine the records that are displayed. Tell me how... (See page 127)
3. Click the Search button to start the search.
All records which match the search are displayed in the Record Found section.
4. Select the bed by clicking the radio button to the left of the record you want.
5. Click the Select button.
The Census Management page you were working on is re-displayed.

Why can't | access these screens? (See page 129)
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Search for a Client

When you click on the drop-down arrow next to Open in the Bedboard List Page, the Search for Client
window is displayed. In this window, you search for the client you want to admit. If the client has already
been entered in the system, use that client record to complete the admission. If the client is not found, then
follow your office's policy for entering the client.

Searching Best Practices

To avoid duplicate records, use due diligence to ensure the client is not already entered in the
system.

Use the defined search strategy as explained in the procedure below.
Use more specific searches found in the Other Search Strategies section, as needed.

If no matches are found, assume the client is new and has not been registered in the system.
Follow your office policy for registering the client.

To Search for a Client

1.

When the Client Search window is displayed, complete the Name Search, SSN Search and DOB
Search fields. View field definitions (See page 124).

Click the Broad Search button.

If no client is found, click the Narrow Search button.
If no client is found, click the SSN Search button.

If no client is found, click the DOB Search button.

When using Other Search Strategies, enter the information you want to search on and click the
blue button to the left of the field to start the search.

If a matching record is found, the information is displayed in the Records Found tab.
a. Verify that the information that is listed matches the client you are working with.

b. If more than one client is listed, select the open circle to the left of the client line to select the
client in the Records Found section.

c. Click the Select button.
_Or'_

If no match is found, the client is not entered in the system.

Why can't | access these screens? (See page 129)
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Miscellaneous
Check for Spelling Errors in a Free-form Comment Field

When you have entered text in free-form comment fields on a page or window, if the spell check icon is
present in the task bar, you can check for spelling errors in the comment fields.

1. Complete all comment fields on a page or window.

HBC,

2. Click the spell check v icon in the task bar.
Spell Check searches all comment fields.
If a misspelled word is found, the Spell Check window is displayed.

3. Notice that the misspelled word is bolded and underlined with a red dotted line in the Not in
Dictionary pan. Suggestions for correct spellings are listed in the Suggestions panel. View field

definitions.

=] Spell Check a

Not in Dictionary:

maladaptive behavior. We spent time hearing successes and
encouraging

Ignore
Ignore All

. Add Custom
Suggestions:
chining
chaining ﬂ
shining
chinning Change All

Close

_Or_
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If the Spell check is complete window is displayed, the spell check is complete.

] . Ld

0 The spelling check is complete.

4. Click the Yes button in the Spell check is complete window.
The page you started the Spell Check from is displayed.

Why can't | access these screens?
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Filter a List Page

A list page displays a list of all the content categories on the page. Using the filters you can narrow the list
of information that you view. The filters vary depending on the content of the list.

1. Follow a path from a banner selection to display a list page.
The list page is displayed

2. Inthe drop-down lists in the Filter box, select the items in each drop-down list to limit what is
displayed on the page.

3. Click the Apply Filter button.

Note: The filter that you apply to that page remains until you change the filters and click the Apply
Filter button again.

4. When the list is displayed, click on a hyperlinked item to view the detail page for that item.
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Filter a Search Page

SmartCs

Bed Search
From 04/25/2016 | E&* To v Bed Name Program | All Programs. v
Unit All Units v Type 1 All Types v Type 2 All Types v
Room | All Rooms v Type 3 All Types v Type 4 All Types v
Record Found

Bed Room Unit Program A | Start Date End Date Type 1 Type 2 Type 3 Type 4

008-1E 008MA Pheas... Adult Inpatient 01/01/1990 Adult

010-1E 010MA Pheas... Adult Inpatient 01/01/1990 Adult

102-1wW 102wB Pheas... Adult Inpatient 01/01/1990 Adult

104-1S 104WB Pheas... Adult Inpatient 01/01/1990 Adult

108-1E 108MA Pheas... Adult Inpatient 01/01/1990 Adult

110-2-1W 11o0wez2 Pheas... Adult Inpatient 01/01/1990 Adult

111-1N 111WB Pheas... Adult Inpatient 01/01/1990 Adult

112-1wW 112WB Pheas... Adult Inpatient 01/01/1990 Adult

201-1w 201MB Pheas... Adult Inpatient 01/01/1990 Adult

202-1wW 202MB Pheas... Adult Inpatient 01/01/1990 Adult

203-1wW 203MB Pheas... Adult Inpatient 01/01/1990 Adult

204-1S 204WB Pheas... Adult Inpatient 01/01/1990 Adult

aNE_4c aNSn DhAse AAil TanasHAnt n1/n4 iHoon Al

A Filter section is provided at top of a Search window. Use the fields in the Search section to narrow or
broaden the list of items that are displayed from the search.

The fields in the Filter section are representative of the various data fields for the records that you can
search for. The drop down lists for each of the data fields let you narrow the display of records to search
for.
To use a Filter section on a search page:

1. Click the drop down list for each data field that you want to filter by.

2. Select an option from the drop down list.

3. When done changing filters, click the Search button.
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Why Can't | Access a Screen?

You can only access screens that your user sign on has been granted access to. This property is referred to
as Permissions. Use the table below to find the screen you need access to and determine the Permissions
that are needed. To solve this, you need to discuss this issue with your system administrator to have the
Permissions changed.
To access Permissions:

1. Follow this path: Administration » User/Role Setup P Role Definition.

The Role Definition page is displayed. View field definitions.

From the Role Definition page, you can:

Determine Which Permissions Are Needed for the Bedboard Pages

You Need Permission Type | Parent Permission Item
Banners Administration Units/Rooms/Beds (Units/Rooms/Beds)
Banners Client Client Summary (Client Summary)
Banners My Office Bedboard (Bedboard)
Screens Administration Bed Details
Screens Administration Room Details
Screens Administration Unit Details
Screens Client Client Search
Screens My Office Admit
Screens My Office Bed Census
Screens My Office Bed Change
Screens My Office Census Management
Screens My Office Discharge
Screens My Office Inpatient Activity Details
Screens My Office On Leave
Screens My Office Schedule Admission
Screens My Office Schedule Bed Change
Screens My Office Schedule On Leave
Screens My Office Schedule Return From Leave
Screens My Office Schedule Transfer
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Role Definitions Page Field Definitions

Role Definition [ Save J 4

Roles

Permission Utilities
Select a role to use the utilities below

drel Party

missions from one role to selected role...

from selected role..,

Gran mplete a to sel role..,

——
Environment Yerification Role
Heaith Maintenance Alert
Irtake

LCM

Default Permissions for Selected Role

Select Permission Type T Select Parent v Al v

A Yes in the Required? column below identifies those fields that are required in the Core SmartCare
system. Your system may have been customized to require additional fields.

Field Description

All roles defined in the system. A role defines a collection of permissions to make it easier
to assign permission to each staff member who will use the system. Permissions are
assigned to staff to give them permission to access list pages, screens and windows in
SmartCare.

Roles

Click the Add Role button to add a new role to the system and assign permissions to that

Add Role
. Role__]| role.

i o
Add Role

.Sr%egt Permission Use this drop down list to display one permission type for the selected role.
Select Parent Use this drop down list to select a specific parent type to view.
All Use this drop down list to select to view all permissions, Granted permissions or Denied

permissions for the selected role.

Selected Role This field appears if you have selected a role in the Roles section.

Click the hyperlink to copy permissions set up for one role to the Selected Role. When you
click the Save button, all permission are copied from the role you select in the Copy
Permission from... drop down list. However, If there are permission already set up on the
Selected Role, these permission are not overridden.

Copy permissions
from one role to
selected role

Remove permissions
from selected role
Grant complete access
to the selected role

Use this option to remove all permissions from the selected role.

Use this option to grant all permissions in the system to the selected role.
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A

Access 147
screen 147

Action 12, 14, 77, 80

Active 140

Activity 48

Administration 75

Admission 6, 14
Cancel 14
Change 14
Schedule 6

Admission Source 6, 12, 14, 21, 27, 38, 43, 48,
54, 59, 65, 77, 80

Admission Type 6, 12, 14, 21, 27, 38, 43, 48,
54,59, 65, 77, 80

Select 14
Admit 12, 14
Client 12, 14
Admit button 139
Admit Date 75
Admit Date Time 12, 14, 27
Admit Decision Date Time 12, 14, 27
Adolescent 139

Adult 139

All Beds 6, 14, 21, 27, 38, 43, 48, 54, 59, 65, 70,
77,80

All Programs 6, 14, 21, 27, 38, 43, 48, 54, 59,
65, 70, 77, 80

All Rooms 6, 14, 21, 27, 38, 43, 48, 54, 59, 65,
70,77, 80

All Statuses 6, 14, 21, 27, 38, 43, 48, 54, 59, 65,
70,77, 80

All Units 6, 14, 21, 27, 38, 43, 48, 54, 59, 65,
70,77, 80

Alphanumeric 21, 27
Apply Filter 21, 27, 77, 80
Arrival Date 12
Enter 12
Arrival Date Time 6, 12, 14, 27, 48, 54, 77, 80

Assignment Type 6, 12, 14, 21, 27, 38, 43, 48,
54,59, 65, 77, 80

Select 14
B

Bed 6, 12, 14, 21, 27, 38, 43, 48, 54, 59, 65, 70,
75,77, 80, 139

Search 139
Swing 75

Bed Assignment 27
Change 27

Bed Attendance 147

Bed Board list 75
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Bed Change Assignment 27
Delete 27
Bed Changed 21, 27, 70, 147
changed 21, 27
Schedule 21
Bed Name 139
Bed Search 14, 139, 147
Bed Search button 6, 21, 38, 43, 48, 77, 80
use 48
using 21
Bed Search icon 59, 139
use 59
Bedl 70
Bed2 70
Complete 70

Bedboard 6, 12, 14, 21, 27, 38, 43, 48, 54, 59,
65, 70, 75, 77, 80, 147

return 48, 54, 65

Bedboard 1.02.18.2016 75

Bedboard list 21, 27, 48, 54, 70, 75, 77, 80, 139
Display 27, 70
Open 75

Bedboard List Page 140

Beds Details 147

Beds list 75

Before You Begin 6, 14, 48, 54, 59, 65, 77, 80
Best Practices 140
Searching 140

Billing 6, 12, 14, 21, 27, 38, 43, 48, 54, 59, 65,
77,80

Procedure 6, 12, 14, 21, 27, 38, 43, 48, 54, 59,
65, 77, 80

Broad Search button 140
C
Cancel 6, 14
Admission 14
Scheduled Admission 6
Cancel Admission 6
Cancel Admission window 6
Cancel Date 6
Cancel Date Time 6

Census Management 6, 12, 14, 21, 27, 38, 43,
48, 54, 59, 65, 75, 77, 80, 147

Change 6, 14, 21, 27, 48, 54
Admission 14
Bed Assignment 27
Bed Changed 21, 27
Client's On Leave Setting 54
Client's Scheduled On Leave Setting 48
Scheduled Admission 6

Change Swapped Beds 70
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Check 48
Return 48
Checkbox 14, 48, 140
Child 139
Client 12, 14, 38, 43, 59, 65, 80, 140
Admit 12, 14
Discharge 14, 43
Manage Discharging 38
Return 59, 65
Schedule 59
Search 140
Transfer 80

Client ID 6, 12, 14, 21, 27, 38, 43, 48, 54, 59,
65, 77, 80, 140

Identifies 140
Client ID Search 140

Client Name 6, 14, 21, 27, 38, 43, 48, 54, 59, 65,
70, 75, 77, 80

Client Search 6, 14, 147
Client Search window 140
Client Summary 147

Client Type 6, 12, 14, 21, 27, 38, 43, 48, 54, 59,
65, 75, 77, 80

Client's Master ID 140
Identifies 140

Client's On Leave 48, 54, 59

Delete 59
Schedule 48
Set 54
Client's On Leave Setting 54
Change 54
Delete 54
Client's Return From Leave Setting 65
Delete 65
Client's Scheduled On Leave Setting 48
Change 48
Delete 48

Client's Scheduled Return From Leave Setting
59

Delete 59
Client's Transfer 77
Schedule 77

Close 6, 12, 14, 21, 27, 38, 43, 48, 54, 59, 65,
75,77, 80

Complete 48, 70, 140

Bed2 70

Name Search 140

Return 48
Confirmation Message window 48, 54, 59, 65
Crisis 6, 12, 14, 27, 38, 43, 48, 54, 59, 65, 77, 80

Customizable 139
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D
Date Time 70
Dd 140
Defaults 48
Delete 14, 27, 48, 54, 59, 65
Bed Change Assignment 27
Client's On Leave 59
Client's On Leave Setting 54
Client's Return From Leave Setting 65
Client's Scheduled On Leave Setting 48

Client's Scheduled Return From Leave Setting
59

On Leave 54
Return From Leave 59, 65
Delete Swapped Beds 70
Determine 147
Permissions 147
Discharge 14, 38, 43, 48
Client 14, 43
Discharge Date Time 38, 43
Discharge Type 14, 38, 43
select 38, 43
Display 27, 70

Bedboard list 27, 70

DOB 6, 12, 14, 21, 27, 38, 43, 48, 54, 59, 65, 77,
80, 140

DOB Search 140
E
Elective 14
Emergency 14
Emergency Room Arrival Time 12, 14, 27
Emergency Room Departure Time 12, 14, 27
End Date 54, 75
End Date Time 6, 48, 54
Enter 12
Arrival Date 12
Expected Discharge Date Time 12, 14, 27
F
Filter 48
First Name 140
G
General 139
Grayed 6, 14, 38, 43, 48, 54, 59, 65
H
Handicap 139

Hold Bed 6, 12, 14, 21, 27, 38, 43, 48, 54, 59,
65, 77, 80

Hypens 140

Hyperlinked 14, 48
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ID 6, 12, 14, 21, 27, 38, 43, 48, 54, 59, 65, 70,
77, 80, 140

Identifies 6, 14, 21, 27, 38, 43, 48, 54, 59, 65,
70, 77, 80, 140

Client's ID 140
Client's Master ID 140

Program 6, 14, 21, 27, 38, 43, 48, 54, 59, 65,
70,77, 80

Room 6, 14, 21, 27, 38, 43, 48, 54, 59, 65, 70,
77,80

Unit 6, 14, 21, 27, 38, 43, 48, 54, 59, 65, 70,
77,80

Include Client Contacts 140

Information 14

Initial Admit Date 6, 14, 38, 43, 48, 54, 59, 65
Inpatient Activity Details 6, 48, 54, 59, 65, 147
Inpatient Visit Activity 6, 14

Inpatient/Residential 6, 12, 14, 21, 27, 38, 43,
48, 54,59, 65, 70, 75, 77, 80

Insured ID Search 140

Last Name 140
Leave 48, 54, 59, 65, 147
Leave Procedure 75

Leave Start Date 54

M

Manage Discharging 38
Client 38

Master Client ID 140

Master Client ID Search 140

Master ID 140

My Office 6, 12, 14, 21, 27, 38, 43, 48, 54, 59,
65, 70, 75, 77, 80, 147

N

Name Search 140
complete 140

Narrow Search 140

Need Permission Type 147

Non Crisis 6, 12, 14, 27, 38, 43, 48, 54, 59, 65,
77,80

Non-Billable 6, 12, 14, 21, 27, 38, 43, 48, 54,
59, 65, 77, 80

Nter 140

0]

Occupied 14, 38, 43, 48, 54, 59, 65, 70
Status 14

OK 6, 14,70

On Leave 38, 43, 48, 54, 59, 65
delete 54

Only Include Active Clients 140

Open 6, 14, 75, 140
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Bedboard list 75

Open Client Search 6, 14
select 6, 14

Open Inpatient Visit Activity 6, 14
select 6, 14

Open Status 6

Other 6, 14, 21, 27, 38, 43, 48, 54, 59, 65, 70,
77,80

Other Search Strategies 140
P

Page 6, 12, 14, 21, 27, 38, 43, 48, 54, 59, 65, 70,
75,77, 80

Permission Item 147
Permissions 147

determine 147
Philhaven372 75
Phone # Search 140
Primary Clinician 140
Primary Clinician Search 140

Procedure 6, 12, 14, 21, 27, 38, 43, 48, 54, 59,
65, 77, 80

Billing 6, 12, 14, 21, 27, 38, 43, 48, 54, 59,
65, 77, 80

Program 6

Programs 6, 14, 21, 27, 38, 43, 48, 54, 59, 65,
70, 77, 80, 140

Identifies 6, 14, 21, 27, 38, 43, 48, 54, 59, 65,
70, 77, 80

Select 140
R
Reason 6
Records Found 139, 140

Residential 6, 14, 21, 27, 38, 43, 48, 54, 59, 65,
70, 77, 80

Return 48, 54, 59, 65
Bedboard 48, 54, 65
check 48
Client 59, 65
Complete 48

Return Bed 48

Return Date 59, 65

Return From Leave 59, 65
delete 59, 65

Return Program 48

Return Room 48

Return Unit 48

Role Definition 147

Room 6, 12, 14, 21, 27, 38, 43, 48, 54, 59, 65,
70, 75, 77, 80

Identifies 6, 14, 21, 27, 38, 43, 48, 54, 59, 65,
70,77, 80

Rooms Details 147
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S

Save 6, 12, 14, 21, 27, 38, 43, 48, 54, 59, 65, 75,
77,80

Save button 6, 12, 48, 54
Schedule 6, 21, 48, 59, 77

Admission 6

Bed Change 21

Client 59

Client On Leave 48

Client's Transfer 77
Schedule Admission button 139
Schedule Bed Change 21, 147
Schedule Date Time 6, 21
Schedule On Leave 48
Schedule Return 48, 54, 59, 147
Schedule Return From Leave 48, 59
Schedule Transfer 77, 147
Scheduled Admission 6, 12, 147

Cancel 6

Change 6
Scheduled Date 12, 14, 48
Scheduled Return Time 48
Screen 147

access 147

Search 139, 140

Bed 139
Best Practices 140
Client 140
Select 6, 14, 38, 43, 140
Admission Type 14
Assignment Type 14
Discharge Type 38, 43
Open Client Search 6, 14
Open Inpatient Visit Activity 6, 14
Program 140
Select Bed Change 27
Select button 6, 14
Select Schedule Bed Change 21
Set 54
Client On Leave 54
SmartCare 140
SSN 140
SSN Search 140
Start Date 14, 21, 48, 54, 59, 65, 75
Start Date Time 6, 48, 54
Start Leave Date 48

Status 6, 12, 14, 21, 27, 38, 43, 48, 54, 59, 65,
70, 75,77, 80

Occupied 14

Swap Bed window 70
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Swap Beds 70
Swing 75
Bed 75
Swing Bed 75
T
Time 6, 12, 14, 21, 38, 43, 48, 54, 59, 65
Transfer 77, 80
Client 80
Transfer Date 77, 80
U
Undo Swapped Beds 70

Unit 6, 12, 14, 21, 27, 38, 43, 48, 54, 59, 65, 70,
75,77, 80

Identifies 6, 14, 21, 27, 38, 43, 48, 54, 59, 65,
70, 77, 80

Unit Details 147
Units/Rooms/Beds 147
Urgent 14
Use 48, 59
Bed Search button 48
Bed Search icon 59
User/Role Setup 147
Using 21
Bed Search button 21
\
View 75

View Statuses 6, 14, 21, 27, 38, 43, 48, 54, 59,
65, 70, 77, 80

Visit 48
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