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Services and Services/Notes

You manage services, service notes and documents for clients in the Services and Services/Notes banners.
Entering a service is the first step in creating a charge for billing insurance plans for payment. A service is
the activity that the agency or staff provides to the client.

When a service is scheduled for the client in the future, it has a status of Scheduled. This indicates that the
service is on the schedule for the client or clinician.

Billing Process

When the client appears for the service, the status is changed to Show.

Depending on the procedure code defined for the service, a service note may be required. If so,
completing and signing the service note is the second step in creating a charge for billing plans for
payment. After the service has ended, the clinician creates and signs the Service Note.

When the service has a status of Show and, where applicable, a signed note, there is an overnight process
that runs that adds the charge to the service. The overnight process checks that all procedure and
insurance plan rules are met and if met, changes the status to Complete.

If a rule is not met, the status remains Show and the service is listed in the Service Needing Attention
widget on the Dashboard. If the charge cannot be billed, warning and error messages appear for the

client's charge on the Service Detail page.

View Service Notes Status (See page 64)

Access Services and Services/Notes

There are several ways you can access the Services page and the Services/Notes page. The access process
you use, depends on your job function and permissions.

Manage a
Access From Purpose Note?
My Office tab > Billing banner > Services Access all clients’ services.
sub-banner > Service Detail page e Schedule a service for a client. No
e Identify when the client arrives for the
service.
Client tab > Services banner > Service Access a specific client's services.
Detail page e Schedule a service for that client. No
e Identify when the client arrives for the
service.
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Access From Purpose l'\\l/lgpe%ge a
e Access a specific client's services.
e Schedule a service for the client.
Client tab > Services/Notes banner > e Identify when the client arrives for the Yes
Service Note page service.
e Complete a service note.
e Sign a service note.
e View a service note.
Create Service/Notes drop down in the title ) .
e Quick access to create a specific Yes

bar; displays the Service Note page client's services with a status of Show.

From the Services (###) list page, you can:
Manage Services

Export the Records on the List Page (See page 141)

From the Services/Notes (###) list page, you can:

Manage Services and Notes (See page 29)

Export the Services/Notes Information for a Client (See page Error! Bookmark not defined.)

Why can't | access these screens? (See page Error! Bookmark not defined.)
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Manage Services for a Client

Manage Services for a Client
From the Service Detail page, you can:

Add a Service to a Client (See page 3)

Change a Service for a Client (See page 8)

Delete a Service for a Client (See page 11)

Move Documents (See page 8)

Print a Clinical Summary (See page 53)

Copy Service (See page 1)

Reschedule a Client (See page 21)

Schedule a Follow-up Service for a Client (See page 25)

To Add a Service to a Client

1. Display the client you want to work with.

a. Todisplay a client, click the Open this Client drop down list
Open this Client Al

b. Select the <Client Search> option.

The Client Search window is displayed. View field definitions.
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| SmartCare 7] X

Provider | All Providers v

Name Search h . || Include Client Contacts | | Only Include Active Clients (Checking will not allow option to create new Client)
Broad Search Type of Client  (® Individual () Organization
Last Name | | First Name | | Program b 1
| Other Search Strategies

SSN Search | | | Phone # Search

DOB Search | f | E- Master Client D Searct [l
Primary Clinician Search v | Client 1D Search
Authorization 1D /# | Insured 1D Search

| Records Found  _

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

No data to display

2. Search for the client you want. Tell me how... (See page 133)
3. When the client you want is displayed and selected, click the Select button.

The Client Summary page is displayed. View field definitions (See page 86).
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Client Summary
s y
Client ID: 1652770 Master Client ID:
Name: Abbott, Bonnie Status: In Treatment DOB: 03/17/1965  Age:51Years  Sew:Female  Race: White SEN: 70
Registered On: 02/13/2014 Last Seen On: 08/20/2016 Next Scheduled: Address: 13064 N, State Chicago, IL 60601
Primary Care Coord: Rael, Stacey Primary Program: Brogckhaven CST Phone: 312-555-1592
Note:
Emergency Contact: C725, W725 312-555-7695 Presenting Problem:
Diagnosis:
Type 1CD9 1CD10 DSMS RO  Description
Primary 300.02 F41.1 No Generalized anxiety...
Frimary 300.00 F41.5 No Anxisty disorder, un...
Additional 296,52 F31.62 No Bipolar diserder, cu...
Additional 301.83 F&0.3 Yes Borderline personali...
Timeline Summary
GAF Score
Services 100
Med Changes g
Haspitalization o
Mow Dec Jan Feb Mar Apr May Jun Jul Aug Sep Ot
Admit T Discharge ™

4. Notice that a Client tab is displayed to the right of the My Office tab. The tab displays the client's
last name, first name and the client ID in parentheses.

| My Office :Abbott, IECNe s CORSE Program | Administration

5. Select Services from the Client banners.

The Services (#) window is displayed. View field definitions (See page 132).

Services (9) B ow O/HAIxX
Show Sernces Only ¥ | All Statuses ¥ | Al Clircians v m
Al Programs ¥ 'DOS From | 11/03/2015 E* oposTo =

Dos | Procedure Status Chinklon/Provider Brogrom Locplicn | Charge Bavment

05/02/2006 10:30 AM  Individual TheraBH 51 M. Cancel (Co...  Acres, Lan SSW Scuth Follow Mlong Assisted .. §72.75
211 130 AM Individual Therapy 30 M... Scheduled AuDuong, Bill LCSW South Follow Along Hope Apts

01/28/2016 10:30 AM Indhidual Therapy 30 M. Scheduled AuDuong, Bill LOSW South Follow Along Hope Apts

L1147 AM  Individual Therapy 30 M. No Show AuDuong, Bill LCSW South Follow Along Hope Apts
51030 AM  Individual Therapy 30 M., Scheduled Aulwsong, BIll LCSW South Follow Along Hope Apts

030 AM Individual Therapy 20 M., Scheduled AuDuong, Bill LCSW South Follow Along Hope Apts

11902015 10:30 AM  Individusl Therapy 30 M., Scheduled AuDuong, Bill LCSW Seuth Follow Along Hope Apts
JOS/2015 11 M Mad Mngmnt Nurss 15 ... Scheduled Smith, Maxine RN South Follow Along Hopa Apts
11/05/2015 10:30 AM Individual Therapy 30 M., Scheduled Auluong, Bill LOSW South Follow Along Hope Apts

6. Filter the list to determine the records that are displayed. Tell me how... (See page 142)
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7. To add a service to the client, click the New item —I icon in the task bar.

The Service Detail page is displayed with the Service Detail tab active.

Service Detall Soetimene Ema x =2
Sernvice Detall Edlling Diagnosks L}

Service L

Cie o, Pam Status Scheduled ¥ | statDate  05/03/2016 |EE®  Program

ocsdie v R o« b | [

Clinician Namse ¥ End Time End Date
Location ¥ | Altending ¥ | Referring v

W Cliant was
presant

W Charge Balance Rate 1D

o Hillahle Do Mot Complate

Other Person(s) Present Cancel Reason

Mote

Override Charge

Armonas it

Ovenidden By

Comment ¥
Ouerride Errors Overridden By
Warnings [ Errors
tater Entor Type Erton Missage Mext Stegy

Custom Fields

8. Complete the Service Detail tab for this service. View field definitions (See page 116).
9. Click the Save button.
10. Click on the Billing Diagnosis tab to make it active.

The Billing Diagnosis tab is displayed.

Service Detail e x &

Service Detail Billing [Hagrosts

Billing Diagnosis

295.30 - Paranoid schizophrenia

/71,09 - Encounter for observation for other suspected diseases and conditions ruled out

Re-Order Disgnosis — Refresh Disoroses

11. Complete the Billing Diagnosis tab for this service. View field definitions (See page 115).

12. Click on the Save button.

13. If you added a procedure code on the Service Detail tab that is set up with add-on codes, the Add-
On Codes tab is available on the Service Detail page.

14. Click the Add-On Codes tab to make it active.
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The Add-On Codes tab is displayed. View field definitions (See page 113).

i | R T . - -
Service Detail [CSQ Sove QNS X 90 ¥
Service Detoll Billing Diagresis Add-On Codes | Authorization(s)
Add-On Codes
Select Add-On Codes Start Time Duration

Add-On Codes Start Time Duration

15. Complete the Add-On Codes tab, if needed. Tell me how... (See page 37)
16. Click on the Save button.
17. Click on the Authorization(s) tab to make it active.

The Authorization(s) tab is displayed. View field definitions. (See page 114)

Service Detail

Service Detail Billing Diagnosis. Add-On Codes

Required Authorization(s)

Coverage Plan Name

Attached Authorization(s)

Exchade | Authorization Id thorization Code From To Units Used | Uinits Available Coverage Plan Status
Available Authorization(s)

Exchude | Authorization Id Authorization Code From To Units Used | Units Avaifable Coverage Plan Status

18. Complete the Authorization(s) tab.

19. Click the Save button.

20. Click the Exit icon S to return to the Services list page.
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To Change an Existing Service for a Client

1. Display the client you want to work with.

a. Todisplay a client, click the Open this Client drop down list
{ Open this Client v l

b. Select the <Client Search> option.
The Client Search window is displayed. View field definitions (See page 133).

s . A

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 v J

Other Search Strategies
|
DOB Search ' | EE
D 3
|

Records Found .

| Jib)  MasterID | ClientName & SSNEIN | DOB | Status | Oty | Pimary Cliniclan | Provider

No data to display

Create Provider Client |

Create New Potential Client |
Registration (Selected Client) ! Inquiry (Selected Client) Inquiry (New Client)

2. Search for the client you want. Tell me how... (See page 133)
3. When the client you want is displayed and selected, click the Select button.

The Client Summary page is displayed. View field definitions (See page 86).




Services and Service Notes User Guide

Client Summary L b
Summary

Chient 10 394180 Master Client 1D:

Name: Bellon, Pa Status: [n Treatment DOB: 0171271941 Ape: 75 Yegrs  Sew: Female  Race: White

Ragistered On: QL/08/190] Last Seen On: 09/14/2015 Mt Sehaduled: E8! N, State
Primary Care Coord: AuDuong, Bill Primary Program; South Follow Along Phone: 312-555-2153

Mote:
Prasenting Problem

Emargency Contact: P22, C223 312-555-247%

DHagriosis:
Type a9 oo DS R/O  Description
Primary 295.30 F20.0 o Paranold schizophren. ..
Additional V7109 Z03.89 Na Encountes for obsery.
Temedirne Surmmary
GAF Score
Senices 100
Med Changes  sp
i - [1]
Jun Jul Aug Sep Oct Nov Dac Jan Feb Mar Apr May
Admit T Discharge T

Notice that a Client tab is displayed to the right of the My Office tab. The tab displays the client's
last name, first name and the client ID in parentheses.

My Office :Abbdt, ACCRA R ENRS Program | Administration

5. Select Services from the Client banners.

The Services (#) window is displayed. View field definitions (See page 131).

Services (9)
Show Sernces Only ¥ || Al Statuses ¥ | Al Chrucians v
i Programs v |D0S From | 11/03/2015 |Z5*  DOSTo B
Dos | Procedure Status Chinklon/Provider Brogrom Locplicn | Charge Bavment
/03, ! Individual TheraBH 51 M. Cancel (Co...  Acres, Lan SSW Scath Follow Along Assisted .. §72.75
21172016 10:30 AM Individual Therapy 30 M... Scheduled AuDuong, Bill LOSW South Follow Along Hope Apts
i) Indhidual Therapy 30 M., Scheduled AuDuong, Bill LOSW South Follow Along Hope Apts
J1472016 10:30 AM  Individual Therapy 30 M. No Show Aulwong, Bill LCSW South Follow Along Hope Apts
12172015 10; M Individual Therapy 30 M., Scheduled AuDwsong, Bill LCSW South Follow Along Hope Apts
12/03/2 ;3 { Individual Therapy 30 M., Scheduled Auluong, Bill LOCSW South Follow Along Hope Apts
110194 b3 4 Individual Therapy 30 M. Scheduled AuDuong, Bill LCSW South Follow Along Hope Apts
10052015 11:00 AM  Mad Magmnt Nurse 15 .. Scheduled Smith, Maxine RN South Follow Along Hopa Apts
[05/2 130 AM Individual Therapy 30 M... Scheduled Auluong, Bill LOSW South Follow Along Hope Apts

6. Filter the list to determine the records that are displayed. Tell me how... (See page 142)
7. To change an existing service, click on the date of service in the DOS column.

The Service Detail page is displayed with the Service Detail tab active. View field definitions (See
page 116).
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Service Detail CSH Seve JES) o v
Service Detail Billing Diagrosis Authorization(s)
.‘_,J\
agunn Pam Status Canee! v | StatDate 05/03/2016 | SSAT Program South Follow Along ¥
Procedre Indridual TheraBH v D st Time |10 1 Duration Minut
an Name | Acres. Lan v End Time 10:39 AM End Date 05/03/2016
Assisted Living ¥ | Attending ¥ | Referring v
Charge $0.00 Rate ID
el Ch:\.':::f.i_- Charge Owverickden By
e Owverride Errors Overridden By
Wamings [ Errors
Dade Error Tvpe Erroe Message Ment Step
05/03/2016 11:07 AM 4408 Authorization for schedubed service missing for OF TRAD CAID MH-21301622
Custom Fields
8. Make changes on the Service Detail tab for this service, if needed.
9. Click the Save button.
10. Click on the Billing Diagnosis tab to make it active.
The Billing Diagnosis tab is displayed. View field definitions (See page 128).
Service Detail [cave QI o

Service Detail Billing [Hagrosts

Billing Diagnosis

b 295.30 - Paranoid schizophrenia

if V71,09 - Encounter for observation for other suspected diseases and conditions ruled out

Be-Order Disgnosis  Refresh Disgnosis

11. Make changes on the Billing Diagnosis tab for this service, if needed.

12. Click on the Save button.

13. If the Add-On Codes tab is present, click the Add-On Codes tab to make it active.
The Add-On Codes tab is displayed. View field definitions (See page 113).

14. Make changes on the Add-On Codes tab, if needed. Tell me how... (See page 15)

15. Click the Authorization(s) tab to make it active.

The Authorization(s) tab is displayed. View field definitions. (See page 114)

10




Services and Service Notes User Guide

Service Detail Eillling Diagnosis Add-On Codes Authorization(s)

Required Authorization(s)

Coverage Plan Name

Attached Authorization(s)

Exchude | Authorization Id thorization Code From To Urnits Used | Units Avallable | Coverage Plan Status

Available Authorization(s)

Exchude | Authorization id Authorization Code From To Units Used | Units Avaifable Coverage Plan Status

Service Detail = O 5% WO ¥

16. Make changes on the Authorization(s) tab, if needed.

17. Click the Save button.

18. When you are done making changes, click the Exit icon o to return to the Services list page.

To Delete a Service

You cannot delete a service that shows a status of Complete. Take care when deleting a service as
deleting records can cause problems throughout the system and on billing procedures.

1. Display the client you want to work with.

a. Todisplay a client, click the Open this Client drop down list
‘ Open this Client A

b. Select the <Client Search> option.
The Client Search window is displayed. View field definitions (See page 133).

11
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Provider fVAVII -F-frc\;'i'de{s

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

Broad Search Type of Client (@) Individual () Organization

| Last Name | First Name Program

v]

1 Other Search Strategies A

SSN Search T . Phone # Search
DOB Search | | EE Master Client ID Searct il
Primary Clinician Search v | Client ID Search [

Authorization ID 7# Insured ID Search |

Records Found \

| ID ‘ Master ID ‘ Client Name A ‘ SSN/EIN | DOB

| Status | City | Primary Clinician Provider

No data to display

Create Provider client |

New Registration

Create New Potential Client | Select

Cancel

Registration (Selected Client) : Inquiry (Selected Client) Inquiry (New Client)

2. Search for the client you want. Tell me how... (See page 133)
3. When the client you want is displayed and selected, click the Select button.

The Client Summary page is displayed. View field definitions (See page 86).

12
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Client Summary L b
Summary

Chient 10 394180 Master Client 1D:

Name: Bellon, Pa Status: [n Treatment DOB: 0171271941 Ape: 75 Yegrs  Sew: Female  Race: White

Mt Sehaduled:

Primary Program; South Follow Along Phone: 312-555-2153
MNote:
Prasenting Problem

Registered On: 01/08/1991 Last Seen On: 09/14/2015
Primary Care Coord: AuDuong, Bill

Emargency Contact: P22, C223 312-555-247%

DHagriosis:

Type flesy] 1010 DSM5  R/D  Description

Primary 295.30 F20.0 o Paranoid schizophren,..
Additions V7109 Z03.89 No Encounter for obsery.

Timedine Summary
GAF Score

Senices 100

Mad Changes  gp

Jun Jul Aug Sep Oct Nov Dac Jan Feb Mar Apr May

Admit T Discharge T

Notice that a Client tab is displayed to the right of the My Office tab. The tab displays the client's
last name, first name and the client ID in parentheses.

My Office :Abbdt, ACCRA R ENRS Program | Administration

5. Select Services from the Client banners.

The Services (#) window is displayed. View field definitions (See page 131).

Show Sernces Only

All Programs
Dos | Procedure
5/03/2016 10:39 AM  Individual TheraBH 51 M.

21172016 10:30 AM Individual Therapy 30 M...
Individual Therapy 20 M...
Inwfivichual Therapy 30 M.
Indtvidual Therapy 30 M.,

Individual Therapy 30 M.,

Irwftvidual Therapy 30 M.,
Med Mngmit Nurse 15...
Individual Theragy 30 M.,

¥ || Al Statuses

* |DOS From | 11/03/2015 | 5"
Cancel (Co..  Acres, Lan SSW
Scheduled AuDuong, Bill LOSW
Schaduled AuDuong, Bill LOSW
NoShow  AuDuong, Bill LCSW
Scheduled  AuDuong, Bill LESW
Schaduled AuDuong, Bill LCSW
Scheduled  AuDuong, Bill LCSW
Scheduled  Smith, Maxine RN
Scheduled AuDuong, Bill LCSW

Services (9) o ow B A

¥ | Al Chrecians v
DOS To B

Brogrom Locplicn | Charge Bavment
South Follow Along Asshsted .. §72.75
South Follow Along Hope Apts

Seatth Follow Along Hope Apts

South Follow Along Hope Apts

South Follow Along Hope Apts

South Follow Along Hope Apts.

South Follow Along Hope Apts

South Follow Along Haope Apts

South Follow Along Hope Apts

6. Filter the list to determine the records that are displayed. Tell me how... (See page 142)
7. To delete a service, click on the date of service in the DOS column.

The Service Detail page is displayed with the Service Detail tab active.

13
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Service Detail
Service Detall Billing Diagrosis Austherization(s)

Servies o
Bellon, Pamy Status StartDate |05/03/2016 |EEB™ progam | South Follow Along v
Procedure Indevidual TheraBH s B start Time Duration
Cliniclan Nama | Acrag. Lan v End Tima End Date | (5/03/2016
Location Assisted Living ¥ | Attending ¥ | Raferring v
un-S-i:;Il WAS  (ther Person(s) Present Cancel Reason Agency or Clinician Ganceied M

Charge $0.00 Bokince Rate ID
# Billable Do Not Complete
Mote
312-555-2153
L Override Charge Owerrickden By
Comment Amount
Owverride Errors Cwverridden By

Wamnings [ Erfors
Dale tror T Error Message HNeat Sten
05/03/2016 11:07 AM 4408 Authorization for scheduled service missing for OF TRAD CAID MH-21301622

Custom Fields

8. Click the trash can ' icon in the task bar.

9. Click the Yes button in the Confirmation Message window.

10. Click the Exit icon 4 to return to the Services list page.

Why can't | access these screens? (See page Error! Bookmark not defined.)

14
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Add a Code to the Service Procedure Code
1. From the Service Detail page, click the Add-On Codes tab to make it active.

The Add-On Codes tab is displayed. View field definitions (See page 114).

Service Detail 8l Sk 28 | v
Service Detall Billing [Hagnosss Add-On Codis Authorization(s)
Add-On Codes
Seloct Add-On Codes Start Time Duration =R
Add-Om Codes. Start Time | Duration

2. Click the drop down arrow in the Select Add-On Codes field.

The list of authorized add-on codes for the service procedure code are listed.
3. Select the add-on code you want.

The start time for the service is displayed in the Start Time field.

The Duration that is set up for the add-on code is displayed in the Duration field. The units for the
code are displayed to the right of the Duration field.

4. Click the Add button.

The information about the add-on code is added to the list.

X

5. If you need to delete an add-on code, click the icon on the record you want to delete.
6. When you are done working with add-on codes, click the Save button.
Use the left arrow in your browser to return to the topic that you linked from.

Why can't | access these screens? (See page Error! Bookmark not defined.)
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Add a Diagnosis Code to a Client's Service
1. Display the Service Detail page with the Billing Diagnosis tab active.

The Service Detail page is displayed with the Billing Diagnosis tab active. View field definitions
(See page 115).

Service Detail e o Docierens | [ save QD DX ¥ O v

Service Detail Billing Diagnosis Autherization(s)

Billing Diagnosis

1 Y F91.9 - Conduct disorder, unspecified
2 v| T74.02 - [ICDDescription] - 1109

3 v 703.89 - Encounter for observation for other suspected diseases and conditions ruled out

Re-Order Diagnosis ~ Refresh Diagnosis

2. Click the ICD 10 button.

The Diagnosis Code window is displayed. View field definitions (See page 113).

| b Search
ICDS ¥ ICD10 SHOMED
* DSM 5 code
DSM 5/ICD 10| DSMIV/ICD 9 | SNOMED ICD/ DSM Description SNOMED Description

. R

3. Type a partial or full diagnosis code or description in the first two fields.

4. Click the Search button.

When a match(es) are found, the Search for a diagnosis code window is re-displayed with the
diagnosis codes listed.

16



Services and Service Notes User Guide

SmartCare @
L—r
ICO9 |« ICDi0 SNOMED
*DSM 5 code
DSM 5/ICD 10| DSMIV/ICD 9 | SNOMED ICDYf DSM Description SNOMED Description
F15.180% 29289 Amphetan?ine {or ather stimulant}-induced anxiety disorder, With
mild use disorder
F15.180* 292,89 Caffeine-induced anxiety discrder, With mild use disorder
F15.180 292,89 Other stimulant abuse with stimulant-induced anxiety disorder
F15.280* 292.89 Amphetamine {or other stimulant)-induced anxiety disorder, With
moderate or severe use disorder
F15.280* 292.89 giasfoff;re\?—induced anxiety disorder, With moderate or severe use
F15.280 292.89 Cl_ther stimulant dependence with stimulant-induced amxiety
disorder
F15.280 304.40 git“r!e};:?imulant dependence with stimulant-induced anxiety
F15.380* 292,89 309279000 A,'Pphemmim.(m other stimulant}-induced anxiety disorder, Caffeine-induced organic mental disorder (disorder)
Without use disorder
F15.380% 292,83 309279000 Caffeine-induced amxiety discrder, Without use disorder Caffeine-induced organic mental disorder (discrder)
Fi5.880° | 292.8% ERENAR e arane et ik edapin = charerier) Caffeine-induced anxiety disorder (disorder) -

5. Click the radio button in the left column of the diagnosis code you want to add to the client.

6. Click the OK button.

The window is closed and the diagnosis code is listed in the Billing Diagnosis tab.

Return to the Service Details Page Billing Diagnosis Tab Field Definitions (See page 115) page.

Why can't | access these screens?

17
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Add a Modifier to a Procedure when Adding a Service
1. Make sure the Service Detail page is displayed. Tell me how... (See page 5)
2. Enter the Program, Clinician Name, Location and Procedure codes.
When you have entered a valid procedure, the Modifier button is activated.
Note: For the Modifier button to be activated, the procedure must be set up with modifiers.

The Select Modifiers window is displayed.

select Modifiers

A-Maodifier (A)
B-Medifier (B)

SV Cancer]

3. Select the modifier(s) you want to add to the procedure code.
4. Click the Save button.

The window is closed. The name of the modifier you chose is displayed on the Modifier button.

a0

Why can't | access these screens?

18



Copy Service

e

Use this feature on the Service Detail page for a client with an existing service. The Copy Service
icon lets you make a copy of the service that is displayed, and then allows you to make changes to the
service, if needed. This is an efficient process if the majority of the existing service details are the same

for the copy of the service you make.

To Copy a Client's Service

1. Display the client you want to work with.

a. Todisplay a client, click the Open this Client drop down list
{ Open this Client v l

b. Select the <Client Search> option.

The Client Search window is displayed. View field definitions (See page 133).

|

Provider | All Providers v
Name Search [] Include Client Contacts [ Only Include Active Clients (Checking will not allow option to create new Client)
Broad Search Type of Client (@) Individual () Organization
Last Name [ First Name Program hd J
Other Search Strategies
SSN Search Phone # Search
DOB Search | _' g Master Client 1D Searct
Pnmary Clinician Search v | Client ID Search
Authorization 1D 7 # Insured ID Search
Records Found
| ID ‘ Master 1D ‘ Client Name A ‘ SSN/EIN | DOoB | Status | City | Primary Clinician Provider
No data to display
v
Create Provider Client ||| Create New Potential Client |
Registration (Selected Client) ! Inquiry (Selected Client) Inquiry (New Client)

2. Search for the client you want. Tell me how... (See page 133)
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3. When the client you want is displayed and selected, click the Select button.

The Client Summary page is displayed. View field definitions (See page 86).

r

Client Summary L b
Summary
Chient 1D; 234180 Master Client 1D:
Name: Balion, Pam Status: [n Treatment DOB: Q71201941  Ape: 75 Years  Sex: Female  Race: White SEN: (000
Ragistered On: 0L/08/199] Last Sean On: 090142015 Mt Sehaduled: Address: 1830 N State Chicage, 1L 60601
Primary Care Coord: AuDucng, Bill Primary Program; South Follow Along Phone: 317-555-2153
MNote:

Emargency Contact: PR22, C222 312-555-247% Prasenting Problem:

DHagriosis:

Type a9 D10 DS R/O  Description

Primary 295.30 Fa0.0 No Parancid schizophren. ..

Additions V7109 Z03.89 No Encounter for obsery...

Timediree Summary

GAF Score

Services 100

Mad Changes g

Jun Jul Aug Sep (a]- Nev Deac Jan Feb Mar Apr May

Admit T Discharge

4. Notice that a Client tab is displayed to the right of the My Office tab. The tab displays the client's
last name, first name and the client ID in parentheses.

| My Office :Abbott, LGNS ORE Program | Administration

5. Select Services from the Client banners.

The Services (#) window is displayed. View field definitions (See page 131).

-
Services (9) = ow O/HRIx
Shew Services Only v | All Statuses ¥ || AN Clincians v © Apply Fitter |
il Programs v |D0S From | 11/03/2015 |Z5*  DOSTo B
Dos | Procedure Status Chinklon/Provider Brogram Locplicn | Charge Bavment
05/02/2006 10:30 AM  Individual TheraBH 51 M. Cancel (Co...  Acres, Lan SSW Scuth Follow Mlong Assisted .. §72.75
ri 130 AM Individual Therapy 30 M. Scheduled AuDuong, Bill LOCSW South Follow Along Hope Apts

[28/2016 10:30 AM Inihvichual Therapy 30 ML.. Scheduled AuDuong, Bill LOSW South Follow Along Hope Apts
OU/14/2016 10:30 AM  Individual Therapy 30 M. No Show AuDuong, Bill LCSW South Follow Along Hope Apts
12/17r 30 AM  Indhvidual Therapy 30 M., Scheduled AuDwsong, Bill LCSW South Follow Along Hope Apts
12/03/2015 10:30 AM Individual Therapy 30 M., Schaduled AuDuong, Bill LCSW South Follow Along Hope Apts
114197 30 AM  Incdividusl Therapy 30 M., Scheduled AuDuong, Bill LCSW Seuth Follow Along Hope Apts
110572015 11:00 AM  Med Mngmint Nurse 15 Scheduled Sith, Maxine RN South Follow Mlang Hope Apts
11/05/2015 10:30 AM Individual Therapy 30 M., Scheduled Auluong, Bill LOSW South Follow Along Hope Apts

6. Filter the list to determine the records that are displayed. Tell me how... (See page 142)
7. To make a copy of an existing service, click on the date of service you want in the DOS column.

The Service Detail page is displayed with the Service Detail tab active.
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10.

11.

12.

13.

14.

Service Detail CS) swe QRS 6% W0 | v
Service Detall  Billing Diagnosis | Authorization{s)
GJ\
Balion, Pary Status Cancsl v| satDate 05/03/2016 BT Progam | South Folow Alog X
Procedre Indridual TheraBH v DR Stort Time | 10:39 AM Duration
Clinician Name | Acraa, Lan v End Time | 10039 AM End Date | 05/03/2016
Location Assisted Living ¥ | Attending ¥ | Referring v
Cllent Was.— ytoer Person(s) Present Cancel Reason Agency or Clinician Cancefied v
Charge $0.00 Botance Rate D
# Billable Do Not Complete
Hote
312-555-2153
L CM.':::f.i.- Charge Owverickden By
Comment TUTRALT
Override Errors Overridden By
Wamings [ Errors
Date ror T Error Message Mext Sten
05/03/2016 11:07 AM 4408 Authorization for schedubed service missing for OF TRAD CAID MH-21301622

Verify this is the service you want to copy.

Click the Save button.

Click the Copy Service icon in the task bar.

A copy of the Service Detail page is displayed. Notice that the date of service is changed to the

current day's date and the status is changed to Scheduled.
Make changes on the Service Detail tab for this service, if needed. View field definitions.
Click the Save button.
Click on the Billing Diagnosis tab to make it active.

The Billing Diagnosis tab is displayed.

Service Detail

Service Detail Billing [Hagrosts

Billing Diagnosis
b 295.30 - Pasanoid schizophrenia
if V71,09 - Encounter for observation for other suspected diseases and conditions ruled out

Be-Order Disgnosis  Refresh Disgnosis

Make changes on the Billing Diagnosis tab for this service, if needed. View field definitions (See
page 115).
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15.

Click on the Save button.

16. If the Add-On Codes tab is present, click the Add-On Codes tab to make it active.

17. The Add-On Codes tab is displayed.

18. Make changes on the Add-On Codes tab, if needed. Tell me how... (See page 15) View field

definitions (See page 113).

19. Click the Authorization(s) tab to make it active.

20.

21.

The Authorization(s) tab is displayed. View field definitions (See page 114).

Service Detail

Service Detail Eillling Diagnosis Add-On Codes

Required Authorization(s)

Coverage Plan Name

Attached Authorization(s)

Exchude | Authorization Id thorization Code

Available Authorization(s)

Exchude | Authorization Id Authosization Code

From To Units Used | Uinits Available Coverage Plan Status

From To Units Used | Units Avaifable Coverage Plan Status

Make changes on the Authorization(s) tab, if needed.

Click the Save button.

22. When you are done making changes, click the Exit icon o to return to the Services list page.

Why can't | access these screens? (See page Error! Bookmark not defined.)
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Display the Service Detail Page

1. Display the client you want to work with.

a. Todisplay a client, click the Open this Client drop down list
{ Open this Client v l

b. Select the <Client Search> option.

The Client Search window is displayed. View field definitions (See page 133).

Provider | All Prqvi_de[s ¥ i

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

Broad Search Type of Client  (®) Individual () Organization

Last Name | | First Name | Program | ']

Other Search Strategies

DOB Search ' Eﬁ' '
T 3
R |

Records Found G L

| Jib) ' Master ID ‘ ClentName &  SSN/EIN | DOB | Status | Oty | Pimary Cliniclan | Provider

No data to display

Create Provider Client |

Create New Polential Client |
Registration (Selected Client) ! Inquiry (Selected Client) Inquiry (New Client)

2. Search for the client you want. Tell me how... (See page 133)
3. When the client you want is displayed and selected, click the Select button.

The Client Summary page is displayed. View field definitions (See page 86).
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Client Summary L b
Summary

Chient 10 394180 Master Client 1D:

Name: Bellon, Pam Status: [n Treatment DOB: 01/12/1941 Ape: 75 Years Sex: Female Race: White SEN: (000

Ragistered On: QL/08/190] Last Seen On: 09/14/2015 Mt Sehaduled: Address: |, State !,

Primary Care Coord: Ag g)u(ﬂ»] QI' Primary Wl\jl.’\ﬂl: _‘\l_ outh Follow J’-Jnl!] Phone: 3 :'-';'\'.-'{ 'ni

Mote:
Prasenting Problem:

Emargency Contact: P22, C223 312-555-247%

DHagriosis:
Type a9 oo DS R/O  Description
Primary 295.30 F20.0 o Paranoid schizophren. ..
Additional V7109 Z03.89 Na Encounter for obsery..
Temedirne Surmmary
GAF Score
Senices 100
Med Changes g
i 9 [1]
Jun Jul Aug Sep (a]- Nev Dac Jan Feb Mar Apr May
Admit T Discharge T

| My Office :Abboit, ACCRA R ENRS Program | Administration

5. Select Services from the Client banners.

Notice that a Client tab is displayed to the right of the My Office tab. The tab displays the client's
last name, first name and the client ID in parentheses.

The Services (#) window is displayed. View field definitions (See page 131).

Services (9)

Show Sernces Only

Al Frograms

Dos

O5/03/2016 10:30 AM
2/11/ 130 AM
01/28/2016 10:30 AM

/147, 6 10:30 AM

12172015 10:30 AM

130 AM

| Procedure

Individual TheraBH 51 M.
Individual Therapy 30 M...
Inihvichual Therapy 30 ML..
Individual Therapy 30 M.
Individual Therapy 30 M.,
Individual Therapy 20 M.,
Individual Therapy 30 M.
Med Mngmat Nurse 15 ..
Individual Therapy 30 M.,

¥ || Al Statuses

¥ |DOS From

Slatus
Cancel (Co...
Scheduled
Scheduled
No Show
Scheduled
Scheduled
Schedubed
Scheduled
Scheduled

11/03/2015 | ST

Chinkion/Provider
Acres, Lan SSW
AuDuong, Bill LCSW
AuDuong, Bill LOSW
Aulwong, Bill LCSW
AuDuong, Bill LCSW
Auluong, Bill LOCSW
AuDuong, Bill LCSW
Sith, Maxine RN
Aulumong, Bill LCSW

¥ | Al Chrucians

DOS To B

Progam Location

South Follow Along Asshsted ..
South Follow Along Hope Apts
Seatth Follow Along Hope Apts
South Follow Along Hope Apts
South Follow Along Hope Apts
South Follow Along Hope Apts.
South Follow Along Hope Apts
South Follow Along Haope Apts
South Follow Along Hope Apts

Chage | Pavment

§72.75

Filter the list to determine the records that are displayed. Tell me how... (See page 142)

To change an existing service, click on the date of service in the DOS column.

The Service Detail page is displayed with the Service Detail tab active.
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Service Detail B
Service Detall | Billing Diagnosis | Authorization(s)

Tavic ]
U Chent R Status Cane: v| StatDate 05/03/2016 CGEI™ Program | South Follow Along v
Procedure Indeidual TheraBH v j Start Time | 10:39 AM Duration
Clinician Name | Acraa, Lan v End Time | 10039 AM End Date | 05/03/2016
Location Assisted Living ¥ | Attending ¥ | Referring v
o Gi‘;’[‘“ WIS Cther Person(s) Present Cancel Reason Agency or Clinician Ganceied v

=
Chaige $0.00 Balance Rate 1D

+# Billable Do Mot Complete

Hote

312-555-2153
Owerriche Charge ricden By
et o Overridden By

Comment

Owverride Errors Owverridden By

Wamnings [ Erfors
Dade trof T Erroe Message Next Step
05/03/2016 11:07 AM 4408 Authorization for scheduled service missing for OF TRAD CAID MH-21301622
Custom Fields

SRR A0 BN R 2

To return to the last topic you were reading, click the left arrow in the browser window.

Why can't | access these screens? (See page Error! Bookmark not defined.)




Services and Service Notes User Guide

Move Documents between Dates of Service

From the client's Service Detail page, you can move documents. To move documents, means to move a
document(s) from one of the client's service to another service of that client's. When you move a
document, the service you move the document from no longer has a document attached to the service.
The service date you moved the document from now has a status of Error. The document is now attached
to the service you moved it to.

You choose the dates of service that you are moving the document from and to. The date of service
currently displayed on the Service Detail page does not affect the move action.

To Move Documents between Dates of Service

1. Display the client you want to work with.

a. Todisplay a client, click the Open this Client drop down list
{ Open this Client v

b. Select the <Client Search> option.

The Client Search window is displayed. View field definitions (See page 133).

Provider | All Providers v
o
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 ]|
Other Search Strategies
[P s | .
Records Found
|ID  MesterlD ClentName 4 SSN/EIN | DOB | Status |Gty | Primary Clinician | Provider

No data to display

Create Provider Client ||| Create New Polential Client |
| Registration (Selected Client) ! Inquiry (Selected Client) Inquiry (New Client)
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2. Search for the client you want move documents for. Tell me how... (See page 133)

3. When the client you want is displayed and selected, click the Select button.

The Client Summary page is displayed. View field definitions (See page 86).

Client Summary L b
Summary
Client 1D; 304180 Master Client 1D:
Name: Bellon, Pa Status: [n Treatrment DOB: D1/12/194]  Ape: 75 Years  Sen: Female  Race: White SEN: 0000
Ragistered On: Q1/08/199] Last Sean On: 090142015 Mt Sehaduled: Address: 1830 N, State Chics s
Primary Care Coord: AuDuong, Bill Primary Program; South Follow Along Phone: 312-555-215.
Mote:
Emargency Contact: P222, C222 312-555-2475 Prasenting Problem
DHagriosis:
Type jlav] IcD10 DSM5  R/O  Description
Primary 295.30 F20.0 o Parar schizophren, ..
Additional V7109 Z03.89 Na Encountes for obsery.
Temedirne Surmmary
GAF Score
Senices 100
Med Changes g
D [1]
Jun Jul Aug Sep Nev Dac Jan Feb Mar Apr May
Admit T Discharge T

Notice that a Client tab is displayed to the right of the My Office tab. The tab displays the client's

last name, first name and the client ID in parentheses. Notice that the client tab is dark blue. This
indicates that the banners that are displayed are specific to client activities you can perform.

My Office If\btlctt, Tera (1651160) X WG Administration

5. Select Services from the Client banners.

The Services (#) window is displayed. View field definitions (See page 131).

Services (9)

Show Sernces Only

All Programs

O1/28/2016 10:30 AM
O1/14/2016 10:30 AM
12/17/2015 10:30 AM

12/03/3015 10:30 AM
11/19/2015 10:30 AM

Brocedure

Individual TheraBH 51 M.

Individual Therapy 3

Individual Theragy 20 M.
Individual Theragy 30 M...
Indhvidual Thermpy 30 M.,
Individual Therapy 20 M.,
Individual Therapy 30 M.,

Med Mngmit Nurse 15...

Individual Therapy 30 M.,

¥ || Al Statuses

v |DOS From | 11/03/2015 | SE*

Cancel (Co..  Acres, Lan SSW
Scheduled AuDuong, Bill LCSW
Scheduled AuDuong, Bill LOSW
Mo Show Aulwong, Bill LCSW
Scheduled Auluong, Bill LCSW
Schaduled Auluong, Bill LOCSW
Scheduled Aulniong, Bill LCSW
Scheduled Srréth, Maxine RN
Scheduled Auluong, Bill LOSW

o B x
¥ || AN Climcians v
DOS To Ea

Progam locgtion | Charge Bayment
South Follow Along Asshsted .. §72.75

South Follow Along Hope Apts

South Follow Along Hope Apts

South Follow Along Hope Apts

South Follow Along Hope Apts

South Follow Along Hope Apts

South Follow Along Hope Apts

South Follow Along Hope Apts

South Follow Along Hope Apts

6. Filter the list to determine the records that are displayed. Tell me how... (See page 142)
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7. Click on the hyperlinked date of service in the DOS column.

The Service Detail page is displayed with the Service Detail tab active.

Service Detail ¢ o9 o ¥
Service Detall Billing Diagrosis. | Authorization(s)

Service @
U Chent R Status Cancel ¥ | StytDate 0503/2016 |CS™ Program | South Follow Along v
Procedure Indreidual TheraBH v Start Time | 10:39 AM Duration Mirutes
Clinician Name | Acree, Lan v End Time | 10:39 AM End Date | 05/03/2016
Location Assisted Living ¥ Attending ¥ Referring v

Clent Was oo person(s) Present Cancel Reason Agency or Clinician Gancelied v
present

Charge $0.00  Belance Rate ID
# Gillable Do Mot Complete

Hote
312-555-2153
- Override Charge Overridden By
Comment T,
Override Errors Overridden By

Warnings [ Errors
Dale [Error Type Error Message Mext Sten
05/03/2016 11:07 AM 4408 Authorization for schedubed service missing for OF TRAD CAID MH-21301622

Custom Fields

8. Click on the Move Documents button

The Move Documents window is displayed.

Move Documents.___ .
"Wiove Documents SN

Move Document From

Preview

Move Document

Selext the service which has the existing document that you would like moved. That document will be moved to the curment service, After clicking Move Document’ the
! status of the service in "Move Documnent from” will be set to 'Ervor’ and no document will exist for that service.

i Clinkcian : Acree, Lan
11 Al Statuses

i | DOS From

=Y posTo

¥ | All Programs

9. Filter the list to determine the records that are displayed. Tell me how... (See page 142)
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10. Click the Apply Filter button.
The records that match your search filters are displayed.
11. Find the document that you want to move.
12. Click on the hyperlinked date of service in the DOS column to view the details of the document.

13. Click on the Preview tab to view the details of the document.

Move Document From Preview

Client: % Effective Date: Author: Status:

14. When you are ready to move the document, click the Move Document button on the Move
Document window.

15. Click the Close button to close the window.
The Service Detail page is displayed.

Why can't | access these screens? (See page Error! Bookmark not defined.)

11
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Print Clinical Summary
1. Display the Services/Notes (###) list page. Tell me how... (See page 47)

The Services/Notes (###) list page is displayed. View field definitions (See page 130).

Services/Notes (196) ow QA%
All Clinicians ¥ || All Statuses ¥ || All Procedures v || Other LAl Aoty Fitter
Show Senices and Care Mamt Clams ¥ || Past 12 Months ¥ | From 05/20/2015 2 To @ A1 Programs v

mth | pos v | S | Dowment | Procedue Clinkizn Brooram Comment

(21620160900 Show PRS Group Weekly 120.00 M., De La Fuente, Eva  South Suburbs 1OP -
QB0 0900 Show PeychoEd Widy Grp 360.00 M...  Adams, Olivia South Suburbs 10P
Q2520160930 Show Gip Note Day Service Non-Bill 60.00 M.,  Mauritz, Katie Brookhaven ACCESS A
Q215201608007 Schedul . PRS Group Weekly 20.00 Min_. De La Fuente, Eva  South Suburts 10P
02012016 0100 Show Med Note Pharm Meg 60,00 Minutes Fredley, Susan Brookhaven CST
1192016 0100 Show Med Note Pharm Mng 60.00 Minutes Frelloy, Susan Brookhaven CST
11182016 01007 Show Med bote Pharm Mg 60,00 Minutes Hensley, Katie Brookhaven CST
1182016 01:00  Show Med Mote Pharm Mng 60,00 Minutes Hensley, Katie Calhoun CSI
02020150000 Show  Shift Summary Shifthote 60.00 Mindes Frelley, Susan TRI Service Claaning
10720151000 Show  IDO Indwidual., Individual Service N 60.00 M..  Frelley, Susan Broakhaven CST
QA0S 1130 Show Gip Note Group Therapy 60.00 Minutes  Adarms, Ofivia South Suburbs Outpatie.
00302015 11.007  Schedul.. PRS Gioup Weekly 300.00 M. Adars, Olvia South Suburbs Outpatie..
3 150900 Show Gip Note Group Therapy 90.00 Minutes  Adarrs, Olivia Chicaga Apts Ex Tenants
003020150000 Show G Note Group Therapy 90.00 Minutes  Adams, Olhvia Chicago Apts Ex Tenants
OIS 0600 Schedd., Daily TheraBH 360,00 Minutes  Hensley, Matt South Suburbs Outpatie.,
0282015 1100 Schedul., PRS Group Weekly 300,00 M... Adams, Clvia South Suburts Outpatie.,.
Q02620150800 Schedul . Duaily TheraBH 350,00 Minutes.  Hensley, Matt South Suburbs Dutpatie..
0252015 1100 Schedul.. PRS Group Weekly 300.00 M...  Adams, Olivia South Suburts Outpatie..
092520150800 Schedul. Daily TheraBH 360,00 Minutes  Hensley, Matt South Suburts Outpatie.
0024201511007 schedul.. PRS Group Weekly 300.00 M...  Adams, Ofivia South Suburts Culpatie.. 4

2. Click on the hyperlinked date of service in the DOS column that you want to print the clinical
summary for.

The Service Note page is displayed. Note: the name of the page depends on the document assigned
to the service you selected. View field definitions (See page 120).

) . .
Individual Service Note AVEOES wx
052022016 [T + | GoTo [v
B T (status nPogess || Effective 052372016 Author  Hensiey, Katie v Moro Dot
Service | MNote Billing Diagnosis P warmings
 Service
Status Show v Start Date 052372006 Date In 0523206 ﬂ'

Program | Brookhaven CST ¥

Procedure | AP Group Therap ¥ Stast 200 AM End 10000 AM End Daste 60 Minises

Location | Office v Timeln 000 AM Time Out | 10:00 AM Date Out 052

Clinician Hensley, Katie Artending A Referring v

Specific Location You add @ mevw service and note for @ cdient, from n Comment You odd & mew service and note for a dient, from
Services/Notes (222) list page. Services/Notes (222) list pape.

From this page, you can: You add & new service and note From this page, you can: You add a new sarvice and note

Cancel Reason

3. Extend the task bar by clicking the left pointing blue arrow. Notice the red box outlining the
arrow in the screen image below.

(EE EEIE

12
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The task bar extends to the left.

« BEg ®|c¢o/@/0/0 ¥ &0 rm x

4. Click the Print Clinical Summary icon in the extended task bar. Notice the red outlined icon in

the screen image above.

The Clinical Summary window is displayed. Tell me how to View the Clinical Summary
Document. (See page 15)

=T

Include Section
+ pAllergies ClinicalSummaryMain
# Chinical Instructions

#| Current Disgnosis/Problem List

# Current Mediciation Client ID: 394180 Page 1 of 2
¥ Future Orders/Tests Initiated/Pending During Summary of Visit

Visit General Information

# Immunization Administrated During Visit Organization: GMH Phone: (512) 887-0987
#| Medication Administrated During Visit Adddress: 1008 N, Georgetown $1 Round Rock TX 78664

#| Orders/Tests Initiated Pending During Visit Provider: AuDusang, Bil Oute:  O2H12016

& Participants/Care Team

#| Patient Education/Decision Aldes Location: Hape Apts

¥ Plan of Care L

#| ProcedurefInterventions Performed During Visit Clent Name:  Bellon, Pam Sex: Date of Birth: 011211841
#| Procedures During Visit Raca: White

| Reason For Visit Ethnicity: Mot of Hispanic Origin

#| Referral to Other Providers Preferred Language:  English

#| Result Reviewed Date of Visit
| Smoking Status

#| Up Coming Appeintments

+ \ital Signs

Participants/Care Team

Primary Physician: Primary Clinician: AuDuong. Bil

Address: Address:
Phone Number: Phone Number:
Reason For Visit

Reason for Visit:

Current Diagnosis/Problem List as of 02/11/2016

No Information Avallable

Encounter Information

No Information Avaiabile

Notice in the Include Section, that all components of the clinical summary are listed and selected.
If an option is selected, the information appears on the printed Summary.

To avoid including a component on the printed Clinical Summary, deselect the components you
do not want included and click the Generate button to re-display the Summary with those
components removed.

To print the Summary, click the print icon in the window to print the document.

If the client declines a copy of the printed Summary, click the Client Declined button.

You can export the Clinical Summary to an .xml format file. To do this, click the Export button.
The exported file is displayed in the download bar at the bottom of your screen.

10. Click on the download document icon to open the document.
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BT SO Program | Administration |

-
Services/Notes (27)
Documents »
Finance >
All Clinic ians v || Al Statuses ¥ || All Procedures v || Other v
Immunizations
Inquiry/Registration » Show Services and Care Mgmt Claims ¥ || Past 12 Months ¥ | From |08/30/2015 |EH~ To EH~ | AllPrograms v
MD Summary
Medical »f| Ath | DOS ¥ | Status | Document Procadurs Clinician Program Comment
Messages 081292016 0300 Schedu..  Misc Court Appointment 120.00 Freiley, CSusan  Veterans Project
My Appointments 0612812016 11:00  Show Nurse Note Nursing Note 60.00 Minutes  Hensley, Katie Veterans Project
Non Service Activities
oo Q6282016 1000 Schedu.. 10D Individual... 1DD Ind Therapy 60.00 Minut... ~ Lewis, Matt Veterans Project
roblems .
Progrems { Tracks N 0672016 11:00"  Schedu.. Nurse Note Nursing Note 30.00 Minutes  Reyneso, Cary Veterans Project
Restrictive Procedures 05M6/2016 02:30 Schedu. Nurse Note Nursing Note 30.00 Minutes Freiley, CSusan Veterans Project
Services 120920151130 Schedu... Misc Interprative Srves 30.00 Min...  Avila, System Veterans Project
Services/Notes 12/08/2015 0800 Schedu... 10D Individual... 10D Ind Therapy 60.00 Minut... ~ Lewis, Matt Veterans Project
Summary Show Grp Note Group Therapy 60,00 Minutes  Adams, Olivia South Suburbs Qutpatie.
Timeline/Flags/Events >
Lt show  GrpMote Group MFam Therapy 15.00...  Day, Cindy shelter Plus Care I Nort...
ties > =
- 01501:00"  Schedu Daily TheraBH 30.00 Minutes  Day, Cindy Veterans Project
082120150300 Schedu... Ind Therapy School 30.00 M. Day, Cindy Veterans Project
e
Compl Misc UA SelfPay Lab 1.00 Units Macceo, Enea MAU Austin Safe Haven
= oa/e " Show  Group Commercis.. Group MFam TheraBH 15.00... Day, Cindy Veterans Project
Unsaved Changes (5)
08/5/2015 11:30 Show Grp Mote Group TheraBH 60.00 Minutes ~ Adams, Olivia South Suburbs Outpatie.
Group Details .
Group Details Show  GrpMNote Group TheraBH 60,00 Minutes  Adams, Olivia South Suburbs Outpatie.
Senvice Detail (Rodr... M Schedu...  Indv Mote Ind Thrpy T« PIn Rev 60.00 ...  Hensley, Marcy South Suburbs MFP [Comment] -...
08/0S/2015 1200 Compl old 1.00 Ryland, David Brookhaven ACT
080420151130 Show  Grp Note Group TheraBH 60.00 Minutes  Blaum, Wasif South Suburbs Outpatie...
090420151130 Show  Grp Note Group TheraBH 60,00 Minutes  Kindred, Deej South Suburbs Outpatie.
0803201511307 Show  Grp Note Group Therapy 60.00 Minutes  Kindred, Deej South Suburbs Outpatie...
Show Group Commercia...  Grp Thrpy Commercial 1200 Hensley, Marcy Brookhaven CST
Show  GrpMote Group Therapy 45.00 Minutes  Day, Cindy South Suburbs Outpatie.
show  GrpMote Daily TheraBH 120.00 Minutes  Kindred, Deej Veterans Project
" Compl.. Misc UA SelfPay Lab 1.00 Units Brock, Jessica MAU Austin Safe Haven
show  Misc UA SelfPay Lab 1.00 Units Ray, Richard MAU Austin Safe Haven
Show Med Note Pharm Mng 60.00 Minutes Kindred, Desj MAU Austin Safe Haven
show  GrpMote Daily TheraBH 120.00 Minutes  Kindred, Deej Veterans Project
B ExportData (45).ds N |

When you click on the download document icon, the Print Summary window is closed and the
Service Note page is displayed.

10. When you are finished working with the Clinical Summary, click the Exit E button in the top
right corner of the window.

Why can't | access these screens? (See page Error! Bookmark not defined.)
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View the Clinical Summary Document before Printing

1. With the Print Clinical Summary window displayed, move the cursor over the document image.

These icons appear on the image. Refer to the icon definitions table (See page 15) below the image
for a definition of each icon.

ClinicalSummaryMain

Icon Definitions

Client ID: 394180
Summary of Visit
‘General Information
Organization: CMH
1009 N. Georgetown St Round Rock TX 78664
AuDuong, Bill

Address:
Provider:
Location: Hope Apts
Client Information

Client Name: Bellon, Pam
Race: White
Ethnicity: Not of Hispanic Origin
Preferred Language:  English
Participants/Care Team
Primary Physician: Primary Clinician
Address: Address:

Phone Number: Phone Number:

Reason For Visit

Reason for Visit:

Current Diagnosis/Problem List as of 02/11/2016
No Information Available

Encounter Information

No Information Available

Drnradiras Ririnn Wicik ac nf NI 711 /7018

Page 1 of 2

Phone: (512)887-9987

Date: 02/11/2016

Date of Birth: 01/12/1941

: AuDuong, Bill

Field

| Description

When you hover

our cursor over the Clinical Summary image, these icons are displayed.

Page numbers

The number to the right of the slash / indicates the number of pages in the
summary document. The number to the left of the slash identifies the number of
the page that is displayed.

Use the PgDn button on your keyboard or the scroll bar in the image to move to
a different page.

Click this icon to rotate the image of the summary document clockwise on
quarter turn. To return to the original display, you can keep clicking the icon to
Rotate clockwise | continue rotating the document clockwise a quarter turn.

Download
document

Click the icon to download a copy of the summary document to the local drive
on your computer.

15
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Description

I
@
a

Print document

Click this icon to print the document.

o
qTF

Fit the document
to page size

Click this icon to increase the size of the document to page-size.

©

Zoom in to
magnify the view
of the document

Click this icon to zoom in to magnify the view of the document.

()

Zoom out to
decrease the
\view of the
document.

Click this icon to zoom out to decrease the view of the document.

Return to the Print Clinical Summary topic.

16



Services and Service Notes User Guide

Copy Service

Use Copy Service to copy the service information between dates of service for the same client. Find this
|
[
feature on the Services/Notes page for the client. The Copy Service toolbar item lets you make a
copy of the service that is displayed, and then allows you to make changes to the service, if needed. This
is an efficient process if the majority of the existing service details are the same for the copy of the service

you make.

To Copy a Client's Service

1. Display the client you want to work with.

a. Todisplay a client, click the Open this Client drop down list
Open this Client v |

b. Select the <Client Search> option.

The Client Search window is displayed. View field definitions (See page 134).

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 v
Other Search Strategies
DOB Search i
D 5
Records Found
| ID ‘ Master ID | Client Name A ‘ SSN/EIN | DOB | Status | City | Primary Clinician Provider

No data to display

Create Provider Client ||| Create New Polential Client |
Registration (Selected Client) I Inquiry (Selected Chent) Inquiry (New Client)

2. Search for the client you want. Tell me how... (See page 133)

17
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3. When the client you want is displayed and selected, click the Select button.

The Client Summary page is displayed. View field definitions (See page 86).

Client Summary = |I%
| Summary
Chent 1D: 794180 Master Client ID:
Name: Bolion, Pam Status: [n Tesatment DOB: 01/12/194]  Age: 75Y¥ears Sew: Female  Race: White SSN: 0900
Registered On: Q10871991 Last Seen On: (9/14/2015 Nesdt Schaduled: Address: 1830 N, State Chicago, 1L 60601
Primary Care Coord: AuDucng, Bill Primary Program; South Follow Along Phone: 317-555-2153
MNote:
Emargency Contact: P22, CI23 312-555-247% Prasanting Problem:
Dragriosis:
Type a9 icmao DS R/O  Description
Primary 295.30 F20.0 Mo Paranoid schizophren, ..
Additions V7109 Z03.89 No Encounter for obsery...
Temedirne Surmmary
GAF Score
Senvices 100

Med Changes  sg

o

Jun Jul Aug Sep Dt Now Dec Jan Feb Mar Apr May

Admit T Discharge T

4. Notice that a Client tab is displayed to the right of the My Office tab. The tab displays the client's
last name, first name and the client ID in parentheses.

| X0 ii'- 88 Abbott, Tera (1651160) X ‘ Program l Administration

5. Select Services/Notes from the Client banners.

The Services/Notes (###) list page is displayed. View field definitions (See page 130).

Services/Notes (196) ow QA%
Al Clnicians v || Al Statuses ¥ || All Procedures v || Other v
Show Senices and Care Mgmt Claims ¥ || Past 12 Months ¥ | From 05/20/2015 v To &>  AnPrograms v

|mgh |pos V| Sobs | Doument | Procedus Clinician Progm Comment

Q2620160900 Show PRS Group Weekly 120.00 M. De La Fuente, Eva  South Suburbs 10P -
QAIERUIB 000" Show Peychobd Widy Grp 360.00 M...  Adams, Olivia South Suburbs 10P
2520160930 Show  GipNote Dy Service Non-Bill 60.00 M., Mauritz, Katie Brookhaven ACCESS A
Q215201608007 Schedul . PRS Group Weekly 20.00 Min.. De La Fuente, Eva  South Suburbs 10P
02012016 0100 Show Med Note Pharm Meg 60,00 Minutes Fradhey, Susan Brookhaven CST

1162016 0100 Show Mo Mate Pharm Mng 60.00 Minutes Fradloy, Susan Brookhaven CST

118201601007 Show Med ote Pharm Mng 60,00 Minutes Hensley, Katie Brookhaven CST

1182016 01:00  Show Hed Mote Pharm Mng 60,00 Minutes Hensley, Katie Calhoun CS1
02000150000 Show  Shift Summary Shifthote 60.00 Minutes Frelley, Susan TRI Service Cleaning
02720151000 Show DO Individual., Individual Service N 60.00 M..  Frelley, Susan Brookhaven CST
DRANRIS 1130 Show Gip Note Group Therapy 60.00 Minutes  Adarms, Ofivia South Suburts Outpatie,
00302015 11.007  Schedul.. PRS Gioup Weekly 300.00 M. Adars, Olvia South Suburbs Outpatie...

2 15 " Show Gip Note Group Therapy 90,00 Minutes  Adarms, Olivia Chicago Apts Ex Tenants
0302M509.00" Show G Note Group Tharapy 90.00 Minutes  Adams, Oivia Chicago Apts Ex Tenants
0A302015 0800 Schedul., Daily TheraBH 360,00 Minutes  Hensley, Matt South Suburts Outpatie.,
0282015 1100 Schedul., PRS Group Weekly 300.00 M. Adams, Olivia South Suburts Outpatie.,.
QUPRPIS 0800 Schedul .. Daily TheraB# 350.00 Minutes  Hensley, Matt Scusth Suburbs Outpatie. .
0252015 1100 Schedul.. PRS Group Weekly 300.00 M... Adams, Olivia South Suburtrs Outpatie..
092520150800 Schedul. Daily TheraBH 360.00 Minutes  Hensley, Matt South Suburts Outpatie.
08242015 11,007 schedul.. PRS Group Weekly 300.00 M...  Adams, Ofivia South Suburts Cutpatie... 4
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6. Filter the list to determine the records that are displayed. Tell me how... (See page 142)

7. To make a copy of an existing service, click on the date of service you want in the DOS column.

10.

120).

The Service Note page is displayed with the Service tab active. View field definitions (See page

Note: the name of the page differs depending on the type of service performed on the date of

service that you selected.

Individual Service Note 4V 4 0 EE xR

O520/201¢ —y GoTo r—'?h_‘-—m

E Skatus In Progress Effective (52272018 Author Hensiey, Katie " Whoro Dotail |

Service Note Billing Dagnosis P warmnings

Service

Status Show v Start Date | 05232016 Date In 05232016 |EEv

Program Brookhaven CST v

Procedure | AP Groug Therap ¥ Stawt 300 A End End Date 05232016 | Duration 60

Location Officer v Time In .00 AM we Out 000 AM Date Out

Clinician Henshey, Katie Artending

Specific Location i m Comment You add & niew S for a dient, from

obes (22 t page, Senices/Notes (=
From this page, you 1 You sdd & new service and note From this page, you can: You add a new senvice and note ¥

Cancel Reason

Verify this is the service you want to copy.

Click the Save button.

Click the left pointing blue arrow in the task bar to extend the display of icons. See the arrow
outlined in red in the screen image below.

HEC i
1R S (%
11. Click the Copy Service icon in the task bar. See the icon outlined in red in the screen
image below.
P RBC
q (A 5 @00 v ol o x

A copy of the Service Note page is displayed. Notice that the date of service is changed to the
current day's date and the status is changed to Scheduled.

12. Make changes on the Service tab for this new service, if needed. View field definitions (See page

120).

13. Click the Save button.
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14. Click on the Billing Diagnosis tab to make it active.

The Billing Diagnosis tab is displayed. View field definitions (See page 116).

Billing Diagnosis

1 v F10.10 - Alcohol abuse, uncomplicated

2 v F06.32 - Depressive disorder due to another medical condition, With major depressive-like episode

Re-Order Diagnosis ~ Refresh Diagnosis

15. Make changes on the Billing Diagnosis tab for this service, if needed.

16. Click on the Save button.

17. When you are done making changes, click the Exit icon & to return to the Services/Notes list
page.

Why can't | access these screens? (See page Error! Bookmark not defined.)
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Reschedule a Service for a Client

|G : : : :
Use this toolbar item to reschedule a service for a client. Any status required to reschedule a
service? Cannot reschedule a service that has a status of Show?

Reschedule a Service for a Client

1. Display the Services/Notes (###) list page. Tell me how... (See page 47)

The Services/Notes (###) list page is displayed. View field definitions (See page 130).

Services/Notes (196) ow QA%
All Clinicians v || AN Statuses v || Al Procedures v || Other Al ooy Filter
Show Senices and Care Mgmt Claims ¥ || Past 12 Months ¥ | From 05/20/2015 3‘ To j' All Programs. v

mth | DOS V| Sobs | Doument Procedue Clinician Progm Comment

(21620160900 Show PRS Group Weekly 120.00 M., De La Fuente, Eva  South Suburbs 1OP -
QB0 0900 Show PeychoEd Widy Grp 360.00 M...  Adams, Olivia South Suburbs 10P
Q2520160930 Show Gip Note Day Service Non-Bill 60.00 M.,  Mauritz, Katie Brookhaven ACCESS A
15201 " Schedul. PRS Group Weekly 20.00 Min_. De La Fuente, Eva  South Suburts 10P

02012016 0100 Show Med Note Pharm Meg 60,00 Minutes Fredley, Susan Brookhaven CST
01192016 01007 Show Mag Note Pharm Mng 60.00 Minutes Frelloy, Susan Brookhaven CST
011620160100 Show Med bote Pharm Mng 60,00 Minutes Hensley, Katie Brookhaven CST
01182016 0100 Show Med Mote Pharm Mng 60,00 Minutes Hensley, Katie Calhoun CSI
102020150000 Show Shift Summany Shifthote 60.00 Mindes Frelfley, Susan TRI Service Claaning
102720151000 Show 100 Indhvidual, ., Individual Service N 60.00 M..  Frelley, Susan Brookhaven CST
0RI0RUIS 1130 Show  GepNote Group Therapy 60.00 Minutes  Adarms, Oiivia South Suburts Outpatie.,
00302015 11.007  Schedul.. PRS Gioup Weekly 300.00 M. Adars, Olvia South Suburbs Outpatie..

3 150900 Show Gip Note Group Therapy 90.00 Minutes  Adarrs, Olivia Chicaga Apts Ex Tenants
003020150000 Show G Note Group Therapy 90.00 Minutes  Adams, Olhvia Chicago Apts Ex Tenants
OIS 0600 Schedd., Daily TheraBH 360,00 Minutes  Hensley, Matt South Suburbs Outpatie.,
OR282015 11007 Schedul., PRS Group Weekly 300.00 M...  Adams, Oivia South Suburbs Outpatie.,.
QUPRPIS 0800 Schedul .. Duaily TheraBH 350,00 Minutes.  Hensley, Matt South Suburbs Dutpatie..
OR2SRMIS 1100 Schedul.. PRS Group Weekly 300.00 M...  Adams, Olivia South Suburtrs Outpatie..
092520150800 Schedul., Duily TheraBiti 360,00 Minutes  Hersley, Matt South Suburts Dutpatie.
00242015 11.007  Schedul. PRS Gioup Weekly 300.00 M. Adarms, Oivia South Suburbs Cutpatie... -

2. Click on the hyperlinked date of service in the DOS column that you want to reschedule.

The Service Note page is displayed. Note: the name of the page depends on the document assigned
to the service you selected. View field definitions (See page 120).

Individual Service Note v EO0EE ex

052022016 [T + | GoTo [~
B T (stotes nPogess | | Effective 05202016 Author  Hensiey, Katie v Moro Dot

Service | MNote Billing Diagnosis P warmings
| Service
Status Show v Start Date | 052372016 Date In 05232016 _,_a'

Program | Brookhaven CST ¥

Procedure | AP Grou Therap ¥ Sstat  [900AM End [1000AM | EndDote 05232016 | Duration [60 Minutes

Location | Offce v Timeln 2,00 AM TmeOut [1000AM | DateOut  |05232018

Clinician Henaley, Katie Attending ¥ Referring Ll
]

Specific Location You add & new service and note for & dient, from < Comment You add a new service and note for a cient, from
Services/Notes (222) list page. Senvices/Notes (222) list pape.

From this page, you can: You add & new service and note From this page, you can: You add a new sarvice and note

Cancel Reason
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3. Extend the toolbar by clicking the left pointing blue arrow. Notice the red box outlining the
arrow in the screen image below.

e S| w|x

The toolbar extends to the left.

q ANCS o @ > ARSI save | |

4. Click the Reschedule icon in the extended toolbar. Notice the red outlined toolbar item in the
screen image above.

The My Calendar page is displayed. The calendar for the staff member who was assigned to the
service where you clicked on the Reschedule Service icon is displayed. View field definitions.

My Calendar b

Single-Staff View ¥ || Acrea, Lan SSW ¥ | 15 Minutes Intervale ¥ _I| Showing 1-1/1 _
% Calendar ™% Service "8 Primary Care " Resource "™ Today [fjDay |5 week| T Momth  “E Refresh b May 1 2016 - May 7

Acree, Lan
Sun Mon Tue Wed Thu Fri
3 5/4 6

Sat
51 5/2 5/3 5/6 7

5. Find a date and time when you want to reschedule the client's service.
6. Click in the date and time space on the calendar.

The New Entry Type window is displayed.
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New Entry Type

New Calendar Entry
) New Service Entry
) New Primary Care Entry
) New Resource Entry
#) Reschedule

Select Cancel Reason

7. Select the Reschedule option.

8. Select a Cancel Reason from the drop down list.

9. Click the OK button.

The Service Detail page is displayed with the service information from the service you are
rescheduling showing with the new date and time you indicated on the calendar. View field

oY corer”

definitions.
Service Detail o Doctmments [ save JHE]
ServiceDetall | Billing Diagnosis | Add-On Cades
Service
" Clent. fenieeR] Status | Scheduled ¥ | StartDste |05/18/2016 |EH” progam | TBO South Sububs SEP
Procedhse Pharm hing v Start Time | 1:00 PM Duration 60 Mirustes
Clinkcian Name | Hensloy, Katie » End Time | 2:00 PM End Date | 05/18/2016
Location Islander House ¥ | Attending ¥ Refening
D"?:':tm W35 Other Person(s) Present Cancel Reason
R Charge $35000  Balance Rate ID 1280
¥ Billable Do Net Comglate
MNote
312-555-7885
o Owerride Charge Amount $250.00 | Onerridden By Hersbey, Katio
Comment
Overtide Ermors Overridden By
Warnings | Errors
Date Error Type Eiror Message Hext Step
| Custom Fields

10. Change information on the rescheduled service, if needed.

11. Click the Save button.
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12. Click the Exit ﬁ icon in the toolbar.

The My Calendar page is displayed with the original date information displayed. The service you
rescheduled has been moved.

13. Click the Exit ﬁ icon to close the My Calendar page(s).
The Service Note page is re-displayed for the rescheduled date.

14. Click the Save button in the toolbar.

15. Click the Exit ~ icon to close the Service Note page.

Why can't | access these screens?
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Schedule Follow-up Service
1. Display the Services/Notes (###) list page. Tell me how... (See page 47)

The Services/Notes (###) list page is displayed. View field definitions (See page 130).

Services/Notes (196) ow QA%
All Clinicians ¥ || All Statuses ¥ || All Procedures v || Other LAl Aoty Fitter
Show Senices and Care Mamt Clams ¥ || Past 12 Months ¥ | From 05/20/2015 2 To @ A1 Programs v

mth | pos v | S | Dowment | Procedue Clinkizn Brooram Comment

(21620160900 Show PRS Group Weekly 120.00 M., De La Fuente, Eva  South Suburbs 1OP -
QB0 0900 Show PeychoEd Widy Grp 360.00 M...  Adams, Olivia South Suburbs 10P
Q2520160930 Show Gip Note Day Service Non-Bill 60.00 M.,  Mauritz, Katie Brookhaven ACCESS A
Q215201608007 Schedul . PRS Group Weekly 20.00 Min_. De La Fuente, Eva  South Suburts 10P
02012016 0100 Show Med Note Pharm Meg 60,00 Minutes Fredley, Susan Brookhaven CST
1192016 0100 Show Med Note Pharm Mng 60.00 Minutes Frelloy, Susan Brookhaven CST
11182016 01007 Show Med bote Pharm Mg 60,00 Minutes Hensley, Katie Brookhaven CST
1182016 01:00  Show Med Mote Pharm Mng 60,00 Minutes Hensley, Katie Calhoun CSI
02020150000 Show  Shift Summary Shifthote 60.00 Mindes Frelley, Susan TRI Service Claaning
10720151000 Show  IDO Indwidual., Individual Service N 60.00 M..  Frelley, Susan Broakhaven CST
QA0S 1130 Show Gip Note Group Therapy 60.00 Minutes  Adarms, Ofivia South Suburbs Outpatie.
00302015 11.007  Schedul.. PRS Gioup Weekly 300.00 M. Adars, Olvia South Suburbs Outpatie..
3 150900 Show Gip Note Group Therapy 90.00 Minutes  Adarrs, Olivia Chicaga Apts Ex Tenants
003020150000 Show G Note Group Therapy 90.00 Minutes  Adams, Olhvia Chicago Apts Ex Tenants
OIS 0600 Schedd., Daily TheraBH 360,00 Minutes  Hensley, Matt South Suburbs Outpatie.,
0282015 1100 Schedul., PRS Group Weekly 300,00 M... Adams, Clvia South Suburts Outpatie.,.
Q02620150800 Schedul . Duaily TheraBH 350,00 Minutes.  Hensley, Matt South Suburbs Dutpatie..
0252015 1100 Schedul.. PRS Group Weekly 300.00 M...  Adams, Olivia South Suburts Outpatie..
092520150800 Schedul. Daily TheraBH 360,00 Minutes  Hensley, Matt South Suburts Outpatie.
0024201511007 schedul.. PRS Group Weekly 300.00 M...  Adams, Ofivia South Suburts Culpatie.. 4

2. Click on the hyperlinked date of service in the DOS column that you want to reschedule.

The Service Note page is displayed. Note: the name of the page depends on the document assigned
to the service you selected. View field definitions (See page 120).

) . .
Individual Service Note AVEOES wx
052022016 [T + | GoTo [v
B T (stotes nPogess | | Effective 05202016 Author  Hensiey, Katie v Moro Dot
Service | MNote Billing Diagnosis P warmings
 Service
Status Show v Start Date 052372006 Date In 0523206 ﬂ'

Program | Brookhaven CST ¥

Procedure | AP Group Therap v | (ECUGN s>t 200 A End [1000AM | EndDete 05232016 | Duration [60 Minutes

Lescathon Office hd Time In .00 AM Time Out | 10200 AM Date Out 052372016

Clinician Henaley, Katie Attending ¥ Referring Ll

Specific Location You add & new service and note for & dient, from ] Comment You add a new service and note for a cient, from
ServicesNotes (222) list page. Senvices/Notes (£ 2) ist pape.

From this page, you can: You add & new service and note From this page, you can: You add a new sarvice and note

Cancel Reason

3. Extend the task bar by clicking the left pointing blue arrow. Notice the red box outlining the
arrow in the screen image below.

e S| w|x
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The task bar extends to the left.

IR -~ JiC S| [6]@ © 0 v &b e X

4. Click the Schedule Follow-Up icon in the extended task bar. Notice the red outlined icon in the

screen image above.

The My Calendar page is displayed. The calendar for the staff member who was assigned to the
service where you clicked on the Schedule Follow-Up icon is displayed.

My Calendar b
Single-Staff View ¥ | Acres_Lan SSW ¥ | 15 Minutes Interval: ¥ _lI Tonle o Showing 1=1/1 _ Rpply Fflar
% Calendar ™% Service "8 Primary Care " Resource "™ Today [fjDay |5 week| T Momth  “E Refresh b May 1 2016 - May 7
Acree, Lan
Sun Mon Tue Wed Thu Fri Sat
501 512 5/3 5/4 5/5 5/6 5/7
100 §
»
) BN
PM
My Calendar b

Single-Staff View ¥ || Acrea, Lan SSW ¥ | 15 Minutes Interval: ¥ _" oo S Showing 1-1/1 _

% Calendar ™% Service "8 Primary Care " Resource "™ Today [fjDay |5 week| T Momth  “E Refresh b May 1 2016 - May 7

Acree, Lan
Sun Mon Tue Wed Thu Fri St
5{1 5/2 5/3 5/4 5/5 5/6 5/7
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5. Find the date and time when you want to schedule a follow-up visit. Tell me how... View field

definitions (See page 106).
6. Change the intervals you view on the calendar, if desired.
7. Change the view of the calendar, if needed.
8. Click in the time slot on the day when you want to schedule the follow-up visit.

The New Entry Type window is displayed. View field definitions (See page 109).

X

New Entry Type

New Calendar Entry

(@) New Service Entry

| New Primary Care Entry

() New Resource Entry

o] oo

9. Select the New Service Entry option to schedule a follow-up visit.

10. Click the OK button.

The Service Note page for the follow-up visit is displayed with the date and time you selected on

the calendar.

) . .
Individual Service Note LR sove |
05200016 Gep Note u GoTo [
B T (stotes nPogess | | Effective 05202016 Author  Hensiey, Katie PRI toeo Dot |
Service Note Billing DHagnosis \* wamings
Service
Status Show v Start Date  |05Z32016 Date In 05232016 |EEv

Program | Brookhaven CST ¥

Procedure | AP Group Therap ¥ Stast 2:00 AM End 10000 AM End Daste 05232016 | Duration |60 Minutes
Lescathon Office v Time In .00 AM Time Out | 10:00 AM Date Out 052372016
Clinician Hensley, Katie Artending A Referring v
" L] .
Specific Location You add & new service and note for & ciient, from s Comment You add & new service and note for a cdient, from
Sarvices/Notes (222 list paga. SanvicesNotes (=22) kst page.
From this page, you can: You add a new service and note = From this page, you can: You add a new service and note

Cancel Reason

11. Make changes on the Service Note page, if needed.

12. When the follow-up visit is complete, click the Save button in the task bar.
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The icons in the task bar are activated and you can complete other procedures for this client related
to services.

13. Click the Exit = icon in the task bar to return to the Services list page.

Why can't | access these screens? (See page Error! Bookmark not defined.)
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Manage Service Notes

Manage Services/Notes

You access the Service Note page from the Client tab. You can create a new service or work on a service
note on an existing service. The Note tab is added when the service is created with a procedure code that
is set up to require a note be completed by the clinician.

From the Services/Notes list page, you can:

Add a Service and Service Note to a Client (See page 29)

Change a Service for a Client (See page 31)

Change a Service Note for a Client (See page 32)

Delete a Service and Service Note (See page 35)

To Add a Service and Service Note to a Client

1. Display the Services/Notes list page. Tell me how... (See page 47)

The Services/Notes list page is displayed. View field definitions (See page 130).

Services/Notes (196) o QDAx
All Clinicians ¥ | Al Slatuses ¥ | Al Procedures ¥ | Other
Show Sanices and Care Momt Claims ¥ || Past 12 Months ¥ | From 05/20/2015 | Z* To &>  AnPrograms b
Auh | pos V| St | Document Procedure Clinkion Brogm Comment

OZAGRUIBA00  Show PRS Group Weekly 120.00 M., De La Fuente, Eva  South Suburbs 1OP -
[is 018 " Show PeychoEd Wiy Grp 360,00 M...  Adams, Olivia South Suburbs 10P

PAS20160930 Show G Note Day Service Nor-Bill 60.00 M. Mauritz, Katie Brookhaven ACCESS A
021520180800 Sehedul.. PRS Group Weekly 20.00 Min.. DeLa Fuente, Eva  South Suburbs 10P
2012016 01 g'f' | Showe Med Hote Pharm Mng 60.00 Minutes Fredley, Susan Brookhaven CST
AS2016 01007 Show Med Mote Pharm Mng 60,00 Minutes Frelloy, Susan Brookhaven CST
0118201601007 Show Med biote Pharm Mg 60.00 Minutes Hensley, Katie Brookhaven CST
Q1182016 01.00  Show Med Note Pharm Mng 60,00 Minutes Hensley, Katie Calhoun CS1

10209015 0900 Show | mary Shifthote 60,00 Mimes Frelfley, Susan TRI Service Claaning

102772015 1000 Show 100 Individual,., Indhidual Service N 60.00 M. Frelley, Susan Brookhaven CST
ORAPNS1IH  Show Gip Hote Group Therapy 60.00 Minutes  Adarms, Ofivia South Suburts Outpatie.,
00302015 11.007  Schedul.. PRS Group Weekly 300.00 M., Adars, Olivia South Suburbs Outpatie..
QU302015 0900 Show Gio Note Group Therapy 90,00 Minutes  Adarms, Olivia Chicaga Apts Ex Tenants
0300150000 Show G Note Group Therapy 90.00 Minutes  Adams, Oivia Chicago Apts Ex Tanants
OIS 0600 Schedd., Daily TheraBH 360,00 Minutes  Hensley, Matt South Suburbs Outpatie.,

13 ] Schedul., PRS Group Weekly 300,00 M.  Adams, Ofivia South Suburbs Outpatie.,

ZIPIPILE | Schedul.. Daily TheraBH 360.00 Minutes  Hensley, Matt South Suburbs Outpatie..

0 1511007  Schedul.. PRLS Group Weekdy 300.00 M...  Adams, Olivia South Suburtrs Outpatie..
CAZSR0IS 0800 Schedul.. Diily TheraBit 360,00 Minutes  Hersley, Matt South Suburbs Dutpatie.
00242015 11.007  Schedul., PRS Group Weekly 300.00 M. Adams, Olivia South Suburbs Outpatie... v

2. Click on the New Item icon

B

in the toolbar.

The Service Note page is displayed. View field definitions (See page 120).
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30

3 A =

Service Note 4v |8 0/ x
xp Note [0 Go To
Status MNeew Effective 05202016 Author  Hensley, Katie v

Service
Status Show v Start Date 05202016 | S
Program v
Procedure Start Druratio
Lescastion v
Clinkcian Henshey, Katie Aftending LA Raferring L4
Spacific Location ] Comment
Cancel Reason

3. Complete the fields on the Service tab.
4. Click the Save button in the toolbar.

If the procedure code you enter requires a note, the Note tab is added for the type of note needed.
5. Click on the Note tab to make it active.

The Note tab is displayed. View field definitions (See page 120). Since the Note tab is custom to
your organization, follow your organization's training to complete the tab.

Individual Service Note

G e T .
View | Status MNew | | Effective 09/07/2016 | | Author  Hensley, Katie

-

]
I

‘ 0612272016 i Misc =

Service MNote Eilling Diagnosis Warnings

General

‘ Information

6. Click the Save button in the toolbar.
7. Click on the Billing Diagnosis tab to make it active.

The Billing Diagnosis page is displayed. View field definitions (See page 116).

Billing Diagnosis
1ICD 10

1 v F10.10 - Alcohol abuse, uncomplicated

2 v F06.32 - Depressive disorder due to another medical condition, With major depressive-like episode

Re-Order Diagnosis ~ Refresh Diagnosis

8. Complete the Billing Diagnosis tab.
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Notice that there is a Warnings tab which will be blank until the service note goes through the
overnight process. If there are problems processing the service and note, then check the Warning
tab to determine why the service was not processed.

9. Click the Save button in the toolbar.

10. Click the Exit P toolbar item to close the service and note page.

To Change a Service for a Client

Use this procedure to change service information. If there is a service note with the service, use this task
if the note has not been signed yet. Otherwise, use the To Change a Signed Service Note for a Client (See
page 32).

1. Display the Services/Notes list page. Tell me how... (See page 47)

The Services/Notes list page is displayed. View field definitions (See page 130).

Services/Notes (196) = % @Ax
All Clinicians ¥ | Al Slatuses ¥ | Al Procedures ¥ | Other
Show Sanices and Care Momt Claims ¥ || Past 12 Months ¥ | From 05/20/2015 | Z* To &>  AnPrograms e
fauth | DOS ¥ Stahs | Document Procedyre Clinician Program Comment
OZAGRUIBA00  Show PRS Group Weekly 120.00 M., De La Fuente, Eva  South Suburbs 1OP -
QBB 0A00  Show PeychoEd Wiy Grp 360,00 M...  Adams, Olivia South Suburbs 10P
ZNSZ0IB0930 Show (G Note Day Service Nor-Bill 60.00 M. Mauritz, Katie Brookhaven ACCESS A
Q215201608007 Schedul . PRS Group Weekly 20.00 Min.. De La Fuente, Eva  South Suburbs 10P
02012016 0100 Show M Mote Pharm Mag 60,00 Minutes Fredhry, Sursan Brookhaven CST
" Show Med Mote Pharm Mng 60,00 Minutes Fradloy, Susan Brookhaven CST
0" Show Med bote Pharm Mng 60,00 Minutes Hensley, Kathe Brookhaven CST
" Show Med Mote Pharm Mng 60,00 Minutes Hensley, Katie Calhoun €51
" Show Shift Summary ShiftNote 60.00 Mines Frefley, Susan TRI Service Claaning
102720151000 Show 100 Individual,., Individual Service N 60.00 M. Frelley, Susan Brookhaven CST
0930201511307 Show  GipNote Group Therapy 60.00 Minutes  Adarrs, Clivia South Suburbs Outpatie.
CAA02015 11007 Schedul.. PRS Group Weekly 300.00 M...  Adans, Olivia South Subwrbs Outpatie.
COE02015 0900 Show Gip Note Group Therapy 90,00 Minutes  Adams, Olivia Chicago Apts Ex Tenants
03020150900 Show G Note Group Therapy 90.00 Minutes  Adams, Oivia Chicago Apts Ex Tanants
20 » Schedu ., Daily TheraBH 360,00 Minutes  Hensley, Matt South Suburbs Outpatie..
Schedul., PRS Group Weekly 300,00 M.  Adams, Ofivia South Suburbs Outpatie.,
| Schedul.. Daily TheraBH 360.00 Minutes  Hensley, Matt South Suburbs Outpatie..
" Schedul.. PRS Group Weekly 300.00 M...  Adams, Olivia South Suburtrs Outpatie..
0 Schedul.. Daily TheraBH 360,00 Minutes  Hensley, Matt South Suburts Dulpatie.
" Schedul.. PRS Gioup Weekly 300.00 M. Adarms, Oivia South Suburbs Cutpatie... il

2. Click on the hyperlinked date of service in the DOS column for the service you want to change.

The Service Note page is displayed. View field definitions (See page 120).
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Service Note 4v |8 0/ I
5200201 SO « | P -
Status MNeew Effective 052072016 Author  Hensley, Katie v
Ser Eilling Diagnosis
Service
Status Start Daby 05202016 -:'
Progras v
¥ Start Duration
v
Attending v Rafrr v
b Comimer
L4 i Reasc

3. Change fields on the Service tab, if needed.
4. Click the Save button in the toolbar.
5. Click on the Billing Diagnosis tab to make it active.

The Billing Diagnosis page is displayed. View field definitions (See page 116).

Billing Diagnosis
1ICD10..

1 v F10.10 - Alcohol abuse, uncomplicated

2 v F06.32 - Depressive disorder due to another medical condition, With major depressive-like episode

Re-Order Diagnosis ~ Refresh Diaanosis

6. Change the Billing Diagnosis tab, if needed.
Notice that there is a Warnings tab which will be blank until the service note goes through the
overnight process. If there are problems processing the service and note, then check the Warning
tab to determine why the service was not processed.

7. Click the Save button in the toolbar.

8. Click the Exit &t toolbar item to close the service and note page.

To Change a Signed Service Note for a Client

If the service note has been signed, then the document is displayed.
1. Display the Services/Notes list page. Tell me how... (See page 47)

The Services/Notes list page is displayed. View field definitions (See page 130).
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Services/Notes (196) ow QA%
All Clinicians ¥ || All Statuses ¥ || All Procedures v || Other LAl Aoty Fitter
Show Sanices and Cana Momt Clams ¥ || Past 12 Months ¥ | From 05/20/2015 | Z* To &>  AnPrograms b

futh | DOS V Sohs | Document | Procedure Qlinkian Brogam Comment

Q2HERMB 900 Show PRS Group Weekly 120,00 M., Dela Fusnte, Eva  South Suburbs I0P -
QB0 0900 Show Peyehobd Wily Grp 360.00 M., Adarns, Olvia South Suburbs 10P
Q2520160930 Show Gip Note Day Service Non-Bill 60.00 M.,  Mauritz, Katie Brookhaven ACCESS A
Q215201608007 Schedul . PRS Group Weekly 20.00 Min_. De La Fuente, Eva  South Suburts 10P
02012016 0100 Show Med Note Pharm Meg 60,00 Minutes Fredley, Susan Brookhaven CST
1192016 0100 Show Med Note Pharm Mng 60.00 Minutes Frelloy, Susan Brookhaven CST
11820160100 Show Med ote Pharm Mng 60,00 Minutes Hensley, Katie Brookhaven CST
1182016 01:00  Show Med Mote Pharm Mng 60,00 Minutes Hensley, Katie Calhoun CSI
02020150000 Show  Shift Summary Shifthote 60.00 Mindes Frelley, Susan TRI Service Claaning
10720151000 Show  IDO Indwidual., Indhidual Service M 60.00 M..  Frelley, Susan Broakhaven CST
QA0S 1130 Show Gip Note Group Therapy 60.00 Minutes  Adarms, Ofivia South Suburbs Outpatie.
00302015 11.007  Schedul.. PRS Gioup Weekly 300.00 M. Adars, Olvia South Suburbs Outpatie..
3 150900 Show Gip Note Group Therapy 90.00 Minutes  Adarrs, Olivia Chicaga Apts Ex Tenants
003020150000 Show G Note Group Therapy 90.00 Minutes  Adams, Olhvia Chicago Apts Ex Tenants
OIS 0600 Schedd., Daily TheraBH 360,00 Minutes  Hensley, Matt South Suburbs Outpatie.,
0282015 1100 Schedul., PRS Group Weekly 300,00 M... Adams, Clvia South Suburts Outpatie.,.
Q02620150800 Schedul . Duaily TheraBH 350,00 Minutes.  Hensley, Matt South Suburbs Dutpatie..
0252015 1100 Schedul.. PRS Group Weekly 300.00 M. Adams, Olivia South Suburts Outpatie..
Q92520150800 Schedul. Daily TheraBH 360,00 Minutes  Hensley, Matt South Suburts Outpatie.
0024201511007 schedul.. PRS Group Weekly 300.00 M...  Adams, Ofivia South Suburts Culpatie.. 4

2. If the service note has been signed, then clicking on either the hyperlinked date of service in the
DOS column or on the hyperlinked document name in the Document column displays the
document page.

Progress Notes (RP% 3 P %
G | —
i H (St G Eective| CECII016 | e M| Cove. Prvrary ==3
et 10 : 1227660 Page 1642
Texoma
Client Information
Cliant Name: Cabrera, bl Chent 10! 1237660
oon: 8L0/1983 Effective Date: CA/01/T016

Chief Comnplaint: This 23 ynar okl Mal prusants with & history of atrlomingl gain

Witals
Mona

Subjective:

3. Click the Edit button to open the document for changing. Notice the red box in the figure above
for the location of the Edit button.

The Confirmation Message window is displayed.
4. Click the OK button in the Confirmation Message window.

The Service Note page is displayed. View field definitions (See page 120).
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Individual Service Note 4V 4 0 EE xR

Gp Nate - [ GoTo [
m. Status In Progoess Effective (52272018 Author Hensley, Katie v

Service MNote Billing Diagnosis P wamings

05720020

Service

Status Show v Start Date | 05232016 Date In 05232016 j_,-"-_i'

Program | Brookhaven CST ¥

Procedure | AP Groug Therap ¥ Stast End End Daste 16 | Duration (60 Minies
Lecation | Office d TimeIn | 2.00 AM Time Out | 10:00 AM Date Out
Clinician Hensley, Katie Artending v Referring L
" L]
Specific Location You add @ rw service and note for & dient, from . Comment ‘You dd & new sevice and note for a dlient, from
Services/Notes (222) list page. Sanvices Motes (222) st page.
From this page, you can: You add & new service and note bl From this page, you can: You add a new sarvice and note o

Cancel Reason

5. Make changes as needed to the Service tab, Note tab and Billing Diagnosis tab.
6. Click the Save button in the toolbar.
7. Click the Sign button.

The Reason for New Version window is displayed for you to leave comments about the changes.

SmartCart @ R

Reason for new version:

8. Type comments in the window.
9. When your comments are complete, click the OK button.

The Signature window is displayed.
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Henslay, Katie is signing the Individual Service Note

Hensley, Katie 08/30/2016 4:00 PM
* Password Signaturs Pad MousefTouchpad
b
(T | [ | (|

10. Sign the document. Tell me how.... (See page 65)

11. Click the Exit P toolbar item to close the Service Note page.

To Delete a Service or a Service Note

You can only delete a service with a status of Scheduled.
1. Display the Services/Notes list page. Tell me how... (See page 47)

The Services/Notes list page is displayed. View field definitions (See page 130).
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Services/Notes (196) ow QA%
Al Clnicians v || Al Statuses ¥ || All Procedures v || Other v
Show Sanaces and Cane Momt Claims ¥ || Past 12 Months ¥ | From 05/20/2015 v To &>  An Programs v

|mgh | pos V| Sobs | Doument | Brocedus Clinician Progm Comment

O2UG2016 0900 Show PRS Group Weekly 120.00 M. De La Fuente, Eva  South Suburbs 10P -
QB0 0900 Show PeychoEd Widy Grp 360.00 M...  Adams, Olivia South Subuts 10P
2520160930 Show  GipNote Dy Service Non-Bill 60.00 M., Mauritz, Katie Brookhaven ACCESS A
Q215201608007 Schedul . PRS Group Weekly 20.00 Min_. De La Fuente, Eva  South Suburts 10P
02012016 0100 Show Med Note Pharm Meg 60,00 Minutes Fradhey, Susan Brookhaven CST

1162016 0100 Show Mo Mate Pharm Mng 60.00 Minutes Fradloy, Susan Brookhaven CST

118201601007 Show Med ote Pharm Mng 60,00 Minutes Hensley, Katie Brookhaven CST

1182016 01:00  Show Hed Mote Pharm Mng 60,00 Minutes Hensley, Katie Calhoun CS1
02020150000 Show  Shift Summary Shifthote 60.00 Mindes Frelley, Susan TRI Service Claaning
02720151000 Show DO Individual., Individual Service N 60.00 M..  Frelley, Susan Brookhaven CST
DRANRIS 1130 Show Gip Note Group Therapy 60.00 Minutes  Adams, Olivia South Suburtrs Outpatie.,
00302015 11.007  Schedul.. PRS Gioup Weekly 300.00 M. Adars, Olvia South Suburbs Outpatie...

2 15 " Show Gip Note Group Therapy 90,00 Minutes  Adarms, Olivia Chicago Apts Ex Tenants
0302M50900" Show G Note Group Tharapy 90.00 Minutes  Adams, Oivia Chicage Apts Ex Tenants
0A302015 0800 Schedul., Daily TheraBH 360,00 Minutes  Hensley, Matt South Suburts Outpatie.,
0282015 1100 Schedul., PRS Group Weekly 300.00 M. Adams, Olivia South Suburts Outpatie.,.
QUPRPIS 0800 Schedul .. Daily TheraB# 350.00 Minutes  Hensley, Matt Scusth Suburbs Outpatie. .
0252015 1100 Schedul.. PRS Group Weekly 300.00 M... Adams, Olivia South Suburtrs Outpatie..
CAZSR0IS 0800 Schedul.. Daily TheraBH 360.00 Minutes  Hensley, Matt South Suburts Outpatie.,
0024201511007 schedul.. PRS Group Weekly 300.00 M...  Adams, Ofivia South Suburts Cutpatie... 4

2. Filter the list to determine the records that are displayed. Tell me how... (See page 142)
3. Find the client whose service you want to delete.

4. Click on the hyperlinked date of service in the DOS column.

) . .
Individual Service Note AVEOES wx
05202016 apioe (03 K [GeTe | [~
B T (stotes nPogess | | Effective 05202016 (Author  Hensisy. Katie v Worn Detail
Sarvice Note Billing Diagnosks P wamings
| service
Status Show v Start Date | 052372016 Date In 05232016 _553'

Program | Brookhaven CST ¥

Procedure | AP Group Therap ¥ Stasrt 5.00 AM End |1000AM | EndDete 05232016 | Duration |60 Minutes
Lescathon Officer v Timeln 000 AM Time Out | 10000 AM Date Out 05232016

Clinician Hensley, Katie Artending v Referting v
Specific Locakion You add a new service and note for & cdient, from ] Comment You &dd & new service and note for a cent, from

ServicesNotes (222) list page. Senvices/Notes (£ 2) ist pape.
From this page, you can: You add a new service and note = From this page, you can: You add a new senvice and note

Cancel Reason

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

6. Click the OK button in the Confirmation Message window.
The Services/Notes list page is displayed.

Why can't | access these screens? (See page Error! Bookmark not defined.)
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Acknowledgements

Use this toolbar item to let other staff view a document once the document has been signed by the
author. The additional staff who view the document acknowledge that they have viewed the document.
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Add a Code to the Service Procedure Code
1. From the Service Detail page, click the Add-On Codes tab to make it active.

The Add-On Codes tab is displayed. View field definitions (See page 114).

Service Detail ] EIX WO | ¥
Service Detall Billing [Hagnosss Add-On Codis Authorization(s)
Add-On Codes
Seloct Add-On Codes Start Time Duration =R
Add-On Codes Start Time | Duration

2. Click the drop down arrow in the Select Add-On Codes field.

The list of authorized add-on codes for the service procedure code are listed.
3. Select the add-on code you want.

The start time for the service is displayed in the Start Time field.

The Duration that is set up for the add-on code is displayed in the Duration field. The units for the
code are displayed to the right of the Duration field.

4. Click the Add button.

The information about the add-on code is added to the list.

X

5. If you need to delete an add-on code, click the icon on the record you want to delete.
6. When you are done working with add-on codes, click the Save button.

Use the left arrow in your browser to return to the topic that you linked from.

Why can't | access these screens? (See page Error! Bookmark not defined.)
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Copy Service

Use Copy Service to copy the service information between dates of service for the same client. Find this
|
[
feature on the Services/Notes page for the client. The Copy Service toolbar item lets you make a
copy of the service that is displayed, and then allows you to make changes to the service, if needed. This
is an efficient process if the majority of the existing service details are the same for the copy of the service

you make.

To Copy a Client's Service

1. Display the client you want to work with.

a. Todisplay a client, click the Open this Client drop down list
Open this Client v |

b. Select the <Client Search> option.

The Client Search window is displayed. View field definitions (See page 134).

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 v
Other Search Strategies
DOB Search i
D 5
Records Found
| ID ‘ Master ID | Client Name A ‘ SSN/EIN | DOB | Status | City | Primary Clinician Provider

No data to display

Create Provider Client ||| Create New Polential Client |
Registration (Selected Client) I Inquiry (Selected Chent) Inquiry (New Client)

2. Search for the client you want. Tell me how... (See page 133)
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3. When the client you want is displayed and selected, click the Select button.

The Client Summary page is displayed. View field definitions (See page 86).

Client Summary e b
Summary
Chient 107 304180 Master Client 1D:
Name: Balion, Pam Status: [n Tessatment DOB: 0/12/1941  Ape: 75 Years  Sex: Female  Race: White SEN: 0000
Registered On: 01/08/199] Last Seen On: 09/14/2015 Nt Schaduled: Address: 1830 N, State Chicago, 1L 60601
Primary Care Coord: AuDuong, Bill Primary Program; South Follow Along Phone: 312-555-2153
MNote:
Emargency Contact: P222, (222 312-555- 2475 Prasanting Problem:
DHagriosis:
Type a9 D10 DS R/O  Description
Primary 295.30 F20.0 Mo Paranoid schizophren, ..
Additions V7109 Z03.89 No Encounter for obsery...
Temedirne Surmmary
GAF Score
Senices 100
Med Changes  gp
F [1]
Jun Jul Aug Sep Oet Nev Deac Jan Feb Mar Apr May
Admit T Discharge T

Notice that a Client tab is displayed to the right of the My Office tab. The tab displays the client's

last name, first name and the client ID in parentheses.

[ Resi Rl Abbott, Tera (1651160) X [lEGhlei IV Administration

5. Select Services/Notes from the Client banners.

The Services/Notes (###) list page is displayed. View field definitions (See page 130).

Services/Notes (196)

All Clinicians ¥ | Al Slatuses ¥ || All Procedures

Show Services and Care Momt Claims ¥ || Past 12 Months ¥ | From 05/20/2015 v To

futh | DOS V Sohs | Document Brocedyre Qinkipn

Q2HERMB 900 Show PRS Group Weekly 120,00 M... De La Fuente, Eva
Q2GR0 0000 Show Peyehobd Wily Grp 360.00 M., Adarns, Olvia
152016 0930 Show Gip Note Day Service Nor-Bill 60.00 M. Mauritz, Katie

15201 " schedul . PRS Group Weekly 20.00 Min.. De La Fuente, Eva
02012016 0100 Show Med Note Pharm Meg 60,00 Minutes Fradhey, Susan
Q1102016 0100 Show Mag Note Pharm Mng 60.00 Minutes Fradloy, Susan
011620160100 Show Med bote Pharm Mg 60.00 Minutes Hensley, Kathe
01182016 0100  Show Med Mote Pharm Mng 60,00 Minutes Hensley, Katie
1020920150000 Show  Shift Summary Shifthote 60.00 Mindes Freiley, Susan
1027/2015 10.00  Show 10D Individual, .. Individual Service N 60.00 M. Frelley, Susan
030201511307 Show Gip Note Group Therapy 60.00 Minutes  Adans, Clivia
00302015 1100 Schedul.. PRS Group Weekly 300.00 M...  Adarms, Ofivia
Q3020150900 Show Gip Note Group Therapy 90.00 Minutes  Adarrs, Olivia
0302M509.00" Show G Note Group Therapy 90.00 Minutes  Adams, Oivia
0020150800  Schedd., Daily TheraBH 360,00 Minutes  Hensley, Matt
0B282015 100 Schedul., PRS Group Weekly 300.00 M. Adams, Olivia
QUPRPIS 0800 Schedul .. Daily TheraB# 350.00 Minutes  Hensley, Matt
1511007  Schedul.. PRS Group Weekly 300.00 M...  Adars, Olivia
0AP52015 " schedul . Duily TheraBit 360,00 Minutes  Hersley, Matt
3242015 1007 Schedul.. PRS Group Weekly 300.00 M...  Adams, Oivia

¥ | Other

-

[l AnPrograms v

Progm Comment
South Suburbs 10P -
South Suburbs 10P

Brookhaven ACCESS A

South Subwrbs 10P

Brookhawen CST

Brookhaven CST

Brookhaven CST

Calhoun C51

TRI Service Claaning

Brookhaven CST

South Suburts Outpatie.,

South Sutwrbs Outpatie..

Chicaga Apts Ex Tenants

Chicago Apts Ex Tenants

South Suberbs Outpatie.,

South Suburbs Cutpatie.,

South Suburbs Dutpathe..

South Subuwbs Outpatie ..

South Subwrbs Outpatie..

South Suburbs Cutpatie... -

TR IR
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6. Filter the list to determine the records that are displayed. Tell me how... (See page 142)

7. To make a copy of an existing service, click on the date of service you want in the DOS column.

10.

120).

The Service Note page is displayed with the Service tab active. View field definitions (See page

Note: the name of the page differs depending on the type of service performed on the date of

service that you selected.

Individual Service Note 4V 4 0 EE xR

O520/201¢ —y GoTo r—'?h_‘-—m

E Skatus In Progress Effective (52272018 Author Hensiey, Katie " Whoro Dotail |

Service Note Billing Dagnosis P warmnings

Service

Status Show v Start Date | 05232016 Date In 05232016 |EEv

Program Brookhaven CST v

Procedure | AP Groug Therap ¥ Stawt 300 A End End Date 05232016 | Duration 60

Location Officer v Time In .00 AM we Out 000 AM Date Out

Clinician Henshey, Katie Artending

Specific Location i m Comment You add & niew S for a dient, from

obes (22 t page, Senices/Notes (=
From this page, you 1 You sdd & new service and note From this page, you can: You add a new senvice and note ¥

Cancel Reason

Verify this is the service you want to copy.

Click the Save button.

Click the left pointing blue arrow in the task bar to extend the display of icons. See the arrow
outlined in red in the screen image below.

HEC i
1R S (%
11. Click the Copy Service icon in the task bar. See the icon outlined in red in the screen
image below.
P RBC
q (A 5 @00 v ol o x

A copy of the Service Note page is displayed. Notice that the date of service is changed to the
current day's date and the status is changed to Scheduled.

12. Make changes on the Service tab for this new service, if needed. View field definitions (See page

120).

13. Click the Save button.
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14. Click on the Billing Diagnosis tab to make it active.

The Billing Diagnosis tab is displayed. View field definitions (See page 116).

Billing Diagnosis

1 v F10.10 - Alcohol abuse, uncomplicated

2 v F06.32 - Depressive disorder due to another medical condition, With major depressive-like episode

Re-Order Diagnosis ~ Refresh Diagnosis

15. Make changes on the Billing Diagnosis tab for this service, if needed.

16. Click on the Save button.

17. When you are done making changes, click the Exit icon & to return to the Services/Notes list
page.

Why can't | access these screens? (See page Error! Bookmark not defined.)
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Create Service/Notes

You can quickly display the Service Note page for a specific client using the drop down list on the title
bar. Refer to the red box in the figure below. The figure illustrates the SmartCare title bar.

To Create Service/Notes

1. From the SmartCare title bar, click on the down arrow in the Create Service/Notes drop down.
Refer to the red box in the figure above for the location of the down arrow. The list is displayed.
See figure below.

Create ServicefNotes k‘
< Current Clisnt =
Melson, Brennon
Smith, Sam
Thomas, Jennifer
Thomas, Kenneth

2. From the drop down, select:

Current client - if a client account is open, the name is listed in the client tab. Refer to the darker
blue tab in the figure below.

B e Gk B Program | Administration |

From a list of recently accessed clients - refer to the figure after step 1 for the list.

The Service Note page is displayed for the selected client. Notice that the Status defaults to Show
for the current date.
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Display the Client Plans and Time Spans Page

1. Display the client you want to work with.

a. Todisplay a client, click the Open this Client drop down list
{ Open this Client v l

b. Select the <Client Search> option.

The Client Search window is displayed. View field definitions (See page 133).

Provider | All Providers

|
v

Name Search R, [} Include Client Contacts | | Only Include Active Clients (Checking will nat allow aption to create new Client)

Broad Search Type of Client  (®) Individual () Organization

Last Name | | First Name | Program

ol

Other Search Strategies ‘

|
DOB Search ' E,E'
[Py i s | 3
S |

Records Found .

| Jib)  MasterID | ClientName & SSNEIN | DOB | Status | Oty | Pimary Cliniclan | Provider

No data to display

Creale Provider Client ||| Creale New Potential Client |

New Registration Registration (Selected Client) !

=
Inquiry (Selected Client) Inquiry (New Client)

2. Search for the client you want. Tell me how...
3. When the client you want is displayed and selected, click the Select button.

The Client Summary page is displayed. View field definitions (See page 86).
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Client Summary

Summary

Client 1D: 394180 Master Client ID:

Name: Bellon, Pam Status: In Treatment

DOB: 01/12/1941
Mext Scheduled:

Age: 75 Years

Registered On: 01/08/1991 Last Seen On: 09/14/2015

Primary Care Coord: AuDuonaq, Bill Primary Program: South Follow Along

Note:

Emergency Contact: P222, C222 312-555-2475 Presenting Problem:

Sex: Female

Race: White SSN: 0999
Address: 1830 N. State Chicago, IL 60601

Phone: 312-555-2153

Admit T Discharge T~

Diagnosis:
Type D9 D10 DSMS  R/O  Description
Primary 295.30 F20.0 No Paranoid schizophren...
Additional V71.09 703.89 No Encounter for observ...
Timeline Summary
GAF Score
Services 100
Med Changes s
Hi 1 0
Jun Jul Aug Sep Oct Nov Dec Jan Feb Mar Apr May

4. Notice that a Client tab is displayed to the right of the My Office tab. The tab displays the client's

last name, first name and the client ID in parentheses. When a tab in these tabs is dark blue, then
the banners displayed below are specific to that area of the system.

| My Office :Abbolt, Tera (1651160) X [WGhlehy [ Administration

5. From the client banners, select Finance banner > Insurance sub-banner.

The Client Plans And Time Spans (#) page is displayed. View field definitions.

Client Plans And Time Spans (2)

| Client Plans
Plan Namwe Al [nsured Id Co-Pay Start Date: End Date
1 Better Healtt 121212 Eg E8~
APS Hesltheare g et
| Plan Time Spans | Show Current Plans Ondy BHRS v

01/01/2015 - No End Date

x Actna Belter Health

121212-P0 Box 62198 Phoenix, A7 BS0ED

(08 | Service Area

BHRS v

Consultation A

R

Why can't | access these screens?
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Display the Services List Page
1. Follow this path: My Office tab > Billing banner > Services sub-banner.

The Services list page is displayed. View field definitions (See page 131).

Services (29574) 5 wow @R
All Services v | [AllSerace Staluses ¥ | | Include Do Not Complel ¥ | | All Programs v | |Fnancial Assignment . v | [ERSIRETES
All Locatsons v Al Proceduns Codes v All Clinicins L All Service Entry Staff v
Service Id Entered From v Entered To E&v DOS From 02/13/2015 |5l DOS To 02/13/2016 | (v
Client Name Dos V| Charge (Rate Id) Procedure Status Clinicfary Brogeam Location
[ Bafion, Pam 021172016 10:30 AM Individual Therapy Schedulid AuDuong, Bill South Follow Along Hope Apts
Sutton, Edve 02/11/2016 9:30 AM Indiividual Therapy Scheduled Aubnong, Bill South Follow Along Hope Apts
Jones, Jenny 02/10/2016 4:00 PM 23660 (10} Psychological Test Shew Spencer, Kim Brookhaven CST Chert's Residence
Barkinson, Ruben 0072016 2,30 FM Individual Therapy Schedubed AuDuong, Bil South Follow Along Hape Apts
Milker, huanita D21 10/2016 2:30 PM Pharm Mg Scheduled ‘Whatcolt, Sara South Follow Along Hope Apts
Saiith, Natalie 02/10/2016 1.00 PM Pharm Mg Scheduled Whatcott, Sara South Follow Along Hope Apts
i il 02/10/2016 10:00 AM 194750 32) Ind Thipy Commercial Scheduled Bernarda, Jesse Mo Episode Chent's Residence
Abbott, Amands 02/10/2016 9:00 AM 4520( 520 Group Therapy Show Freiley, Susan Adult Inpatient Ausstin Apartment:
Clark, Kevin 02/10/2016 9:00 AM 4520(52) Growp Tharapy Show Frailey, Susan Adult Inpationt Ausstin Apartmants
Clark, Mary 0211002016 9:00 AM 452057 Group Therapy Shaw Freibey, Susan Adult. Inpatient Austin Apartments
vick, Pas 02/09/2016 1:30 PM Individual Therapy Scheduled Aubuong, Bill South Follow Along Hope Apts
Romaro, Harley 02/09/2016 11:00 AM Indhvidual Therapy Schaduled Aubuong, Bill South Follow Along Hope Apts
fr et D0R016 300 PM Nursing Mote Scheduled Fovila, Stacey Brockhaven ACCESS A ACT Hospital Visit
Qlark, Kevin 02/08/2016 L30PM  26000(35) Ind Thipy Crisls 31+ Show Awfla, Stacey Brookhaven CST 4101 N Ravenswo
Budick, Douglas 02/08/2016 12:00PM  194.25( 14 ) Individual Therapy Schaduled Jackson, Leann South Suburbs 10P Grals Apartments
Darget, Briana 02/08/2016 11:00 AM 16630 ( 1780 ) Pharm Mg Scheduled Al Stacey South Suburbs 10P Office
Harbaugh, John 0QUBROIGE00AM  26000(35) Ind Thirpry Crisls 31+ Show Frefley, Susan Mo Episode S000 W Rodsevelt
Bamy, Don 02/06/2016 1100 AM  19425(32) Ind Thrpy Commercial Scheduled Uwimpuhwe, Clifton No Episode Client's Residence
e OHIUSI016 330 PM Inedtvichaal Therapy Scheduled Aubnng, Bil South Follow Along Hope Apts 5

i ’

123453678910 Hedlagtit ¥
From the Services list page, you can:

Manage Services (See page 3)

Export the List Page Records (See page 141)

Why can't | access these screens? (See page Error! Bookmark not defined.)
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Display the Services/Notes List Page

1. Display the client you want to work with.

a. Todisplay a client, click the Open this Client drop down list
{ Open this Client v l

b. Select the <Client Search> option.

The Client Search window is displayed. View field definitions (See page 133).

Provider | All Providers

|
v

Name Search R, [} Include Client Contacts | | Only Include Active Clients (Checking will nat allow aption to create new Client)

Broad Search Type of Client  (®) Individual () Organization

Last Name | | First Name | Program

ol

Other Search Strategies ‘

|
DOB Search ' EE

Prnmary Clinician Search v |

S |

Records Found .

| Jib)  MasterID | ClientName & SSNEIN | DOB | Status | Oty | Pimary Cliniclan | Provider

No data to display

Create Provider Client |

Create New Polential Client |
Registration (Selected Client) ! Inquiry (Selected Client) Inquiry (New Client)

2. Search for the client you want. Tell me how... (See page 133)
3. When the client you want is displayed and selected, click the Select button.

The Client Summary page is displayed. View field definitions (See page 86).
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Client Summary = x
Summary
Client 1D: 394180 Master Client ID:
Name: Bellon, Pam Status: In Treatment DOB: 01/12/1941  Age: 75 Years Sex:Female  Race: White SSN: 0999
Registered On: 01/08/1991 Last Seen On: 09/14/2015 Next Scheduled: Address: 1830 N. State Chicago, IL 60601
Primary Care Coord: AuDuonaq, Bill Primary Program: South Follow Along Phone: 312-555-2153
Note:

Emergency Contact: P222, C222 312-555-2475 Presenting Problem:

Diagnosis:

Type D9 D10 DSMS  R/O  Description

Primary 295.30 F20.0 No Paranoid schizophren...

Additional V71.09 703.89 No Encounter for observ...

Timeline Summary
GAF Score

Services 100

Med Changes s

He 1 0

Admit T Discharge T

4. Notice that a Client tab is displayed to the right of the My Office tab. The tab displays the client's
last name, first name and the client ID in parentheses. When a tab in this row of tabs is dark blue,
then the banners displayed below the tabs are specific to that area of the system.

| My Office BLEUEERENERES Program | Administration

5. From the client banners, select Services/Notes.

Note: All the work you complete on the Services/Notes list page is for the specific client you
selected.

The Services/Notes (###) list page is displayed. View field definitions (See page 130).

Services/Notes (196) % % @Ax
All Clinicians ¥ | Al Slatuses ¥ || All Procedures ¥ || Other L
Show Sanaces and Cane Momt Claims ¥ || Past 12 Months ¥ | From 05/20/2015 v To [H*  suPrograms ¥

futh | DOS V Sohs | Document Brocedyre Qlinkian Brogam Comment

2IG2016 0900 Show PRS Group Weekly 120.00 M., De La Fuente, Eva  South Suburbs 1OP -
QB0 0900 Show PeychoEd Widy Grp 360.00 M...  Adams, Olivia South Suburbs 10P
Q2520160930 Show Gip Note Day Service Non-Bill 60.00 M.,  Mauritz, Katie Brookhaven ACCESS A
15201 " Schedul.. PRS Group Weekly 20.00 Min.. DeLa Fuente, Eva  South Suburbs 10P

2012016 0100 Show Med Note Pharm Meg 60,00 Minutes Fredley, Susan Brockhaven CST

1192016 0100 Show Mag Note Pharm Mng 60.00 Minutes Frelloy, Susan Brookhaven CST
0182016 01.007 Show Med bote Pharm Mng 60,00 Minutes Hensley, Katio Brookhaven CST
Q1182016 01.00  Show Med Note Pharm Mng 60,00 Minutes Hensley, Katie Calhoun CSI
102020150000 Show Shift Summany Shifthote 60.00 Mindes Frelfley, Susan TRI Service Claaning
1027/9015 1000 Show DD Incividual ., Individual Service N 60.00 M. Frelley, Susan Brookhaven CST
0RI0RUIS 1130 Show  GepNote Group Therapy 60.00 Minutes  Adarrs, Clivia South Suburts Outpatie.,
CAA02015 11007 Schedul.. PRS Group Weekly 300.00 M...  Adams, Olivia South Suburbs Outpati...
093020150900 Show Gip Note Group Therapy 90.00 Minutes  Adarrs, Olivia Chicago Apts Ex Tenants
093020150000 Show G Note Group Therapy 90.00 Minutes  Adams, Olivia Chicago Apts Ex Tenants
0020150800  Schedd., Daily TheraBH 360,00 Minutes  Hensley, Matt South Suburbs Outpatie..
OR282015 11007 Schedul., PRS Group Weekly 300.00 M...  Adams, Oivia South Suburbs Outpatie.,.

] 15 " Schedul . Daily TheraB# 350.00 Minutes  Hensley, Matt South Suburbs Dutpatie..
OR2SRMIS 1100 Schedul.. PRS Group Weekly 300.00 M...  Adams, Olivia South Suburtrs Outpatie..
092520150800 Schedul., Duily TheraBiti 360,00 Minutes  Hersley, Matt South Suburts Dutpatie.

32412015 11,007 Schedul.. PRS Group Weekly 300.00 M...  Adams, Ofivia South Suburbis Qutpatie. »
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Why can't | access these screens? (See page Error! Bookmark not defined.)
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Print Amendment Requests

1. Display the Services/Notes (###) list page. Tell me how... (See page 47)

This icon lets you view and any amendment requests initiated by the client on service notes.

The Services/Notes (###) list page is displayed. View field definitions (See page 130).

Services/Notes (196) ow QA%
All Clinicians v || AN Statuses v || Al Procedures v || Other Al ooy Filter
Show Senices and Care Mgmt Claims ¥ || Past 12 Months ¥ | From 05/20/2015 3‘ To j' All Programs. v

mih | pOS V| S | Document Procedure Clinkian Progem Comment

2IG2016 0900 Show PRS Group Weekly 120.00 M., De La Fuente, Eva  South Suburbs 1OP -
QB0 0900 Show PeychoEd Widy Grp 360.00 M...  Adams, Olivia South Suburbs 10P
0520160930 Show Gip Note Day Service Nor-Bill 60.00 M.  Mauritz, Katie Brookhaven ACCESS A
15201 " Schedul. PRS Group Weekly 20.00 Min_. De La Fuente, Eva  South Suburts 10P
02012016 0100 Show Med Note Pharm Meg 60,00 Minutes Fredley, Susan Brookhaven CST
01162016 0100 Show Mad Mote Pharm Mng 60.00 Mirutes Fradloy, Susan Brookhaven CST
011620160100 Show Med bote Pharm Mg 60.00 Minutes Hensley, Kathe Brookhaven CST
01182016 0100 Show Med Mote Pharm Mng 60,00 Minutes Hensley, Katie Calhoun CSI
102020150000 Show Shift Summany Shifthote 60.00 Mindes Frelfley, Susan TRI Service Claaning
102720151000 Show 100 Indhvidual, ., Individual Service N 60.00 M..  Frelley, Susan Brookhaven CST
R30S 1130 Show Gip Note Group Therapy 60.00 Minutes  Adars, Ofivia South Suburbs Outpatie.
00302015 11.007  Schedul.. PRS Group Weekly 300.00 M...  Adams, Ofivia South Suburbs Outpatie...

3 150900 Show Gip Note Group Therapy 90.00 Minutes  Adarrs, Olivia Chicaga Apts Ex Tenants
003020150000 Show G Note Group Therapy 90.00 Minutes  Adams, Oivia Chicago Apts Ex Tanants
0020150800  Schedd., Daily TheraBH 360,00 Minutes  Hensley, Matt South Suburbs Outpatie.,

OR282015 11007 Schedul., PRS Group Weekly 300.00 M...  Adams, Oivia South Suburbs Outpatie.,
QERE2MS 0800 Schedul .. Daily TheraBH 360,00 Minutes  Hensley, Matt South Suburbs Outpatie.
0252015 1100 Schedul.. PRS Group Weekly 300.00 M...  Adams, Olivia South Suburtrs Outpatie..
(92520150800 Schedul.. Duily TheraBiti 360,00 Minutes  Hersley, Matt South Suburbs Outpatie.,
00242015 11.007  Schedul. PRS Gioup Weekly 300.00 M. Adarms, Oivia South Suburbs Cutpatie... -

2. Click on the hyperlinked date of service in the DOS column that you want the print the
amendment request for.

The Service Note page is displayed. Note: the name of the page depends on the document assigned
to the service you selected. View field definitions (See page 120).

Individual Service Note v EOEE ex

052062016 Gep Note u GoTo [
B T (stotes nPogess | | Effective 05202016 Author  Hensiey, Katie v Moro Dot
Service | MNote Billing Diagnosis P warmings
 Service
Status Show v Start Date | 052372016 Date In 0523206 _j'_a'

Program | Brookhaven CST ¥

Procedure | AP Group Therap ¥ Stast 2:00 AM End 10000 AM Encl Dister 05232016 | Duration |60 Minises
Lescathon Office hd Time In .00 AM Time Out | 10200 AM Date Out 052372016
Clinician Hensley, Katie Artending A Referring v
Specific Location You add & new service and note for & dient, from n Comment You add a new service and note for a cient, from
Services/Notes (222) list page. Senvices/Notes (222) list pape.
From this page, you can: You add a new service and note = From this page, you can: You add a new service and note ¥

Cancel Reason

3. Extend the toolbar by clicking the left pointing blue arrow. Notice the red box outlining the arrow
in the screen image below.
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EE S wix

The task bar extends to the left.

4 ¢\ @560 vEOEDN ¥ X

4. Click the Print Amendment Requests icon in the extended task bar. Notice the red outlined icon
in the screen image above.

The Amendment Requests window is displayed.

demo.shsdata.com/DemoSmartCare/ShowReport.aspx?FunctionName=LoadRdlAmendmentRequest&DocumentCodeld=1612&Clientld=2

Fax
4 4 1 Jof1 b Select a format v | Expor #
FPage 1 of 1
Amendment Requests
Document Name: QOutpatient Client N i} ifer, Th Date of Birth: 01/01/1980

Psychiatric Progress Note

No amendment to display

5. Use the Select a format drop down list to choose the format you want for the report.
6. Click the Export hyperlink.

The export file link button is displayed in the lower left corner of your browser screen. Refer to the
red box in the image below.
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My Office ] T"mm,KEmlamﬂlMZ!.O]x Program | Administration |

.
: Services/Notes (27)
Documents »
Finance >
|mmunizations All Clinicians ¥ || All Statuses ¥ || All Procedures ¥ || Other A
Inguiry/Registration » Show Services and Care Mgmt Claims ¥ || Past 12 Months ¥ | From |08/30/2015 | EH~ To ™ | AllPrograms r
MD Summary
Medic &l » N | Auth Dos V | Status Document Procedurs Clinician Program Comment
Messages DE/292016 03:00  Schedu.. Misc Court Appointment 120.00 .. Freiley, CSusan Veterans Project
ty Appoi e
My Appointments D6/28/2016 11:00  Show Nurse Note Nursing Note 60.00 Minutes  Hensley, Katie Veterans Project
Mon Service Activities
Zrob D6/28/2016 10:00 Schedu...  IDD Individual... IDD Ind Therapy 60.00 Minut...  Lewis, Matt Veterans Project
roblems B
Programe / Tracks N DE/27/2016 11:.00 Schedu. Nurse Mots Nursing Note 30.00 Minutes Reynoso, Cary Veterans Project
Restrictive Procedures 05/18/2018 02:30 Schedu...  Nurse Mote Nursing Note 30,00 Minutes Freiley, CSusan Weterans Project
Services 120082015 11:30°  Schedu.. Misc Interpretive Srves 30.00 Min...  Avila, System Weterans Project
ServicesiMotes 12/08/201509:00  Schedu.. IDD Individual... IDD Ind Therapy 60.00 Minut... Lewis, Matt Veterans Project
5 E
Summary 08/29/2015 11:30°  Show Grp Mote Group Therapy 60.00 Minutes  Adams, Olivia South Suburbs Outpatie.
Timeline/Flags/Events >
i & 09/28/2015 12:00 Show Grp Note: Group MFam Therapy 15.00 Day, Cindy Shelter Plus Care I Nort.
ities >
- 0%/23/2015 01:00 Schedu... Daily TheraBH 30.00 Minutes Day, Cindy Veterans Project
D9/21/2015 0300 Schedu... Ind Therapy School 30,00 Mi..  Day, Cindy Veterans Project
i i ] .
09/18/201512:00  Compl.. Misc UA SelfPay Lab 1.00 Units Macceo, Enea MAL Austin Safe Haven
= 09/16/2015 12:00 Show Group Commergia...  Group MFam TheraBH 15.00 Day, Cindy Veterans Project
Unsaved Changes (3)
} D9/15/2015 11:30 Show Grp Note Group TheraBH 60.00 Minutes  Adams, Olivia South Suburbs Qutpatie.
Group Details i
Group Details 09/14/2015 11:30 Show Grp Nots Group TheraBH 60,00 Minutes  Adams, Olivia South Suburbs Qutpatie.
Senvice Detail (Rodr.., M 09/10/201505:00  Schedu.. IndvNote Ind Thrpy T« FIn Rev 60.00 .. Hensley, Marcy South Suburbs MFP [Comment] -..
08/05/201512:00  Compl old 1.00 Ryland, David Brockhaven ACT
09/04/2015 11:30 Show Grp Nots: Group TheraBH 60.00 Minutes  Blaum, Wasif South Suburbs Qutpatie.
0810420151130 Show Grp MNote Group TheraBH 60.00 Minutes  Kindred, Desj South Suburbs Qutpatie.
09/03/2015 11:30  Show Grp Mote Group Therapy 60.00 Minutes  Kindred, Deej South Suburbs Qutpatie.
09/02/201506:00  Show Group Commergia...  Grp Thrpy Commercial 120.0...  Hensley, Marcy Brockhaven CST
09/02/2015 11:30  Show Grp Note Group Therapy 45.00 Minutes  Day, Cindy South Suburbs Qutpatie
09/02/2015 11:00 Show Grp Note Daily TheraBH 120.00 Minutes  Kindred, Deej Veterans Project
0901/2015 0200 Compl.. Misc UA SelfPay Lab 1,00 Units Brock, Jessica MAL Austin Safe Haven
09/01/201510:28  Show Misc UA SelfPay Lab 1.00 Units Ray, Richard MAL Austin Safe Haven
09/01/2015 10:00°  Show Med Mote Pharm Mng 60.00 Minutes Kindred, Degj MAU Austin Safe Haven
09/01/2015 01:00 Show Grp Note Daily TheraBH 120.00 Minutes  Kindred, Deej Veterans Project

@ ExportData (45).xls

7. Click the Export file button in the lower left corner of your browser's task bar.

The document is opened on your computer's local drive in the software that produces the file
format you selected.

8. Use the software page that opens in the format in the software you requested and print the
document.

9. Use the Save As feature in the software to rename the file and put it in a different location, if you
want.

When the printing is complete, the Print window is closed and the Service Note page is displayed.
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Print Clinical Summary
1. Display the Services/Notes (###) list page. Tell me how... (See page 47)

The Services/Notes (###) list page is displayed. View field definitions (See page 130).

Services/Notes (196) ow QA%
All Clinicians ¥ || All Statuses ¥ || All Procedures v || Other LAl Aoty Fitter
Show Senices and Care Mamt Clams ¥ || Past 12 Months ¥ | From 05/20/2015 2 To @ A1 Programs v

mth | pos v | S | Dowment | Procedue Clinkizn Brooram Comment

(21620160900 Show PRS Group Weekly 120.00 M., De La Fuente, Eva  South Suburbs 1OP -
QB0 0900 Show PeychoEd Widy Grp 360.00 M...  Adams, Olivia South Suburbs 10P
Q2520160930 Show Gip Note Day Service Non-Bill 60.00 M.,  Mauritz, Katie Brookhaven ACCESS A
Q215201608007 Schedul . PRS Group Weekly 20.00 Min_. De La Fuente, Eva  South Suburts 10P
02012016 0100 Show Med Note Pharm Meg 60,00 Minutes Fredley, Susan Brookhaven CST
1192016 0100 Show Med Note Pharm Mng 60.00 Minutes Frelloy, Susan Brookhaven CST
11182016 01007 Show Med bote Pharm Mg 60,00 Minutes Hensley, Katie Brookhaven CST
1182016 01:00  Show Med Mote Pharm Mng 60,00 Minutes Hensley, Katie Calhoun CSI
02020150000 Show  Shift Summary Shifthote 60.00 Mindes Frelley, Susan TRI Service Claaning
10720151000 Show  IDO Indwidual., Individual Service N 60.00 M..  Frelley, Susan Broakhaven CST
QA0S 1130 Show Gip Note Group Therapy 60.00 Minutes  Adarms, Ofivia South Suburbs Outpatie.
00302015 11.007  Schedul.. PRS Gioup Weekly 300.00 M. Adars, Olvia South Suburbs Outpatie..
3 150900 Show Gip Note Group Therapy 90.00 Minutes  Adarrs, Olivia Chicaga Apts Ex Tenants
003020150000 Show G Note Group Therapy 90.00 Minutes  Adams, Olhvia Chicago Apts Ex Tenants
OIS 0600 Schedd., Daily TheraBH 360,00 Minutes  Hensley, Matt South Suburbs Outpatie.,
0282015 1100 Schedul., PRS Group Weekly 300,00 M... Adams, Clvia South Suburts Outpatie.,.
Q02620150800 Schedul . Duaily TheraBH 350,00 Minutes.  Hensley, Matt South Suburbs Dutpatie..
0252015 1100 Schedul.. PRS Group Weekly 300.00 M...  Adams, Olivia South Suburts Outpatie..
092520150800 Schedul. Daily TheraBH 360,00 Minutes  Hensley, Matt South Suburts Outpatie.
0024201511007 schedul.. PRS Group Weekly 300.00 M...  Adams, Ofivia South Suburts Culpatie.. 4

2. Click on the hyperlinked date of service in the DOS column that you want to print the clinical
summary for.

The Service Note page is displayed. Note: the name of the page depends on the document assigned
to the service you selected. View field definitions (See page 120).

) . .
Individual Service Note AVEOES wx
052022016 [T + | GoTo [v
B T (status nPogess || Effective 052372016 Author  Hensiey, Katie v Moro Dot
Service | MNote Billing Diagnosis P warmings
 Service
Status Show v Start Date 052372006 Date In 0523206 ﬂ'

Program | Brookhaven CST ¥

Procedure | AP Group Therap ¥ Stast 200 AM End 10000 AM End Daste 60 Minises

Location | Office v Timeln 000 AM Time Out | 10:00 AM Date Out 052

Clinician Hensley, Katie Artending A Referring v

Specific Location You add @ mevw service and note for @ cdient, from n Comment You odd & mew service and note for a dient, from
Services/Notes (222) list page. Services/Notes (222) list pape.

From this page, you can: You add & new service and note From this page, you can: You add a new sarvice and note

Cancel Reason

3. Extend the task bar by clicking the left pointing blue arrow. Notice the red box outlining the
arrow in the screen image below.

(EE EEIE
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The task bar extends to the left.

« BEg ®|c¢o/@/0/0 ¥ &0 rm x

4. Click the Print Clinical Summary icon in the extended task bar. Notice the red outlined icon in

the screen image above.

The Clinical Summary window is displayed. Tell me how to View the Clinical Summary
Document. (See page 15)

=T

Include Section
+ pAllergies ClinicalSummaryMain
# Chinical Instructions

#| Current Disgnosis/Problem List

# Current Mediciation Client ID: 394180 Page 1 of 2
¥ Future Orders/Tests Initiated/Pending During Summary of Visit

Visit General Information

# Immunization Administrated During Visit Organization: GMH Phone: (512) 887-0987
#| Medication Administrated During Visit Adddress: 1008 N, Georgetown $1 Round Rock TX 78664

#| Orders/Tests Initiated Pending During Visit Provider: AuDusang, Bil Oute:  O2H12016

& Participants/Care Team

#| Patient Education/Decision Aldes Location: Hape Apts

¥ Plan of Care L

#| ProcedurefInterventions Performed During Visit Clent Name:  Bellon, Pam Sex: Date of Birth: 011211841
#| Procedures During Visit Raca: White

| Reason For Visit Ethnicity: Mot of Hispanic Origin

#| Referral to Other Providers Preferred Language:  English

#| Result Reviewed Date of Visit
| Smoking Status

#| Up Coming Appeintments

+ \ital Signs

Participants/Care Team

Primary Physician: Primary Clinician: AuDuong. Bil

Address: Address:
Phone Number: Phone Number:
Reason For Visit

Reason for Visit:

Current Diagnosis/Problem List as of 02/11/2016

No Information Avallable

Encounter Information

No Information Avaiabile

Notice in the Include Section, that all components of the clinical summary are listed and selected.
If an option is selected, the information appears on the printed Summary.

To avoid including a component on the printed Clinical Summary, deselect the components you
do not want included and click the Generate button to re-display the Summary with those
components removed.

To print the Summary, click the print icon in the window to print the document.

If the client declines a copy of the printed Summary, click the Client Declined button.

You can export the Clinical Summary to an .xml format file. To do this, click the Export button.
The exported file is displayed in the download bar at the bottom of your screen.

10. Click on the download document icon to open the document.
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BT SO Program | Administration |

-
Services/Notes (27)
Documents »
Finance >
All Clinic ians v || Al Statuses ¥ || All Procedures v || Other v
Immunizations
Inquiry/Registration » Show Services and Care Mgmt Claims ¥ || Past 12 Months ¥ | From |08/30/2015 |EH~ To EH~ | AllPrograms v
MD Summary
Medical »f| Ath | DOS ¥ | Status | Document Procadurs Clinician Program Comment
Messages 081292016 0300 Schedu..  Misc Court Appointment 120.00 Freiley, CSusan  Veterans Project
My Appointments 0612812016 11:00  Show Nurse Note Nursing Note 60.00 Minutes  Hensley, Katie Veterans Project
Non Service Activities
oo Q6282016 1000 Schedu.. 10D Individual... 1DD Ind Therapy 60.00 Minut... ~ Lewis, Matt Veterans Project
roblems .
Progrems { Tracks N 0672016 11:00"  Schedu.. Nurse Note Nursing Note 30.00 Minutes  Reyneso, Cary Veterans Project
Restrictive Procedures 05M6/2016 02:30 Schedu. Nurse Note Nursing Note 30.00 Minutes Freiley, CSusan Veterans Project
Services 120920151130 Schedu... Misc Interprative Srves 30.00 Min...  Avila, System Veterans Project
Services/Notes 12/08/2015 0800 Schedu... 10D Individual... 10D Ind Therapy 60.00 Minut... ~ Lewis, Matt Veterans Project
Summary Show Grp Note Group Therapy 60,00 Minutes  Adams, Olivia South Suburbs Qutpatie.
Timeline/Flags/Events >
Lt show  GrpMote Group MFam Therapy 15.00...  Day, Cindy shelter Plus Care I Nort...
ties > =
- 01501:00"  Schedu Daily TheraBH 30.00 Minutes  Day, Cindy Veterans Project
082120150300 Schedu... Ind Therapy School 30.00 M. Day, Cindy Veterans Project
e
Compl Misc UA SelfPay Lab 1.00 Units Macceo, Enea MAU Austin Safe Haven
= oa/e " Show  Group Commercis.. Group MFam TheraBH 15.00... Day, Cindy Veterans Project
Unsaved Changes (5)
08/5/2015 11:30 Show Grp Mote Group TheraBH 60.00 Minutes ~ Adams, Olivia South Suburbs Outpatie.
Group Details .
Group Details Show  GrpMNote Group TheraBH 60,00 Minutes  Adams, Olivia South Suburbs Outpatie.
Senvice Detail (Rodr... M Schedu...  Indv Mote Ind Thrpy T« PIn Rev 60.00 ...  Hensley, Marcy South Suburbs MFP [Comment] -...
08/0S/2015 1200 Compl old 1.00 Ryland, David Brookhaven ACT
080420151130 Show  Grp Note Group TheraBH 60.00 Minutes  Blaum, Wasif South Suburbs Outpatie...
090420151130 Show  Grp Note Group TheraBH 60,00 Minutes  Kindred, Deej South Suburbs Outpatie.
0803201511307 Show  Grp Note Group Therapy 60.00 Minutes  Kindred, Deej South Suburbs Outpatie...
Show Group Commercia...  Grp Thrpy Commercial 1200 Hensley, Marcy Brookhaven CST
Show  GrpMote Group Therapy 45.00 Minutes  Day, Cindy South Suburbs Outpatie.
show  GrpMote Daily TheraBH 120.00 Minutes  Kindred, Deej Veterans Project
" Compl.. Misc UA SelfPay Lab 1.00 Units Brock, Jessica MAU Austin Safe Haven
show  Misc UA SelfPay Lab 1.00 Units Ray, Richard MAU Austin Safe Haven
Show Med Note Pharm Mng 60.00 Minutes Kindred, Desj MAU Austin Safe Haven
show  GrpMote Daily TheraBH 120.00 Minutes  Kindred, Deej Veterans Project
B ExportData (45).ds N |

When you click on the download document icon, the Print Summary window is closed and the
Service Note page is displayed.

10. When you are finished working with the Clinical Summary, click the Exit E button in the top
right corner of the window.

Why can't | access these screens? (See page Error! Bookmark not defined.)
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Reschedule a Service for a Client

|G : : : :
Use this toolbar item to reschedule a service for a client. Any status required to reschedule a
service? Cannot reschedule a service that has a status of Show?

Reschedule a Service for a Client

1. Display the Services/Notes (###) list page. Tell me how... (See page 47)

The Services/Notes (###) list page is displayed. View field definitions (See page 130).

Services/Notes (196) ow QA%
All Clinicians v || AN Statuses v || Al Procedures v || Other Al ooy Filter
Show Senices and Care Mgmt Claims ¥ || Past 12 Months ¥ | From 05/20/2015 3‘ To j' All Programs. v

mth | DOS V| Sobs | Doument Procedue Clinician Progm Comment

(21620160900 Show PRS Group Weekly 120.00 M., De La Fuente, Eva  South Suburbs 1OP -
QB0 0900 Show PeychoEd Widy Grp 360.00 M...  Adams, Olivia South Suburbs 10P
Q2520160930 Show Gip Note Day Service Non-Bill 60.00 M.,  Mauritz, Katie Brookhaven ACCESS A
15201 " Schedul. PRS Group Weekly 20.00 Min_. De La Fuente, Eva  South Suburts 10P

02012016 0100 Show Med Note Pharm Meg 60,00 Minutes Fredley, Susan Brookhaven CST
01192016 01007 Show Mag Note Pharm Mng 60.00 Minutes Frelloy, Susan Brookhaven CST
011620160100 Show Med bote Pharm Mng 60,00 Minutes Hensley, Katie Brookhaven CST
01182016 0100 Show Med Mote Pharm Mng 60,00 Minutes Hensley, Katie Calhoun CSI
102020150000 Show Shift Summany Shifthote 60.00 Mindes Frelfley, Susan TRI Service Claaning
102720151000 Show 100 Indhvidual, ., Individual Service N 60.00 M..  Frelley, Susan Brookhaven CST
0RI0RUIS 1130 Show  GepNote Group Therapy 60.00 Minutes  Adarms, Oiivia South Suburts Outpatie.,
00302015 11.007  Schedul.. PRS Gioup Weekly 300.00 M. Adars, Olvia South Suburbs Outpatie..

3 150900 Show Gip Note Group Therapy 90.00 Minutes  Adarrs, Olivia Chicaga Apts Ex Tenants
003020150000 Show G Note Group Therapy 90.00 Minutes  Adams, Olhvia Chicago Apts Ex Tenants
OIS 0600 Schedd., Daily TheraBH 360,00 Minutes  Hensley, Matt South Suburbs Outpatie.,
OR282015 11007 Schedul., PRS Group Weekly 300.00 M...  Adams, Oivia South Suburbs Outpatie.,.
QUPRPIS 0800 Schedul .. Duaily TheraBH 350,00 Minutes.  Hensley, Matt South Suburbs Dutpatie..
OR2SRMIS 1100 Schedul.. PRS Group Weekly 300.00 M...  Adams, Olivia South Suburtrs Outpatie..
092520150800 Schedul., Duily TheraBiti 360,00 Minutes  Hersley, Matt South Suburts Dutpatie.
00242015 11.007  Schedul. PRS Gioup Weekly 300.00 M. Adarms, Oivia South Suburbs Cutpatie... -

2. Click on the hyperlinked date of service in the DOS column that you want to reschedule.

The Service Note page is displayed. Note: the name of the page depends on the document assigned
to the service you selected. View field definitions (See page 120).

Individual Service Note v EO0EE ex

052022016 [T + | GoTo [~
B T (stotes nPogess | | Effective 05202016 Author  Hensiey, Katie v Moro Dot

Service | MNote Billing Diagnosis P warmings
| Service
Status Show v Start Date | 052372016 Date In 05232016 _,_a'

Program | Brookhaven CST ¥

Procedure | AP Grou Therap ¥ Sstat  [900AM End [1000AM | EndDote 05232016 | Duration [60 Minutes

Location | Offce v Timeln 2,00 AM TmeOut [1000AM | DateOut  |05232018

Clinician Henaley, Katie Attending ¥ Referring Ll
]

Specific Location You add & new service and note for & dient, from < Comment You add a new service and note for a cient, from
Services/Notes (222) list page. Senvices/Notes (222) list pape.

From this page, you can: You add & new service and note From this page, you can: You add a new sarvice and note

Cancel Reason
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3. Extend the toolbar by clicking the left pointing blue arrow. Notice the red box outlining the
arrow in the screen image below.

e S| w|x

The toolbar extends to the left.

q ANCS o @ > ARSI save | ¥ x

4. Click the Reschedule icon in the extended toolbar. Notice the red outlined toolbar item in the
screen image above.

The My Calendar page is displayed. The calendar for the staff member who was assigned to the
service where you clicked on the Reschedule Service icon is displayed. View field definitions (See
page 105).

[ My Calendar x
Single-Staff View ¥ || Acrea, Lan SSW * | 15 Minutes Interval: ¥ _lI e S Showing 1-1/1 Aoply Fller
% Calendar ™% Service ™% Primary Care ™ Resource ™™ Today [ Day | B week | T8 Momth  “SRefresh J May 1 2016 - May 7
Acree, Lan
Sun Mon Tue Wed Thu Fri Sat
501 5/2 5/3 5/4 5/5 5/6 5/7

.00 PM

5. Find a date and time when you want to reschedule the client's service.
6. Click in the date and time space on the calendar.

The New Entry Type window is displayed.
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New Entry Type

New Calendar Entry
) New Service Entry
) New Primary Care Entry
) New Resource Entry
#) Reschedule

Select Cancel Reason

7. Select the Reschedule option.

8. Select a Cancel Reason from the drop down list.

9. Click the OK button.

The Service Detail page is displayed with the service information from the service you are
rescheduling showing with the new date and time you indicated on the calendar. View field

oY corer”

definitions.
Service Detail o Doctmments [ save JHE]
ServiceDetall | Billing Diagnosis | Add-On Cades
Service
" Clent. fenieeR] Status | Scheduled ¥ | StartDste |05/18/2016 |EH” progam | TBO South Sububs SEP
Procedhse Pharm hing v Start Time | 1:00 PM Duration 60 Mirustes
Clinkcian Name | Hensloy, Katie » End Time | 2:00 PM End Date | 05/18/2016
Location Islander House ¥ | Attending ¥ Refening
D"?:':tm W35 Other Person(s) Present Cancel Reason
R Charge $35000  Balance Rate ID 1280
¥ Billable Do Net Comglate
MNote
312-555-7885
o Owerride Charge Amount $250.00 | Onerridden By Hersbey, Katio
Comment
Overtide Ermors Overridden By
Warnings | Errors
Date Error Type Eiror Message Hext Step
| Custom Fields

10. Change information on the rescheduled service, if needed.

11. Click the Save button.
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12. Click the Exit ﬁ icon in the toolbar.

The My Calendar page is displayed with the original date information displayed. The service you
rescheduled has been moved.

13. Click the Exit ﬁ icon to close the My Calendar page(s).
The Service Note page is re-displayed for the rescheduled date.

14. Click the Save button in the toolbar.

15. Click the Exit ~ icon to close the Service Note page.

Why can't | access these screens?
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Schedule Follow-up Service
1. Display the Services/Notes (###) list page. Tell me how... (See page 47)

The Services/Notes (###) list page is displayed. View field definitions (See page 130).

Services/Notes (196) ow QA%
All Clinicians ¥ || All Statuses ¥ || All Procedures v || Other LAl Aoty Fitter
Show Senices and Care Mamt Clams ¥ || Past 12 Months ¥ | From 05/20/2015 2 To @ A1 Programs v

mth | pos v | S | Dowment | Procedue Clinkizn Brooram Comment

(21620160900 Show PRS Group Weekly 120.00 M., De La Fuente, Eva  South Suburbs 1OP -
QB0 0900 Show PeychoEd Widy Grp 360.00 M...  Adams, Olivia South Suburbs 10P
Q2520160930 Show Gip Note Day Service Non-Bill 60.00 M.,  Mauritz, Katie Brookhaven ACCESS A
Q215201608007 Schedul . PRS Group Weekly 20.00 Min_. De La Fuente, Eva  South Suburts 10P
02012016 0100 Show Med Note Pharm Meg 60,00 Minutes Fredley, Susan Brookhaven CST
1192016 0100 Show Med Note Pharm Mng 60.00 Minutes Frelloy, Susan Brookhaven CST
11182016 01007 Show Med bote Pharm Mg 60,00 Minutes Hensley, Katie Brookhaven CST
1182016 01:00  Show Med Mote Pharm Mng 60,00 Minutes Hensley, Katie Calhoun CSI
02020150000 Show  Shift Summary Shifthote 60.00 Mindes Frelley, Susan TRI Service Claaning
10720151000 Show  IDO Indwidual., Individual Service N 60.00 M..  Frelley, Susan Broakhaven CST
QA0S 1130 Show Gip Note Group Therapy 60.00 Minutes  Adarms, Ofivia South Suburbs Outpatie.
00302015 11.007  Schedul.. PRS Gioup Weekly 300.00 M. Adars, Olvia South Suburbs Outpatie..
3 150900 Show Gip Note Group Therapy 90.00 Minutes  Adarrs, Olivia Chicaga Apts Ex Tenants
003020150000 Show G Note Group Therapy 90.00 Minutes  Adams, Olhvia Chicago Apts Ex Tenants
OIS 0600 Schedd., Daily TheraBH 360,00 Minutes  Hensley, Matt South Suburbs Outpatie.,
0282015 1100 Schedul., PRS Group Weekly 300,00 M... Adams, Clvia South Suburts Outpatie.,.
Q02620150800 Schedul . Duaily TheraBH 350,00 Minutes.  Hensley, Matt South Suburbs Dutpatie..
0252015 1100 Schedul.. PRS Group Weekly 300.00 M...  Adams, Olivia South Suburts Outpatie..
092520150800 Schedul. Daily TheraBH 360,00 Minutes  Hensley, Matt South Suburts Outpatie.
0024201511007 schedul.. PRS Group Weekly 300.00 M...  Adams, Ofivia South Suburts Culpatie.. 4

2. Click on the hyperlinked date of service in the DOS column that you want to reschedule.

The Service Note page is displayed. Note: the name of the page depends on the document assigned
to the service you selected. View field definitions (See page 120).

) . .
Individual Service Note AVEOES wx
052022016 [T + | GoTo [v
B T (stotes nPogess | | Effective 05202016 Author  Hensiey, Katie v Moro Dot
Service | MNote Billing Diagnosis P warmings
 Service
Status Show v Start Date 052372006 Date In 0523206 ﬂ'

Program | Brookhaven CST ¥

Procedure | AP Group Therap v | (ECUGN s>t 200 A End [1000AM | EndDete 05232016 | Duration [60 Minutes

Lescathon Office hd Time In .00 AM Time Out | 10200 AM Date Out 052372016

Clinician Henaley, Katie Attending ¥ Referring Ll

Specific Location You add & new service and note for & dient, from ] Comment You add a new service and note for a cient, from
ServicesNotes (222) list page. Senvices/Notes (£ 2) ist pape.

From this page, you can: You add & new service and note From this page, you can: You add a new sarvice and note

Cancel Reason

3. Extend the task bar by clicking the left pointing blue arrow. Notice the red box outlining the
arrow in the screen image below.

e S| w|x
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The task bar extends to the left.

« BEE MAEEIOR R s | x

4. Click the Schedule Follow-Up icon in the extended task bar. Notice the red outlined icon in the
screen image above.

The My Calendar page is displayed. The calendar for the staff member who was assigned to the
service where you clicked on the Schedule Follow-Up icon is displayed. View field definitions
(See page 105).

{ My Calendar b
]| Single-Staff View ¥ | Acres, Lan SSW ¥ || 15 Minutes Inteevale ¥ Showing 1-1/1 " Rppy Fler
8 Calendar ) Service P Primary Care "D Resource "™ Today [fjDay | (jweek| ZfMonth “ERefresh d p May ] 2016 - May 7
Acree, Lan
Sun Mon Tue Wed Thu Fri Sat
501 5/2 5/3 5/4 5/5 5/6 5/7
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My Calendar b
oo 11| D
8 Calendar ) Service P Primary Care "D Resource "™ Today [fjDay | (jweek| ZfMonth “ERefresh d p May ] 2016 - May 7

Acree, Lan

Sun Maon Tue Wed Thu Fri Sat
51 5/2 5/3 S5/4 3/5 5/6

|} Single-Staff View ¥ | Acrae, Lan SSW * || 15 Minutes Intervat: ¥

1:00 PM

3.00 PM

5. Find the date and time when you want to schedule a follow-up visit. View field definitions (See
page 106).

6. Change the intervals you view on the calendar, if desired.
7. Change the view of the calendar, if needed.
8. Click in the time slot on the day when you want to schedule the follow-up visit.

The New Entry Type window is displayed. View field definitions (See page 109).

New Entry Type

New Calendar Entry
®) New Service Entry

| New Primary Care Entry

() New Resource Entry

o] e

9. Select the New Service Entry option to schedule a follow-up visit.
10. Click the OK button.

The Service Note page for the follow-up visit is displayed with the date and time you selected on
the calendar.
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11.

12.

Individual Service Note

05200016 Gp Nate - [ GoTo

m. Status In Progoess Effective (057232018 Author Hensley, Katie v

Service MNote Billing Diagnosis P wamings
Service

Status Shiw r Start Date | 05232016 Date In 05232016 |EEv

Program | Brookhaven CST ¥

Procedure | AP Group Therap ¥ Stist End End Date 116 | Duration |60 Minues
Lescathon Office v Timeln 000 AM Time Out | 10:00 AM Date Out 05232016

Clinician Hensley, Katie Attending ¥ Referring ¥

[

Specific Location You add @ rw service and note for & dient, from Comment
Services/Notes (#22) list page.
From this page, you can: You add & new service and note

Cancel Reason

‘You dd & new sevice and note for a dlient, from
Senvices/Notes (222) st page.
From this page, you can: You add a new sarvice and note

Make changes on the Service Note page, if needed. Tell me how... (See page 43)

When the follow-up visit is complete, click the Save button in the task bar.

The icons in the task bar are activated and you can complete other procedures for this client related
to services.

13. Click the Exit # icon in the task bar to return to the Services list page.

Why can't | access these screens? (See page Error! Bookmark not defined.)
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Service Notes Statuses

The status appears on the Services/Notes list page for each date of service. Note the red box in the figure
below.

Services/Notes (27)

All Clinicians ¥ | Al Statuses ¥ || All Procedures ¥ || Other v
Show Services and Care Mgmt Claims ¥ || Past 12 Months ¥ | From |08/30/2015 |EH* To Ed]v | Al Programs v
Auth Dos W | Status Document Procedurs Clinigian Program Comment
06/29/2016 03:00 | Schedu... | Misc Court Appointment 120,00 .. Freiley, CSusan Veterans Project
Show Nurss Note Nursing Note 60,00 Minutes Hensley, Katie Veterans Project
Schedu... | IDD Individual... IDD Ind Therapy 60.00 Minut...  Lewis, Matt ‘Weterans Project
Schedu... | Nurse Note Nursing Note 30,00 Minutes Reynoso, Cary Veterans Project
Schedu... | Nurse Note Nursing Note 30,00 Minutes Freiley, CSusan ‘Weterans Project
Schedu... | Misc Interpretive Srves 30,00 Min...  Avila, System Veterans Project
Schedu... | IDD Individual... IDD Ind Therapy 60.00 Minut...  Lewis, Matt ‘Weterans Project
Service statuses are:
Status Description
Scheduled Identifies that a service is scheduled for the client.
Show Identifies that the client appeared for the service.
Identifies that the clinician created and signed a note and the service successfully
Complete - : .
finished the overnight process and the charge for the service was added.
No Show Identifies that the client did not show for the service.
Error Identifies that the service was scheduled in error.
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Sign a Service Note

After the tabs in the Service Note page are complete, you are ready to sign the note.

1. Click the Sign button.
The Signature window is displayed.

® Password Signature Pad

Hensley, Katie is signing the Individual Service Note

Hensley, Katie 08/30/2016 100 PM

— ) — ) -]

2. Select how you will sign the note. Options are:

Signature

Method Explanation
Password Type your pa_ssword in the field below the
Password radio button.
1. Click the radio button to select Signature
Signature Pad Pad.

2. Sign your name using the signature pad.

name.

1. Click the radio button to select
Mouse/Touchpad ~ Mouse/Touchpad.
2. Use the mouse or touchpad to sign your

3. Click the Sign button.

The window is closed and the service note document is displayed.
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Individual Service Note

CaTs m

S ==

Chent 1D 2004210 Page: 1of2
Grp Mote

Cllent Hame: Thermas, Kennesh CllantID: 2104210 Status:  Show

Clinkcian Name:  Hensley, Katie Service: AP Group Therepy

Date Of Services  OB/I016 Start Time: 1:00 PH End Time: 200 PH Duration: 60 Miewtes

Losation: MARDefaultLecationCade Spesific Reom 106
Location:

Mode of Client Participated:

Second Staft: Othar Participants:

Farmity ]
Objectives: Member(s) Colaternsl  Colatersl

Billing Disgrosis

£75.00 GMZ ganglicnsdosis, urpecfied

Information

Current Life Events o Life Events found

Tracks/EBPs Utilized During the Sessien

I~ 08T [ 0QM0Q ™ Motivational tnterviewng (M1) [ EMOR [ OV [ Tr.CBT
Client’s Current Condition

WMood/ANect ® Uncemarkatle () Remarkable

g © Remarkabie
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Use Items on the Toolbar

On the Service Note page, there are a number of items available on the toolbar that only appear on the
Service Note page:

\ 0@5 0 |vEaoOE ¥/X

Refer to the table below for more information about each toolbar item, starting from the left end.

Toolbar Item Purpose

Authorship
Use this toolbar item to assign authorship to someone
other than the assigned staff.

Print Amendment

Requests Use this toolbar item to view any client amendment

requests that have been submitted. From this window,
you can print the document. Tell me how... (See page

A} 50)

Print Clinical
Summary

View Message

Use this toolbar item to print a client's Clinical
Summary. Tell me how... (See page 12)

Use this toolbar item to view any messages that
another staff member has sent to you. Tell me how...

(See page 73)
Send

Use this toolbar item to send a message to another staff
l_]] member(s). Tell me how... (See page 76)

Acknowledgements Use this toolbar item to send a signed and complete

document to other staff members for review and
acknowledgement.

Comments Use this toolbar item to add comments to a completed

service note that you have changed. The comment
explains the reason for the edited changes.
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Toolbar Item
Copy Service

Reschedule Service

Schedule Follow-Up

Open Service Detail

@

Information
L2

Upload File

Spell Check

RABC
E

Validate

68

Purpose

Use this toolbar item to copy a previous service for the
client to a new service. This allows you to copy similar
services to save time entering a service. Tell me
how... (See page 17)

Use this toolbar item to reschedule a service for a
client. Tell me how... (See page 21)

Use this toolbar item to schedule a follow-up visit for
the client. Tell me how... (See page 25)

Use this toolbar item to open the Service Detail page
to view or make changes to the service. Tell me how...

Hover your cursor over the Information toolbar item to
view information about the Service Note.

Use this toolbar item to upload details from an offline
file. This is a custom item.

Use this toolbar item to check the spelling in free form
fields, such as a comment field. Tell me how... (See
page 138)

Use this toolbar item to validate the information in the
service and notes are accurate and complete. Tell me
how... (See page 69)
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Validate Service Note

1. Make sure the Service Note page is displayed. Note: the page will have a different name when a
document is displayed.

2. When you have completed the service note, click the Validate toolbar item. Note the red box
outlining the toolbar item in the figure below.

Service Note v ._,' [ Sove | ®
xp Note [0 GoTo

Status Nemw Effective 05202016 Author  Hensley, Katie ¥

Status Show v Start Date 05202016 izt b

Durastion

Clinician Hensley, Katie Attending v Raferring v

Specific Location Coniment

Cancel Reason

The system validates that all necessary fields are completed.

2. If some fields are blank, the following message window is displayed. The text in the window
explains what needs to be completed.

alida

Service - Custom Fields — Mode of delivery is reguired

_Or_

If all fields are complete, the following message is displayed.

Individual Service Note

Document Validated Successfully

You are ready to save and complete the page.
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View the Clinical Summary Document before Printing

1. With the Print Clinical Summary window displayed, move the cursor over the document image.

These icons appear on the image. Refer to the icon definitions table (See page 15) below the image
for a definition of each icon.

ClinicalSummaryMain

Icon Definitions

Client ID: 394180
Summary of Visit
‘General Information
Organization: CMH
1009 N. Georgetown St Round Rock TX 78664
AuDuong, Bill

Address:
Provider:
Location: Hope Apts
Client Information

Client Name: Bellon, Pam
Race: White
Ethnicity: Not of Hispanic Origin
Preferred Language:  English
Participants/Care Team
Primary Physician: Primary Clinician

Address: Address:

Phone Number: Phone Number:

Reason For Visit

Reason for Visit:

Current Diagnosis/Problem List as of 02/11/2016
No Information Available

Encounter Information

No Information Available

Drnradiras Ririnn Wicik ac nf NI 711 /7018

Page 1 of 2

Phone: (512)887-9987

Date: 02/11/2016

Date of Birth: 01/12/1941

: AuDuong, Bill

Field

| Description

\When you hover your cursor over the Clinical Summary image, these icons are displayed.

Page numbers

The number to the right of the slash / indicates the number of pages in the
summary document. The number to the left of the slash identifies the
number of the page that is displayed.

Use the PgDn button on your keyboard or the scroll bar in the image to
move to a different page.
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Description

Click this icon to rotate the image of the summary document clockwise
on quarter turn. To return to the original display, you can keep clicking
the icon to continue rotating the document clockwise a quarter turn.

Download
document

Click the icon to download a copy of the summary document to the local
drive on your computer.

Print document

Click this icon to print the document.

4 Lk
qF

Fit the
document to
page size

Click this icon to increase the size of the document to page-size.

©

Zoom in to

magnify the
\view of the

document

Click this icon to zoom in to magnify the view of the document.

(J

Zoom out to
decrease the
\view of the
document.

Click this icon to zoom out to decrease the view of the document.

~
[N
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Return to the Print Clinical Summary topic.

72



Services and Service Notes User Guide

Manage Messages

Manage the Messages Inbox

1. Display the Services/Notes (###) list page. Tell me how... (See page Error! Bookmark not
defined.)

The Services/Notes (###) list page is displayed. View field definitions (See page 130).

Services/Notes (196) = % @Ax
Al Clinicians ¥ || Al Statuses ¥ || Al Procedures v || Other Ml ool Tier
Show Senices and Care Momt Clams ¥ | Past 12 Months ¥ | From 05/20/2015 | £ To &>  an Programs v
Ml | poS v ! stats | Document Procedure Clinian Piogram Comment
OZAGRUIBA00  Show PRS Group Weekly 120,00 M., Dela Fusnte, Eva  South Suburbs I0P -
QIEZMB0A00  Show PeychoEd Wiy Grp 360,00 M...  Adams, Olivia South Suburbs 10P
21520160930 Show  GipNole Day Service Non-Bill 60.00 M.. Mauritz, Katie Brookhaven ACCESS A
Q215201608007 Schedul . PRS Group Weekly 20.00 Min.. De La Fuente, Eva South Suburts 10P
020120160100 Show  Med bote Pharm Mg 60.00 Minutes Fredhey, Susan Brookhaven C5T
" Show Med Mote Pharm Mng 60,00 Minutes Fradloy, Susan Brookhaven CST
" Show Med bote Pharm Mng 60,00 Minutes Hensley, Katie Brookhaven CST
" Show Med Mote Pharm Mng 60,00 Minutes Hensley, Katie Calhoun €51
| Show Shift Summany Shiftote 60.00 Minutes Frelley, Susan TRI Service Cleaning
| Show 100 Individual,., Individual Service N 60.00 M. Frelley, Susan Brookhaven CST
| Show Gip Note Group Therapy 60.00 Minutes  Adams, Ofivia South Suburbs Outpatie.
CAA02015 11007 Schedul.. PRS Group Weekly 300.00 M...  Adans, Olivia South Subwrbs Outpatie.
Q30201509007 Show  Gup Note Group Therapy 90.00 Minutes  Adarrs, Olivia Chicaga Apts Ex Tenants
093020150000 Show G Note Group Therapy 90.00 Minutes  Adams, Oivia Chicago Apts Ex Tanants
0 20150600 Schedd., Daily TheraBH 360.00 Minutes  Hensley, Matt South Suburbs Outpatie.,
Schedul., PRS Group Weekly 300.00 M., Adams, Olivia South Suburbs Outpatie.,
" Schedul . Daily TheraBH 36000 Minutes  Hensley, Matt South Suburbs Outpatie.
" Schedul.. PRS Group Weekly 300.00 M...  Adams, Olivia South Suburtrs Outpatie..
" schedul.. Daily TheraBH 360,00 Minutes  Hensley, Matt South Suburts Dulpatie.
" Schedul.. PRS Gioup Weekly 300.00 M. Adarms, Oivia South Suburbs Cutpatie... il

2. To view the messages Inbox, click the hyperlinked date in the DOS column for the date of
service you want.

A Note page is displayed. View field definitions (See page 120).

Note: The name of the page that is displayed is different depending on the type of service and
document that comprise the service. For example, if the service is Pharmacy Management service
with a Medical Note document, the page that displays is called Medical Note and only the
document is displayed. However, if the procedure code is Group Therapy, a Group Therapy page
is displayed with fields that are similar to the Service tab shown below.
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3 A =
Service Note 4v |8 0/ x
xp Note [0 GoTeo E
Status MNeway Effective 05202016 Author  Hensley, Katie v
Service Billing Diagnasis
Service
Status Show v Start Date 05202016 | S
Program v
Procedure il Start Duration
Lescastion v
Clinkzian Henshey, Katie Attending v Rafierring v
Specific Location o Comment
Cancel Reason

3. Click the left blue arrow in the task bar to view all icons on the task bar. The blue left arrow is
outlined in red in the screen image below.

| ) = X

4. Notice that the Send icon is active. It is outlined in red in the screen image below.

<« BAEE - [ ®e(o @00 v @ =[x

4
5. Click the Send icon on the extended task bar.

The Compose Messages page is displayed. View field definitions (See page 90).

Compose Messages X v

Inbox Sent Messages Compose Messages

Selected chent will be associated with the message, B 1227660 Cabi, Bl =B
Selocted chent contact will be assocated with the message. LBl A To Send Tt
To

Reference: Serdoe Nobe
Acres, Lan - a
Adair, Allison Make maessage part of client recoed

Adat Ana
prel EEES '
Adgir, Sarah Priorty
Adams, Jou CETIBNG ® Normal Caution/Alert Urgent
Adams, Ofvia g
Adrs, Angala Subject
Aerts, Eizabeth
bl * | Service Note - Cabrera, Bill

Aanscouoh. Jenm:

6. Click the Inbox tab to make it active.

The Messages Inbox tab is displayed. View field definitions (See page 98).
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Messages (0) X ¥
Inbox; Senk Messages. Compose Messages
This Week v From [05/16/2016 2= To |05/23/2016 | HE= From Everyone hd

Stats | From Recohed 9 | Client Subliect priorty

From Received Subject

To Chient Reference

7. Click the Send button when the message is complete.

Why can't | access these screens? (See page Error! Bookmark not defined.)
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Forward a Message
You can forward a message that is listed in either the Inbox or Sent Messages tab.

1. Display the Services/Notes (###) list page. Tell me how... (See page Error! Bookmark not
defined.)

The Services/Notes (###) list page is displayed. View field definitions (See page 130).

Services/Notes (196)
All Clinicians ¥ | Al Slatuses ¥ | Al Procedures ¥ | Other Ml ool Tier
Show Sanaces and Cane Momt Claims ¥ || Past 12 Months ¥ | From 05/20/2015 v To &>  An Programs
fauth | DOS ¥ Stahs | Document Procedure Clinkian Program Comment
G201 0000  Show PRS Group Weekly 120.00 M. Dela Fuente, Eva  South Sububs 10P
OVIERB 0000 Show Paychobd Widy Grp 360.00 M., Adams, Olvia South Suburbs 10P
0215201609307 Show G hole Day Service Non-Bill 60.00 M...  Mauritz, Katie Brookhaven ACCESS A
Q215201608007 Schedul PRS Group Weekly 20.00 Min.. De La Fuerite, Eva  South Subusts 10P
027012018 01.00 | Showe Med Note Pharm Mng 60.00 Minutes Fredley, Susan Brookhaven CST
" Show Med Mote Pharm Mng 60,00 Minutes Fradloy, Susan Brookhaven CST

Show i e Pharm Mng 60.00 Minutes Hensley, Katie Brookhaven CST

Show Med Note Pharm Mg 60,00 Minutes Hensley, Katie Calhoun CSI

Showe Shift Symmary Shifthote 60,00 Minutes Fredley, Susan TRI Service Claaning

Show 10D Individusd,., Individual Service N 6000 M. Frelley, Susan Brookhaven CST
.2 A Show Gip Note Group Therapy 60.00 Minutes  Adams, Ofivia South Suburbs Outpatie.,
00302015 11.007  Schedul.. PRS Group Weekly 300.00 ML..  Adams, Ofivia South Suburbs Outpatie.
o 2015 0900 Show Gip Note Group Therapy 90,00 Minutes  Adams, Olivia Chicago Apts Ex Tenants
03020150900 Show G Note Group Therapy 90.00 Minutes  Adams, Oivia Chicago Apts Ex Tanants

Schedul Daily TheraBH 360,00 Minutes  Hensley, Matt South Suburbs Outpatie..

Schedul. PRS Group Weekly 300.00 M...  Adams, Oivia South Suburbs Outpatie.,

Schedul . Dty TheraBH 360,00 Minutes  Hensley, Matt South Suburbs Dutpathe..

Schedul .. PRS Group Weekly 300.00 M. Adams, Olivia South Subwwbs Outpatie..

Schedu .. Daily TheraBH 360.00 Minutes  Hersley, Matt South Subwbs Cutpatie..

Schedl.. PRS Group Weekly 300.00 M...  Adams, Ofivia South Suburbs Cutpatie... -

2. To send service notes for a client's service, click the hyperlinked date in the DOS column for the
date of service you want.

A Note page is displayed. View field definitions (See page 120).

Note: The name of the page that is displayed is different depending on the type of service and
document that comprise the service. For example, if the service is Pharmacy Management service
with a Medical Note document, the page that displays is called Medical Note and only the
document is displayed. However, if the procedure code is Group Therapy, a Group Therapy page
is displayed with fields that are similar to the Service tab shown below.
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Service Note

Status Neww

Service Billing Diagnosls

Service

Status Show v
Program v
Procedure v
Leation v
Clinician Hensley, Katie

Specific Location

Cancel Reason

Effective  05/20/2016

Start

Attending v

GoTeo [

Author  Hensley, Katie v

05202016 =

Duration

Raferring v

- -
Comment

3. Click the left blue arrow in the task bar to view all icons on the task bar. The blue left arrow is
outlined in red in the screen image below.

‘ ABC J

L.

\—~

“

4. Notice that the Send icon is active. It is outlined in red in the screen image below.

« . |BE8 - [F] ¢ o @00 v @ CIRREP
4
5. Click the Send icon on the extended task bar.
The Compose Messages page is displayed. View field definitions (See page 90).
X ¥

Compose Messages

Inbox Sent Messages Compose Messages

Selected chent will be assoclated with the message,
Selocted chent coritact will be associated with the message.

To

Acres, Lan
Adair, Allison
Adar Ana

Adair, Lao

Adgir, Sarah
Adams, Joo
Adams, Ofvia
Aars, Angela
Aerts, Eizabeth
Aanscouoh. Jenmmy

B 1227660 Cabi, Bl

v R

Reference: Serdoe Nobe

Make maessage part of client recoed

Priority
# Normal Caution/Alrt Urgent
Subject

* | Service Note - Cabrera, Bill

6. Click on either the Inbox tab or the Sent Messages tab to find the message you want to forward.

The Inbox tab is displayed. View field definitions (See page 98).
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Messages (0) X ¥

Inbox; Senk Messages Compose Messages

This Week 0 From |05/16/2016 O To 05232016 | e From Everyone v [“Fply Fitcr |

Status | from Boceived 7 | Client Sublct Briodty Beference
No data to display

Details
From Recoived Subject

Ta Chient Reference

The Sent Messages tab is displayed. View field definitions (See page 100).

Messages (2) X ¥
Inbe Sent Messages Compose Messages
Io Sent On ¥ | Client Sublect Erioity Beference
Day, Cindy 08/ 292015 Thomas, Marl [Sulbrject] - 0 MNorrmal
Hensley, Katie 05/27/2016 Thomas, Jennife.., Outpatient Psychiatr... Narrrial it B
[“oase]
Details
Ta Date Referance
Client Subject
7. Click the radio button of the message you want to forward.

g
8. Click the Forward button.
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The Compose Message page is displayed with the Compose Messages tab active. The information
from the message you are forwarding is displayed.

Compose Message

Inbox Sent Messages Compose Messages
Selected client will be associated with the message. 2
Selected client contact will be assodiated with the message.

To

Acree, Lan
Adair, Leo Adair, Ana
Adair, Sarah Adams, Joe
Adams, Olivia

Ada 3>

Aerts, Angela
Aerts, Elizabeth "
Ainscough, Jenny
Allen, Jared
Alvey, Nancy

Anderson. Brooklon

Here is my forwarded text

--Original Message --
From: 29
To:Hensley, Katie

X v
e ———
Thomas, Jennifer Add To Send List
———————
LAl Add o Send List
Make message part of client record

Priority

® Normal Cauttion/Alert Urgent

Subject

Fw:Outpatient Psychiatric Proaress Note - Thomas, Jennifer

9. Select the people you want to forward the message to.

10. Make any other changes as needed.
11.

12.

Type text in the message text portion of the page.

Click the Send button when the message is complete.

The Compose Messages tab is cleared. The Messages page is displayed with the Inbox tab active.

13. Click the Exit & icon in the task to exit from the Messages page.
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Send Service Notes

When a service note is in a Completed status, you can send a message about the service and document to
other staff in your organization.

You can also send the message to the client and/or the client's contacts. However, to send service notes
and include the client, the client must be registered in the Patient Portal. You register the client in the
Patient Portal using the Administration tab > User/Role Setup > Non-Staff Users.

From the Compose Message page, you can:

Compose a Message to Send (See page 80)

Manage Your Message Inbox (See page 73)

View Sent Messages

Compose a Message to Send

1. Display the Services/Notes (###) list page. Tell me how... (See page Error! Bookmark not
defined.)

The Services/Notes (###) list page is displayed. View field definitions (See page 130).

Services/Notes (196) W ow BAx
All Clinicians v || A Statuses v || Al Procedures v || Other Al Aoy Fiter
Show Sanaces and Cane Momt Claims ¥ || Past 12 Months ¥ | From 05/20/2015 v To &>  An Programs v
auth | oS V! Sts | Dooument Procedure Clinician Program Comment
2HGPMB 0000 Show PRS Group Weekly 120,00 M. Dela Fuente, Eva  South Subuwbs 10P -
QIEZMB0A00  Show PeychoEd Widy Grp 360.00 M. Adams, Dlivia South Suburbs 10P
Q21520160930 Show (G MNote Day Service Non-Bill 60.00 M... Mauritz, Katie Brookhaven ACCESS A
Q21520180800 Schedul.. PRS Group Weekly 20.00 Min.. De La Fuente, Eva South Suburts 10P
020120160100 Show Med Note Pharm Mg 60.00 Minutes Fredly, Sisan Brockhawen CST
01192016 01007 Show Mad Mote Pharm Mrg 60.00 Minutes Frelley, Susan Brookhaven CST
" show ed Mote Pharm Mng 60.00 Minutes Hensley, Katie Brookhaven CST
" Show Med Mote Pharm Mng 60,00 Minutes Hensley, Katie Calhoun €51
| Show Shift Summany Shiftote 60.00 Minutes Frelley, Susan TRI Service Cleaning
| Show DO Indwidual Indiidual Service N 60.00 M. Frelley, Susan Brockhaven CST
y Show Gip Note Group Therapy 60.00 Minutes  Adams, Ofivia South Suburbs Outpatie.,
00302015 1100 Schedul.. PRS Group Weekly 300.00 M... Adams, Ofivia South Suburbs Outpatic.
Q3020150900 Show Gip Note Growp Therapy 90,00 Minutes  Adarrs, Olivia Chicaga Apts Ex Tenants
03020150900 Show G Note Group Therapy 90.00 Minutes  Adams, Oivia Chicago Apts Ex Tanants
Q00150600 Schedd., Daily TheraBH 360,00 Minutes  Henisley, Matt South Suburbs Outpatie.,
Schedul.., PRS Group Weekly 300.00 M...  Adams, Olivia South Suburbs Outpatie..
" Schedul . Daily TheraBH 36000 Minutes  Hensley, Matt South Suburbs Outpatie.
" Schedul . PRS Group Weekly 300.00 M. Adams, Oivia South Subwrries Outpatie .
’ Schedul .. Daily TheraBH 360,00 Minutes  Hensley, Matt South Suburbs Outpatie .
" schedul., PRS Group Weekly 300.00 M... Adarms, Ofivia South Suburbs Cutpatie... 4

2. To send service notes for a client's service, click the hyperlinked date in the DOS column for the
date of service you want.

A Note page is displayed. View field definitions (See page 120).
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Note: The name of the page that is displayed is different depending on the type of service and
document that comprise the service. For example, if the service is Pharmacy Management service
with a Medical Note document, the page that displays is called Medical Note and only the
document is displayed. However, if the procedure code is Group Therapy, a Group Therapy page
is displayed with fields that are similar to the Service tab shown below.

Service Note

i e @ o --
e SabE]  New | (e oszozors Ruthor| Hensiy. Katie .
Ser Eilling Diagnosis

Service

Status L Start Date 05202016 i

Program v

Lextatio v

Tinkci Hensbey, Katie Attending v Raforr v
o -

Specific Lot Conimer

Canced Reaso

3. Click the left blue arrow in the task bar to view all icons on the task bar. The blue left arrow is

81

outlined in red in the screen image below.

0-EE =IRIE
4. Notice that the Send icon is active. It is outlined in red in the screen image below.
« B (3] @0 0 v B | W%
A

5. Click the Send al icon on the extended task bar.

The Compose Messages page is displayed. View field definitions (See page 90).
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Compose Messages

Inbox Sent Messages Compose Messages

Selected chent will be associated with the message, B 1227660 Cabi, Bl “A8H To Sand L1t | =B
Selocted chent contact will be assocated with the message. v R
To

Reference: Serdce Note
Acres, Lan -
Adair, Allison Make message part of client record
Adasr_Ana
prel EEES -
Adpir, Sarah Priority
Adams, Jou << Romove ® Normal Caution/Alert Urgent
Adams, Olivia -
Anis, Angala Subject
Aerts, Exzabeth
inseonoh. Janm: - * | Service Note - Cabresa, Bill

6. Complete the Compose Messages tab.

7. Click the Send button when the message is complete.
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View Sent Messages

1. Display the Services/Notes (###) list page. Tell me how... (See page Error! Bookmark not

defined.)

The Services/Notes (###) list page is displayed. View field definitions (See page 130).

Services/Notes (196)
All Clinicians ¥ | Al Slatuses ¥ | Al Procedures ¥ | Other Ml ool Fier
Show Sanices and Care Momt Claims ¥ || Past 12 Months ¥ | From 05/20/2015 | Z* To &>  AnPrograms e
ath | pos V Sos | Document Procedyre Clinician Progran Comment
DAEMB 00" Show PRS Group Weekly 120,00 M., Dela Fusnte, Eva  South Suburbs I0P -
QIEZMB0A00  Show PeychoEd Wiy Grp 360,00 M...  Adams, Olivia South Suburbs 10P
21520160930 Show  GipNole Day Service Non-Bill 60.00 M.. Mauritz, Katie Brookhaven ACCESS A
Q215201608007 Schedul PRS Group Weekly 20.00 Min_. De La Fuente, Eva  South Suburts 10P
02012016 0100 Show Med Mote Pharrm Mag 60.00 Minutes Fredhry, Sursan Brookhaven CST
01192016 01007 Show Mad Mote Pharm Mrg 60.00 Minutes Frelley, Susan Brookhaven CST
01182016 01 g!:' g Show Med Note Pharm Mng 60.00 Minutes Hensley, Katie Brookhaven CST
01182016 0100 Show Med Mote Pharm Mng 60,00 Minutes Hensley, Katie Calhoun €51
102000150000 Show i many ShiftNote 60.00 Minutes Fredley, Susan TRI Service Cleaning
102720151000 Show 100 Indhvidual, ., Individual Service N 60.00 M..  Frelley, Susan Brookhaven CST
0RI0RUIS 1130 Show  GepNote Group Therapy 60.00 Minutes  Adams, Ofivia South Suburts Outpatie.,
302015 11007 Schechi.. PRS Group Weekly 300.00 M...  Adams, Ofivia South Suburbs Outpatie.
oas 150000 Show Gip Note Group Therapy 90,00 Minutes  Adams, Olivia Chicago Apts Ex Tenants
! " Show GID Note Group Therapy 90.00 Minutes  Adams, Olivia Chicago Apts Ex Tenants
Schedul Daily TheraBH 360,00 Minutes  Hensley, Matt South Suburbs Outpatie..
Schedul. PRS Group Weekly 300,00 M.  Adams, Ofivia South Suburbs Outpatie.,
1 Schedul . Dty TheraBH 360,00 Minutes  Hensley, Matt South Suburbs Dutpathe..
9 15 11 Schedul . PRS Group Weekly 300.00 M...  Adams, Olivia South Suburtrs Outpatie..
092520150800 Schedul. Daily TheraBH 360,00 Minutes  Hensley, Matt South Suburts Dulpatie.
0924201510007 schedul.. PRS Group Weekly 300.00 M...  Adams, Olivia South Suburbs Culpatie... .

2. To send service notes for a client's service, click the hyperlinked date in the DOS column for the
date of service you want.

A Note page is displayed. View field definitions (See page 120).

Note: The name of the page that is displayed is different depending on the type of service and
document that comprise the service. For example, if the service is Pharmacy Management service
with a Medical Note document, the page that displays is called Medical Note and only the
document is displayed. However, if the procedure code is Group Therapy, a Group Therapy page

is displayed with fields that are similar to the Service tab shown below.

3 AR =
Service Note L] B Sove |
[« | Go To v
Status MNeway Effective 05202016 Author  Hensley, Katie v
Service Billing Diagnasis
Service
Status Show v Start Date | 05202016 i
Program v
Procedure ki Start Duration
Lescastion v
Clinkzian Henshey, Katie Attending Rafierring v
Specific Location o Comment
Cancel Reason
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3. Click the left blue arrow in the task bar to view all icons on the task bar. The blue left arrow is
outlined in red in the screen image below.

@ S w(x

4. Notice that the Send icon is active. It is outlined in red in the screen image below.

« B [E] B¢t » @ o v/ @ = T
4
5. Click the Send icon on the extended task bar.
The Compose Messages page is displayed. View field definitions (See page 90).
Compose Messages X v

Inbosx Sent Messages Compose Messages

P —————— ————
Selected chent will be assockated with the message, B 1227660 Cabrea, B E
Selected cliont coritact will be associsted with the message. Ll 7o To Send Tt
To
Refirerce: : Service Note
Acres Lan -
Adair, Allison Make maessage part of client recoed
Adasr. Ana
Preirms =S '
Adawr, Sarah Priorty
Adar , = ;
KR Jou ) Normal CantionAlert Uirgent
Sulbsject

A.nw:ou:;'- danmy Sarvice Note - Cabrera, Bill

6. Click on the Inbox tab to make it active.

The Inbox tab is displayed. View field definitions.
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Messages (4)

Inbox Sent Messages Compose Messages
| This Week v From |05/16/2016 |EH~ To 09/18/2016 |EH~ From Everyone v
Status | From Received Client Subject Priority Reference
Read Hensley, Katie 05/27/2016  Thomas, Jennife... Outpatient Psychiatric Progres...  Normal Qutpatient P...
Read Hensley, Katie 05/27/2016  Thomas, Jemnife... Outpatient Psychiatric Progres...  Urgent
®  Read Hensley, Katie 05/27/2016  Thomas, Maria Fu:[Subject] - 0 Normal
Read Hensley, Katie 09/18/2016 Themas, Jennife... Test Normal

3 &0

Details
From [Hensley, Katie Received |05/27/2016 Subject [Fwi:[Subject] - 0
To Hensley, Katie Client [Thomas, Maria Referance

Here is my forvarded message.

~-Original Message - -

7. Click the Send button when the message is complete.
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Field Definitions

Client Plans and Time Spans Page Field Definitions

Client Plans And Time Spans (2)

Client Plans
Plan Name 4 Insured Id Co-Pav
N e Health 121217
APS Healthcar
| TN T Seane #| Shaow Current Plans Only

01/01/2015 - No End Date
X Actna Better Health

Start Date End Date COB | Service Area
e - BHRS v B3
g e Consultation v B

{3

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

Verification History button

Use the Verification History button to display the Electronic Eligibility
Verification History window. This window displays all verifications for all
plans, including the date when the plan was verified and the response from the
plan on the verification procedure.

Verify Eligibility button
erify Eligibilty...

Use the Verify Eligibility button to create and send a request to the insurance
plan for information on the client's eligibility for coverage under the plan with
the information provided.

View/Scan ID Cards button

Use the View/Scan ID Cards button to scan a client's plan ID card, delete an
image of a client's plan ID card, view the existing scans of a client's plan ID
card(s).

Client Plans

Plan Name Identifies the name of the plan that provides coverage for the client.
Insured ID Identifies the plan subscriber's ID number assigned by the plan.

Co-Pay Identifies the amount of co-pay the client is responsible for from this plan.
Start Date Identifies the date the client's coverage begins.

End Date Identifies the date the client's coverage ends.

COB Identifies the sequence in which the client's plans are billed for payment.
Service Area Identifies the types of services the plan covers.

Add button

Enter the Start Date and COB number. Then, click the Add button to add a
Start Date, End Date or COB sequence to the plan.

Plan Time Spans

Show Current Plans Only

Select the Show Current Plans Only option to show the active, current plans
only for this client. If you deselect this option, all plans entered for the client are
listed, including plans that are past the end date.

86



Services and Service Notes User Guide

Field

Description

drop down list

Identifies service areas set up for the client. Select the service area from the drop
down list to view client plans for that service area.

Maximize Time Spans button

Use the Maximize Time Spans button to display more items in the Time Spans
list. Click the button again to display only the first six items.

Date - End Date

Identifies the start date and end date of the client's plans.

Change COB Order button

Use the Change COB Order button to change the coordination of benefits order
for the plans listed. The COB order controls the order in which multiple
coverage plans are billed to the plan for payment.

X

Click the icon to delete a listed plan.

<plan name> Identifies the name of the plan.
<plan address> Identifies the mailing address for claims.
<date field> Use this field and button to set an end date for the client's plan.

Set End Date button

Use this button with the blank field to the left of the button to set an end date for
this plan.
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Client Summary Page Field Definitions

Client Summary
Summary

Client TD: 394180
Mame: Bellon, Pam
Registerad On: 01/08/199]
Primary Care Coord: Aulwong, Bill

Master Chent 1D:

Emergency Contact: P222, C222 312-555-2475
GAF Score
Services 100
Med Changes  sg
Hospitalization 0

Status: [n Trestment
Last Seen On: Q14/201%

DOE: 0112194 Age: 75 Years Sex: Female Race: White

Next Scheduled: Address: 1830 M, S

Primary Program: South Follow Alone

HNaote:
Presenting Problem:
Diagnosis:
Type ICDs ICD10 DaMs RO Description
Primary 29530 F20.0 MNa Paranoid schizophren...
Additicnal V7109 Z03.89 Mo Encounter for ahserv...

Tieedine Summary

Jun Jul Aug

sep Qct Mov Dec Jan Feb Mar Apr May

Admit T Discharge ™

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
Summary
Client ID Identifies the system-assigned number created for the client when first registered.

Master Client ID

Identifies that a client has multiple accounts and IDs in the system. Multiple accounts
are allowed for confidentiality purposes. The Master 1D covers all other accounts.

Name Identifies the client's last name, first name.

Status Identifies the client's current status.

DOB Identifies the client's date of birth.

Age Identifies the client's age.

Sex Identifies the client's sex.

Race Identifies the client's race.

SSN Identifies the last four digits of the client's social security number.

Registered On

Identifies the date when the client was registered in the system.

Last Seen On

Identifies the last date the client was seen in the facility.

Next Scheduled

Identifies the next scheduled visit for the client.

Address

Identifies the client's address.

Primary Care Coord

Identifies the client's assigned primary care coordinator.

Primary Program

Identifies the primary program that the client is enrolled in.

Phone

Identifies the client's phone number.

Note

Identifies any note entered where??? for the client.

Emergency Contact

Identifies the client's emergency information and phone number.

Presenting Problem

Identifies the client's presenting problem for this visit.

Diagnosis

Identifies the diagnoses assigned to the client for this visit. The information is arranged
in a table.
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Field

Description

Type

Notice that the Types set up columns for the diagnosis code information table. Headings
are:

ICD9

ICD10

DSM5

R/O (rule out)

e Description

Primary

This row identifies the primary diagnosis for the client. Entries may be listed in each
column.

Additional

This row identifies any additional diagnoses for the client. Entries may be listed in each
column.

Timeline Summary

GAF Score Identifies the GAF (Global Assessment of Functioning) score for the client on the graph.
The items on the Y -axis are:
Y -axis e Hospitalization 0
e Med Changes 50
e Services 100
X-axis The items on the X-axis are the months of the year.
Flags The red flag identifies an admission; the green flag identifies a discharge.
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Compose Messages Page Field Definitions

-
I Compose Messages X v
Inbax Sent Messages Compose Messages
Sabected client will be associated with the message. - 12276640 || Cabrera, BIll Add To S st
Selected client contact will be assoclated with the message. LAl Add To Send List

Ta

Reference: Service Note
Acres, Lan
Adair, Allison Make message part of client record
Adair, Ana

Adair, Leo

Adair, Sarah Pricity
Iy

::z:: ‘,J-::,,u = Normal Caution/Alert Urgent

Aearts, Angela Subjact

Aerts, Elizabeth

Ainscouah, Jenny o Service Note - Cabrera, Bill

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
Compose Messages Tab
Client Search button

Click the client search button to select a client for the message.
<client ID> Identifies the client's ID number assigned in the system.
<client name> Identifies the client's last name, first name.

While the client is associated with the message, he/she does not receive a

copy of the message and document unless you click the Add To Send List

Add To Send List button. When you click this button, a copy of the message and associated

button document are sent to the client. If you click this button, the client's name is
R e listed in the right-hand panel below.

Note: the client can only be added to the Send List if he/she is set up as a
Patient Portal user.

Send button When you have completed all fields and are ready to send the message and
—ET— document, click the Send button.

When you click the button, the message is sent and the Inbox tab is displayed.

Selected client
contact will be
associated with the
message.

<drop down list>

Select a client contact from the drop down list to associate with this message.
What does "associate" mean???
Why are client's contacts not displayed in the drop down list???
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Field Description
Click the Add To Send List button to send a copy of the message and
document to the client's contact that you selected.

Add To Send List

button
Add To Send L Note: the client contact can only be added to the Send List if he/she is set up

as a Patient Portal user.
The To panel lists all clinicians set up in the system. To send this message
and document to any of these staff, select his/her name and client the Add>>
button.

To e To select names out of sequence, hold down the Ctrl key and select the
names.

e To select a list of names in sequence, click on the first name you want
and hold down the Shift key and select the last name you want. All hames in
between the first and last names you highlighted are selected.

When you have selected names from the To panel, click the Add>> button to

Add>> button
Add > list them in the right-hand panel which is the send-to list.

>

<<Remove button If you have added a name to the send-to list in error and want to remove it,
<<Remove select the name in the right-hand panel and click the <<Remove button.

This panel displays the names you select from the To panel. This panel lists
the staff members you want to send the message and document to.
Reference Identifies the document that will be sent with this message.

Make message part of
client record

<defined list panel>

Select this check box to save a copy of this message to the client's record.

Identifies the priority for the message. Options are:

Priority ° No”‘?a'

e Caution/Alert

o Urgent

Identifies the subject of the messages. The system provides a default subject
Subject line which lists the document that is included and the client's name. You can

edit this field if you want to.

Free-form message field. You can enter an unlimited number of characters.
<message> When you finish typing your comment, you can spell check your entry. Tell
me how... (See page 138)
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Diagnosis Code Window

ICD9 v/ ICD10 SNOMED

*DSM 5 code

DSM5/ICD 10| DSMIV/ICD 9 | SNOMED ICD/ DSM Description SNOMED Description

— T oo ]

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

<code> Enter a code or part of a code to search for.

<code name> Enter a code name or part of the name to search for.

Eraser icon

(_:? Use the eraser icon to clear text entered in the code and code name fields.
ICD9 Select the check box to indicate which diagnosis code version you want to
ICD10 search.

SNOMED SNOMED stands for: Systematized Nomenclature of Medicine.

List

Radio button

Select the radio button to select the diagnosis code to add to the Billing
Diagnosis sub-tab on the Group Service Detail page.

DSM 5/ICD 10

Identifies the code from the DSM5/ICD 10 diagnosis code classification
Versions.

DSM IV/ICD 9

Identifies the code from the DSMIV/ICD 9 diagnosis code classification
Versions.

ICD/DSM Description

Identifies the description of the diagnosis code from both versions.

SNOMED Description

Identifies the description from the SNOMED classification for the ICD 10
diagnosis code.
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Group Service Detail Page Service Tab Field Definitions

gz . e
Group Service Detail Sl | save NUSER 4 v
Service Note Custom Flelds
Group Staff
Group Comment
Group 12 Step Group ARD 2 Staff Name Unit Type Start End
Date os/002016 | Eoe &Y x Koschevar, Emi.. 90 Mirutes
Location 5000 W Roosevelt v | Specific Location
Staties Scheduled
Clients Show Clients With Erors 4 o = -
Service Information Custom Fields Billing Diagnosis Wamings and Errors
x Gale, CHfi
x Efasles Yook L Procedure Group TheraBH
X Giffth, Shania b A start 10:30 AM|  Duration 90
b James, Bonnie (7] A End
X Jegison, Veronica Time In
X Perkins, Beth Time Out
x Stathos, Cheryd Status Scheduled
)( Weidernan, Andrea 0 Cancel Reason
Program Souwth Suburbs Outpatient LVL 1
Clinician Kochevar, Emilia
Attending
Billable L4

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

Group

Group Identifies the group name assigned to the group when the group was first set up.

Date Identifies the first date the group service meets. Defined when the group service was set

up.

Make Recurring icon

To make a group service recurring for a new group service, complete the Service tab,

| including the Service Information sub-tab for each client, then click the Make Recurring
W icon.
Location Identifies the location set up for the group.
Identifies the status of the group service. When the group service is first set up, the
Status status shows as Scheduled. When the service has occurred and the clients have been

checked in, the status appears as Show.

Group Comment

Enter a comment about the group. You can enter unlimited characters. A scroll bar is
provided if you enter more characters than can be viewed in the window.

Specific Location

Enter specific information t identify the location of the group meeting. You can enter
unlimited characters. A scroll bar is provided if you enter more characters than can be
viewed in the window.

Clients

Show Clients With
Errors

Click to display only clients with errors in the list. Grayed out.

Search for Client icon

P,

Click the magnifying glass IJ icon to display the Client Search window to search
for a client to add to the group. Tell me how...

Add Client from Roster
icon

o

Click the green plus sign icon to select a client from the list of clients set up in

the group. Tell me how...
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rEEm

Field Description
Add Client from Program v—
icon —
I Click the list .===_ icon to select a client from a list of all clients enrolled in the

program assigned to the group when it was set up. Tell me how...

Scroll list icon

<

If the list of clients enrolled in the group is longer than can be displayed in the Clients

list window, this icon < > is displayed. Click the left arrow to display from the top
of the list. Click the right arrow to scroll down in the list.

Show Service Report
icon

Click the show service report I”—'I
service. View field definitions.

icon to display the service report for the group

X

Click the icon to the left of a client's name to delete the client from the list of
clients enrolled in the group service.

Client name

Identifies the client's last name, first name who is enrolled in the group service.

Information icon

[

The information @ icon next to a client's name indicates there is information about
the client that needs attention in the system. Hover your mouse cursor over the icon and
an information pop-up box is displayed that contains the information.

Service Information tab

Select a client's name

When you click on a client's name in the list of clients, the information displayed to the
right in the four tabs is specific to the selected client. This allows you to work on each
client individually. When you click on the client, notice that the client's row is white and
all other client rows are blue.

However, the action you take on a single client can be passed to all clients in the list or
to some clients using the buttons to the right in the tab.

Warning icon The yellow flag icon indicates that the selected client's information is different than the
/QH other clients in the list for this group service. The icon is displayed to the left of each
i field that contains different values.
Procedure Identifies the procedure code used to bill for the group service.
Start Identifies the scheduled start time of the group service.
Duration Identifies the amount of time by unit that the group service takes.
End Identifies the scheduled end time for the group service.
Time In Identifies when the client arrived for the group service.
Time Out Identifies when the client left the group service.
Status Identifies the client's status for this group service.

Cancel Reason

If cancelled is selected in the Status drop down, a Cancel reason is required. The Cancel
Reason drop down list becomes active if you choose cancelled in the Status field.

Program Identifies the program that is assigned to the group service.
Clinician Identifies the clinician identified for the group service.
Attending Identifies the attending physician for the group or client.
Identifies whether or not the group service is billable. If the Billable check box is
Billable deselected, the group service does not create a charge and will not be included on a bill

to the payer.

Set All button

When you make a change in a field for a selected client, you can cascade the change to
all clients in the list by clicking the Set All button. No changes appear on the screen
when you click this button, but if you select a client's row, you will see that the
information in the field was changed.

The button is disabled for any field that you cannot edit.
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Field

Description

Set Some button

When you make a change in a field for a selected client, you can cascade the change to
specific clients in the list by clicking the Set Some button. When you click the Set Some
button, the " window is displayed. Select the clients whose information you want to
change.

No changes appear on the screen when you click this button, but if you select a client's
row, you will see that the information in the field was changed.

The button is disabled for any field that you cannot edit.
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Group Services List Page Field Definitions

Group Services (78)
All GroupTypa ¥ || Al Growps ¥ || Al Staff ¥ | All Statuses ¥ | All Programs v
Custom * | From 12/01/2015 | v Teo 05/10/2016 | | Other ¥
Group Clients | Status Date Program Staff 1 Staff2 Staff 3 Staff 4
1-Soc Davala, 7 Shor 1271872015 03:00 PM  Older Adul... Avlla, Stace...
=Tesi Deval 1 Scheduled  04/15/2016 03:00 PM  South Subuw...  Stone, Susan
AED Bahayior 2 Show 12/03/2015 01:00 PM Scuth Apar...  Frelley, Sus...
ASD Behavior . 4 Show 03/16/2016 01:00 PM  South Apar...  Freiley, Sus.. Freiley, CSu...
ACT viroun 5 Show 011273016 09:00 AM  Adulk Inpa... Avila, Stace. .. Avila, Syste... Frelley, Sus... Maurltz, Kat...
ACT vGroup 5 Shiowr 011072046 0900 AWM Adult Inpa...  Awila, Stace.., Avila, Syste.. Fraibey, Sus... Stone, Susan
ACT viroup 5 Scheduled 03/2973016 09:00 AM  Adulk Inpa... Fralley, Sus... Stone, Susan
AP-Group 2 Show 0171172016 0800 AM Brookhaven...  Freiley, Sus... Stone, Susan
AP-Groug 2 Shaowr 01/14/2016 0B:00 AM Brookhaven.., Fralley, Sus... Stone, Susan
AP-Group 2 Scheduled  01/12/2016 08:00 AM Brockhaven,..  Freiley, Sus.. Stone, Susan
AP-Group 2 show QL26I2016 08:00 AM Brockhaven... Frelley, Sus... Stone, Susan
AP-Group 3 Show 03/15/2016 08:00 AM Brockhaven...  Freiley, Sus... Mauritz, Kat...
Brown, Garre 5 Show 2116/ 00 AM MAU Shelte...  De La Fuente... nclan, Beck...
Clubhousa 11 Show 12/07/2015 00:00 AM  South Subu...  Garcia, Kyla Freiley, Sus...
Clubhguse 11 Show OL/O4/2016 02:00 PM  South Subu...  Andes, Cynth...
Clubbouse 5 Showr 01/26/2016 04:00 PM  South Subu...  Freiley, Sus...
Clubhoyse 3 Show QL26/2016 04:00 PM  South Subuw,..  Freiley, Sus...
Coping Ski 5 Scheduled 03/30/2016 12:30 PM  Adult Ment...  Basevitz, Tr... Spencer, Kim
Dy Serices 3 Scheduled (42015 0200 PM TRI Servic...  Avila, Stace...
Day Services 3 Scheduled  12/11/2015 02:00 PM TRI Servic...  Avila, Stacs..,

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.

Type

Field Description
Filter
All Group Select from the drop-down list to filter data to display below. Options are:

e All Group Types
e Choose from a list of all group types in the system

Select from the drop-down list to filter data to display below. Options are:

All Groups | e  All Groups

e Choose from a list of all groups in the system

Select from the drop-down list to filter data to display below. Options are:
All Staff |e  All Staff

e Choose from a list of all staff members in the system

All Statuses

Select from the drop-down list to filter data to display below. Options are:

e All Statuses

e Scheduled

e Scheduled and Show
e Complete

All

Programs

Select from the drop-down list to filter data to display below. Options are:

1 All Programs
2 Choose from a list of all programs in the system
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Field Description
Select from the drop-down list to filter data by date to display below. Options
are:
e Today
e This Week
e Next Week
Custom e Last Week
e This Month
e Next Month
e Last Month
e Custom - select this option to set a range of dates in the From and To
fields.
Erom If you chose _Cu;tom in the previo_us drop_down list, use the calendar icon to
choose a beginning of group services to display.
To If you chose Custom in the previous drop down list, use the calendar icon to
choose an end for group services to display.
Select from the drop-down list to filter the data to display below. Options are:
Other e Other
e Isthis a custom list???
List
Group Identifies Fhe name of the group, Click the hyperlinked group name to modify
the group information.
Clients Identifies how many clients are scheduled to attend the group service.
Identifies the status of the group service. Statuses are:
e Scheduled
Status e Show
e Complete
e Cancelled???
Date Identifies the scheduled date of service.
Program Identifies the program that the clients are enrolled in.
Staff 1 Identifies the first staff member who may lead the meeting.
Staff 2 Identifies the first staff member who may lead the meeting.
Staff 3 Identifies the first staff member who may lead the meeting.
Staff 4 Identifies the first staff member who may lead the meeting.
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Messages Page Inbox Tab Field Definitions

. e
Messages (0) X v
Inbox Sent Messages Lompose Messages
This Week v From 05/16/2016 [E5* To |05/23/2016 | B~ From Everyone v -
Stabus From Recoived W | Client Subject Priority Reference
" Defela Chestied | Ty -
Details
Fram Recehed Subrject
Ta Client Reference

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
Identifies the time frame that you want to view messages for. Options are:
e Today
e This Week
This Week e This Month
e Last Week
e Last Month
e Custom Date
From Identifies the starting date of the time frame to view messages.
To Identifies the ending date of the time frame you want to view messages.
From Identifies the senders you want to view messages from. Options are:
Everyone e From Everyone_ _
e Choose from a list of all staff members in the system
List
Delete record
icon

>( Click the delete icon to delete the message.

Radio button

icon Click the radio button icon for the message you want to work on.
Identifies the status of the message. Options are:

Status

From Identifies the sender of the message.
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Field Description

Received Identifies the date you received the message.

Client Identifies the client who is the subject of the message.

Subject Identifies the subject line of the message.

Priority Identifies the priority assigned to the message by the sender.

Reference Identifies the document that is attached to the message.

Delete To delete messages from your inbox, select the message(s) you want to delete and click
Checked

button the Delete Checked button.

Reply button

Click the Reply button to reply to the selected message.

Forward

button

Click the Forward button to send the selected email to another person.

Delete button

Click the Delete button to delete the selected message.

fe
Details
Select the check box of the message you want to view. The information is displayed in the Details
section.
From Identifies who sent the message.
Received Identifies the date the message was received.
Subject Identifies the subject of the message.
To Identifies who the message was sent to.
Client Identifies the client the message is referring to.
Reference Identifies the document attached to the message.
<message The text of the message is displayed here.
area>
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Messages Page Sent Messages Tab Field Definitions

Messages (2)

Inbox

Sent Messages
To Sant O
Day, Cindy

Hensley, Katie

08/29/2015
05/27/2016

Compose Messages

V| Client Subject Briggiby Referenca
Thomas, Maria [Subpect] - 0 MNormal
Thomas, Jennife... Outpatient Psychiatr. .. Mormal Outpatient P...

Date Reference

Subject

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

List

Check box

Click the check box to delete a sent message. When you click a check box, the
Delete Checked button is activated.

Radio button

Click the radio button on a sent message that you want to read. When you click on
the radio button, the message is displayed in the Details section at the bottom of the

page.

To Identifies who the message was sent to.
Sent On Identifies the date the message was sent.
Client Identifies the client who was referenced in the message.
Subject Identifies the subject of the message.
Identifies the priority assigned to the message when it was sent. Options are:

Priority * No”‘?a'

e Caution/Alert

o Urgent
Reference Identifies the document that was attached to the message.

Delete Checked button

Dele

When you select a check box of a message(s) in the top panel of the page, use the Delete
Checked button to delete the selected messages.

When you select the radio button of a message, click the Forward button to send the
message to another person that you enter in the Compose Messages tab.

When you select the radio button of a message, click the Delete button to delete the
message.

Details

100




Services and Service Notes User Guide

Field | Description
When you select a radio button of a message in the top panel on the page, the details of the message are displayed
in the Details section.

To Identifies whom the message was sent to.

Date Identifies the date and time the message was sent.

Reference Identifies the document that was referenced in the original message.
Client Identifies the client who was referenced in the original message.
Subject Identifies the subject line of the original message.

<message text> The message text is displayed in this field.
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Move Document Window Field Definitions

Ve, O R
Move Document
Move Document From Preview
Select the service which has the existing document that you would like moved. That document will be moved to the current service. After dlicking "Move Document’ the
| status of the service in 'Move Document from' will be set to 'Error’ and no document will exist for that service.
Clinician : Acree, Lan .
All Statuses ¥ | All Programs v Other [v]
i | DOS From 4> DOS To v
DOs Procedure Name Status Clinician Name Program Name
a ay

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
Move Document From Tab

Displays the clinician name that is assigned to the client service on the Service

Clinician Detail page.

Select the status for the service you want to view from the drop-down list.
Options are:

Scheduled
Show
No Show
Cancel
Complete
° Error
Select the program the client is enrolled in to filter the services you want to view from
the drop-down list. Options are:
e All Programs
e Choose from one of the programs defined in the system

All Statuses

All Programs
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Field Description
Other Select other criteria from the drop down list to filter the services to view. Options are:
e These options are custom to your organization.

Identifies the starting date of service that you want to search from. Use the calendar icon
DOS From

to select the date.

Identifies the ending date of service that you want to search from. Use the calendar icon
DOS To

to select the date.
List

The service(s) that match

you filter are displayed in the list section of the window.

DOS

Identifies the date of service.

Procedure Name

Identifies the procedure code that defines the service.

Status

Identifies the status of the service.

Clinician Name

Identifies the clinician's name assigned to the service. Can they move a document from
a different clinician?

Program Name

Identifies the program name that the client was enrolled in for the date of service.

Preview Tab

Use the preview tab to view the information in the service document before you move it to ensure it is the correct
document.

Client Identifies the client who the document belongs to.

Effective Date Identifies the effective date of the document.

Author Identifies who created the document.

Status Identifies the status of the document.
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My Calendar Page Define Group Window Field Definitions

Define View

Staff View Name | | ‘ i
« All
[« Abashian, Peter
[#] Abrao, Stephanie
¥ Adams, Phillip
¥| Adams, Mike !
[ Adams, Debra
| Admin, System .

Staff View

View Name A | Staff |

i

No data to display

Save Close

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
Define View
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Field Description

Staff View Name* Identifies the name you give the group of staf_f you are creating_. You use this
group to schedule all members of the scheduling group at one time.

Select the All option to select all staff members listed. If all staff are selected and

you do not want all staff, deselect the All check box.

List of staff members Select only the staff members you want to add to your scheduling group.

Staff View

After you insert the scheduling group you created, the group is displayed in the Staff View section.

>< Click the x

Click the radio button icon to select the group to modify the group.

View Name Identifies the name assigned to the group when it was created.

Staff If you selected certain staff members, the word "Some"_ is c_iisplayed in the Staff
field. If you selected all staff members, the word "All" is displayed.

All

icon to delete the staff group.
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My Calendar Page Field Definitions

My Calendar

Single-Staft View ¥ | Acroe, Lan S5W

Sun
511

1:00 PM

S Calendar M Service ™% Primary Care ™% Resource

Mon
572

x
¥ [ 15 Minutes intervals ¥ Showing 1-1/1
™ Today E Day __']:.Ve:k} s Month  “F Refresh § b May 12016 - May 7
Acree, Lan

Tue Wad Thu Fri Sal
5/3 5/4 5/5 5 517

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

Single-Staff View

Identifies whose calendars you can view. You can filter whose
calendar(s) you view Options are:

e Single-Staff View

e Multi-Staff View

e  Multi-Staff Selected

Note: This drop down list selection affects the button that
appears to the right of the interval drop down. See the Single
Staff button (See page 107) definition below in this table.

Clinician name

The option selected in the Single-Staff View drop down list
changes the clinician drop down list.

o Single-Staff View - when selected, the clinician named on
the existing service record is displayed.

o Multi-Staff View - when selected, the clinician drop down
field is blank and the Define Group button is displayed. When
groups are defined, the group names are listed in the second
drop down list where you can select the group you want. Tell
me how...

e  Multi-Staff Selected - the clinician drop-down list is grayed
out and the Select Multiple Staff button is displayed. Click the
Multi-Staff Selected button to choose staff. Tell me how...
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Field Description

Identifies the time intervals you want to view on the calendar.
Options are:

5 minutes

10 minutes

15 minutes

20 minutes

30 minutes

60 minutes

Identifies the staff whose calendar you are viewing. This button
changes and becomes active depending on the options selected
in the Single-Staff View drop down list. Options are:

Intervals

o If you select Multi-Staff View in the drop-down list, then
the button changes to Define Group and is active. Click the
Define Group button, select the staff to create a group whose
calendars you want to view. Tell me how...

o If you select Multi-Staff Selected in the drop down list, the
button changes to Select Multiple Staff, click the Select
Multiple Staff button, select the staff whose calendars you want
to view. Tell me how...

This field changes depending on the number of calendars that
are displayed. The numbers identify the number of calendars
Showing #-#/# scroll bar that are displayed and which calendar is currently displayed on
the page. Use the right and left arrows to scroll through the
calendars you want to view.

Single Staff button

Showing 1-2/4 p

Notice that when multiple staff calendars are displayed, the
staff member's name appears at the top of the calendar.

Icons

Calendar The Calendar icon is grayed out when you have selected
B~ olandar multiple staff. Click the Calendar icon to add an entry to the
) staff member's calendar. Tell me how...

Service The Service icon is grayed out when you have selected multiple
B Corvice staff. Click the Service icon to add a service note to the staff
o member's calendar. Tell me how...

Primary Care The Primary Care icon is grayed out when you have selected

¥ ¥ Primary Care multiple staff. Click the Primary Care icon to add Primary Care
o service to the client. Tell me how...

Resource The Resource icon is grayed out when you have selected

B pacource multiple staff. Click the Resource icon to add resources to a
o service for the client. Tell me how...

Today Click the Today icon to display the current day on any
LA Toda*,r calendars that appear. The icon background is yellow if it is the
current view selected on the calendar(s).

Click the Day icon to display the day of the week you want to
view. Click the Day icon and then use the scroll arrows to move
________ to the day you want to view. Use the left arrow to move to the
HJ Day previous day; use_the right arrow to move to the next day. The

icon background is yellow if it is the current view selected on
the calendar(s).
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Field Description
Week Click the Week icon to display all calendars a week at a time.
Use the Showing 1-1/1 button to scroll through the calendars
j Week you are displaying. The icon background is yellow if it is the
current view selected on the calendar(s).

The Month icon is only active when you are viewing one staff

Month member. Click the Month icon to view an entire month for the
“!1 Month staff member. To change the month you are viewing, click the
— arrow in the date scroll area. The icon background is yellow if

it is the current view selected on the calendar(s).

Refresh Click the Refresh icon at any time to ensure the data you are

viewing on the calendar(s) is current. It is important to refresh
"._'_‘_ Refresh the calendar if you have made changes to calendars and you are

moving between multiple calendars.

The date or range of dates displayed in the date area identify
what calendar information is shown in the calendars. Use the
left and right arrows to scroll through the dates by the date unit
4 P May1 2016 - May 7 | displayed. For example, the icon image in the first column
identifies that the week of May 1, 2016 through May 7, 2016 is
currently displayed.

Date scroll area
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My Calendar Page New Entry Type Window Field Definitions

New Entry Type

(@) New Calendar Entry
' New Service Entry
) New Primary Care Entry

() New Resource Entry

Corc e

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
New Entry Type
Identifies tasks or meetings added to the staff member's calendar that is unrelated to
New Calendar Entry a client service. For example, you might block out Administrative time for a staff
member to write notes or return phone calls.
New Service Entry Identifies that you want to schedule a client service on the staff member's calendar.

Identifies that you want to schedule procedures related to primary care health
services during the allotted time.
New Resource Entry Identifies that you want to add a resource to the service in the calendar.

New Primary Care Entry

109



Services and Service Notes User Guide

Non Staff User Page General Tab Field Definitions

Non Staff User

General Roles/ Permissions

Account
Authentication Type Standard
User Code jthomas?
Password
Confirm Password
Expires Never
Expires On

Password Expires Next Login

X 80 W

Client Information

Send Connection Information to User
Send Password Via E-mall ID

ol Active
Chient Conact L
First Narne Jerunifer
Last Name The
i Display As Thamas, Jennife
Last Visit 04/05/2016 11:44 AM
General Settings
Notify User to Call for a Password Chérit Pige Priforence. | Bummary 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

Account

Authentication Type

Identifies the authentication protocol used to ensure the user code and password are
valid for the Patient Portal. Options are:

e Active Directory

e Combination

e Standard

Identifies the user sign on account for the client. You can enter up to 30 characters for

User Code the User Code. Any combination of letters, numbers and special characters, up to 30
characters.
Identifies the password set up for the client which is used to sign in the first time. You
Password

can enter up to 30 characters, special characters or numbers for the password.

Confirm Password

Identifies the password was entered a second time the same as the first time to ensure
the password is set up as intended.

Password Expires Next
Login

Use this check box to have the password expire when the client signs in the first time.
The client will be prompted to set up a new password at that time.

Expires

Identifies when the password should expire and the user will be required to create a new
password.

Expires On

Nothing appears here.

Send Connection
Information to User

Select the check box to send password information to the client. When you click the
check box, the two options are activated.

Send Password Via E-
mail 1D

Select this option to send the password to the client via email.

Notify the User to Call
for a Password

Select this options to notify the client to call the office to be given the password.

Client Information

Link Client button

Use the Link Client button to pull client information from the system to the fields in the
Client Information section.

Client Id

Identifies the Client Id assigned by the system when the client account was set up.

Active

Identifies that the client information is active and can be used for the Patient Portal.

Client Contact

Identifies the client's contact as set up in the client's account and information. If you
select the client's contact in this section, the contact's name is filled in in place of the
client's information. To remove the client's contact's information, select the blank line
from the drop down list.
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Field Description
Identifies the client's information, unless you have selected a client contact in the Client

First Name Contact drop down field.
Identifies the client's information, unless you have selected a client contact in the Client
Last Name .
Contact drop down field.
. Identifies the client's information, unless you have selected a client contact in the Client
Display As

Contact drop down field.

Last Visit Identifies the date of the client's last service.

General Settings

Client Page Preference | Identifies the landing page for the client on the Patient Portal.
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Non Staff Users List Page Field Definitions

Non Staff Users (4) : = R
£F | Active ¥ | | All Programs ¥ | All Roles v

Staff Name A Display As Username Phone # Primary Program Client Name

Nosack, Claudia Nosack, Claudia CHosack Mosack, Claudia

Thwmas, Jennifer Thomas, Jennifer Rhomas? Thomas, Jennifer

Thomas, Travis Thamas, Travis TThomas Thomas, Travis

Wikson, Sam Wikson, Sam SWilson Wilsan, Sam

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
<name> Enter a name to filter for in the list.
Select from the drop-down list to filter records to display in the List area of the page.
Options are:
All e Al
e Active
e Inactive
Select from the drop-down list to filter records to display in the List area of the page.
All Programs Options are:

e All Programs
e Choose a program from the list of all programs set up in the system
Select from the drop-down list to filter records to display in the List area of the page.

Options are:
e All Roles
All Roles e Choose a role from the list of all roles set up in the system
To specifically filter for clients who have been set up as Patient Portal users, select the
PATIENTPORTALUSER item from the list in this field.
List
Staff Name Identifies the name of the non staff user set up in the system.
Display As Identifies the non staff user's Display As name. Usually last name, first name.
Username Identifies the user name assigned to the user for access to the Patient Portal.
Phone # Identifies the client's contact's phone number.
Primary Program Identifies the client's primary program enrollment.
Client Name Identifies the client's name.
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Select Diagnosis Code Window Field Definitions

ICD9 ¥ ICD10

* DSM 5 code

SNOMED

@ X

DSM 5/ICD 10| DSMIV/ICD 9 | SNOMED

ICDf DSM Description SNOMED Description

[ ox ] cancer |

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
Search
<code> Type all or part of the ICD10 diagnosis code you want to select. Or, you can use the

description field to search for a diagnosis code.

<description>

Type all or part of the diagnosis code description you want to select.

Eraser icon

.-"1? Click the eraser icon to delete any information entered in the code and description fields.
:ggio Identifies the ICD code book version that you want to search.. ICD10 is the default
SNOMED version.

List
<radio button> Use the radio button to select the diagnosis code you want to add to the client's service.
DSM5/ICD10 Identifies the code that is displayed in this column is from the DSM5/ICD10 version.
DSM IV/ICD9 Identifies the code that is displayed in this column is from the DSM IV/ICD9 version.
SNOMED Identifies the code that is displayed in this column is from the SNOMED version.

ICD/DSM Description

Identifies the description of the diagnosis code from ICD/DSM.

SNOMED Description

Identifies the description of the diagnosis code from SNOMED.
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Service Detail Page Add-On Codes Tab Field Definitions

Service Detail A CS i o/% ® 0 |V
Service Detail Billing Diagnosis Add-On Codes Authorization]s)
Add-On Codes
Select Add-On Codes Start Time Duration -m‘
Add-On Codes Start Time | Duration

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
Add-On Codes

If the procedure code entered on the Service Detail tab is set up to allow add-on codes,
Select Add-On Codes the Select Add-On Codes field is active. Click the drop down arrow to add-on codes.

Tell me how...

Start Time Identifies the start time for the service that you are adding the add-on code(s) to.
Identifies the number or amount of units of duration you are adding to the service for the

Duration add-on codes service. When you select the add-on code, the description of the duration
units is displayed to the right of the Duration field.

List

x Click the icon to delete an add-on code that has been added to the service.

Add-On Codes Identifies the name of the add-on code(s) that were added to the service.

Start Time Identifies the start time for the service.

Duration Identifies the duration or amount of service added to the original client service.
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Service Detail Page Authorization(s) Tab Field Definitions

Service Detail

Service Detail Billing Deagnosis

Required Authorization(s)

Coverage Plan Name

Attached Authorization(s)

Exclude | Authorization Id

Available Authorization(s)

Exclude | Authorization Id

Add-On Codes Authorization(s)

Coverage Plan

Units Used | Units Available Status

Authorization Code From To

Authorization Code From To Units Used | Units Available Coverage Plan Status

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

Required Authorization(s)

Coverage Plan Name | Identifies any coverage plan for this client that requires authorization for the service.
Attached Authorization(s)

Exclude

Identifies that the plan has been excluded from the calculation for attached and available
authorizations.

Authorization Id

Identifies the system-assigned ID for the authorization code.

Authorization Code

Identifies the name of the authorization code.

From Identifies the date when the authorization code became active.
To Identifies the date when the authorization code expires.
Units Used Identifies the number of units used for this service.

Units Available

Identifies how many authorized units are still available.

Coverage Plan

Identifies the client's coverage plan that requires authorization for this procedure.

Status

Identifies the status of the authorization.

Available Authorization(s)

Exclude

Identifies that the plan has been excluded from the calculation for attached and available
authorizations.

Authorization Id

Identifies the system-assigned ID for the authorization code.

Authorization Code

Identifies the name of the authorization code.

From Identifies the date when the authorization code became active.
To Identifies the date when the authorization code is no longer active.
Units Used Identifies the number of units used for this service.

Units Available

Identifies how many units are still available for use on the authorization.

Coverage Plan

Identifies the client's coverage plan that requires authorization for this procedure.

Status

Identifies the status of the authorization process.

115



Services and Service Notes User Guide

Service Detail Page Billing Diagnosis Tab Field Definitions

Service Detail P oo Docurncris.~ IC SPsave IS 56X B O W

Service Detail Billing Diagnosis Authorization(s)

Billing Diagnosis

[ ico0._]

1 v F91.9 - Conduct disorder, unspecified
2 b T74.02 - [ICDDescription] - 1109

3 b h 703.89 - Encounter for observation for other suspected diseases and conditions ruled out

Re-Order Diagnosis  Refiesh Diagnosis

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

Billing Diagnosis

ICD 10

Click the ICD 10 button to add a diagnosis code to the list. Tell me how... (See page 16)

List of diagnosis codes | Identifies the diagnoses assigned to the client.

Sequence drop down list | Use the drop down to set an order hierarchy to the diagnosis codes. Select the number
v that identifies the sequence for each code, then click the Re-order Diagnosis hyperlink

to re-arrange the display.

After you have assigned an order to the diagnosis codes, click the hyperlink to display

the diagnoses in the order you assigned.

If there are diagnosis codes set up for the client on the Diagnosis document, click the

Refresh Diagnosis hyperlink to display those diagnosis codes.

Re-order Diagnosis

Refresh Diagnosis
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Service Detail Page Service Detail Tab Field Definitions

Service Detail
Service Detail Billing Dlagnosis

Service

Procedure

Chniclan Name

Other Person{s) Present

Do Not Complete

Comment

Warnings [ Errors

Date Error Type

Custom Fields

TR TR s 2
ma (x8(%
o
Status Scheduled ¥ | Start Date  05/02/201¢ | Y Program ol
b _l Start Time Duration
o] End Time End Date
v | Attending ¥ | Referring v
Cancel Reason
Charge Balance Rate ID b
Note
. .l‘mahlr-da Charge Owverridden By
mounk
Cverride Ermors Overridden By
Error Message Net

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

Service

Client button

Click the Client button to display the Search for a Client page. Tell me how... (See
page 133)

Status

Select the status for this service from the drop-down list. Options are:
e Cancel

Complete

Error

No Show

Scheduled

e Show

Start Date

Identifies the start date for the service .The current day's date is defaulted. Use the
calendar icon to select a date.

Program*

Identifies the program that the client is enrolled in for this service. Select the program
from the drop-down list.

Procedure*

Identifies the procedure code for the service being added. Select from the drop-down
list.

Modifier button

Identifies a code added to modify the service provided. The button is only active if the
procedure code for the service has modifiers added to it. Click on the Modifier button
to select a modifier code. Tell me how...

Identifies the start time of the service on the date selected in the Start Date field. Type

Start Time the time in the ##:## format followed by a for a.m. or p for p.m. When you move the
cursor to the next field, the time is displayed in the field.
Duration* Identifies the duration for the service. The system calculates the duration using the

Start Date and Time and the End Date and Time.
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Field

Description

blank field

Displays the unit of measurement for the service procedure code.

Clinician Name*

Identifies the clinician who provided the service. Select the clinician from the drop-
down list.

Identifies the time when the service ended. The End Time field is activated depending

End Time on the procedure code that is selected.
Identifies the date when the service was completed. Grayed out. The End Date field is
End Date . - .
activated depending on the procedure code that is selected.
Identifies the location where the service took place. Select the location from the drop-
Location* down list. The locations that are listed in the drop down list depend on the program that
is selected.
. Identifies the client's attending physician for this visit. Select the attending physician
Attending .
from the drop-down list.
Referring Identifies the person who referred the client. Select the referring person from the drop-

down list.

Client Was Present

Identifies whether or not the client was present for the service. The check box defaults
to Client was present. Deselect the check box if the client was not present for the
service. For example, a phone call with the client's family where the client does not
attend the call.

Other Person(s) Present

Identifies if other people were present for the service. Type the relationship of any
other person(s) who was present for the service. You can enter up to 244 characters in
this field.

Cancel Reason*
Required is the Status is
Cancel.

If the service was cancelled, identifies the reason for the cancellation. When you select
a status of Cancel in the Status drop down list, the Cancel Reason field becomes
active. Click on the drop down arrow to select a cancellation reason.

Group button

Identifies whether the service involved a group of clients. Click the Group button to
identify the group this client was involved with. Tell me how...

Billable

Identifies whether or not the service is billable to the client. The check box defaults to
Billable for this service. Deselect the check box to make the service non-billable.

Do Not Complete

Identifies what???

Displays any flags that have been assigned to this client. Flags are icons set up in
Administration that identify a status about the client or the client's account that staff

Note need to be aware of. View list of flags at the following path: Administration tab > User
Interface banner > Flag Types sub-banner.
Comment Enter a comment about this service. You can enter an unlimited number of characters

in this field. You can spell check your entry. Tell me how... (See page 138)

Override Charge Amount

Identifies whether you want to override the charge amount for this service. Select the
check box to display a blank field where you can enter the amount you are charging for
the service.

Overridden By

The user's sign on name is displayed if you enter an override amount.

Override Errors

Identifies that you want to override errors in creating billing charges and billing for this
service. Select the check box to override any errors.

Overridden By

The user's sign on name is displayed if you select the option to override errors check
box.

Warnings/Errors

Date

Identifies the date of any warnings or errors for this service. If there are warnings or
errors, these are displayed when the service is validated and saved.

Error Type

Identifies the error type. The service is validated against the rules for the program,
procedures and rates to make sure everything is filled in properly.

Error Message

Identifies the explanatory text about the error message. The service is validated against
the rules for the program, procedures and rates to make sure everything is filled in
properly. The message identifies what error condition was found during the validation.

Next Step

Identifies the next step that is needed to rectify the warning or error message.
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Field | Description
Custom Fields
Custom Fields | Any fields added to the system for your organization are displayed in this section.
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Service Note Page with Service Tab Field Definitions

Service Note

Service Billing Diagrosis

Service

Status Show
Program

Procedure

Lacation

Clinician Hensley, Katie

Specific Location

Cancel Reason

Go To

MNew Effective 05202010 Author  Hensley, Katie v

Start Date  |0S202016 | [EE

v
= Modifer” Start Duration

Attending v Refening

= Comment

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.

Note: Many fields and tabs are displayed on this page are custom based on your installation and how the
Programs and Procedure codes are set up in SmartCare for your installation. The Core fields and tabs are

documented below.

Sign

Field | Description
Filter
These fields identify the previous and next documents created and signed for the client.
05/20/2016 The date identifies the date of the document or service. The information is listed in
chronological order.
Display a drop down list where you can choose the document you want to view. The
GoTo documents that you can view depend on the program the client is enrolled in and the
procedure code that represents the service provided.
Sign button Use the Sign button to sign documents, such as group notes, if one is required for the

service.

View button

' View

Use the View button to view/edit the document.

Share button

(WS

Use the Share button to share the document with other clinicians who are not the authors
of the document to view and share the document.

Status Identifies the status of the procedure, service and notes.
Effective Identifies the effective date of the service and note. Typically, this is the date of service.
Author Identifies who is writing the service note.

More Detail button

Use the More Detail button to display additional fields in the Filter area of the page.

Use the Less Detail button to hide the additional fields that are displayed in the More
Detail area.

More Detail area

Other Versions

Identifies other versions of the service notes have been created.

Signed By

Identifies who signed the other versions of the service notes.
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Field Description

Signer Identifies the original signer of the service notes.

Add Signer(s) Use the Add Signer(s) drop down list to select additional signers for the service notes.
Sign button Use the Sign button to add the signer's name(s) to the service notes. Tell me how... (See

%

page 65)

Decline button

|'Decine |

Use the Decline button to avoid signing the service notes. Use by a staff member who
received the document to remove themselves for viewing the document.

<list panel>
Service Tab
Identifies the status of the service. When you create a new service, the status defaults to
Show. Statuses are:
e Error
Status e Scheduled
e Show
e Not Show
e Cancel
Identifies the date of service. The Start Date defaults to the current day's date. Use the
Start Date - :
calendar icon to choose a different date.
Program Identifies the program that the client is enrolled in for this service.
Identifies the procedure code that will be used for billing the service. The procedure
Procedure codes that are listed in the drop down are controlled by the program selected and the

user's licenses/degrees.

Modifier button

If the Modifier button is active, then there are modifier codes assigned to the procedure
code. Use the Madifier button to select the appropriate additional codes. If the Modifier
button is grayed out, the procedure code does not have any modifiers to select from.

Location

Identifies the place of service for the procedure code. The locations that are listed in the
Location drop down list are controlled by the locations assigned to the program.

The fields highlighted in gray appear depending on the procedure that you choose for the service. Therefore,

different fields or combin

ation of fields may be displayed.

Date In
Start Identifies the start time set up for the service.
End Identifies the end time set up for the service.
Identifies the end date for the service. The system fills in this field based on the values
End Date . . ; .
you enter in the Time In and Time Out fields.
Identifies the number of units used for the service. How the service duration is measured
Duration and the units are conFroIIed t_)y how the procedure (_:ode is set up in the system. When
you enter the values in the Time In and Time Out fields, the system calculates the
amount of time used and fills in the Duration fields.
Identifies the unit of measure used for the procedure code. How the service duration is
<unit field> measured and the units are gontroll_ed by how th_e procedl_Jre code is set up in the system.
When you enter the values in the Time In and Time Out fields, the system calculates the
amount of time used and fills in the Duration fields.
Time In Identifies the start time for the service.
Time Out Identifies the end time for the service.
Date Out Identifies the date when the service is complete.
Clinician Identifies the clinician providing the service.
Attending Identifies the client's attending physician.
Referring Identifies the client's referring physician.

Specific Location

Identifies the specific location where the service is provided. You can enter an unlimited
number of characters in this field. You can spell check your entry. Tell me how... (See

page 138)
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Field Description
Identifies any comments you enter describing the service provided. You can enter an
Comment unlimited number of characters in this field. You can spell check your entry. Tell me

how... (See page 138)

Cancel Reason

If you select Cancel in the Status field, the Cancel Reason field is activated. Select a
cancellation reason from the drop down list.

Billing Diagnosis

This tab only appears if the service requires billing diagnoses.

Billing Diagnosis
Section

ICD-10 button

Use the ICD 10 button to select diagnosis codes for the client's service(s). The name of
the button identifies the classification of diseases used for the procedure/service. ICD 10
indicates you are choosing diagnosis code from the ICD-10 version of codes.

Re-Order Diagnosis

The diagnosis codes applied to the client's service(s) are listed. If there are more than
two diagnosis codes, select a number in the drop down list to the left of each diagnosis
code to put the codes in the sequence you want. Click the Re-Order Diagnosis hyperlink
to re-display the codes in the order you specify.

Refresh Diagnosis

Use the Refresh Diagnosis hyperlink if no diagnosis codes are listed in the section. Any
diagnosis codes already assigned to the client are displayed.
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Service Note Page with Service Tab Field Definitions

F | o |
Service Note LEAR<RINY sove | “
OS202016 : Girp Note a GoTo
Status MNew Effective 052002018 Author  Hensley, Katie v
Service Billing Diagrosis
Service
Status Show v Start Date (05202016 | [
Program
Procedure ¥ Duration
Lacation v
Clinician Hensley, Katie Attending v Referting
Specific Location - Comment t
Cancel 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.

Note: Many fields and tabs are displayed on this page are custom based on your installation and how the
Programs and Procedure codes are set up in SmartCare for your installation. The Core fields and tabs are

documented below.

Field | Description

Filter
These fields identify the previous and next documents created and signed for the client.

05/20/2016 - The date identifies the date of the document or service. The information is listed in
chronological order.
Display a drop down list where you can choose the document you want to view. The

GoTo documents that you can view depend on the program the client is enrolled in and the
procedure code that represents the service provided.

Sign button Use the Sign button to sign documents, such as group notes, if one is required for the
service.

View button

Vo) Use the View button to view/edit the document.

iew

Share button

(WShes

Use the Share button to share the document with other clinicians who are not the
authors of the document to view and share the document.

Status Identifies the status of the procedure, service and notes.
Effective Identifies the effective date of the service and note. Typically, this is the date of service.
Author Identifies who is writing the service note.

More Detail button

Use the More Detail button to display additional fields in the Filter area of the page.

Less Detail button

By

Use the Less Detail button to hide the additional fields that are displayed in the More
Detail area.

More Detail area

Other Versions

| Identifies other versions of the service notes have been created.
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Field Description

Signed By Identifies who signed the other versions of the service notes.

Signer Identifies the original signer of the service notes.

Add Signer(s) Use the Add Signer(s) drop down list to select additional signers for the service notes.
Sign button Use the Sign button to add the signer's name(s) to the service notes. Tell me how... (See

%

page 65)

Decline button

I' Decine |

Use the Decline button to avoid signing the service notes. Use by a staff member who
received the document to remove themselves for viewing the document.

<list panel>
Service Tab
Identifies the status of the service. When you create a new service, the status defaults to
Show. Statuses are:
e Error
Status e Scheduled
e Show
e Not Show
e Cancel
Identifies the date of service. The Start Date defaults to the current day's date. Use the
Start Date - -
calendar icon to choose a different date.
Program Identifies the program that the client is enrolled in for this service.
Identifies the procedure code that will be used for billing the service. The procedure
Procedure codes that are listed in the drop down are controlled by the program selected and the

user's licenses/degrees.

Modifier button

If the Modifier button is active, then there are modifier codes assigned to the procedure
code. Use the Modifier button to select the appropriate additional codes. If the Modifier
button is grayed out, the procedure code does not have any modifiers to select from.

Location

Identifies the place of service for the procedure code. The locations that are listed in the
Location drop down list are controlled by the locations assigned to the program.

The fields highlighted in gray appear depending on the procedure that you choose for the service. Therefore,
different fields or combination of fields may be displayed.

Date In
Start Identifies the start time set up for the service.
End Identifies the end time set up for the service.
Identifies the end date for the service. The system fills in this field based on the values
End Date . . - .
you enter in the Time In and Time Out fields.
Identifies the number of units used for the service. How the service duration is measured
Duration and the units are con'_[rolled t_)y how the procedure (_:ode is set up in the system. When
you enter the values in the Time In and Time Out fields, the system calculates the
amount of time used and fills in the Duration fields.
Identifies the unit of measure used for the procedure code. How the service duration is
<unit field> measured and the units are pontroll_ed by how th_e procedL_Jre code is set up in the system.
When you enter the values in the Time In and Time Out fields, the system calculates the
amount of time used and fills in the Duration fields.
Time In Identifies the start time for the service.
Time Out Identifies the end time for the service.
Date Out Identifies the date when the service is complete.
Clinician Identifies the clinician providing the service.
Attending Identifies the client's attending physician.
Referring Identifies the client's referring physician.

Specific Location

Identifies the specific location where the service is provided. You can enter an unlimited
number of characters in this field. You can spell check your entry. Tell me how... (See
page 138)
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Field Description
Identifies any comments you enter describing the service provided. You can enter an
Comment unlimited number of characters in this field. You can spell check your entry. Tell me

how... (See page 138)

Cancel Reason

If you select Cancel in the Status field, the Cancel Reason field is activated. Select a
cancellation reason from the drop down list.

Billing Diagnosis

This tab only appears if the service requires billing diagnoses.

Billing Diagnosis Section

ICD-10 button

Use the ICD 10 button to select diagnosis codes for the client's service(s). The name of
the button identifies the classification of diseases used for the procedure/service. ICD 10
indicates you are choosing diagnosis code from the ICD-10 version of codes.

Re-Order Diagnosis

The diagnosis codes applied to the client's service(s) are listed. If there are more than
two diagnosis codes, select a number in the drop down list to the left of each diagnosis
code to put the codes in the sequence you want. Click the Re-Order Diagnosis
hyperlink to re-display the codes in the order you specify.

Refresh Diagnosis

Use the Refresh Diagnosis hyperlink if no diagnosis codes are listed in the section. Any
diagnosis codes already assigned to the client are displayed.
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Service Note Page Warnings Tab Field Definitions

Service Mote: Billing Diagnosis ¥ Warnings
Error Type Error Message MNext Step
4410 Financial infermation has not been completed for this

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

Warnings

Error Type Identifies the code type assigned by the system to the error message.
Error Message Identifies the descriptive text of the error code.

Next Step If applicable, identifies any steps you need to take to clear the error.
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Service Notes Page Note Tab Field Definitions

Individual Service Note

06/222016 - Misc [GoTe [~]
T e _ PrEvp—— X ([ SE———
view | status MNew | | Effective  09/07/2016 | | Auther Hensley, Katie v More Detail

Service Note Billing Diagnosis

Warnings

‘ Information

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
These fields identify the previous and next documents created and signed for the client.
05/20/2016 The date identifies the date of the document or service. The information is listed in
chronological order.
Display a drop down list where you can choose the document you want to view. The
GoTo documents that you can view depend on the program the client is enrolled in and the
procedure code that represents the service provided.
Sign button Use the Sign button to sign documents, such as group notes, if one is required for the
Sign service.
View button
(v ) Use the View button to view/edit the document.
View

Share button

(WS

Use the Share button to share the document with other clinicians who are not the
authors of the document to view and share the document.

Status Identifies the status of the procedure, service and notes.

Effective Iden_tifies the effective date of the service and note. Typically, this is the date of
service.

Author Identifies who is writing the service note.

More Detail button

Use the More Detail button to display additional fields in the Filter area of the page.

Use the Less Detail button to hide the additional fields that are displayed in the More
Detail area.

More Detail area

Other Versions

Identifies other versions of the service notes have been created.

Signed By Identifies who signed the other versions of the service notes.
Signer Identifies the original signer of the service notes.
Add Signer(s) Use the Add Signer(s) drop down list to select additional signers for the service notes.

Sign button

Use the Sign button to add the signer's name(s) to the service notes.

Decline button

Use the Decline button to avoid signing the service notes. Use by a staff member who
received the document to remove themselves for viewing the document.
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Field

Description

<list panel>
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Services Notes List Page Billing Diagnosis Tab Field Definitions

Billing Diagnosis

1 v F10.10 - Alcohol abuse, uncomplicated

2 v F06.32 - Depressive disorder due to another medical condition, With major depressive-like episode

Re-Order Diagnosis.  Refresh Diagnosis

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

Billing Diagnosis

ICD-10 button

Use the ICD 10 button to select diagnosis codes for the client's service(s). The name of
the button identifies the classification of diseases used for the procedure/service. ICD 10
indicates you are choosing diagnosis code from the ICD-10 version of codes.

<drop down list>

Use the drop down lists to change the order in which the diagnosis codes are listed.
Choose the number to identify the sequence for each diagnosis codes. After you have
changed the numbers, click the Re-Order Diagnosis hyperlink to re-display the list of
codes.

<diagnosis code>

Identifies the diagnosis code as it appears in the diagnosis code reference list. For
example, the first diagnosis code shown in the screen image above is F10.10.

<diagnosis code
description

Identifies the description of the diagnosis code. For example, the diagnosis description
shown in the screen image above is, Alcohol abuse, uncomplicated.

Re-Order Diagnosis

Use the Re-Order Diagnosis hyperlink to change the order the diagnosis codes that are
listed on the page.

Refresh Diagnosis

Use the Refresh Diagnosis hyperlink to ensure the most current diagnosis codes for the
client are displayed.
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Services/Notes List Page Field Definitions

Services/Notes (196)

All Clinicians ¥ Al Statuses ¥ | All Procedures ¥ || Other v PW
Show Sarvices and Cara Mami Claims ¥ | Past 12 Months ¥ | From |05/20/2015 | EE* To e | ANl Programs b
Auth | DOS 7 Status | Docyment Bigcedipe Clinician Program Comment
021620160900  Show PRS Group Wiekly 130.00 M.  De La Fuente, Eva  South Suburbs 10P -
ZNGRNG 0900 Show Pyehobd Wily Grp 360.00 M. Adams, Olivia South Suburbs 10P
21520160930 Show Gip Note Day Service Non-8ill 60.00 M... Mauwitz, Katie Hrookhaven ACCESS A
02152016 0800 Schedul.. PRS Group Weskly 20,00 Min., De La Fuente, Eva  South Suburbs TOP
020012016 0100 Show Med Note Pharm Mng 60.00 Minutes Frelley, Susan Brookhaven CST
01192016 0100 Show Med Note Pharm Mng 60,00 Minutes Frelley, Susan Brookhaven CST
QUIBRZNG 010 Show Med Note Pharm Mng 60.00 Minutes Hensley, Katie Brookhaven CST
QUIAZ0I6 0100 Show el Note Fharm Mng 60.00 Minutes Hensley, Katie Calhoun CSI
1202015 09.00 Show Shift Summary Shifthote 60.00 Minutes Freiley, Susan TRI Service Cleaning
" Show 100 Indlvidhual,, Indhidual Service N 60.00 M..  Frelley, Susan Brookhaven CST
" Show (D Note Group Therapy 60.00 Minutes  Adams, Olivia South Suburbs Outpatie...
Schedul... PRS Group Weekly 300.00 M...  Adams, Olivia South Suburbs Cutpatie..
QUAIRME 0900 Show Gip Hote Group Therapy 90.00 Minutes  Adarms, Olivia Chicaga Apts Ex Tenants
03002015 0900 Show G Mote Group Theragy 90,00 Minutes  Adams, Olivia Chicaga Apts Ex Tenants
03020150800 Schedul. Dally TheraBH 360.00 Minutes  Hensley, Matt South Suburbs Outpatie..
DA2BR015 1100 Schedul.. PRS Group Weekly 300.00 M...  Adams, Olivia South Suburbs Outpatie...
Al | Schedul.. Daily TheraBH 360.00 Minutes  Hensley, Matt South Suburbs Outpatie .
Q25201 " Sehedul., PRS Group Weekly 300,00 M...  Adams, Olivia South Suburbs Outpatie...
D025/201508:00  Sehedul.. Daily TheraBH 360.00 Minutes  Hensley, Matt South Suburhs Cutpatie...
092472015 11007 Schedul.. PRS Group Weekly 300.00 M... Adams, Olivia South Suburbs Outpatie... =

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

All Clinicians

Select from the drop-down list to filter records to display in the List area of the page.
Options are:

e All Clinicians

e Choose a clinician from the list of all clinicians set up in the system

All Statuses

Select from the drop-down list to filter data to display below. Options are:
All Statuses
Scheduled/Show
Scheduled

Show

No Show/Cancel
Complete

Entry Incomplete Claims
Entry Complete Claims
Approved Claims

Paid Claims

Denied Claims

Pended Claims

Partially Approved Claims
Void

All Procedures

Select from the drop-down list to filter records to display in the List area of the page.
Options are:

e All Procedure codes

e Choose a procedure code from the list of all procedure codes set up in the system
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Field

Description

Other

Select from the drop-down list to filter records to display in the List area of the page.
This is a custom field. Your organization may or may not have options in the list.

Show Services and Care

Mgmt Claims

Select from the drop-down list to filter records to display in the List area of the page.
Options are:

e Show Services and Care Mgmt Claims

e Show Services Only

e Show Care Mgmt Claims Only

All Dates

Select from the drop-down list to filter records to display in the List area of the page.
Options are:

e All Dates
Today

This Week
Next Week
This Month
Next Month
Last Week
Last Month
Customer Date
Past 6 Months
e Past 12 Months

From

Use the calendar icon to select a start date for viewing records.

To

Use the calendar icon to select an end date for viewing records.

All Programs

Select from the drop-down list to filter records to display in the List area of the page.
Options are:

e All Programs

e Choose a program from the list of all programs set up in the system

List

Auth

Identifies whether or not there is information in the Warnings tab on the Service Note
page.

DOS

Identifies the date of service. Click the hyperlinked date of service to view details for
that date of service.

Status

Identifies the status of the service. Statuses are:
e Scheduled

e Show

e Complete

e Cancelled

Document

Identifies the document created with the service. The document that is used is defined
by the procedure code.

Procedure

Identifies the procedure code that represents the service provided to the client.

Clinician

Identifies the staff member designated as the clinician when the staff were added to the
service when it was set up.

Program

Identifies the program the client is enrolled in for this service.

Comment

Identifies any comment entered for the service on the procedure service page.
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Services for a Client List Page Field Definitions

Services (1) ow B AX

Steow Services Cnly ¥ || A Statuses ¥ | Al Climcians v

Al Programs * 0os from 11/02/2005  Z¥  DOsTo 4
Dos V Procedure Status Jinician/Provider Program ocation Charge *Ayment Chent Bal Jrd Party Bal
1101203005 11:30 &M Individual Therapy 60 M. Scheduled AuDuong, Bill LCSW South Follow Along Hape Apts

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
Select from the drop-down list to filter data as shown below. Options are:
Show Services Only )
e Show Services Only
e Show Services and Care Mgmt Claims
e Show Care Mgmt Claims Only
Select from the drop-down list to filter data as shown below. Options are:
All Statuses * All Statuses
e Canceled and No Show Services
e Complete Services
e Scheduled Services
e Show Services
Select from the drop-down list to filter data as shown below. Options are:
All Clinicians
e All Clinicians
e Choose a clinician from the list of all clinicians in the system
Select from the drop-down list to filter data as shown below. Options are:
All Programs
e All Programs
e Choose a program from the list of all programs in the system
DOS From Select a beginning date to view services by date of service.
DOS To Select an ending date to view services by date of service.
List
DOS Identifies the date when the service occurred.
Procedure Identifies the procedure that was performed.
Status Identifies the status of the service.
Clinician/Provider Identifies the clinician or provider who provided the service.
Program Identifies the program the client was enrolled in for the service.
Location Identifies the location where the service was performed.
Charge Identifies the dollar amount charged for the service.
Payment Identifies any payment made for the service.
Client Bal Identifies the client's current balance.
3rd Party Bal Identifies any balance owing from a third party payer.
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Search

Search for a Client

When you click on the drop-down arrow next to Open in the Bed Census 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 registered in the system, use that client record to complete the admission. If the client is not found,
then follow your office's policy for registering the client.

Searching Best Practices

e To avoid duplicate records, use due diligence to ensure the client is not already entered in the

system.

o Use the defined search strategy as explained in the procedure below.
e Use more specific searches found in the Other Search Strategies section, as needed.
o 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

133

1. When the Client Search window is displayed, complete the Name Search, SSN Search and DOB

Search fields. View field definitions (See page 133).
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 registered in the system.
Why can't | access these screens? (See page 143)
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Client Search Window Field Definition

Name Search

Include Client Contacts

All Providers A

Provider

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

' Primary Clinician Search'

"“Broad Search Type of Client (@) Individual () Organization

Last Name First Name Program Y
Other Search Strategies

SSNSearch Phone # Search

“DOBSearch | Giiti g Master Client D Searct

v Client ID Search

Insured 1D Search

" Authorizaton ID 1 #

Records Found

D

‘ Master ID ‘ Client Name

A ‘ SSN/EIN ‘ DOB Provider

‘ Status ‘ City ‘ Primary Clinician

No data to display

Field

Description

Clear button

Use to clear any information filled in the field before you conduct a new search.

Include Client Contacts

Select to include contacts of the client in the search.

Only Include Active
Clients

The search only searches through clients marked as Active. If you select this checkbox,
you will not be able to create a new client.

Name Search tab

Last Name Enter the client's last name that you are looking for. Type up to 30 characters.
First Name Insert the client's first name that you are looking for. Type up to 20 characters.
Program Select the Program that the client is registered in.

Other Search Strategies

SSN Search

Enter the client's social security number in the fields provided.

DOB Search Enter the client's date of birth in mm/add/yyyy format or select from the calendar icon.
Primary Clinician Search | To search by primary clinician, select the clinician using the drop-down list.
Phone # Search To search by the client's phone number, type the phone number with no hyphens.

Master Client ID Search

To search by Master Client ID, type the ID number in the field.

Client ID Search

To search by the client's 1D, type the ID number in the field.

Insured ID Search

To search by the insured 1D, type the ID number in the field. This is the ID that is
assigned to the person who carries the insurance for the client.
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Field

| Description

Records Found

ID

Identifies the Client's ID assigned in SmartCare.

Master ID Identifies the Client's Master ID if one is assigned in SmartCare.
First Name Identifies the client's first name.

Last Name Identifies the client's last name.

SSN Identifies the client's social security number.

DOB Identifies the client's date of birth.

Status Identifies the client's current status in SmartCare.

City Identifies the client's city of residence.

Primary Clinician

Identifies the primary clinician assigned to the client.

Provider

Identifies the provider assigned to the client.

135



Services and Service Notes User Guide

Miscellaneous

Spell Check Window Field Definitions

E Spell Check

Not in Dictionary:

encouraging

Suggestions:
chining
chaining
shining
chinning

maladaptive behavior. We spent time hearing successes and

Ignore
Ignore All
Add Custom
Change

Change All

Close

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

Not in Dictionary

<text>

Displays the text that contains a misspelled word(s). The first misspelled word is bolded
and underlined with a red dotted line.

Suggestions

Word list

Words suggested by Spell Check to replace and correct the misspelled word. If no
suggestions are listed, place your cursor in the misspelled word in the Not in Dictionary
panel and correct the spelling. Click the Change or Change All button to correct the
spelling.

Buttons

Ignore button

Ignore

Click the Ignore button to accept the spelling as it is shown in the comment field. Spell
check displays and highlights the next misspelled word, if there are any.

Ignore All button

Ignore All

Click the Ignore All button to accept all incidents of the currently highlighted
misspelled words as shown in the comment field.
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Field

Description

Add Custom button
Add Custom

Click the Add Custom button to add the word to the system dictionary. If you add the
word with its shown spelling, it will not no longer be shown as a misspelled word. Use
this function for words, such as brand name words, or commonly used abbreviations in
your facility. By adding these custom words, they will no longer be shown as
misspelled.

When you click the Add Custom button, a message window asks if you want to add the
word to the dictionary. Click Yes to save the word.

Change button
Change

In the Suggestions panel, highlight the correctly spelled word and click the Change
button. The next misspelled word is displayed and highlighted in the Not in Dictionary
panel.

Change All button
Change All

In the Suggestions panel, highlight the correctly spelled word and click the Change All
button to correct all instances of this same misspelled word. The next misspelled word is
displayed and highlighted in the Not in Dictionary panel.

Close button

Close

When you have finished correcting misspelled words, click the Close button. The Spell
Check Complete window is displayed if all misspelled words have been corrected or
ignored.

Undo button
Change All

Click the Undo button to undo the last action that you took in the Spell Check window.
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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.

HEE

2. Click the spell check W 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. (See page 136)

=) spell Check a

Mot in Dictionany
to alleviate anxiety, and to teach skills for dealing with chaning
maladaptive behavior, We spent time hearing successes and
encouraging N
Ignore

Suggeshons

chining ' Change
chaining =
shining = i
chinning Change All

Close

-0r-

If the Spell check is complete window is displayed, the spell check is complete.

ke i—

@ 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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Export the Services/Notes List Page

Since you select a client before you display the Services/Notes list page, you are exporting information for
the selected client.

1. Display the Services/Notes (###) list page. Tell me how... (See page Error! Bookmark not
defined.)

The Services/Notes (###) list page is displayed. View field definitions (See page 130).

Services/Notes (196) o QDAx
All Clinicians ¥ | Al Slatuses ¥ || All Procedures ¥ || Other L
Show Sanices and Care Momt Claims ¥ || Past 12 Months ¥ | From 05/20/2015 | Z* To &>  AnPrograms b

ath | DS V| Sofws | Document Procedyre Clinicion Progm Comment

2IG2016 0900 Show PRS Group Weekly 120,00 M., Dela Fusnte, Eva  South Suburbs I0P -
QB0 0900 Show PeychoEd Widy Grp 360.00 M...  Adams, Olivia South Suburbs 10P
0520160930 Show Gip Note Day Service Nor-Bill 60.00 M. Mauritz, Katie Brookhaven ACCESS A
(21520160800 Schedul.. PRS Group Weekly 20.00 Min.  De La Fuente, Eva  South Suburbs 10P
02012016 0100 Show M Mote Pharrm Mag 60.00 Minutes Fredhry, Sursan Brookhaven CST
01192016 01007 Show Mag Note Pharm Mng 60.00 Minutes Frelloy, Susan Brookhaven CST
011620160100 Show Med bote Pharm Mg 60.00 Minutes Hensley, Kathe Brookhaven CST
Q182016 0100 Show  Med bote Pharm Mng 60,00 Minutes Hensley, Katie Calhoun 51
102020150000 Show  Shift Summary Shifthote 60.00 Mindes Frelley, Susan TRI Service Cleaning
102720151000 Show 100 Individual,., Individual Service N 60.00 M..  Frelley, Susan Brookhaven CST
RO0Z015 11307 Show  GipNole Group Therapy 60.00 Minutes  Adams, Ofivia South Suburbs Outpatie.,
CAA02015 11007 Schedul.. PRS Group Weekly 300.00 M...  Adams, Ofivia South Suburts Outpatie...

1 150900 Show Gip Note Group Therapy 90,00 Minutes  Adarms, Olivia Chicaga Apts Ex Tenants
003020150000 Show G Note Group Therapy 90.00 Minutes  Adams, Olivia Chicago Apts Ex Tenants
0020150800  Schedd., Daily TheraBH 360,00 Minutes  Hensley, Matt South Suburbs Outpatie.,

OR282015 11007 Schedul., PRS Group Weekly 300.00 M...  Adams, Oivia South Suburbs Outpatie.,
QU2ERNIS 0200 Schedul. Daily TheraBH 360.00 Minutes  Hensley, Matt South Suburbs Outpatie..
OR2SRMIS 1100 Schedul.. PRS Group Weekly 300.00 M...  Adams, Olivia South Suburtrs Outpatie. .
(92520150800 Schedul.. Duily TheraBiti 360,00 Minutes  Hersley, Matt South Suburbs Outpatie.,
00242015 11.007  Schedul. PRS Group Weekly 300.00 M...  Adams, Ofivia South Suburbis Qutpatie. »

[ ¥

2. Click the Export J icon in the task bar.

The Export file tab is displayed in the lower left corner of your screen. Refer to the red box in the
figure below.
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| Thomas, Kenneth (2104210) X [EERTEUN IR LD E OS]

Y
FER— -l Services/Notes (27)
Finance » a .
Immunizations All Clinic ians ¥ | All Statuses ¥ || All Procedures ¥ || Other v
Inquiry/Registration » | | show Services and Care Mgmt Claims ¥ | Past 12 Months v | From (0g/30/2015  |EET To All Programs v
WD Summary
Wedical »fl| auth | DOS ¥ | Status | Document Procedure Clinician Program Comment
Messages 180300 Schedu.. Misc Court Appointment 120,00 ... Freiley, CSusan Veterans Project
My Appointments 06/28/201611.007  Show Nurse Note Nursing Note 60.00 Minutes  Hensley, Katie Veterans Project
Nen Service Activities
e DS/28/2016 1000 Schedu.. IDD Individual... 10D Ind Therapy 60.00 Minut... Lewis, Matt Veterans Project
Programs / Tracks N 0S/27/2016 11:00" Schedu.. Nurse Note Nursing Note 30.00 Minutes  Reynoso, Cary Veterans Project
Restrictive Procedures 05MB/201602:30 Schedu.. Nurse Note Nursing Note 30.00 Minutes  Freiley, CSusan  Vieterans Project
Services 12/08/201511:30  Schedu.. Misc Interpretive Srves 30,00 Min...  Avila, System Veterans Project
Services/Notes 12/08201508:00 "  Schedu... IDD Ingividual... 10D Ind Therapy 60.00 Minut... ~Lewis, Matt Veterans Project
5_”’“"_“”’ 09292015 1130 Show Grp Note Group Therapy 60.00 Minutes  Adams, Olivia South Suburbs Outpatie.
:m::”'ags{"&”'s : 09/28/201512:007  Show Grp Note Group MFam Therapy 15.00 .. Day, Cindy Shelter Plus Care T Nort
- 09/23/201501:00  Schedu Daily TheraBH 30.00 Minutes  Day, Cindy Veterans Project
_ _ ; schedu Ind Therapy School 30.00 Mi...  Day, Cindy Veterans Project
08MB20I5 1200 Compl.. Misc UA SelfPay Lab 1.00 Units Macceo, Ensa MAU Austin Safe Haven
08/16/201512:00"  Show Group Commergia...  Group MFam TheraBH 15,00 .. Day, Cindy Veterans Project
Unsaved Changes (5) -
oo Detals o8/ 11:30 i Show Gip Note Group TheraBH 60.00 Minutes  Adams, Olivia South Suburbs Outpatie.
Group Detsils 08142015 11:307  Show GIp Note Group TheraBH 60.00 Minutes  Adams, Olivia South Suburbs Outpatie.
Service Detail (Redr... - " Schedu..  IndvNote Ind Thrpy Tx PIn Rev 60.00 Hensley, Marcy South Suburbs MFP [Comment] -...
D9/0S/201512.00  Compl old 1.00 Ryland, David Brookhaven ACT
09/047201511:30  Show Gip Note Group TheraBH 60.00 Minutes  Blaum, Wasif South Suburbs Outpatie.
08/047201511:20  Show Gip Note Group TheraBH 60.00 Minutes  Kindred, Deej South Suburbs Outpatie.
08/03/201511:30  Show Gip Note Group Therapy 60.00 Minutes  Kindred, Desj South Suburbs Outpatie.
0800212015 08:00 " Show  Group Commercia... Grp Thrpy Commercial 120.0... Hensley, Marcy  Brookhaven CST
09/02/2015 11307 Show Grp Note Group Therapy 45.00 Minutes  Day, Cindy South Suburbs Outpatie.
" show Grp Note Daily TheraBH 120.00 Minutes  Kindred, Desj Veterans Project
09/01/2015 0200 Compl..  Misc UA SelfPay Lab 1.00 Units Brock, Jessica MAU Austin Safe Haven
09012015 10:29  Show Misc UA SelfPay Lab 1.00 Units Ray, Richard MAU Austin Safe Haven
DS/01/201510:00  Show Med Note Pharm Mng 60.00 Minutes Kindred, Deej MAU Austin Safe Haven
08/01. " Show Gip Note Daily TheraBH 120.00 Minutes  Kindred, Deej Veterans Project
ExportData (45).xls T

3. Click on the ExportData.xls file button in the task bar in the lower left corner of your browser
window to open the file in Microsoft Excel.

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

Why can't | access these screens? (See page Error! Bookmark not defined.)
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Export the Records on the List Page
You can export the Services on the list page to an Excel spreadsheet.
1. Display the list page.
2. Filter the list to determine the records that are displayed. Tell me how... (See page 142)
3. When the records are displayed that you want to export to an Excel spreadsheet, click the Export
L 1 icon in the tool bar.

The ExportData button is displayed in the footer of your browser window.

B: ExportData (32).xls

4. Click on the button to open the Excel file.

The file is opened in an Excel spreadsheet. You can edit, print and save the file as needed.
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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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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 tab > User/Role Setup banner > Role Definition sub-
banner.

The Role Definition page is displayed. View field definitions (See page 145).

From the Permissions page, you can:

Determine Which Permissions Are Needed for the Services/Notes Pages

You Need Permission Type Parent Permission ltem
Banners Client gllji;r:;[];l;gwmary (Client
Banners Client Services/Notes
Screen (New Mode) Services/Notes Export
Screen (New Mode) Services/Notes New
Screen (New Mode) Service Detail Delete
Screen (New Mode) Service Detail New
Screen (New Mode) Service Detail Save
Screen (Upload Mode) Services/Notes Export
Screen (Upload Mode) Services/Notes New
Screen (Upload Mode) Service Detail Delete
Screen (Upload Mode) Service Detail New
Screen (Upload Mode) Service Detail Save
Screens Client Add Other Signer
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You Need Permission Type Parent Permission ltem
Screens Client ClinicalSummary
Screens Client CMClinicalSummary
Screens Client PMClinicalSummary
Screens Client Comments Interface
Screens Client Service Detail
Screens Client Sign Note
Screens Client SignaturePage
Document Codes (Edit) ClinicalSummary
Document Codes (Edit) Service Note
Document Codes (View) ClinicalSummary
Document Codes (View) Service Note
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Role Definitions Page Field Definitions

Role Definition

Roles

el Party

’ "
Environment Yerification Role
Heaith Maintenance Alert
Irtake

LCM

Default Permissions for Selected Role

Select Permission Type b3

[ Sove BB

Permission Utilities
Select a role to use the utilities below
ed role...

missions from one role to sel

from selected role..,

Gran lete a to role..,

Select Parent b

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
Roles

All roles defined in the system. A role defines a collection of permissions to make it
Roles 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.

Click the Add Role button to add a new role to the system and assign permissions to that
role.

Default Permissions for

Selected Role

Select Permission Type

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.

Permission Utilities

Selected Role

This field appears if you have selected a role in the Roles section.

Copy permissions from
one role to selected role

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.

Remove permissions
from selected role

Use this option to remove all permissions from the selected role.

Grant complete access to
the selected role

Use this option to grant all permissions in the system to the selected role.
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