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This document is to be used in conjunction with the Netsmart Sandbox
environment as a guide. Following the steps included in this guide will allow
you to get a sense for the general workflow for your role and how you will
interact with the Netsmart solutions, once your own system build is
completed. It will provide you with a foundation for understanding the
required data collection and making any design decisions associated with the
project.
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Purpose

This workflow exercise will walk you through the basic steps of the admission process for an inpatient episode using Avatar. You will
start at the beginning of the process with performing an admission for a new client and continue through the end of the process with
adding an appointment for your client. This workflow will give you an overview of all the key steps in Avatar admission.

You will walk through the following steps:

e Admission (Inpatient)
You will admit a new client into an inpatient program.
«  Financial Eligibility
You will create and maintain a prioritized list of guarantors for liability distribution for your client and episode.
« Diagnosis
You will add a diagnosis record using DSM-IV and ICD-9 codes for your new client.
¢ Scheduling Calendar

You will add a new appointment for your new client.

1|Page
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Terminology

Admission (Inpatient) — the form utilized to admit clients into inpatient or partial hospitalization programs. Using this form will
create an Inpatient or Partial-day Hospitalization episode for a client in Avatar

Chart View — a view for quick access to the client’s stored medical record information. The Chart View is comprised of three
main sections:

0 The Chart Widget View - like the Home View, displays windows of information pertinent to the client and their
overall status.

0 The Chart Overview - located on the left side of the Chart View, the Chart Overview provides links to forms in
Avatar pertinent to the user’s workflow. This allows the user to quickly navigate to stored data and forms they use in
their job on a daily basis for an individual client.

0 The Chart Inquiry View — works in conjunction with the form links in the Chart Overview. When a form link is clicked
by a user, the Chart Inquiry view becomes available to the user and they are able to see any stored data on file for
the client for that specific form. From the Chart Inquiry View, a user can easily edit an existing record or add a new
record.

Clinicians/Practitioners/Staff ~— Persons that render services or treat clients directly.

Diagnosis — the form used to track and update a client’s diagnosis record using DSM-IV and ICD-9 codes. The Primary
Diagnosis established in this form is utilized as the primary billing diagnosis on claims.

Episode — In Avatar, a client is admitted into an episode of care. An episode starts with a new Admission (Inpatient or
Outpatient) and ends with a Discharge that follows that Admission. Many client activities (services, assessments, treatment
plans, progress notes) may happen within one episode.

Financial Eligibility — the form used to track a prioritized list of guarantors for liability distribution for the selected client and
selected episode of care.

Forms — the data entry screens in Avatar that are used to track medical record information.

Home View — a user’s main navigation screen. The Home View allows a user to view their caseload, search for clients, access
forms, or navigate to the client Chart View.

Scheduling Calendar — Avatar functionality that provides the user the ability to manage appointments at multiple sites for staff
members, clients and groups.

Widgets — windows of information that display information about key Avatar functionality, a client, a program, or your
organization.

2|Page
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Logging into Avatar
1. Launch Avatar from the provided URL address.: https://sandbox.asp.ntst.com/plexus/pm
2. Click the Start button to launch the application.
Metsmart Technologies Incorporated
3. Log in by selecting the Server you are going to log in.
4. Type “SAMPLE” in the System Code field.
5. Type in aclinical Username: INTAKE1L, INTAKE2, INTAKE3, INTAKE4, or INTAKES.
6. Type in the Password for the clinician username (they all use the same): INTAKE99.
7. Click the Sign In button.
A Avatars.«
Server
PLEXUS MyAvatar - DEMOAVPM
System Code
SAMPLE
Username
PMSYSADM
Passward
::Izl::zli
Exercise Recap:
You have now logged into Avatar.
3|Page
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The Admission form is utilized to admit clients into an inpatient setting or partial hospitalization program. This will create an inpatient or

partial hospitalization episode for the client in Avatar.

1. Onthe Home View, locate the Forms and Data widget.
2. Inthe Forms and Data widget, type “Admission” in the Search Forms field. Double click Admission.

Admission (OutPatient) Avatar PM [ Client Management
Admission Avatar PM [ Client Management

Admission Referral Information Avatar PM / Client Management / Ciient Information

Detail of Admissions By Program Avatar PM [ Client Management [ Census Management Reports
TEDS Admission Avatar PM / Client Management [ Michigan Client Management

Ohio BH Admission Avatar PM | Client Management / Ohio State Forms

(ADMISSION 2 I

3. The Select Client window will appear.
Note: Avatar requires that you search for the client you want to complete the admission record for. This ensures that the
patient is not already entered into the system to avoid duplicate entries.

Select Client x
i | Select client |
Last Name First Mame Sex
! ) L
Sodial Security # Date of Birth

Alias

(oo J oo X e cionreire § cenomot ]

Sodial Security Nu... Date Of Birth

4. Enter the last and first name of a client you want to create.
Click the Sex drop-down list. Select the sex of your client.
Note: Avatar requires that three fields to be completed before search button becomes enabled. This ensures that there are not
duplicate entries in the system.

4|Page
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Avatar 2011 - Client X
Auto Assign Mext ID Number?
10. Write down your client's assigned Avatar ID number & last name:
11. The Admission form will open.
Admisson [Tl
© Admission ¥ Identification and Treatment Information
Identification and Treatm. . Cient Name Admitting Practitioner
Presenting Problems/Acco... STMMONS, SAM TSI AR oGy 2
Compliance Indicators. =
= Demographics i Faclity Chart Number ? Attending Practitioner
Clen Demogtaphics C)Female (@ Male Unknown @
s Date OfBith——  pge Sodial Security Number
= Other Client Data o Practitioner Type Disposition
& 12j12)1972 3 645888742
© Inpatient/Partial/Day T... Staff - -
e Preadmt/Admision Date Preadmi/Admission Tine - Reason For Contact Alow Visitations?
02/13f2012 03:55PM | Curert | - =
] il Progie Custody ~Custody Effective Date.
! L None /Na >
[ L] Type OF Adrission Perform Discharge Alert @ Type OF Alert
First Admission - Yes _INo.
Source Of Admission Permission Ta Contact After Discharge
Family Registration Physician Referral - Yes No
¥ Presenting Problems/Accompanying Person
Presenting Problems-Primary Accompanying Person Relationship
Attempt, Threat, O Danger Of Suidde - e
Presenting Problems-Secondary A R
Presenting Problems-Tertiary D e e
W T
DEMOAVPM (SAMPLE) 02/13/201

12.

13.
14.
15.

Click the Search button.
Click New Client .

A message will appear asking if you want to auto assign the next ID number. Click Yes.

If you click No, you will need to manually assign a numeric identifier to the client.

25 72
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Enter a date of birth in the Date Of Birth field. Hit the Tab key.

Note: Age will automatically populate in the Age field.

Enter a Social Security number in the Social Security Number

field.

Enter the first day of the previous month in the Preadmit/Admission Date.

Click Current in the Preadmit/Admission Time

field.

Copyright ©2012, Netsmart Technologies. All Rights Reserved.
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16.
17.

18.
19.
20.

21.
22.
23.
24,

25.

26.

Click the Program drop-down list.
Select one of the following programs:
Inp. Adult Psych
Inp. Mature Adult Psych
Inp. Child Psych .
Click the Type of Admission drop-down list. Select First Admission
Click the Source of Admission drop-down list. Select Physician Referral .
Type one of the following names in the Admitting Practitioner field:
Gibson, Janet
Blanchett, Jo
Select the practitioner from the drop-down list.
Type the same name in the Attending Practitioner field
Select the practitioner from the drop-down list.

Click on the Demographics section from the form tree on the left side of the screen.

E—
—
o Admission ¥ Client Demographics
Identication and Treatm. Adress - Sreet Maiden Name
Presenting Problems/Acco.
202400STONDR
Compliance Indicators
5 ]| ez e
Single / Never Married -
A
o 2ot ay PrinaryLarnge GientRace
© Inpatient/Partial/Day T... 64151 Kansas City Englsh = White/Caucasian -
et st o Other Race)
ssouRt = = .
I Hasian e
Home Phone Wiork Phone. Cell Phone American Indian
a o) Asen/pacc Isander =
[ Emal Address Ethnic Orign Relion
NotOfHspmnc g v | ptit 5
Gients Moting Addess -Street Ploce of et
Family Registration
Gt Malng Addess -Stet 2 Coty Oforgn —
Unted tatesof Ane... v | (05 Gizen ~
Client's Mailing Address - Zipcode: Employment Status Education
Unemployed - Seeking... ¥ | 1Year
Clents Matng Adkess -Gty Ocapatin
Client's Maiing Address - State Communication Preferance
% el Regulr el () Home e
WorkPhone  Cellphone
v s
DEti0AVPH (SANPLE)

Enter an address for your client. You may use 111 Center Rd Ann Arbor Mi 48105

Note: This information will carry forward to other forms.

Click the Inpatient/Partial/Day Treatment section in the form tree on the left side of the screen.

Copyright ©2012, Netsmart Technologies. All Rights Reserved.
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| Admission ¢

© Admission
Identification and Treatm...
Presenting Problems/Acco. .,
Compliance Indicators

= Demographics

Client Demographics
Alas

o Other Client Data

= Inpatient/Partial [Day T...

Unit

Room Bed
108 - (A

Ucensed Unlicensed

Room And Board Biling Code
(100) Room and Board Psych
Admission Charge Gode

=)

Daly Charge Code

| Selectied |

Partial Hospitalization Days

Partial Hospit alization Effective Date

Partial Hospital Biling Code

Partial Hospital Biling Code 2

Par tial Hospitalization Hours:

27. Click the Unit drop-down list. Select a unit.
28. Click the Room drop-down list. Select a room.
29. Click the Bed drop-down list. Select a bed.

30. Confirm Room And Board Billing Code

Room and Board Psych

31. Click Submit to complete the form.

Exercise Recap:

is (100) Room and Board Psych . If not, click on the drop-down list and select (100)

You have now created a new client and placed the client into an inpatient episode in Avatar. Remember your client's name Avatar ID

number as you will use it throughout the entire exercise.

Your client now has the following information saved in Avatar:

v" Admission Record

Copyright ©2012, Netsmart Technologies. All Rights Reserved.
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Financial Eligibility
The Financial Eligibility form is used to associate the Client with a guarantor and determine their financial situation.

1. Onthe Home View, locate the Client and Staff widget. Double click the name of a client under Recent Clients to launch the
client’s chart view.

Q_-"‘-J | Client Staff =

My Clients edit

[ » Gangloff Autumn {000000011)

|® Aaron Binford (000000223) | |
» Nancy Brigida (000000062)

» Melissa Burns (000000330)

» Gary Carmel (000000099)

2. The client’s chart overview will open. Here you can view the client’s problems, vital signs, and episodes. It also displays the
user’s To-Do’s for that client.

3. Onthe left side of the chart is the Chart Overview. The Chart Overview contains links to frequently used forms for a user's

workflow.

EEER oo

Intake

=doer and Bily
Medication Histol

Viaw CPOE Or

4. Click Financial Eligibility link in the chart overview on the left side of the chart screen in the Chart Inquiry view.

8|Page
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F] chart » [

Admission (Outpatent)

o

Financial Efigibiity

1: Inp. Adult Psych.

o

02/13/2012 - Active

> Form and Notice Tradking
> Medication Cansent Form
Clinical Forms

Diagnosis

‘Submitted 02/13/2012 at 04:06 PM by JANET GIBSON

Fnancial Elaibility

ProblemList
Glent/Caregiver Education

Ambustory Progress Notes.
Inpatient Progress Notes

Client Views

fments
View Clent Facesheet /Profie
View Clent Fnandal Ledger and

> leeds and Symptom Assessment (O

ity
Gross Epksode Fianda Eigbity

Biln,
View CPOE Orders | Medcaton Histor

1

Guarantor 21: 1

Guarantor #1 BCES CO (1)

Guarantor Name: Blue Cross / Bue Shield
Guarantor Plan: 1

Customize Guarantor Plan: No
Guarantar's Address - Line 1: 700 Broaduay
Guarantar's Address - Zpcode: 80273
Guarantar’s Address - Gity: Denver
Guarantar's Address - State: CO
Guarantar's Phone Nuber: 719-851-2131
Effective Date Of Contract: 01/01/1990
15 This A Managed Care Contract: No
Insurance Code/Medicaid Tape: 1
Eigbilty Verifed: Yes

Coerane Effects Date: 0711377012

Edt Pt Report

© N o u

Make sure the most recent client Episode is selected.
Click the OK button at the bottom of the screen.

To navigate to the Financial Eligibility form, click Add in the Chart Inquiry view in the upper right hand corner.

The Episode Selection screen may appear. If not, continue at step #10.

Sexz
Date of Birth:

JACK BAUER

Male

Program
O.P. Adult Psych.
Pre-Admit Psych.

02/20/2012
02/20/2012

02/20/2012

9. The Financial Eligibility form will open.

10. Select the “Guarantor Selection” section from the form tree on the left side of the form.

Copyright ©2012, Netsmart Technologies. All Rights Reserved.
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o Financial Eligibility
= Guarantor Selection
Guarantor
Subscribe
Subscriber's Employer
Subseriber's Benefits
= Customize Plan

11. Guarantor Selection is now selected; start in the “Guarantor” section.
12. Make sure the top line of the Guarantor information field is highlighted, if not click the Add New Item button to begin the

process.

¥ Guarantor
~Guarantor InFormation

Add New Item J

Guarantor # Guarantor Name Guarantor Plan Customize Guarantor Plan

Edit 5 Item

Delete Selected Item |

13. Enter the number 1 and select BCBS CO (1) in the “Guarantor #” field. Several fields will fill in on their own.
14. Select the No radio button in the “Customize Guarantor Plan” field. A confirmation window will appear, click the OK button.

Confirm x

This Will Delete Any Information Previously Filed
2 ; ;
2 In ‘Customize Plan’.

15. Select the Yes radio button in the “Eligibility Verified” field.
16. Click the T button (for today) in the “Coverage Effective Date” field.

10|Page
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¥ Guarantor
Guarantor Information
Guarantor # Guarankor Name Guarantor Plan Customize Guarantor Plan L Add New ltem
BCBS CO (1) Blus Cross [Blu=S... 1 Mo
| Delete Selected Item
laenler ¥ = State Guarantor's Phane Number
BCBS CO (1) 2 COLORADO ~ |719.851-2131
Inhibit Biling By Mail—Is This A Managed Care Contract
Guarantor Name
Yes Na Yes  (®iNo
Blue Cross / Blue Shield
Cina e Pl -Effective Date OF Conkract -Expiration Date OF Contract -
{Non Conrats) Commercal - oyjorjresn BT | v B x

Customize Guarantor Plan -
Insurance Code Medicaid Tape
Yes & Mo
1
Address -Line 1
Eligibility Verified

700 Broadway

(@) Yeg No
Address - Line 2

Coverage Effective Date Coverage Expiration Date

wpzzoz BT (%) B v
Zipcode City o -
80273 Denver

17. Scroll down the form to view the Subscribe sub-section.

18. Confirm Self in the Client's Relationship to Subscriber  field is populated. If not, select Staff in the Client's Relationship to
Subscriber drop-down list.

19. Fillin the Address, Zip, City, State, and Social Security # fields. Note: If you completed some of this information in your client's

admission record, it will pull forward into the Financial Eligibility form.

¥ Subscribe

Client's Relationship To Subscriber Home Phone Number Work Phone

Self -

Subscriber's Name Subscriber's Sooial Security # Subscriber’s Birth Date

BAUER, JACK 999-88-7777 |

Subscriber Address - Street Line 1 Subscriber Sex

Cll Unknown
2424 CTU St Femals ® Male
Subscriber Address - Street Line 2 Subscriber Miitary Status
-

Zipcods city Subscriber Branch /Service

90000 Los Angeles -
State Subscriber Address - County

CALIFORNIA -

20. Next, go down to the Subscriber’s Benefits  section.

21. Select the Yes radio button in the Subscriber Assignment of Benefit's  field.
22. Select the Yes radio button in the Coordination of Benefits  field.

23. The covered days fields should be filled with 9's, this is fine, leave it.

24. Select Yes in the Subscriber Release of Info field.

11|Page
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¥ Subscriber's Benefits

Subscriber Treatment Auth, Subscriber Assignment OF Benefits Date Benefits Terminated Date Benefits Denied
Yes No & Yes No B (7] [¥] E‘.L\ ]
Coordination OF Benefits Date OF Accident
® vor e i) Denial Code
- -
Subscriber's Covered Days Maximum Covered Dollars
5993 9999993,99

Number Of Days For Interim Biling ~ Lifetime Reserve Days
1

v
Subscriber Release Of Info

Appropriate Release Of Information On File AtHCSP -

25. Click Financial Eligibility from the form tree on the left side of the screen.

o Financial Eligibility

o Guarantor Selection
Guarantor
Subscribe
Subscriber's Employer
Subscriber's Benefits

o Customize Plan

26. Click the Guarantor #1 drop-down list.
27. Select (1) Blue Cross / Blue Shield

Guarantor #1
1
( {1} Blue Cross / Blue Shield of Colorado

28. Click the Submit button to complete the form.

——

Exercise Recap:
You have now associated your client with a guarantor and determined their financial situation.
Your client now has the following information saved in Avatar:

v" Admission Record

v Financial Eligibility

12|Page
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Diagnosis

The Diagnosis form tracks and keeps the client’s diagnosis record up-to-date using DSM-1V and ICD-9 codes for a selected client. The

Primary Diagnosis established in this form is utilized as the primary billing diagnosis on claims.

1. Onthe Home View, locate the Client and Staff widget. Double click the name of a client under My Clients to launch the

client’s chart view.

S| Client  [REEU =
My Clients edit
» Ganglaff Autumn (000000011) =
» Aaron Binford (000000222) | |

» MNancy Brigida (000000062)

P Melissa Burns (000000380)
» Gary Carmel {000000099)

2. The client’s chart overview will open. Here you can view the client’s problems, vital signs, and episodes. It also displays the
user's To-Do's for that client.
3. On the left side of the chart is the Chart Overview. The Chart Overview contains links to frequently used forms for a user's

workflow.

lmcnarta u
EEEl @ co®

Intake
Admission
Financial Eligibility
Cross Episode Finandial Eligibility

Managed Care Autharizations
Clinical Assessment
Client Treatment Plan
Ambulatory Progress Notes
Inpatient Progress Notes
Progress Notes (Group and Individua
Mental Status Assessment
Mursing Assessment
Meaningful Use- Clinical
Problem List
Allergies and Hypersensitivities
Client/Caregiver Education
Treatment/Discharge Summary
Client Views
Appointments
Client Facesheet and Quick Profile

4. Click Diagnosis link in the chart overview on the left side of the chart. Clicking the link opens the Chart Inquiry view.

13|Page
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| ] hart 2 ﬁ
® 37 Dagnos

1: 0.P. Mental Health Services

take
Adnission (OutPatient) 01/01/2006 - Active
e ey

> Form and Notice Tracking

add procal (&)

> Medication Consent Form
Clinical Forms

‘Submitted 03/23/2011 at 07:12 PM by JACK SHEPHARD

Disgnosis Diaanosis
Allergies and Hypersensitities “Type OF Disgnosis: Admission

Problem List

Client/Caregiver Education
> Needs and Symptom Assessment (€1
> Cuitural Assessment

Client Treatment Plan

Date O Diagnosis: 01/01/2006
Time OF Disgnoss: 06:43 PM

Ambuatory Progress Notes
Inpatient Progress Notes
Client Profie / Physicians Orders
Psycho-Socil Assessment
Client Management
Update Cient Data
Financiel Elgibity Diagnosing Practitoner: SHEPHARD, JACK (000008)
Cross Episode Finanda Elgbilty

Diagnosis - Axis - 1: 285,20 SCHIZOPHRENIA, CATATONIC TYPE
Diagnosis - Axis 1 - 2: 296,21 MAJOR DEPRESSIVE DISORDER, SINGLE EPISODE, MILD

Princpal Diagnosis: 295,20

Client Views
View Appointments
View Clent Faceshest / Profle
View Clent Finandial Ledger and Bili
View CPOE Orders | Medication Histor

Sticky Notes (0) Edit Print Report

6. The Diagnosis form will open.

To navigate to the Diagnosis form, click Add in the Chart Inquiry view in the upper right hand corner.

If a Diagnosis has already been established, it will open here. Double click the highlighted diagnosis. If not, continue to step 8.

E=a

Date Of Diagnosis

03/14/2011

Type Of Diagrosis

Admission

Principal Dizg.
206.21

Episode Number

8.

9. Make sure the most recent Episode is selected.
10. Click the OK button at the bottom of the screen.

If your client is admitted into more than one episode, the Episode Selection screen will appear. If not, continue to step 11.

Name: JACK BAUER
1 10
Sex: Male
Date of Birth:
Program start End
2 O.P. Adult Psych, 02/20{2012
1 Pre-Admit Psych 02/20/2012 02/20/2012

Copyright ©2012, Netsmart Technologies. All Rights Reserved.
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11. The Diagnosis form will open.

12. Select the Admission radio button in the “Type of Diagnosis” field.
13. Click the T button (for today) in the “Date of Diagnosis” field.

14. Click the Current button in the “Time of Diagnosis” field.

15. Type the last name of the diagnosing practitioner in the Diagnosing Practitioner  field. In this example, Jim White or Janet

Gibson.
¥ Diagnosis
Type OF Diagnosis — -Diagnosing Practitioner —
(®) Adrission Discharge Onset Update JIM WHITE (000005)
Date OF Diagnosis Time OF Diagnosis Estimated Discharge Date-
02/20/2012 L O | 02:15PM | Current |

16. Type “312.8 (INVALID 1-1-97) CONDUCT DISORDER” in the Diagnosis — Axis | — 1 field.
17. Select 312.8 (INVALID 1-1-97) CONDUCT DISORDER.

¥ AxisI&II
Diagnosis - AxisI-1

312.8 (INVALID 1-1-97) CONDUCT DISORDER (=]

18. Click the Principal Diagnosis drop-down list.
19. Select (312.8) (INVALID 1-1-97) CONDUCT DISORDER.

Principal Diagnosis

| (312.8) (INVALID 1-1-97) CONDUCT DISORDER w |

20. Click Submit on the form tree on the left side of the screen to complete the form.

Exercise Recap:
You have now associated a diagnosis, Conduct Disorder, with your client.
Your client now has the following information saved in Avatar:

v" Admission Record

v" Financial Eligibility

v" Diagnosis

15|Page
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Scheduling Calendar gives the user the ability to manage appointments at multiple sites for staff members, clients, and groups. In the

Scheduling Calendar, you can create appointments, check clients in and out for their appointments, and set up individual appointments

or group appointments. You can also assign multiple practitioners to an appointment.

1. Click on Scheduling Calendar under My Forms, in the Forms & Data widget on the Home View.

2

(=)

‘Avatar 2011

Couses Preferences Lock SignOut Switch Hep

—ox

) pmsvsabm

« 3
Search Clients.

Close Open Clents

Coming In Today &

Avatar MSOP

5| aene [ o romsavas | Tuesday reb 21,2012 oo
Hy Clients eat [ myForms et -
> Ganglof Autumn (00 2| User Definton
> Aaron Binford (10000 User Role Definiten
> tancy Brigic (00000 Widget Defiton (M) -
> Melsca Burns (00000 Vidget Wizard (PM)
> Gary Carmel (000000 Event Log Report
> Villam Chalfant (0001 Admission Viorkfon
> Your Clent (0000003 o
> Hermansan Dakota (¢ Glent Treatment Pian
> Gagen Dona (000000 Progress fotes
> Robert Ducker (0000( Group rogress Notes
> Schneda Eidora (000 Dicharge Summery and T
> HattEnbrey (00000C Predefined Treatment Plan i A S
> Nastas Emelia (0000C ReferralToo My Outloo] Team Checkin
> Loras Flavia (0000000 Information (PHD) Disdosur
> Kotula For (0000001 Waster Census Report
> Crabola Gabrile (0C Disgnosis Report (Order Tr
> Remona Grabe (0000 Glent Ledger (GR)
> bassy Gulace (00000C Pre Biling Error Report
> Marcia Hagarty (0000 QuckBiing
> Thomas Hardee (000( Spreadsheet Remittance P ing 1) - Ssus: Scbedued )
> Ashely Hodgins (000 Aged Accounts (CR2)
> 3ason Jone (0000002
> Mary Jones (000000
> Laxson Kathey (0000
> Spurin Keisha (00000 P =
> KenKeith (00000037 Eectronicsiing 2 Shom Persoral Appo
> Rex Linkiest (000000 Glent Ledger
» Excoen Lowam (00 Aged ccounts Reert [ #ytovos | ~100) [ETON B
> Redshan Magdlen ( ——
> Pitcher Maryam (000C
Do [ (s Saa e ProgressNote...  02/16...  GoupMoeD...
> Critina ehok (00001 Mary o... Progressote...  02/16..  GraupMoteD...
> Vences Oivia oooor | | [l =~ e s ote... N oo,
> Kenna Quito 00000 | | [| Recent Forms Winae Proores Nose,, FRLGR/1S, I Group M=
>Pal Ramsdell (00000 Cal inake sae s ProgressNote...  02/16..  GraupMoteD...
e Assign Permanent VR Mary Jo... ProgressNote...  02/16...  GroupMoteD...
e = || Rt Wina... ProgresNote... 0216, GrupNoteD...
Recent Clients Finandal Elgbity Mary Jo... Progressote...  02/17...  GraupMoteD..
ekt en oooonsze) I prertiestinton Lizpeters Progresshote...  02/17...  GrowpNoteD.
Burms,Melsca (0000003,
Teahen,Connor (°28) Mary Jo... ProgressNote...  02/17...  GoupMoteD...
HakinsTaylor 000000 Wina... Progressote...  02/17..  GouploteD...

2. The Scheduling calendar will open.

Exercise Recap:

You have now navigated to the Scheduling Calendar. In the next exercise, you will schedule an appointment for your client.

Your client now has the following information saved in Avatar:

v" Admission Record
v Financial Eligibility

v Diagnosis

Copyright ©2012, Netsmart Technologies. All Rights Reserved.

16|Page



Netsmart Sandbox Tour Guide WN . .
etsmar

Scheduling an Individual Appointment

1. You are going to add a new appointment on today’s date for clinician Steven Stein. Select Steven’s name in the Clinician list
on the left side of the Scheduling Calendar.

| Schedulng Calendar » n
~ Filter

| GIBSUN,JANET (UUUUUT) =
[[] cGoLp,L¥nn (o00010) |
[] HAINES,BETSY (000021)

[] HOPKINS, ALESIA (000024)

[] HOWARD RICH (000027)

[[] JoNES TOM (000031)

[C] MALONE hiA (000030)

[[] SHEPHARD, JACK (000008)

[] SMITH,BETTY (000008)

[ ] an

|| TRAINING,FRANK (000014)
[[] TRAINING, JASON (000015)
[] TRANING MARLA (000013)
[[] TRAINING, RICHARD (000011}
[[] TRAINNG, SARA (000017)
[[] TRAINING, STEVE (000018}

[] TRAINING, TERRY (000012}
] WHITE MARY (000033} =
Uncheck al

2. Click on the calendar at the desired appointment time.
3. Drag the mouse to the desired end time. A gray box will appear.

Courses Prefrences Lock SonOUt Swich Hep @] | PHSYSADH

Tue Fep 2t
STEIN STEVEN (000035

= T —
] GoLD.LYNN 000010) |
] HAINES BETSY (000021)

L] HOPKINS ALESIA (00002¢)

[] HowaRD RicH (000027)

[ Jones;Tom 000031

[ wALONE A (000030

(L] SHEPHARD,JACK (00000€)

[] SMITH.BETTY (000006)

[ SMITH JAMES (000025}

STEN,STEVEN (000003)

L] TRANING FRANK (000014)

] TRAINNG, JASON (000015)

(] TRANNG MARLA (000013)

[ TRANING RICHARD (000011},

[ TRANING SARA (000017)

] TRANING STEVE (000016)

] TRANNG TERRY (000012)

] WHITE MARY (000033)

4. Right Click on the appointment and select Add Appointment.
17|Page
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5. The Add New Appointment form will open.

“Avator 2011 - Al New Appomntment X
| Add ew Appaintment
- Appointment Detais
g s = Ve Gt Ve P sty
DT | e on soponinet St T S ———
B B 02/21/2012 =] T 03:00 PM Current T aTON (000002) e
ouston Aopoiemen e Tine
oy Gl el || oo | | e =
v Cote
‘ = Locaton }
Oniine Documentation
Jr—— s CoPrationr
Schedied - [}
Recurence shetie FrstCoPractons Duraton
o =
e Second Coracttionr
[}
Clent
Second CoPractones Duraton
Epiode tuber croun#
E ]
= 0fGiens
Aopontrentites
P
6. Type “1000" in the service code field.
7. Click the Recurrence Schedule drop-down menu. Select Once.
Recurrence Schedule
| Once - |
| Daily
Monthly
Once
| Weekly I
8. Type your client’s last name in the Client search field.
9. Click the Episode Number drop-down menu. Select Episode 1.
Episode Number Group #
|Episode # 1 Admit: 02f17/2012 Discharge : None Pro... = |
Episode # 1 Admit : 02/17/2012 Discharge : None Program : Screening / Access |
Episode # 2 Admit : 02/17/2012 Discharge : None Program : Residential Adult

10. All other required fields will be automatically populated.
11. Click the Submit button on the left side of the screen to save your appointment information.
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Exercise Recap:
You have now scheduled an appointment for your client.
Your client now has the following information saved in Avatar:
v" Admission Record
v" Financial Eligibility
v Diagnosis

v' Scheduled Appointment
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SANDBOX NOTES
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