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Logging In to Avatar

O
1) Enter the System Code (all caps). For example, UATMH or A t )
) LIVEJN. Ent‘:er your Systém CoZe)(aII caps). I?or example, V va a r Sign-in
UAT or LIVEMH. Note that your system code is Server
determined by your agency and your role. The system SantaCruz myAvatar UAT
code is different for different users. System Code
UAT
2) Enter your username (lowercase). This will be the first 6 TP
letters of your last name (or less if your last name is |
shorter than 6 characters) followed by the first letter of Password
your first name. example: Mike Coopertown would be
cooperm
EIn
3) Enter your Password (case sensitive).
4) If this is your first login, you will be immediately prompted to change your password. Your
password must be 8 characters long. It may contain special characters (#5%&) and numbers.
5) Once you have entered your Username and Password, Click Sign In.
6) If you forget your password:
a. After five tries, Avatar will deactivate your user account and you will no longer be able
to log in, even with your correct password.
b. If this happens, your supervisor or an IT person can either reactivate your account so
you can try again, or they can set a new password for you.
c. Supervisors can also reset passwords and reactivate accounts for staff. See the next
section in this manual for instructions on how to do that.
7) If you have problems logging in, contact the at x4657 or hsamhhelp@co.santa-cruz.ca.us
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How to Create a New Temporary Password for a User with the Quick User

Update Form

This form allows you to create a new, temporary password for a staff member who has
forgotten theirs. Once you create the new password, when your staff logs on, they will be
prompted to create their own password.

STEPS:
. ick U u 1
Data Widget on your Quick User Update #
Home Console and o QuickUserUpdate | |
search for the Quick T
User Update form. mastn
Double click on the form . User Description
when it appears on the l Nancy Mast
list. (S i System Generated Password
FIRST, fill in the Select o) .
User blank by typing the Generate New Password
staff member’s last Sev—
name. (It’s the blank at
- Mancy Mast (mastn) @

the end, not at the top.) Online Documentation

Deactivate User

Deactivate

The other blanks on the s

form will fill in.

Click Generate New Password. Avatar will create a new system generated password for your
user. Let the user know that once they log in with the new system generated password, Avatar
will prompt them to create a new one. (HINT: Copy the System Generated Password and paste it
into an e-mail to send to your staff person to avoid any miscommunication about the password.)
When your staff person logs on and types in their new System Generated Password, they will
immediately be prompted to create a password.

The Deactivate User Button: Sometimes you will Deactivate User
get asked to change a password and when you Bl Ceactivate
open the form, you will see the deactivate user

button clicked.

This is because the user has tried to log in 5 or more times. Avatar will lock out any user who has
done this. If this is the case, you can simply click off the Deactivate User button and your staff
member will be able to log in normally. As long as your staff member knows their password, you
do not have to change it.

Use the Deactivate Button When Employees Are Not Active in the Avatar System

There are a couple of reasons why you might want to deactivate an employee.
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First, if a supervisor leaves, is on vacation, or is out on leave, you want to deactivate their
account to prevent employees from routing documents to this person. You don't want
documents waiting for weeks or indefinitely for a co-signature. When the employee returns, you
can reactivate the account.

If an employee leaves your agency permanently, after clicking the "Deactivate" button in the

Click User Update form, you still want to let the computer helpdesk know so that we can
permanently disable the account.

Is My Staff Member Set Up Correctly? Use of the Practitioner Enrollment Form

Check Program Associations

Program Associations identify which Service Programs and Admission Programs for which your staff
member can write documents.

Why is this important? If not set up correctly, your staff member not be able to write a progress note.
Alternately, with too many programs in a profile a user might end up writing notes under the wrong
Admission Program or Service Program.

There is a form called Practitioner Enroliment where you can do some troubleshooting to identify these
problems. As a supervisor, you only have “read only” access to this form, but if you find errors, you can
contact the helpdesk at x4657 or hsamhhelp@co.santa-cruz.ca.us to make the changes for you.

When you open the Practitioner Enrollment form you will first have to select a staff member. Type in the
last name of your staff member and select the name to open the Practitioner Enroliment form.

mast E

NANCY MAST {001885)

Once the form is opened, at the bottom of the first tab of the form, in the field labeled Program
Association, look to see that your staff member has the appropriate associations. These items will have
checkmarks next to them.
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For example, for a County
Mental Health clinician, these Program Association
ZhOUId k(’)e: LE-SOO44CI:(IH «f| County - ADP TASC Treatment Consent -
Rou_n:y t_Utpg ';_nt’ .|e|nt County - ADP-SIP SEQ

e'cTIIS rathlon I.natrma fas «f| County - Adult Access
wellas . € assocla IOI’.IS OI’. | County - Adult and Child MERT
the service programs in which _

. County - Adult Housing Support
they work. Typically, to allow o
. S | County - Adult Jail Crisis

maximum flexibility in work c -
assignment, County Adult MH ounty .

staff have all adult programs 4 E““”t‘f - i:u:z EE:T
checked and County Childrens ~| County - Adu |
MH staff have all children’s County - Adult Occupational Therpay
programs checked. «f| County - Adult PEL
»/| County - Adult Recovery Morth
Look to see that your staff «f| County - Adult Recovery South
| County - Adult TAY

person has all of the program
associations they need to County - Benefit Representative Services

write a note. If not, this may County - Child Comm Clinics
prevent completion of a County - Child Community Gate —

progress note. For example, to
write a note for a client on the
MOST team, County — Adult MOST and LE — 00044 MH COUNTY OUTPATIENT must be checked.

If you aren’t sure which programs should be checked, contact the computer help desk.

Too Many Programs:

You might see a whole bunch of programs that your staff shouldn’t have. This is because of how users
were set up originally with information from Sharecare.

Why is this important? When your staff member has programs checked that they don’t need, then it’s
possible that your staff member could write a progress note with incorrect information that will have
to be deleted or corrected later. Notes and other documents could be filed under the wrong episode or
have the wrong service program information.

To prevent this, let us know if programs need to be removed from practitioner enrollment.

Contact the helpdesk at x4657 or hsamhhelp@co.santa-cruz.ca.us to make the changes for you.

Notification Users Form: How to Set Up Staff Messaging

This form is used to set up Staff Messaging. Without this set up, your staff members will not be able to
send messages. Avatar requires that users have identified recipients, which is what this form allows you
to create. Although Notification Users allows adding individual recipients to a users’ profile, Santa Cruz
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Avatar has a convenient list that contains all users. In this way, you will not have to add individual users
for your staff, but simply add the list. Below are directions on how to add this list.

Menu Path (Location in Avatar): Avatar CWS> Radplus Utilities > Workflow Management > Notification
Users

1. Search for Notification Users from the Search Form field in the Forms & Data Widget and select
it.

Search Forms I ‘

{ notiﬁcaﬂ '@

Notification User List Display Avatar CWS /RADplus Utilities / Workflow Management
Notification Users Avatar CWS /[ RADplus Utilities / Workflow Management
Notification Users Display P NI Tl t=r CWS / RADplus Utilities / Workflow Management

2. Selecta user
from the
Workflow Select one of the following users or click OK.
Notification Users
pull down menu.

Avatar 2016 - Workflow Notification Users X

3
b
g
=
3
=
o
&

mastn (Nancy Mast)

3. The Notification Users will opens. You won't need to do anything on this first tab or page,
Workflow Notification Users.
4. Skip to the tab titled Lists. Click on the word Lists on the left to get this tab.
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Preferences Lock SignOut Switch Help  [¢®

User ID
Jungt

User Description

Thelma Jung

Online Decumentation

5. Once you are on the List tab, click Add New ltem to create a new row in the list.
6. Then click, Select List to open up a menu of lists.

HNotification Users #

s Workflow Notification U...
a Users
= Lists

v
Waorlflow Notification Lists

Notification List

Motification List Description Add New Item

Delete Selected Item
C’ )& W Netification List
J

Notification List Description

Online Documentation
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This pull down list box will

appear.
Select one of the following:

(Everyone) All staff in all roles

ncel

H
Fa
[
o

7. Click in the pull down menu and then highlight and select (Everyone) All staff in all roles. There
may be only one list, but if not, make sure you select the list titled “All staff in all roles."

You will now see the list, All Staff in all Roles added to the table.

Motification Users »

o Workflow Notification U...
o Users
o Lists

v
Workflow Notification Lists

Metification List Notification List Description i Add New Ttem

Everyone Al staff in all roles

| Delets Selected Item

| 0 | * 1 Notification List

Everyone
Netification List Description

Allstaff in all roles

Select List

Online Documentation

8. Select Submit.

e |MPORTANT — Now that you have added a list using Notification Users, these steps

automatically add the members of the list to the “Send Notification To” field in the Staff
Messaging form.

9. To verify the operation was successful, you or the person you set up, should search for and
open Staff Messaging from the Search Forms Widget (see Step 1).
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Search Forms

[sEf‘F messag| E I ‘

Staff Messaging Avatar CWS [ CWS Utilities

10. Select user from the search field.

3 Select UserIDfUser Description _
mast ﬂ

Mancy Mast (mastn)

11. Users from the
list (Everyone) Staff Messaging #
All staff in all

roles which was [ Nas = T } ~Date of Motification
Notification o
Users form will = =

appear here. L Send MNotification To

L@ J 8 || w | | test mh licensed clinician

| Test NonLicensedClinician

| TestADP LicensedClin

| TestADP NonLicClinician

| TestMHPrescriber

| TestSUPContractAdminSupport
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Document Routing, Review and Approval

Staff may send documents to a supervisor and/or other approvers for sign off. This is done through
Document Routing.

In this example, a staff member has written a progress note and will now route the document to her
supervisor for approval. (You have already seen how to write a progress note in previous trainings. If you
need a review, see the section titled: “Progress Notes” in the Avatar Clinicians Manual.)

1. Draft/Final and File Note: Once the note has been written, staff select Final to file the note. A
picture of the note is launched for staff to proofread and sign.

¢ @& = W &5 A

Beeept Accept and Route [

2. After proofreading, there are three options:

Accept: accepts the note as final and files it.

b. Reject: rejects the note and returns it to draft status for editing by the staff person
writing the note.

c. Accept and Route: accepts the note and routes the note to a supervisor for approval.

When staff choose Accept and Route, a window pops up that allows them to route to a

supervisor and/or an approver. Both a Supervisor and Approver can cosign. Having two

fields for review roles allows someone other than the staff member’s supervisor to

approve documents.

o

To Route to a Supervisor: The staff member enters the supervisor’s name in the
blank. Then clicks Add. Note that there can only be one Supervisor.
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To Route to one or more Approvers: The staff member enters the Approver’s
name(s) in the blank. Then clicks Add.

Route Document To X

-.' Enter the Supervisor here. The
document will go to this person first.
You can only add one Supervisor. The

form goes to the Supervisor first.
Once the Supervisor signs, the form
goes to all Approvers.

Click “Add” after
entering the
name to add to

the list below.

Enter Approvers here. You can add
more than one. The document goes

JENNIFER WILLIAMS (000027) n

_ to all Approvers only after the
Supervisor signs.

Approver Final Approver Notify Name

@ L Supervisor MIANA PRINCF (99999)
Here is everyone ] U Staff NANCY MAST (001885)
th_ls document is v J staff STEVE SMITH (99999)
going to. Uncheck v Staff
10 leave 5o ne J CARL ROGERS (99993}
LJ Staff ARTHUR FONZARELLI {$9899)

off the list.

/

Once you have added
the Supervisor &

Approver(s), click
Submit.

3. Once routing has been set up, the staff member clicks Submit, which routes the document to
the Supervisor and any Approvers. The document will appear in the Supervisor’'s My To Do’s
Widget first. Once the Supervisor approves the document and signs, the document will appear
in the Approver(s) My To Do’s.
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Signing and Approving Documents

Avatar has a special tab, titled Sign, in your My To Do’s that is for signing and approving documents. This
tab shows a list of documents that need approval as well as a list of the documents you have already

approved during your session, so that you can keep track.

The tab also shows a picture of the documents for approval, one at a time, so you can review and

approve.

After you are done, the last step is to sign. You only have to sign once for all of the documents you have

approved.

The My To Do’s Widget is located on the home screen. When reviewing documents, it is generally more
convenient to pop out or undock the widget to full-screen, in order to more easily read the documents.

1. Click on the curved

arrow in the very E MyToDo's New (2)  Sign (17)
upper right of the

widget.

You might have to Willie Nelson Review To Do Item

B R O- -

SC MH Treatment

drag the widget over

. X Baptista Nguyen Review To Do Item SC MH Treatment
soitis in the middle Spista Moy
Review Staff Mess
of your screen, and Nancy Mast Review To Do Item taff Messaging
not cut off on the Kenneth Rosenburg Approve Document SC Group Progres
right of the screen.
2. Clickon thg square in = My To Do's e
the upper right of the
widget to enlarge it to B My ToDo's EVONERGE v © - ¢
full-screen.

SC MH Treatmi

SC MH Treatm

Client

Willie Nelson Review To Do Item
Baptista Nguyen Review To Do Item
Nancy Mast Review To Do Item

Staff Messagir
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Sewch Documents Oocumert
Stad Fiter by Form

™ O ¢ @ (v @ 5 o Q

KENT CLARK. Test MoricernedCh... SC Genersl Purpose ... 0200472016

KENT,CLARK Test NorticensedOh... SC Genersl Purpose ... 020472016
JOSEPM, IRLIAN Brends Carpbel Prychosocl Assess... 02/04/2016
WALDORFSAAD  TestNorticensedOl.. Paythesoc Assess... 020572016
Documents KEROEVALE SN  TestNorlicansedCh... Risk Assessment SC 02005/2016
IEROEVILE X094 Test NortcermedOl .. Mertal Status 5C 02/0%/2016
to be JOSEH,IMLUN  BredaCargbel  SCMH TiestmentPan 02/05/2016
KIROEVALE,JORY  TestNorticensedh, .. SC MM Treatwent Pln 02/08/2016

approved. O3RN SO

~

Ganaral_Riipoae PIoaiess Note

Current Docu lent

Being Viewe‘g

S =
Documents e
that have
been s s
approved in s, Pt
this session. o i AR
(Resets
when you
sign off.)

Em ==

In order to sign and approve documents:

1) Open the Sign tab by clicking on it.
2) Review the document(s). Click on a document from the list in the top left section of the tab
page. The picture of the document will show on the right.
3) Once you have reviewed each document, you may click Accept or Reject.
a. Accept sends the document to the Accepted Documents area (lower left) to await your
signature. Note that your staff member will not receive any type of notification that the
document has been approved. The documents you sign simply get filed.
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b. Reject sets a document back to draft and returns it to your staff member for editing.
When you click Reject, a window pops up with a short field for comments. Write your
comment and click OK. The document will then be sent back to the staff member,
appearing in their My To Do’s as a draft. The comment you wrote will be viewable in the
comments column.

B MyToDo's LU New (4)  Sian (16) E R Q-2

Firemarshall... Review To Do Item 02/16/2016 Draft SC MH Treatment Plan 'From-To Typ' For Reviewing -
Firemarshall...  Review To Do Item 02/16/2016 Draft . 16-02/15/17 Initial' For Revi...
Kenneth Ro... Review To Do Item 02/16/2016

Aol daetdoE ST e - ARlartaaer e e Lt o S -t

Editing Progress Notes by Staff Members

Supervisors will sometimes ask what they can do to edit information entered by one of their staff
members. For example, you may find a progress note that is incorrect and you want to change it.

The simple answer is that Avatar will not allow you to do this. This is because altering notes or other

data entered by other staff people, even people you supervise, is fraud. One clinician cannot change
documentation created by another.

If | cannot edit notes written by a staff member, what can | do?

Since you cannot edit another person’s notes, send a request to askgi@santacruzcounty.us and
request that the note be deleted or reverted to draft. Then, the clinician can rewrite the note correctly.

If a staff person has left your agency and there are outstanding draft notes.

The notes must remain in the chart. They cannot be finalized or deleted.

If a supervisor has left your agency and there are outstanding documents for co-signature.

First, use Quick User Update to deactivate the account. Once you do this, no one will be able to send the
account messages or route documents to that supervisor for co-signature.

Then, contact the computer helpdesk ASAP so that this staff person's account can be permanently
deactivated.
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Any pending documents for co-signature can be re-routed from one supervisor's account to another.
Contact askgi@santacruzcounty.us to have this done.

Use of the Append Progress Notes Form

If you have already filed and signed a note, Avatar does provide an opportunity to add to the text of the
note using the Append Progress Notes form. This way, you won’t have to send a message to the
computer help desk to have the document reverted to draft or deleted.

When you use the Append Progress Note form, you may add to the text of the note only. Service
information, the date and the client name cannot be corrected this way. Once the Append form has
been completed, the added information will appear as an addendum at the end of the Progress Note in

Avatar.

To avoid having to add to or make changes to services, it is important to encourage your staff to take
time to look over their notes before finalizing them.

To Use the Append Progress Notes Form:

1. Open the form either in the

client's chart or using your My Submitted 03/02/2016 at 08:21 AM by NANCY MAST
Forms Widget.
2. You may see a pre-display of General Parpose Progress Note
rogress Note
the client episodes. If so, select Draft/Final: Final

the appropriate episode.

3. You will be asked to select the
Note Type. As you recall, this
information is added in the
Progress Note Tab of the SC Service Date /End Date: 03/02/2016

General Purpose Progress Service Program: County - Adult Recovery North (CO-NRECOV)
Notes. If you do not know what

the note type is, look at the @yp&: ProgressNE

Inquiry View of the note, just
. w Client Presentation:
above main text of the note. \

Practitioner: MAST,NANCY (001885)

Progress Note Purpose: Outpatient Note

4. Select the Note Type or Mote Type
category of your note. | Progress Note v |
| Crisis
Group

Medication Mote
Progress Note
Psychiatric Evaluation
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5. In List of Notes, select the note you wish to append.

(IMPORTANT: If you have routed a progress note for a supervisor and are waiting for a co-signature,
the progress note will not appear in the List of Notes. Ask your supervisor to “Reject” the note,
which will put it back in your My To Do’s in Draft form. You can then make your changes and submit
the note again.)

List of Motes

1- Written by: Nancy Mast

2 - Service date: 12/01/2015 Written by: Nancy Mast Service: SCHEDULED MED APPOIMTMENT(S462) Program: County - Morth FQHC Psychiatry{(CO-FQHCN)
3 - Written by: Mancy Mast

4 - Service date: 12172015 Written by: Nancy Mast Service: PLAN DEVELOPMENT(M432) Frogram: County - Adult Access(CO-ACSS)

5 - Service date: 12172015 Written by: Mancy Mast Service: INDIVIDUAL THERAPY{M441) Program: County - Adult Access{CO-ACSS)

6 - Service date: 02/04/2016 Written by: Nancy Mast Service: CASE MAMAGEMENT(M401) Program: County - Adult Access{CO-ACSS)

7 - Service date: 02/05/2016 Written by: Mancy Mast Service: THERAPEUTIC ASSESSMENT(M431) Program: County - Adult Access(CO-ACSS)

8 - Service date: 02,09,/2016 Written by: Nancy Mast Service: INDIVIDUAL THERAPY{M441) Program: County - Adult Access{CO-ACSS)

-_—

6. The Original and Appended Notes section of the form will be populated with information from
your Progress Note. Only the Intervention portion of your original note will be shown here. This
does not mean that the Client Presentation, Client Response and Follow-Up sections are not
there, just that you cannot see them in this particular window.

Note Type List of Notes
Progress Note - 1- Service date: 12/08/2015 Written by: Nancy Mast Service: GROUP...
Original and Appended Notes

Note Date (Original): 12/08/2015 ‘W
Last Updated by: Nancy Mast ©n: 12/08/2015 At: 04:16 EM &2

Provided psycho-education regarding how peer support improves symptoms. Led discussion of
strategies to mobilize peer support. ID'd methods to use support people when in crisis. Asked
group members to Id one specific person they can go to for support when in crisis.

7. Inthe New Comments to Be Appended to the Original Note section, add your comments. You
may want to add a notation about which section of the note your comments belong to, because
the appended text will be at the end of the note.

New Comments to Be Appended to the Original Note

ADD TO FOLLOW UP CARE SECTICN OF NOTE: Client requested individual meeting later in the week for ‘W
additional support and intervention arcund recent crisis. Individual appointment scheduled for @
Th':,trsday.|

8. Once you have submitted the form, your changes will show at the end of the note when the
note is printed and when the note is viewed in the chart.
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el e e e s G NS T TR 1: LE - Oeedd MH COUNTY OUTPATIENT
10/22/2015 - Active 10/22/2015 - Active

SortFilter: MHoleType Diata Enktry Date Enitry Person I Dists Enbry Tme DraftFnal - I Progress Mote For Service Charge Code v

1
Client Response to Intervention(s):

Participated in discussion with specific prompts by therapist. Had difficulty ID'ing natural supports vs. institutional suppoerts such as peychiatrist,

Follow-up Care [ Discharge Summany:

Meet next week,

Senvice Charge Code: GROUP REHAB COUNSELING (M455)

Location: Office

Senvice Duration: 90

Progress Note For: New Service

Was This Group Service Provided in & Language Other Than English?: No
Practitioner FTF Time: 90

Practitioner Other Time: 0

ADDITIONAL BOTE - 02/02/ 2016 at 09:13 AM by Nancy Mast

Mew Comments to Be Appended to the Original Nate:

ADD TO FOLLOW UP CARE SECTEON OF NOTE: Client requested individual meeting later in the week for additional support and intervention around
recent crisis. Individual appointment scheduled for Thursday.

Status: Final

Approvers:

Use of Scheduling Calendar to Review Staff Schedules and Team Schedules

The Avatar 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. Progress notes can be opened and written
directly from the Scheduling Calendar.

You have already seen how to add appointments to your own schedule. If you need a review, see the
section titled: “Scheduling an Appointment in the Scheduling Calendar” in the Avatar Clinicians Manual.
The staff you supervise will only be able to see their own calendars. You will be able to see calendars for
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reschedule appointments and even move appointments from one staff member’s calendar to another.

In addition to client appointments, Avatar has the ability for staff to note other types of time such as
meetings, off site hours, vacation and administrative time.

Below is an example of a daily schedule for the Access Intake Group which has various types of

appointments.

B:30 AM - 10:00 AM
BLOCKED, TIME -
MEETING - Location:
Office

10:00 AM - 11:30 AM
RESERVED, TIME -
THERAPEUTIC
ASSESSMENT -
Location: Office

1:30 PM - 3:00 PM
RESERVED, TIME -
THERAPEUTIC
ASSESSMENT - Location:
Office

(8200 AM - 12:00 PM |
BLOCKED TTME -

Locatic| BLO-CKED, TIME -
MEETING - Location:
Office

WALK-|8:30 AM - 10:00 AM |

B:30 AM - 10:00 AM
BLOCKED, TIME -
MEETING - Location:
Office

(8:00 AM - 12:00 PM |
BLOCKEDL TIME -

(8:30 AM - 10:00 AM
BLOCKED, TIME - MEETING -
Location: Office

TRIAG(8:30 AM - 10:00 AM |

Locatic| BLOXCKED, TIME -

MEETING - Location:

Office

(11:00 AM - 12:00 PM |
BLOCKED, TIME -
MEETING - Location:

(10:00 AM - 11:30 AM |

RESERVED, TIME -
THERAPEUTIC
ASSESSMENT -

Location: Office

(10:30 AM - 12:00 PM

RESERVED, TIME -
THERAPEUTIC
ASSESSMENT - Location:
Office

£:00 AM - 12:00 PM

ELOCKE = .

TRIAG]|8:30 AM - 10:00 AM

Locatic| BLOCKED, TIME -
MEETING - Location:
Office

(1200 PM - 2:30 PM
BLOCKED, TIME - MEETING -
Location: Office

1:00 PM - 5:00 PM
BLOCKED, TIME -
WALK-TN-CRISIS - Location:
Office

(1:00 PM - 5:00 PM

BLOCKED, TIME - TRIAGE
SHIFT - Location: Office

(1:00 PM - 5:00 PM

BLOCKED, TIME - TRIAGE
SHIFT - Location: Office

(1:30 PM - 3:00 PM

RESERVED, TIME -
THERAPEUTIC
ASSESSMENT - Location:
Office

Note that there are two clients used as placeholders, BLOCKED, TIME and RESERVED, TIME. The
BLOCKED, TIME client is used for certain non-appointment times, such as time off, meetings and shift

work. RESEVED, TIME is used as a placeholder for available appointments that have not yet been
scheduled with an actual client.

Scheduling an Individual Appointment for a Psychiatric Provider

In Avatar, only Supervisors, Access staff and certain clerical staff are able to schedule an appointment in
a psychiatric calendar. Using the Scheduling Calendar and Appointment Scheduling form, you will now
schedule a psychiatric appointment for a client.

1. First, open up the Scheduling Calendar.

2. Pick the week view.
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Santa Cruz Avatar

3. You will need to pick a site. For example, to view calendars for all psychiatry providers working
at Childrens North County Mental Health, pick No. Co. Child Psychiatry.

4. You will see a list of doctors who are part of that “Site”. .
(Note that a Site is not necessarily a location. It is more .
like a workgroup, e.g. Access Intake, North County Site: _
Adults.) On the left side of the calendar, click the boxes | T&am: _
next to the names of the Clinicians whose calendars [ m G |
you wish to view. You will then see a comparison view
of calendars. In this way, you can see where there are
openings across several doctors’ calendars. The view
below shows three days, Monday, Tuesday and L] foem
Wednesday, for three providers.

[#] EATON,LAWRENCE (000002}
[#] MHPRESCRIBER, TEST (000035)

Week View

Wed, Dec 18
EATON,LAWRENGCE {000002) ELFMAN.GARY (000001) MAST.NANCY (001855) EATON,LAWRENGCE {000002) ELFMAN,GARY {000001) MAST.NANCY (00185%) EATON,LAWRENCE (000002) ELFMAN,GARY (000001} MAST NANGY (D01885)

[8:00 AM - 12:00 PM |

- - - - BLOCKED, TIME - [P
(8:30 AM - 10:00 AM (820 AM RESERVER.T| (8:30 AM RESERVED,T| [#:30 Am RESERVEDT) OFF SITE - Location: [8:30 AM RESERVED,T|
1] |RESERVED,TIME - INTAKE - — — ice - ~ - ~ T
bons [9:00 AM RESERVED.T| [5:00 AM RESERVED.T] [5:00 AM RESERVED.T] 5:00 AM - 10:30 AM 5:00 AM - 10:30 AM [5:00 AM RESERVEDT] | (3:00 AM RESERVED.TIME |
- . RESERVED, TIME - RESERVED, TIME - ;
[3:30 AM RESERVED,T] (9:30 AM RESERVED,T| INTAKE - Location: INTAKE - Location: [3:30 AM RESERVED,T|
10:00 AM RESERVED, TIME 10:00 AM RESERVED, | 10:00 AM RESERVED, |
( ] | j P P \' ]
[10:20 AM RESERVED.] (10:20 AM RESERVED.TIME | | (10:30 AM RESERVED.| [10:30 AM RESERVED| [10:30 AM RESERVED,] | (10:20 AM RESERVED.TIME | [10:20 M RESERVED|
[1:00 AM RESERVED] [1:00 AM RESERVED] [1:00 AM RESERVED]

12:00 PM I8 . . - . - - -
12:00 PM - 1:00 PM 12:00 PM - 1:00 PM 12:00 PM - 1:00 PM 12:00 PM - 1:00 PM 12:00 PM - 1:00 PM 12:00 PM - 1:00 PM 12:00 PM - 1:00 PM 12:00 PM - 1:00 PM
BLOCKED, TIME - BLOCKED, TIME - BLOCKED, TIME - BLOCKED, TIME - BLOCKED, TIME BLOCKED, TIME - BLOCKED, TIME - BLOCKED, TIME -
HON-APPOINTMENT TIME - | | |NON-APPOINTMENT TIME-| | |NON-APPOINTMENT TIME - | | |NON-APPOINTMENT TIME - HON-APPOINTMENT | | |NON-APPOINTMENT TIME - | | [HON-APPOINTMENT| NON-APPOINTMENT TIME -

12:00 PM - 1:00 PM
BLOCKED, TIME -
NON-APPOINTMENT|

[1:00 PM RESERVED, T} 1:00 PM- 2:30PM |

- - . - ’ ’ - - , RESERVED, TIME -
|2:30 PM RESERVED, T 1:30 PM - 3:00 PM |2:30 P RESERVED, T 1:30 PM RESERVED, T] [1:30 PM RESERVED, TIME | | |1:30 PM RESERVED,T] |2:30 PM RESERVED, T] (1:30 PM RESERVED, T] INTAKE - Location:
ey | |ReserveD,TIME- | |y |y Office:
[2:00 PM RESERVED.T] | [INTAKE - Location: [2:00 M RESERVED, T] [2:00 P RESERVED.T] [2:00 M RESERVED.T] [2:00 M RESERVED, T] [2:00 P RESERVED.T]
(2:30 PM RESERVED, T} (2:30 PM RESERVED,T] [2:30 PM RESERVED,T] 2:30 PM - 4:00 PM [2:30 P RESERVED,T] [2:30 PM RESERVED,T] [2:30 PM RESERVED,T]
00 PM | = RESERVED, TIME - —
3:00 PM - 5:00 P [3:00 PM RESERVED,T] [3:00 PM RESERVED, T} 3:00 PM - 5:00 PM INTAKE - Location: [3:00 PM RESERVED,T] [3:00 PM RESERVED,T]
BLOCKED, TIME - . . BLOCKED, TIME - L e— PR W
HON-APPOINTMENT | | (3:30 PM RESERVED,T] 3:30 PM - 4:30 PM HON-APPOINTMENT| 3:30 PM - 4:30 PM 3:30 PM - 5:00 PM
400 FM TIME - Location: —_— ELOCKED, TIME - TIME - Location: 1 |BLOCKED,TIME- ’ , BLOCKED, TIME -
Office 4:00 PM - 5:00 PM NON-APPOINTMENT| Office 4:00 PM RESERVED.T] | [ NON-APPOINTMENT 4:00 PM - 5:00 PM 4:00 PM - 5:00 PM NON-APPOINTMENT
BLOCKED, TIME - B — BLOCKED, TIME - BLOCKED, TIME - TIME - Location:
NON-APPOINTMENT NON-APPOINTMENT TIME - | | |NON-APPOINTMENT TIME - | | |Office
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5. The TIME RESERVED placeholder
client: Santa Cruz County Behavioral
Health uses a convention to reserve
time in a calendar for open
appointments (vs. just having a blank
space for appointments). Because
Avatar requires a client for each
appointment, a “placeholder” client,
TIME RESERVED (client #2), has been
created for scheduling open, but yet
unscheduled appointment times.
Typically, you will add in your client
information into an open
appointment and not into a blank
spot on the calendar.

10:00 AM RESERVED,]

Che
Details/Edit

|.10:30 AM RESERVED,TIME

12:00 PM - 1:00 PM
BLOCKED, TIME -
NON-APPOINTMENT TIME

(1:30 PM RESERVED, T}

' [2:00 PM RESERVED
(2:30 PMRESERVED,T| |
' (3:00 PM RESERVED
3:30 PM- 4:30PM

BLOCKED, TIME -
NON-APPOINTMENT

Reschedule

Copy

Status Update
Additional Services

Overbook

—— View Summar

Update Client Data

’ 5C Med Service Progress Note

SC General Purpose Progress Note

A

{1 - 1= el

R

=

6. Right click onto an open appointment that has been scheduled with the client TIME RESERVED.

Then click Details/Edit.

7. When you first open the
appointment, the client name
will be disabled (greyed out,
you cannot write in it).
However, if you delete the
Service Code and type it back
in, the client name field will be
enabled and you can replace

¥ SERVICE

Program
County - North FQHC Psychiatry

Service Code

SAME/NEXT DAY (S060)

the TIME RESERVED b l_cuf“‘

placeholder client name with Clent

the name of your client.

8. The Client field will clear and you
. . ¥ SERVICE

can now type in your client’s

name. Program
County - North FQHC Psychiatry
Service Code

¥ CLIEN]
Client
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Avatar Supervisor Guide

Erase this
service code
and type back in
S060 (or
whatever code

applies).

Updated: 4/28/2017



Santa Cruz Avatar

¥ SERVICE

Program
County - North FQHC Psychiatry -

—Service Code

SAME/NEXT DAY (S060)
Y CLIEN]
—Client
| CERNUNNOS DEVIN (37) 2
9. Then Select
appropriate Episcde
EPISODE. |Episode # 1 Admit : 11/06/2015 Discharge : None Program: L. ¥
This is
usually LE —

00044 MH County Outpatient for county Mental Health clients.

10. Click the Submit button on the left side of the screen to

save your appointment and return to the Scheduling m

Calendar.

11. Notice that the appointment is now listed on the doctor’s 500 AM
Calendar with your client’s name.

|'s=3:a AM RESERVED,T|

5:00 AM

|’9:o:: AM RESERVED,T|

|'9=3:a AM RESERVED,T|

10:00 AM

|'1-:1:3n AM DEVIN,CERNUNNO|
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12. When you are
finished with the W Out []Personal/Staff [ Clent [[1Group []Co-Staff []Available

calendar, click on [] Ms Exchange
Dismiss and the

bottom of the form.

15

Staff Members Hours and Exceptions Form

Supervisors will need to use this form to add staff calendars, update hours, and change worksites. Note
that without adding in staff member hours, the staff person will not be able to make appointments in
their own calendar or even be able to view their own calendar.

Start:
In the Search Forms blank in the Staff Forms and Data Widget type in "staff members hours" to find the

Staff Members Hours And Exceptions form. (Note that it is "staff members hours" not "staff member
hours.” If you type in "staff member hours" the form will not pop up.) Double-click on the form.

_SE.ardl Forms _
| staff members hours| E

Staff Members Hours And Exceptions

Avatar PM [ Appointment Scheduling

| TR raan 1011 s

A window will open up asking you to select the staff member whose hours you want to enter or change.
Type in the staff member’s last name and select the staff member. You can either double click on the
staff member’s name or click "select" at the bottom of the window. The Staff Members Hours And
Exceptions form will then launch.
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I o e A ) P L P Ay g Y e e

e Select staff
| mast

MANCY MAST (001885)

You won’t need to add anything to this next part of the form. Click “Staff Member Hours” to open the
part of the form where you add the staff hours and days worked.

Stafl Members Hours And Exceplions »

= Staff Member Mours And |
| Staff Member Name

Check here if you would like to hide this staff on the 'Scheduling Calendar’
MAST, NANCY
-
Staff Member Td 001885
i 4 » Staff Member Hours

Staff Member Registration Date

10/01/2001 = Staff Member Exceptions

This next part of the Staff Members Hours And Exceptions form is a multi-iteration table. You will have
to add the days of the week one at a time, one row for each day of the week. For this example, assume
your staff person works from Monday through Friday, 8:00 am to 5:00 pm. Start with Monday by clicking
"New Row" in the lower left-hand corner of the form.
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Effective Date End Date 2 Start Time |End Time | Service Code For Search

The first row in the form will show up. Type in the following for the blanks in the table. You can tab from
blank to blank.
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For this example, you would enter the following information.

Effective Date: 01/01/15 (staff member start date)

End Date: leave blank

Day: Type “2” (numeral 2), then press tab, to enter “Monday.”

Site: Double-click on the blank and pick the site for your staff person.
Start Time: Enter “0800”

End Time: Enter "1700"

Service Code: leave blank

Start Time |End Time |Service Code For Search

The first line in the table should now look like this:

Staff Members Hours And Exceptions #

Effective Date i Start Time |End Time | Service Code For Search
01/01/2015 Monday {2) MNo. Co. Adults (10) 3:00 AM 05:00 PM

You have now completed the first line in your table. Click Copy/Paste Row four times to add the other
days of the week. (If the staff person works on call or weekends, you will have to add six more rows for a
seven day work week.)

MNew Row Delete Row ClosefCancel Copy/[Paste Row Copy Cell

Notice everything in your table will be copied over to the new lines in your table, except for the days of
the week. You can add those by double clicking on each blank, or type in the numbers 3,4, etc....in each
line, clicking tab and then the down arrow key. This is handy to learn if you are adding several staff
members at a time.

Staff Members Hours And Exceptions #

Effective Date i i i Service Code For Search

01/01/2015 Monday (2) Mo. Co. Adults (10)
01/01/2015 Mo, Co. Adults (10)
01/01/2015 Mo. Cao. Adults (10)
01/01/2015 No. Co. Adults (10)
01/01/2015 No. Cao. Adults (10)

26|Page
Avatar Supervisor Guide Updated: 4/28/2017



Santa Cruz Avatar

Your table should now be complete.

Staff Members Hours And Exceptions #

Effective Date | End Date i Start Time |End Time | Service Code For Search
01/01/2015 Monday (2) No. Co. Adults (10)

01/01/2015 Tuesday (3) No. Co. Adults (10)
01/01/2015 Wednesday (4) MNo. Co. Adults {10}
01/01/2015 Thursday (5) No. Co. Adults (10)
01012015 Friday (&8) Mo. Co. Adults {10)

Click "Save" at
the bottom of
the page.

You will be asked if you want to exit the grid. Click Yes.

Confirm b4

‘ Exit Grid? [x]
’? Save Succesful,

For staff who work at multiple locations, or who have multiple roles, staff can be added at more than
one site.

Example:

Staff Members Hours And Exceptions #

Effective Date | End Date 4 Day ‘Site Start Time ’End Time

01/01/2015 Monday (2) Access Intake (5) 8:00 AM 5:00PM
01/01/2015 Wethesday (4) Access Intake (5) 8:00 AM 5:00PM
01/01/2015 Friday (6) Access Intake (5) 8:00 AM 5:00 PM
01/01/2015 Monday (2) No. Co. Aduits (10) 8:00AM  5:00PM
01/01/2015 Tuesday (3) No. Co. Aduits (10) 8:00 AM 5:00 PM
01/01/2015 Wednesday (4) No. Co. Adults (10) 8:00AM  5:00PM
01/01/2015 Thursday (5) No. Co. Aduits (10) SOOAM 5:00PM
01/01/2015 Friday (6) No. Co. Adults (10) 5:00 PM
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Click Save to exit the grid. You should now be back at the first page of the form. Click “Submit” to save.

Staff Members Hours And Exceptions #

= Staff Member Hours And ||

Staff Member N
il il Check here if you would like to hide this staff on the "Scheduling Calendar’
MAST, NANCY

()
Staff Member Id 001885
o — Staff Member Hours

— Staff Member Registration Date |
LI =
10/01/2001 0 =

| Staff Member Exceptions |

Your staff member should now be able to view their calendar and make appointments in their calendar.

| CAMPBELL BRENDAD (102081) |
| CARRERALORARE (000123)
] CERVANTES ERNESTO (103658}
| EATOM,LAWRENCE (900002)
L] ELFMAN GARY (900001}
| FLAGG-WLSOM LEAH (003783)
] GARNER RACHEL (000085)
| GEORGE ROSE (003843)
L] GOECKERMAN CELIA (991096}
] GoMEZ A1 1900108)
L] HEGOUM TRACEY L 1901156)
] KAUERT MEHAEL H (601361)
L] KELLEY BARBARA 1 002302)
| KORTLEVER MCOLE (D04084)
L] warT saneT oosorz)

S| (G0 oo an 5 | so0am oo am
= owic - Fo1 et - esee WIG - FOLLOW US MED- MANAGEMENT
5 | (1230 - 11

508
ADAMS MGRTICIA - FOLLOW P MEC-MAMAGEMENT - Location|
 Ofice

S0 AN 1500 AN
|EsperanTo,HEDWIG - FoLLOW UP MED MARAGEMENT -
Location: Ofice

(030 A 1130 At 5 | (1230 ani - 1ia am
| ADAMS ORTICIA - FOLLOW UP MED- MANAGEMENT - Locaton) || ADAMS MORTICIA - FOLLOW L MED MANAGEMENT - Locaton
Offen lics

Bl (i2:00 P BLOCKED TIHE B | (12:00 P sLoCKEDTIME B) | (12100 ow BLOCKEDTIME B | (1200 P BLOGED TIME %) | (1220 M ELOCKED TINE 5

¥ Work mesk /] Dute Fiter Shrik To P Show Hams. WO Opwnonsysull CCan (o (orsaf [ Avasb 0 Sxchinge. T &

If your staff member’s hours change, you can go back to the

form to adjust hours. A.dd days by ma‘king new rows. If your Staff Members Hours And Exceptions
staff member leaves, discontinue their calendar by going back

into the form and adding in an end date to each of the days Effective Date | End Date
worked. 01/01/2015

01/01/2015

01/01/2015

01/01/2015

01/01/2015
I
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Service Activity Report

Overview: The Service Activity Report displays service (Medi-Cal and/or Non Medi-Cal) information for
all clients in the system between two dates. The report can be filtered by Provider and Programs.

Note: This report takes a while to run. Keeping your date spans for the report shorter will help minimize
this time.

STEPS:

1.

Open the report by N I
typing “Service

Activity Report” in
the Search Forms
field on your Home
Console.

Avatar PM [ Reports

Enter the required and optional fields.

Begin Date — required

End Date — required

Provider — optional (if you leave this field blank, you will get information for all providers within
the program(s) you select

Programs — optional

RRG — optional
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What is an RRG? An RRG is a grouping of programs that you might find helpful in writing this
report. For example, if you select the RRG, ADP Contract Methadone," the report will generate
information for the four Janus methadone programs.

Eegin Date
04/01/2016 T ¥ :I
- Provider
End Date
04/30/2016 T = 2
RRG Programs
ADP Case Management Janus - Clinic South-Peri Methadone SEQ —
ADP Contract Adult Longterm Res Janus - Clinic South-Peri Methadone
ADP Contract Adult Perinatal Res Janus - Clinic-Perinatal Methadone SEQ
ADF Contract Adult Residential - Detox Janus - Clinic-Perinatal Methadone
ADP Contract Adult Short Term Res +/| Janus - Comm ClinicMethadone SEQ
ADF Contract Intensive OP Matrix «f| Janus - Comm Clinic-Methadone
| ADP Contract Methadone | Janus - Community Clinic South-Methadone SEQ
ADP Contract Mon Peri-Intensive OP | Janus - Community Clinic South-Methadone
ADP Contract Outpatient Janus - Courtesy Dosing SEQ
AP et d Miceien il T braeaciuae OV Janus - Courtesy Dosing -

3. Click “Process” in upper left corner to launch the report. Remember that you may have to wait
several minutes for your data to process into a report.

Looking at the Service Activity Report

Below is an example of a report generated for County Adult Case Management Teams. Data for County —
Adult MOST and County — Adult Recovery North is shown.

Click on the blue link(s) to see the detail information for that
summary category. The tab “Detail” will appear on the top left corner
on the screen. On this tab, you can see individual information for
specific progress notes or services.
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3/27/2017
Service Activity Report
Begh Date:2/1/2017
Eng Date:3/1/2017 Al
Unique Al Adjusted MediCal  Medi-Col% Cost Direct/
Clients  units Total Bigible Unies indirect
Frebruary
County - Adult MOST a5 12235 11495 10745 93.45% 56,262.87
osT
M001 NON-BILLABLE INFORMATION FOR THE 1 &0 0 0 0.00% 0.00 D
M401 CASE MANAGEMENT 25 4560 4560 4035 88.49% 20,018.40 D
M411 COLLATERAL WITH FAMILY 1 60 60 60 100.00% 263.40 D
M412 COLLATERALNON FAMILY 3 185 185 185 100.00% 81215 D
M431 THERAPEUTIC ASSESSMENT & 1164 1164 1164 100.00% 5,331.12 D
M432 PLAN DEVELOPMENT El 1185 1185 1065 89.87% 5,427.30 D
M433 REHAS EWA LUATION 1 90 90 80 100.00% 412.20 D
M4a45 INDIVIDUA L REHA B8 COUNS ELING 20 3683 3683 3578 97.15% 16,868 14 D
M471 CRISIS INTERVENTION 2 568 568 568 100.00% 4,015.75 D
M6E31 ASSESSMENT-NON BILLARLE 4 510 0 0 0.00% 2,335.80 D
M6&45 INDIVIDUA L REHA B COUNS ELING-NON 3 170 0 0 0.00% 778.60 D
County - Adult Recovery North 121 21746 21250 20430 96.01% 100,567.25
CO-NRECOV
MO0 NON-BILLABLE INFORMATION FOR THE 11 4565 0 0 0.00% 0.00 D
M400 NO SHOW 1 1 0 0 0.00% 0.00 D
M401 CASE MANAGEMENT 44 4320 4320 4115 95.25% 18,964.80 D
M412 COLLATERALNON RAMILY 1 45 45 45 100.00% 197.55 D
M4a32 PLAN DEVELOPMENT E 725 725 605 83.45% 3,320.50 D
AfRARR OOUAD S8 LAY M e 2850 280< 2qan as 1N 1% A N ~

You can flip through

the pages by clicking on
the side arrows.

Change the size of
maghnification with drop down arrow.

Click on top right corner, where it says "BusinessObjects,” to
close the “Detail” section.
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If you need to export the report -
to Excel, click on the top left -

corner. The icon you need to click ?‘ Sar_re po rt_new_re m rpt
is above the word, "Preview." It
looks like a little floppy disk

sitting on top of the piece of = -
paper. ﬁ { { ’ ”

EN 5 04082018 Ad434 INDIV IDUAL o
Then pick “Microsoft Excel” in the i : — COUNSELNS TR :

“Format” list, and click OK.

% 120.51

[EYvicrosoft Excel 97-2000 (105) =

Destination:

|= oisk fie ~|

Description
Microsoft Excel format is a page-based format that converts your -
report contents into Excel cells and retains most report formatting but l:l
does not export line or box objects from your report. Microsoft Excel

has a limit of 256 columns in a worksheet and hence, any report object =

When finished, click on the large "X" at top right to
close the report.

You can run another report or Form Return

close the form altogether.
> Processing report has completed. Do you wish to return to form?
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Non Caseload Access Report

This report allows you to see who has accessed charts over a date span. When opening the form, you will
be asked to type in the date range, then click “Process” to see the report.

Non Caseload Access Report #
I 2

Page: 1 Santa Cruz Behavioral Health

1400 Emeline Avenue, Bldg K

Santa Cruz, CA 95060-1976

* Non Caseload Access Report *

Patient Leocess date Rocess Time User Silent Lceess Reason
FAVREAU,L'IL-T (11) 03/27/2017 03:05 BM Nancy Mast Yes
FAVREAU,L'IL-T (11) 03/27/2017 03:07 FM Nancy Mast No Review treatment plans
STAVROS, POSEIDON (22) 03/27/2017 03:04 BEM Nancy Mast Yes
STAVROS, POSEIDON (22) 03/27/2017 03:05 BEM Nancy Mast Yes
STRVROS, POSEIDON (22) 03/27/2017 03:07 BEM Nancy Mast No Progress note
ODELL, VASU (33) 03/27/2017 03:05 BEM Nancy Mast Yes
ODELL, VESU (33) 03/27/2017 03:08 EM Nancy Mast No crisis assessment
GLLITTERBREEZE, MERIZ (44) 03/27/2017 03:08 BEM Nancy Mast No crisis assessment
GOLDFEATHER, CHRISTIA (55) 03/27/2017 03:05 BEM Nancy Mast Yes
GOLDFEATHER, CHRISTIA (55) 03/27/2017 03:08 BEM Nancy Mast No on call
FREEBROTHER, ANLXGORE (66) 03/27/2017 03:05 BEM Nancy Mast Yes
FREEBROTHER, ANEXGORA (66) 03/27/2017 03:05 BEM Nancy Mast Yes
FREEBROTHER, ANEXGORA (66) 03/27/2017 03:09 BEM Nancy Mast No new client

Delete/Re-Assign To Do Items Form: Managing To Do Items When Someone is
on Vacation or Leave

When someone is on vacation or leave, that person’s supervisor can reroute messages from the My To
Do’s list to another user. Note that this only works for items that are already on the To Do List, so
whoever is doing the re-assigning will need to check the list on a regular basis to route new items. (i.e.
this doesn’t work like call forwarding).

Also, this only works for messages. This does not work for routed documents awaiting co-signature. If a
staff member is on an extended leave, their account should be temporarily deactivated which will stop
people from sending items to their My To Do’s. See the section, “Use the Deactivate Button When
Employees Are Not Active in the Avatar System,” for more information about this.

If you there are pending items that need co-signature, you won’t be able to
reroute these. Contact the QA help desk at at 454-4468 or
askQl@santacruzcounty.us if you need routed documents rerouted to a
different supervisor.

Steps:
1. Once the form is opened, in the Delete/Re-Assign field, click Re-Assign.

2. Select User: This is the name of the staff person whose To Do items you wish to re-assign. When

you do this, a list of all the items in their To Do List will show in the field below.
3. Select Target User: This is the person to whom you wish to re-assign the items.
4. Select the items you wish to reroute in the field labeled To-Do’s.
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5. Click Submit.
6. Similarly, you may also delete items in your staff member’s To Do list by clicking Delete in the
Delete/Re-Assign field.

L
Delete/Re-Assign

Delete \® Re-Assign
Select Lser
Nancy Mast (mastn) &a

Select Target User

test mh licensed dinidan (testmhlicenseddinician) @

ToDos @

|f| 2015-12-21 Manday 10:52 AM 5C MH Treatment Plan WILLIE NELSON (000000247) 5C MH Treatment Plan '12/21/15-11/29/16 Update 2' Is Due =
|s#| 2015-12-22 Tuesday 01:29 PM SC MH Treatment Plan BAPTISTA NGUYEN (000000035) Draft SC MH Treatment Plan 'Initial 11/12/15 to 11/11/1
|| 2015-12-28 Monday 01:48 PM Staff Messaging Mancy Mast (mastn) Test referral Sent By: Mancy Mast
2015-01-07 Thursday 03:29 PM 5C MH Treatment Plan JOHN JACOB (000001307) Draft SC MH Treatment Plan '4/1/20158-3/31/2017 Annual' Fo
|s#| 2015-01-25 Monday 03:02 PM 5C General Purpose Progress Mote SALAD WALDORF {000001378) Review Draft Progress Mote For Episode 2 Se
2016-02-05 Friday 11:47 AM 5C MH Treatment Flan JEM BUBBLE (000000533) Draft SC MH Treatment Plan '11/18/15-11/17/15 Update 1' For Rs
|»f| 2016-02-10 Wednesday 01:59 PM 5C Group Progress Note ALBERTO SIGURDSSON (000000029) Group Mote Date: 02/10/2016 Episode: 1 Typ —

1 .4
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Reports

Detail of Admissions by Program and Detail of Discharges by Program

These simple reports that allow you to view Sants Crus Behavioral Health

admissions or discharges for selected 1400 E meline Av enue, Bldg R
. .pe . Santa Cruz CA, 95060

programs during a specified time frame. Enter

dates in the to and from fields, then click Admission By Program, Zip Code and Ethnicity

which programs you want to look at in the Admission From . 11/1/201 “Theosgh: 1231201

Select The Programs To Be Included field. To Patient

select all programs, click one program, then Program Cote [ conmn Tovazames Tnorsives | varaon T ors

click CRTL+A. When you are ready to run the p— . ! ) . :

report, click Submit. REGISTRAT |- 26 . . ) . .

FINANCIAL | 93637 0 1 0 0 1

93906 0 1 0 0 1
93933 0 1 0 0 1
95003 0 4 0 0 4
95006 0 2 0 0 2
95018 0 2 0 0 2
95019 0 1 0 0 1
95060 0 34 0 2 36
95062 1 13 1 15
95064 0 3 0 0 3

Detail of Admissions by Program #

[ : i Bv_] ~Include Admissions From Select The Programs To Be Induded
Il 'EI T YY) :’ | 7th Avenue Center-MHRC
~Include Admissions Through __| Charis - Child Outpatient

Process - Chateau Guest Home - Board and Care -
L o] Bt (v 4
NN
(I IR SIS

On the left of the report, click each program to view the information about admissions.

Preview |

Tth Avenue Center-MHRC -
Chateau Guest Home - Board an: Program: Chateau Guest Home - Board an
CLIENT REGISTRATION & FINAN Admissions From : 12120 Throush: 123120
County - ADP CalWORKs Admissd DateOF

Admission ate
County - ADP CalWORKs SEQ | - i ChentID¥ EP# Client Name S.S.# i Type of Admission
County - ADP Dependency Drug |~ 12/1/2012 03:15 PN 1211 2LALELILULU 666»}12}-55?\5} 7/6/1998 _ First Admission
County - ADP Dependency Drug Ad 151 nosis: Dysth disorder

Ad Practiti g

County - ADP Family & Children I . T et MATINANCY
County - ADP Family and Childre 12/8/201% 09:24 AN 526 3 BELLY DANCE }gdoﬂin:r; Diz.gnmlii:l 7/2015 First Admission
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Admits by Program, Zip Code and Ethnicity

This report shows a breakdown of client admissions by program, then by zip code cross referenced with
ethnicity.

Clients Active in Multiple Programs

This report shows all clients active in more than one program.

Financial Eligibility Report

This report shows a picture of financial eligibility information for a single client. It is based on
information from the Financial Eligibility form.

Financial Eligibility Report #

PAGE HO. 1 Santa Crus Behavioral Health BUN DATE : 02/15/201&
1400 Emeline Avenue, Bldg R
Santa Crus, A S50€0
Guarantor §1 CGUARANTOR
Epi=ode : 2

Client Nam= : DRAFER, DOMALD MR : o0o0000Ell
Guarantor Name: BELUE CRO33 Policy % :
Guarantor § - 200222 ————————
Medicaid ¥ :
Address - PO BOX E&0007 Group Name:
City, ST Zip : LOS AMGELE3, CA S00€0 Group § :
Telephone § - BOO-ETT-EEES
Folicy Holder : DRAFER,DONALD Subscriber"s Covered Days=s :- 9955
Fat. BRel. to Jubs.: 3elf Jubscriber"s Covered Dollars : 59555555. 5%
Coverage Effective Date : 1070172012 Contract Effective Date : 010172001
Coverage Expiration Date : 121372020 Contract Expiration Date -

Flan Identifier : 3
Level - 1 Covered Charge
Lewvel End Date - Categories @ T0s45&850&40&85%85810a&

A0835&£15&81e50825

Deductikle [(Surplus} Type - Deductikle [(Surplusl Amount :
Maximim Covered Days - In=. Dollar Limit :
Maximm Ancillary Tharges - In=s. Dollar Limit Per Day -
Maximim Partial Days - In=. Dollar Limit BR&B Per Day :
Percent Of Coverage :
Fer Diem Rate - Fer Diem Percentage :

Contractual Allowance Guarantor -
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Executive Reporting System (ERS) Reports

These reports provide various types of enrollment and service utilization information. You can set up
your own compiles (questions about data or queries) and then run various reports off of your compile.

ERS Daily Statistics Report

This report shows statistics for today only. You may select which programs to view in your report. In the
example below two programs were selected. Note the "drill downs" at the bottom of the report that
allow further detail into specific activities including client movement, visit data and collections data.

Santa Cruz, CA 95080

- 'R J
Ny 2 2119/
y Santa Cruz Behavioral Health W20, SDISARN
fv/ anta
NetS| I .art 1400 Emeline Avenue, Bldg R Page 1071

Report Of Active Clients
Effective Date: 2/18/2016 Compile Date: 2/19/2016 5:00:51AM

Active Clients

840.00
800.00
760.00
720.00
©80.00
640.00
©00.00
560.00
520.00
480.00

N N NG N NN T

Total Active Clients: 1326 Total Programs: 2

Summary of Client Movements Summary of Coliections Summary of Visk Data

Detall ofActve Clients Detall Of Coliections Detall of Visks

ERS Client Subset Index

This compile allows you to identify various subsets of clients that you wish to explore in reports. There
are three sections that allow you to organize your subset by either: 1) Active clients 2) Inactive clients
3) Service based.

ERS Quality of Care Report

This report provides information about certain key demographics served.
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ERS Earned Income Report

This report shows earned income by program.

ERS Earned Income Report #

[ = ERS Earned Income nep_} ]
-~ | Earned Income Compile Program
1=Test NKM Nov-Dec 2015 Compied on 02/19/2016 - 05:41:43PM hd 7th Avenue Center-MHRC =
Finandal Class /] Chars - Chid Outpatient ‘
) Y |«f| Chateau Guest Home - Board and Care -
|| 30-Commerdial
40-Medi-Cal RRG
| 50-ADP FUNDER i ADP Case Management =
@ ADP Contract Adult Longterm Res ‘
|| ADP Contract Aduk Perinatal Res -
Commecting Heaitls snd Ifeman Sorevor Communifies
Report Of E arned Income

Compile Date: 2/19/2016 05:41:43PM
11/2015 -12/2015

Earned Income by Program

Mng Care - FeeForService
atrist

Janus - Comm Clinic-Methadone
Rebelah - Child Day Treatment
Jams - Main-Adult Residential Detox

County - Child Prbation ﬁ

County - Adult OAS

Others
0.0K 0.5K 10K 15K 20K 235K 30K 35K
Eamed Income by Provider Earned Income by Financial Class Earned Income by RRG
Earned Income by Guarantor Earned Income by S ervice Code Income by Guarantor for Program

Income bv Patient for Program
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ERS Program Statistics Visit Report

This has a sub report that shows visits by practitioner. This provides information about the number of
visits by a specific practitioner.

e 7 0
& 2/22/2016 1:23:38PM
WN Santa Cruz Behavioral Health
etsmart 1400 Emeline Avenue, Bldg R Page 1of 1
Santa Cruz, CA 95060

Conmecting Hoakth and Nwman Service Commirnities

Visits By Practitioner

All Progs Dec 2015 NKM Compiled on 02/16/2016 - 12:59:58PM Start Date: 12/1/2015 End Date: 12/31/2015

Visits By Practitioner

280
240
200
160
120
80
40
o~ - -
!e B a e e e e e e -
0
< - F QL & > ~ & &~ @ x ~ > QD Cl NS N ' =
P & § & & S *9\& & @5;@ @S}x 3@ 0«,“” @&@»0 p"\«' x&o q.*& & “V-l“ Q,;v“ e’&’ &
S ¥ FE s NS E LTS T & & & F
d ® > g §F 5 0 0F & € & & S & =
& 4&” ¥ ¥ g & $ Lo & & o
S & S
Ny
&
& &
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