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About this User Manual

This user manual is designed to provide a how-to guide of the features and functionality of SmartCare. It will
outline how to complete each workflow in a step-by-step format with related screenshots that will make
understanding how to complete each workflow easy. Through this guide, you will learn about SmartCare’s
comprehensive suite of tools and advanced technologies to enter client data securely and efficiently.

We hope that by following these instructions you will gain a better understanding of the capabilities of
SmartCare so that you can start using the system right way with confidence.

Audience

This manual is intended for use by anyone who will use the SmartCare EHR to support Specialty Mental Health
Services or Substance Use Disorder clinical documentation.

Computer Literacy Assumptions for Understanding this User Manual

e Ability to perform basic word processing such as typing and searching for documents in files
e Understands data entry techniques into electronic forms and documents

e Familiarity with running a windows operating system or other popular programs like Mac OS.
e Basic knowledge of how to use internet browsers like Microsoft Edge and Google Chrome

IT Support Requests:

Please call our Help Desk at:(916) 214-8348 or submit a live chat question to https://2023.calmhsa.org/

Note: Before beginning to use the same system, make sure you have a compatible internet browser like
Microsoft Edge and Google Chrome. CalMHSA recommends Google Chrome for best user experience.

LMS Related Support:

Please email: moodle@calmhsa.org
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Logging in to SmartCare

1. From the desktop, open your internet browser Py
2. Enter the SmartCare URL SmartCare
3. Enteryour username and password UMN. =
4. Click Login f—
s

LOGIN

Copyright © 2021 - 2022 Streamiline Healthcare Solutions, LLC. All Rights Reserved.

First Time User Login Process

When you first login you will have to set up 3 security questions.

1. Click the drop-down menu next to each security question
2. Click to select the security question you want to use

Security Questions

Security Question 1 |

Answer

AN hool did vo omplete vo g e ies?

Security Question 2
How much did you pay for your first car?
Answer l In what city did you first get married?
| In what city did you meet your spouse/significant other?

3. Inthe Answer field, type the answer to your chosen security question

a. Repeat this for the remaining two questions
4. Click Save

Security Questions

At what school did you complete your l;ndergraduate studies?

Security Question 1 At what school did you complete your undergraduate ies? v |
Answer ssssseee g
Security Question 2 In what city was your father born? v |
Answer PPN

Security Question 3 In what city did you first get married? v |
Answer PTTTTTTTT TN

I Save Cancel

CalMHSA Specialty Mental Health Services Clinical Documentation User Guide
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Subsequent Logins

SmartCare uses multi-factor authentication, or MFA. This means that when you log in, you'll receive an email with a code
that you’ll need to enter. Your system administrator will set up how often this needs to happen.

2-Step Verification

Enter the Authentication Key sent to the Registered Device.

Authentication Key

Do not have access to Device?

Smartcare Email notification

@ Streamline Network Operations Center <dbmailer@streamlinehealthcare.com=
To @
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Basic Navigation and Functionality

This section will cover basic SmartCare functionality, terminology, and navigation.

Home Screen

When you first login to SmartCare you will land on the Home Screen. You will have a home screen unique to your role to
make it easier to navigate to the work that applies to you.

The Home Screen consist of 3 main components:

A. The Work Area
B. The Menu Bars
C. The Search Bar

= “SmartCare a « 2 [ 2 £ D ? RovertClinician - O
Dashboard z o FE >
-
X1 wyormice Tracking Widget o X & Assigned Document(s) o
MC My Client Activities Workgroup [-] Assigned Clinician, Robert v - Notes ISP Assessment Other
| Trscking Protocol All Flags ) Tx Team Role
Client Due Now 0 0 0 0
Flags Tracked Due in 90-61 Days Due in 60-31 Days Due in 30 Days or Less Qverdue
4f> Frogam Assess‘nertNae::d 0 ' i ' :’ 11 e = - = =
e — = - = = Duein 14 ] o o o
a e ¢ ¢ ¢ Co-Sign 1 0 0 2
[ Smartlinks CANS dus for this client Q 0 o 1 — a 0 o a
Inquiries Client doss not spesk Englisn o o ¢ - Assigned [ o [ o
CSI admission 2 2 2 B
Client Flags
Staff Safety Concern 0 0 0 1
My Documents St Bisk 0 Py o 2
UMDAP Due 0 [ [ 2 T
Appointments For Today ©  New Alert/Messages o
Client Name/Description Time Status From Received Client Subject Message
Process Group 10:00 AM Show Admin, System 10/26/2022 Thompsen, Toby Contact Note: Contact da... - Left message to discuss Toby
Lunch 12:00 PM Supervisar,... 09/29/2022 Thompsan, Toby Adult Medi-Cal Screening... L have issues
Paner Work 04:00 PM Supervisor, 09/23/2022 Houdini, Harry Adult Medi-Cal Screening... HI this needs work. Learn to write
Staff, Access 06/24/2022 Young, Butters Please Contact Hello Please set outreach to client Than...
Staff, Access 08/24/2022 Anderson, Jan Mental Health Documents Hello Please open collect clients Mental .
Supervisor,... 08[23/2022 Thompsen, Toby Dizgnosis Document - Thom... Hi, let's discuss Toby's situation, Iwa...
Sullivan, Ke... 06/21/2022 Jones, Ryan Please verify Please ensure Ryan's consents are update..
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Icons

The Header, pictured below, consists of several icons.

= ‘SmartCare

Q % a ..'“? ‘G O ? Robert Clinician~ (1)

The lcons and Functionality table below describes each icon.

Icons and Functionality

The Menu icon will open and close the Navigation Filters bar

‘SmartCare

Clicking on the SmartCare icon will bring you back to your Home Page

Q

The Search icon will allow you to quickly search for screens and list pages within SmartCare

*

The Favorite icon will allow you to search for screens and list pages that you have save in
your favorites

The Person Search icon will allow you to search for a client by their name or ID number

[
-
o) The Unsaved Changes icon will display a list of screens that you made changes to but
== navigated away from before saving
o The Notification icon will display a list of system notifications. The number that appears in
A the icon correlates to the number of notifications you have

The History icon will open a window that displays the last 13 patients and QuickLinks you
have accessed in your current session

The Help icon, will take you to the SmartCare Online Help webpage

The Logout icon will log you out of SmartCare

CalMHSA
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Preferences
In order to access your user preferences, follow the steps below:

1. From the Header, click the drop-down menu after your name in the upper right-hand side.
2. A menu will open, select Preferences from the menu options

ﬁo 22 D ? Robert Clinician ~ &

gy x

My Preferences
Manage QuickLinks
Change Navigation Theme

Refresh Shared Tables

Note: Your preferences window will open, here you will be able to update your password, contact information, security
guestions, push notifications, etc.
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Widgets

SmartCare has widgets that are multi-functional and interactive. They allow you to see and act on information most
relevant to your role and daily tasks. The widget will appear on your Home Screen when you first login.

Tracking Widget & = Assigned Document(s) =
Workgroup (-] Assigned Clinician, Robert v Notes ISP Assessment Other
Tracking Protocal All Flags Tx Team Role
Due Now [’} Q ) 9
Flags Tracked Due in 90-61 Days Duein 60-31 Days Due in 30 Days or Less Overdue In Prograss . g i 59
Assesgment Needed a Q 1 u Duein14 0 0 0 [
Caloms 0 [ 0 2 Corsign 1 o o B
CANS due for this client o 0 0 1 To-sign 1 o o 1
Client does not speak English 0 0 0 a < Assigned 2 2 0 q -
Appointments For Taday ¥ New Alert/Messages [+
Client Name/Description Time Status From Received Client Subject Message
Pracess Group Show Supervisar,... 09/29/2022 Thompson, Toby Adult Medi-Cal Screening... Lhave issues
Lunch Supervisor,... 09/23/2022 Houdini, Harry Adult Medi-Cal Screening... HI, this needs work. Learn to write
Paper Wark Staff, Access 08/24/2022 Young, Butters Please Contact Hello,Please set outreach to client Than.
Staff, Access 08/24/2022 Anderson, Jan Mental Health Documents Hello,Please open collect clients Mental...
Supervisor, .. 08/23/2022 Thompson, Toby Diagnosis Document - Thom... Hi.let's discuss Toby's situation, ] w..
Sullivan, Ke... 08/21/2022 Jones, Ryan Please verify Please ensure Ryan's consents are update...
The Tracking Widget

The Tracking widget is a tool that shows you any documents or tasks that you need to complete. You can scroll down on

the widget to view all tasks and documents that are due. Each document or task is hyperlinked to take you to the “To Do
List” so you can complete it. The Tracking widget will default to you as the user, but you can switch to view your items by
Workgroup or by Treatment Team Role if you are in a supervisor.

Tasks are grouped into 4 categories for easy prioritizing,

e Duein 90-61 Days

e Duein 60-31 Days

e Duein 30 Days or Less
e OQOverdue

If a document doesn’t have a due date, but hasn’t been completed, it will show

Note: Clicking on the hyperlinked number will take you only to the tasks or documents that are due within that time
category. Clicking on the task or document hyperlinked name will take you to all tasks in that category. To use the

Tracking widget, follow the steps below:

1. Click the hyperlinked name of the task or document.
a. You can also click the hyperlinked number.

Tracking Widget X o
Workgroup °Assigned Clinician, Robert v
Tracking Protocol All Flags Tx Team Role
Flags Tracked Due in 90-61 Days Due in 60-31 Days Due in 30 Days or Less Overdue
Assessment Needed 4] 0 1 11
CalOMs 0 0 9 3
CANS due for this client 0 1] 0 1
Client does not speak English a 0 0 1 =
CalMHSA Specialty Mental Health Services Clinical Documentation User Guide Page 12



2. For Supervisors, you can change between Workgroup, Assigned, and Tx Team Role by clicking on the radio button
to the corresponding field.

Tracking Widget () L s
Workgroup °Assigned Clinician, Robert v
Tracking Protocol All Flags Tx Team Role
Flags Tracked Due in 90-61 Days Due in 60-31 Days Due in 30 Days or Less Overdue
Assessment Needed 0 0 1 11
CalOMs 0 0 0 3
CANS due for this client 0 0 0 1
Client does not speak English [} 0 0 1 -

The Appointments For Today Widget

1. This widget allows you to see your daily schedule at a glance. This includes non-client time, such as meetings and
time off, as well as client appointments. Clicking on the link will take you to that appointment.

7~
L

Appointments For Today

Client Name/Description Time Status

Anocther, Test(Ther... 09:30 AM Scheduled E ASAM

Lunch 12:00 PM

Process Group 02:00 PM Show

Paper Work 04:00 PM

2. For client service appointments, this link will take you to the service details, where you can quickly write a note.

Progress Note {000 atr kDS EOM? i T80 EED
Effective 01/16/202( Status  To Do Author  Clinician, Robert 01/11/2023 [« 1) E
Service Billing Diagnosic ~ Warnings  Disposition
Service
Status Scheduled hd Start Date 01/16/2023 . -

Program Outpatient MH Adult v Start Time 9:30 AM
Procedure Therapeutic Behavioral Services v Modifier... Travel Time Minutes
Location Community Mental Health Center ~ Face to Face Time Minutes
Clinician Clinician, Robert Documentation Time Minutes
Mede Of Delivery v Total Duration 45 Minutes
Cancel Reason v Attending

Refarring
Evidence Based Practices v

Custom Fields

Interpreter Service

Interpreter has been scheduled (_)Yes (/No

Interpreter Agency Scheduled

3. For non-client appointments, like meetings, this link will take you to the Staff Calendar.
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Staff Calendar CH- =] x e
Showing1-1/1

Single-Staff View ~  clinician, Robert LCSW Licensed Clini v 15 Minutes Intervals v

@ Todsy | B Day | B Week &8 Month | Refresh < > Jan152023-Jan21

Clinician, Robert
SUN MON TUE WED THU FRI SAT
1/15 1/16 1/17 1/18 1/19 1/20 1/21

4:00PM

5:00 PM

The Caseload Widget

1. This widget allows you to easily see your caseload. Clicking on any of the links will take you to the My Caseload list
page.

Caseload £

Current Mot Seenin 3 Mos Last Year

Primary 06 91 1]

Total

[y
e ]
2
=

2. Just like any list page, you can use the filters at the top of the page to narrow the results as needed. Depending on
the link you clicked from your dashboard, some filters may already be in place.

CalMHSASmartcareTrain | 09-21-2022

= “SmartCare Q * a =2 f D ? Robert Clinician ~ (9
- A My Caseload (106) TR L X
M myoffice >
A @m 5 Primary Clients v SeeninXdays v Last Name Begins with Any Letter v AllPrograms v =
Registered and In Treatme v All Note/Icon Types ~ | Staff Clinician, Robert <%
<[> Program >
Client A Phone BB empry | SR go, EE5: Staff Roles Notes/T
& smantinks v Me Status
12/30/2022 12/30/2022  Yes Clinician, Robert  Program Assignmer 8 [0 al
-~ 01/11/2023 01/04/2023  Yes Clinician, Robert  Program Assignmer B % [N
Yes Clinician, Robert g 0
- 11/18/2022 11/18/2022  Yes Registered  Clinician, Robert [=[asavid
01/07/2023 12/02/2022  Yes Registered  Clinician, Robert  Primary Clinician,Pr ™ i O[EI®
— - 12/19/2022 Yes Clinician, Robert Program Assignmer B
09/22/2022 Yes Registersd  Clinician, Robert 0 i = OEY
-— - Yes Registered  Clinician, Robert Program Assignmer & W i O[T
Yes Clinician, Robert  Program Assignmer & [IXIN; © ©
-— - 12/20/2022 Yes Registered  Clinician, Robert 0 i m *EY
Yes Clinician, Robert B oMY
- 09/23/2022 Yes Clinician, Robert [=]asamid
Yes Clinician, Robert
- - 12/23/2022 Yes Registered  Clinician, Robert B miv©
12/13/2022 Yes Clinician, Robert BE 0 O ¥
01/10/2023 Yes Clinician, Robert =]
12/23/2022 Yes Registered  Clinician, Robert B m i O
— Yes Registered  Clinician, Robert g m i O[T,

© Straamiine Healtheare Solutions | SmartCare | CalVHSASmarteareTtan |0 SLS SN AR 1602022011701 57502 @
>
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The SmartView

1. When you have the client open, click on the SmartView icon in the upper right corner of the screen.

Training_, Manual (1239) @B B @ + X § f <D ? Robert Clinician~ (1)

Client Dashboard oF ¢ x
Upcoming Appointments(0) All 2 Current Medication(0) Al & Treatment Team 1 Al T
Role Name
No data to display No data to display

No Information

Client Tracking Al & Documents To Do(382) =
[MH Outpatient v Eglﬁiz’;‘:al””e 2022-04-01 ToDo

2. This opens up the SmartView side panel. This will remain open while you navigate the client’s chart. The
SmartView widgets include links that will take you to the related screen.
a. Tohide this, click the X in the upper-right.
b. To refresh the information on the SmartView widgets, click the Refresh icon.

Q % & AnctherTest(1209) MBI+ x &£ &% D ? RobertClinician~ O

Client Dashboard e (s Br g +] x

Upcoming Appointments(31) All &  Current Medication(0) SmartView
PsychoTherapy on 01/23/2023 at 08:00 AM
with Clinician, Robert No data to display BMI a g g

Alcohol andfor drug services; group counseling
by a clinician on 01/23/2023 at 11:00 AM with

Clinician, SUD BMI Weight
Alcohol and/or drug services; group counseling
by a clinician on 01/25/2023 at 11:00 AM with 200
Clinician, SUD
Alcohol andfor drug services; group counseling
by:a clinician on 01/27/2023 at 11:00 AM with 180
080205030.10.10.30.50.708
1
Client Tracking
MH Outpatient Vitals ; |;| ij
0%
No Information
Task Status Date
Demographics Update Due InProgress 01/29/2 Allergies ; g Q
Allergias Type
No Infarmation
Summary Medications - 0O &3
Name : Another, Test DOB :10/10/1950 AglomaAddress 1123
Year hea] Name Instruction Start End
CA
Home Phone 1 8881234444 E-Mail : No Infarmation
Emergency Contact: Primary Clinician Primary Physician
Currant Ralanea + &0 00 I act Gaan On S A1M12007 Treatment Team - D .';j
Current Allergies(0) Al &Y BMI Role Name

Program Assignment Staff: Outpatient lini b
® Streamline Healthcare Solutions | SmartCare | CaLMHSASmnmmeM Clinician, Robert -

3. You can pin the SmartView so that it’s not overlapping the other parts of the screen. The below screenshot shows
the pinned version. You can select 1 of 3 options for pinning the screen:
a. Pinto the client — will always be pinned when opening this client.
b. Pinto the screen — will always be pinned when on this screen.
c. Pintothe screen and the client —botha & b.
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Screens vs. Document

Q % & AnotherTest(1209 BEm+ X =L &% D 2 RobertClinician~ O
Client Dashboard
Upcoming Appointments(31) Al Current Medication(0) Al & Treatment Team ang martView
PsychoTherapy on 01/23/2023 at 08:00 AM Role Name
th Clinician, Robert , display Vitals
b neEn, Keber Ne datato display Program Assignment Staff: aon s
Alcohol and/or drug services; group counseling Outpatient MH Adult* inician, Robert
by a dlinician on 01/23/2023 at 11:00 AM with NoInformat
Clinician, SUD <Unknown Team Role> Staff, Psychiatrist © Infermatien
Alcohol and/or drug services; group counssling ) .
bya clinician on 01/25/2023 at 11:00 AM with Allergies a
Clinician, SUD
Alcohol and/or drug services; group counseling Allergies Type
by a clinician on 01/27/2023 at 11:00 AM with No Information
Client Tracking All & Documents To Do(387) = Medications a OO
MH Outpatient v gsﬁ 5‘?”“‘""* 2022-04-01 ToDo
ofection Name Instruction Start End
0% 06~
Narrative 2022-06-03  InProgress No Information
Task Status Date Narrative 2022-08-06  InProgress
Demographics Update Due In Progress 01/29/2023 ?il“ Sereening 50550819 InProgress Treatment Team a
Narrative 20220822 ToDo
Role Name
Narrat 20220825 InP
arrative LUUERES Program Assignment Staff: Outpatient Clinician, Robert
2097 no Az MH Adult X
~ <Unknown Team Role> Staff, Psychiatrist
Summary fs)
Name : Another, Test  DOB :10/10/1990 AgtomaAddress : 123 Erhardt St Client Tracking ;
Year heavyton,
Home Phone 18881234444 E-Mail CA 90001
MH Outpatient v‘
Emergency Contact : Primary Clinician Primary Physician
Currant Ralance - $0 00 1 act Saan On - MA1m03 0%
) Task Status Date
Current Allergies(0) All & BMI Al &
Demographics Update Due InProgress  01/29/2023
BMI Weight ©

© Streamline Healtn | SmartCare | €

| 09-21-2022 | Health Care!

60202201270 | 5.7602| @

Screens are forms that, when updated, only show the most recent information. Documents, on the other hand, will save

the finalized version in a pdf in order to capture data at a point-in-time.
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Life Cycle of the Client: Request for Services

There are many methods used to initialize services, but all start with some sort of request for services. This section will go
into how to document these types of requests and how to move a client through the initialization process. Each county
has an Access Line that’s available 24/7 for people to call for information about services and to request services. Each
county also has a Crisis Line that’s available 24/7 for people to call when they’re in crisis. Some counties may have walk-in
clinics where a person can simply drop-in and request an assessment. Sometimes people requesting services may call
another behavioral health phone number or walk into an office that doesn’t provide screening, assessment, or crisis
services and they need to be redirected. We'll cover all of these scenarios in this section.

How do | document a request for services received via the Access Line?

Access Line calls are documented on the Inquiry screen.

1. Search for the Inquiry screen using the search icon.
2. Select “Inquiries (My Office)”

= ‘SmartCare
- |

@ CANS Reporting Record Summa...

Qg — 1]

e Inquiries (My Office)

Client Inguiries (Client)
A N VR

............ - S .

3. This will bring you to the Inquiries list page. Create a new inquiry by using the new icon.
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4. This will bring up the client search window. You may search to determine if the person is a current client.
person is a new client, or you cannot find them in the system, click “Inquiry (New Client)”.

CalMHSA

& Inquiries

&« (] & calmhsascttsmartcarenet.com/CalMHSASmarteareTrain,/|

“SmartCare  Q

&[> Program

e Administration

r_), SmartlLinks

Appointment Search

x +

pp

ation.aspx?&scld=

time=01/06/202355308 oadForPostBack=Y#His...

- @ 2 % &0 a2

L L2

Access Staff = (!)

Inquiries (162)

Recorded By All

All Programs

Client (Potential)

From 01/01/1900 [~

Vv Assigned To All

v All Locations

Client Id

1180

To 12/31/9999 -

Inquirer

1/4/2023 10:30 AM
1/3/202310:13 AM
1/1/2023 10:53 AM
12/30/2022 2:06 PM
12/30/2022 5:56 AM Williams, LaQuita
12/29/2022 3:21 PM Staff, Access
12/29/2022 2:58 PM Clinician, Robert
12/29/2022 12:04 Ph Fitzgerald, John
12/29/2022 5:25 AM Staff, Access
12/29/2022 &:17 AM Rowe, Charla
12/28/2022 5:02 PM Rowe, Charla
12/28/2022 2:37 PM Baize, Jacob
12/28/2022 12:55 P Clinician, Robert
12/28/2022 5:44 AM Williams, LaQuita
12/27/2022 4:10 PM Clinician, Robert
12/27/2022 4:01 PM Fitzgerald, John
12/27/2022 1:44 PM Sullivan, Kevin
12/27/2022 1:27 PM Sullivan, Kevin
12/27/2022 1:18 PM Fitzgerald, John
12/27/2022 1:12 PM Staff, Access
12/26/2022 9:49 PM Williams, LaQuita
12/23/2022 4:13 PM Roawea. Charla

Clinician, Robert
Rowe, Charla
Clinician, Robert

Williams, LaQuita

~ Al Dispositions v allstatus v
~ Al Urgency Level ~  All Contact Type v
Last Name First Name
Start DatefTime ¥ Recorded By Assigned To

Clinician, Robert

Sullivan, Kevin

@ streamline Healthcare Solutions | SmartCare CaLMHSASmancaleT_

Specialty Mental Health Services Clinical Documentation User Guide

All Inguiry Type
All Pricrity Population

Phone

Disposition

- [

v

Inquiry Status
In Progress
In Progress
In Progress
In Progress
In Progress
In Progress
Complete
In Progress
In Progress
In Progress
In Progress
Complete
In Progress
In Progress
In Progress
In Progress
In Progress
In Progress
In Progress
Complete
In Progre:
Comnlata

160202201170 | 5.7602|
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Client Search (2] x|

Clear
Name Search Include Client Contacts Only Include Active Clients (Checking will not allow option to creats new Client)
Broad Search Type of Client @ Individual () Organization [EGUNHIERIEEEN]
Last Name |“ H First Name Program v
Other Search Strategies
55N Search Phone # Search
DOB Search - Master Client ID Search
Primary Clinician Search hd Client ID Search
Authorization ID [ # Insured ID Search
Records Found
1D Master ID Client Name A Chosen Name SSN/EIN DOB Status  City Primary Clinician

No data to display

a. Tosearch for a client, enter their name and click “Broad Search.” You can also search by SSN by entering
their social security number and clicking “SSN Search.” You can do the same with date of birth (DOB),
phone number, etc. If you find the person in the system, meaning they show in the Records Found
section, click “Select” to bring their information into the Inquiry screen.

Client Search en

Clear

Name Search

Broad Search Type of Client ° Individual QOrganization All client Search
Last Name @ First Name Program hd

Other Search Strategies

7] Include Client Contacts || Only Include Active Clients (Checking will not allow option to create new Client)

.-
.

Records Found

ID Master ID  Client Mame A Chosen Name SSN/EIN DOB Status  City Primary Clinician

Mo data to display

3

Inquiry (New Client)
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5. This brings you to the Inquiry Details screen. Complete the information about the caller, or “Inquirer”.

a. Iftheclientis calling for themselves, select “Self” under “Relation to Client.” This way, as you enter the
caller’s information, it will push this information automatically into the “Client Information” section.

b. Make sure to input the start date and time of the call. There are buttons for “T” (today) and “Now” to

help make this quick and easy.

Inquiry Details = Guide Menu

Initial Insurance Demographics

Inquirer Information [ | Crisis

] tinigcreate Cient | register ciont EC RS ] i save [R5

.t

Relation To Client  Self

“ | First Name Manual

) Middle Name Last Mame Training

Call Back (916) 555-7878 Ext Email
Start Date 01/06/2023 ~  sartTime 05:16PM [T
——

Client Information (Potential)
First Mame  Manual piiGEE NEme . Last Name Training Client ID Sex Male
SS5N SSN Unknown/Refused DOB 06/07/2002 * Ags (20 Years ) Medi-Cal 1D
Home Phone (916) 555-7878 Cell Email

Client is not Client is Client is chronically Urgency Level
homeless homeless homeless
Addressl Inquiry type
Address2 Contact type
City Pricrity Population
State v Zip County of Residence Search here &

Presenting Problem

Client Can Legally Sign Yes No

Current Client Information (If any)

6. Complete the information about the potential client.
a. Complete the First Name and Last Name fields. Middle Name is not required but can be added as

CalMHSA

necessary.

b. Complete the SSN and DOB fields. This is for the client’s social security number (SSN) and date of birth
(DOB), respectively. If the client refuses to share, or doesn’t know, you can simply check the box “SSN
Unknown/Refused.” Once saved, this will fill in the SSN with “999999999”, which is SmartCare’s version

of “no SSN”.
c. Complete the Sex field.

d. Complete the Urgency Level, Inquiry type, and Contact type fields. The options for each field are listed in
the tables below. This includes a description of when to use each option.

e. Click Save.

Specialty Mental Health Services Clinical Documentation User Guide
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Tnquiry Details |EREER o] ot J regeircin RRORR) G o

Initial Insurance Demographics -
Inquirer Information || Crisis
Relation To Client  Self “  First Name Manual Middle Name Last Name Training
Call Back (916) 555-7878 Ext Ernail
Start Date 01/06/2023 B)~  StartTime 05:15PM m
O
Client Information (Potential) "
First Name Manual Middle Name Last Name Training | Client ID Sex Male w
SSN SSN Unknown/Refused DoB 06/07/2002 ‘l' Age (20 Years) Medi-Cal ID
°r<ome Phone | (316) 555-7878 Cell Email
Address1 Inquiry type Request for services/screening v
Address2 Contacttype  Call v
City Priority Population v
State v Zip County of Residence  Search here I
Presenting Problem Current Client Information (If any)
Client Can Legally Sign () Yes () No
rF
Urgency Level | Description/Use Case Timelines
Emergent Use if the call is an emergency Addressed immediately
Not Urgent Use if the call is a routine request for services | Appointment within 10 business days
Urgent Use if the call is an urgent request Appointment within 72 hours
Inquiry Type Description/Use Case
Requests for services/screening | Use when the reason for the call is a request for new services
Crisis Use when the reason for the call is for crisis services
Information Use when the reason for the call is for information
Discharge/Transition Use when the reason for the call is for another provider to coordinate transition
Coordination of care to/from your agency
Jail Diversion Use when the reason for the call is related to Jail Diversion programs
Consultation Use when the reason for the call is for an outside provider seeking a consultation
Other Use when the reason for the call is not addressed by any of the above
Contact Type Description/Use Case
Call Use when the inquiry was complete via telephone
Face to Face Use when the inquiry was completed via in-person, such as a
walk-in
Form Use when the inquiry was completed via form, such as a

referral that was sent to the county

Teleconference Use when the inquiry was complete via teleconference, such
as Zoom, FaceTime, Webex, or other video-audio
conferencing software
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7. Select the “Link/Create Client” button. This will bring up the client search window, with a few extra buttons at the
bottom.

Link{Create Client | Register Client n i ‘?, iﬁ B b 4

a. You must search by name by clicking on either “Broad Search” or “Narrow Search”.
b. You must also search by SSN and DOB by clicking on those respective buttons.

Client Search

en

Clear

Name Search Include Client Contacts

Only Include Active Clients (Checking will not allow optien to create new Client)

Broad Search |Type of Client @ Individual () Organization [RUENIELIEEEIG]
a

Last Name Training First Name  Manual Program hd
Other Search Strategies

SSN Search 999 99 9999 Phone # Search
DOB Search 06/07/2002 - Master Client 1D Search

Primary Clinician Search v Client ID Search

Authorization ID [ # Insured ID Search
Records Found
jin] Master ID Client Name A Chosen Name SSN/EIN DOB Status  City Primary Clinician
No data to display

Create New Client Record
C.

If no records are found based on the search you do, an alert will show at the top of the window.
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Client Search

Clear g No Search Records Found |

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

Broad Search Type of Client @ Individual () Organization [EAKNCIIESEE]

Last Name Training First Mame ~ Manual Program » |

Other Search Strategies

g

Records Found

1D Master ID Client Name A Chosen Name SSN/EIN DOB Status  City Primary Clinician

No data to display

-

Create New Client Record

d. Any search results will show in the “Records Found” area. Review the Records Found to determine if the
person is already in the system as a client.

e. Ifthe person is already a client in the system, select the button next to the appropriate record.
f.  Click “Select” to link the Inquiry to the selected client.

g. If the person is not a client, meaning no records were found matching the client’s information, click
“Create New Client Record.”
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Client Search

Name Search

Include Client Contacts

Only Include Active Clients (Checking will not allow opticn to creats naw Client)

(2] x

Broad Search Type of Client °Individual

Last Name Training

Other Search Strategies

First Name  Manual

Organization All Client Search

Program v |

55N Search
DOB Search
Primary Clinician Search

9999

06/07/2002 -

Phone # Search

Master Client ID Search

v | Client ID Search

Insured ID Search

o Authorization ID / #

Records Found

0._1 1234
1081

1072 1072
1209 1209
1096 1096
1007 1007

ID Master ID  Client Name A Chosen Name

SSN/EIN DOB Status  City Primary Clinician
9999 08/29/19... Active

9999 09/17/19... Active

9939 03/03/19... Active

9999 10/10/19... Active heavyton

9999 08/01/19... Active Clinician, Robert
9999 05/27/19... Active Test

Select Cancel

| Create New Client Record |

h. This will take you back to the Inquiry screen but now a client ID number will be added.

Remove Clent i | _Lini/Ceate Cient | Regster Cliont: B MR J=H ) save

Inquiry Details = Guide Menu

Initial Insurance

Demographics

Inquirer Information [ | Crisis

Relation To Client  Self

Call Back (916) 555-7878

Start Date 01/06/2023 -

Client Information (Potential)

v | First Name Manual

Middle Name

Last Name Training

Email

5:16 PM Now

First Name | Manual

SSN 999999999

Home Phone (916) 555-7878 Cell

Client is not Client is

homeless. homeless

Addressl
Address2

City

State ~  Zip

Presenting Problem

Client Can Legally Sign Yes No

8. Click on the “Insurance” tab.

Middle Name

SSN Unknown/Refused

Last Name
DoB

Email
Urgency Level
Inquiry type
Contact type

Priority Population

County of Residence

Training ClientID 12 Male v

06/07/2002 Age (20 Years) Medi-Cal ID

Not urgent hd

Request for services/screening w

Call v
v

Search here &

Current Client Information (If any)

Client Id: 1239

Last Inquiry Date:

Coveragde History
MNo Coverage History

a. Select “Medi-Cal” from the “Payer” drop-down and enter the client’s Medi-Cal number (CIN) in the
“Insurance ID” field. Click “Verify” to verify the client’s Medi-Cal insurance.
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Inquiry [ Remove client ink | _Lini/Crecte Cient ] Register Cient LSS R B B sove RS

Details
Initial | Insurance | Demographics
Electronic Eligibility Verification
|Payer ~  InsuranceId

Coverage Information Show Current Plans Only

Plan Insured ID Group ID Comment

Coverage Information

9. Click on the “Demographics” tab.
a. We recommend completing the “Gender Identity” and “Pronoun” fields to ensure the person is not
misgendered as additional staff engage with the client.

Inquiry Details
Initial Insurance | Demographics |

General Information

Remove Client Link | Lini/Create Ciient || Register client Fo SRR S =W [ save B4

Primary Care

~ i “ )
Coordinator Medical Provider Professional Suffix Active

Prefix v Suffix v

Identifying Information

Marital Status IGendErIdemity ~ I Sexual Orientation v
Deceased On - Cause of Death ~ Pronoun v I

<

Ethnicity Race Client declined to provide
Amerasian Alaskan Native Date of Birth
American Native American Indian Ethnicity
Asian Indian American Indian and Alaskan Native Gender Identity
Black Asian Hispanic Origin

Carmhndisn Acisn Tndian Driraans(Drafarrad | snaians

b. Complete the “Primary/Preferred Language” field. If the client does not speak English or requires an
interpreter, make sure to check the appropriate checkbox.
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Inquiry Details [ Remove Glent ik | _Lini/Create Cient ] Regiter ent E S J= Y i save

Initial D

Employment
Information

Language

Primary/Preferred Language 4 \:\ Client does not speak English Hispanic Origin v

[ ] Interprater Services Needed

Transportation Information

["] Transportation Service

Note any special needs accommodations (e.g. wheelchair, service animal, high rise)

Preferences

Communication “ Mobile Phone -
Preference Provider

Days Cm [t Cw [t [JF
Geographic

Location

Comment

10. You may enter any additional information in any of the tabs, but none are required. Once complete, enter the end

date and time of the Inquiry and change the status to “Complete”. Once again, there are “T” (today) and “Now”
buttons to make this easier.

11. Click Save. You may now close the Inquiry and move on to Screening.

Inquiry Details ~ Gude e [ Romove Clent ink | _tini/create cient ] Register Cient ECSE A =) B save |30

Initial Insurance Demographics
SuD [ Yes () No © Not Evaluated |_| Client is seeking services P
~
Injecting Drugs () Yas ) No © Unknown
Pregnant ) Yas ) No () Unknawn o Not Applicable
Disposition
Select Disposition ~
Select Service Type v
Select Provider/Agency ~
Add Provider
Add Service Type
Assigned Staff fe 2 Assigned WorkGroup ~
Disposition Comments
Add Disposition
Screening Comment - Include Follow Up and Contact Information Additional Waitlist information

End Date > End Time m Status | In Progress ~ o
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How do | document calls to the Crisis Line?

Crisis Line calls are documented on the Inquiry screen. This is simply how to document a call. Follow your county’s
procedures for handling crisis situations. Also consider the context of your crisis call when asking for information. Address
the client’s most pressing needs before attempting to gather information such as demographics or date of birth.

1. Search for the Inquiry screen using the search icon.
2. Select “Inquiries (My Office)”

= ‘SmartCare

® B ‘= Q,|ing |

- -—
e Inquiries (My Office)

@ CANS Reporting Record Summa... -
Client Inquiries (Client)

S [T - I T T ——— .

3. This will bring you to the Inquiries list page. If this call was transferred to you, search the list page to determine if
an inquiry has already been started for this client. If so, click the link in the Start Date/Time column. If an inquiry
has not been started, or if the call was direct to the crisis line, create a new inquiry by using the new icon.

8 Inquiries x + v - b x
< Cc & calmhsascttsmartcarenet.com/CalMHSASmartcareTrain/BasePages/Application.aspx?8iscld=28&time=01/06/20235530&LoadForPostBack=Y#His.. & @ = % #& O &
= “SmartCare Q * a 3 ‘J ) ? AccessStaffr (O
o c -
Inquiries (162) Ted B /| x

a Client Recorded By All v Assigned To All v Al Dispositions v | Allstatus ~ Al Inquiry Type v
All Programs. ~ Al Locations ~  AllUrgency Level v  All Contact Type Al Priority Population v
¢f» Program
From 01/01/1900 - To 12/31/9999 - Last Name First Name Phone
-._g Administration -
Client (Potential) Client Id Inquirer Start Date/Time ¥V Recorded By Assigned To Disposition Inquiry Status
L,' S 1223 1/4/2023 10:30 AM | Clinician, Robert In Progress
Appointment Search 1220 1/3/202310:13 AM  Rowe, Charla In Progress
1/1/202310:53 AM  Clinician, Robert In Progress
1217 12/30/2022 2:06 PM Williams, LaQuita In Progress
1216 12/30/2022 §:56 AM Williams, LaQuita InProgress
1215 12/29/2022 3:21 PM Staff, Access In Progress
1214 12/29/2022 2:58 PM Clinician, Robert Complete
1213 12/29/2022 12:04 Pb Fitzgerald, John In Progress
1209 12/29/2022 §:25 AM Staff, Access InProgress
1208 12/29/2022 8:17 AM Rowe, Charla In Progress
1207 12/28/2022 5:02 PM Rowe, Charla Clinician, Robert In Progress
1204 12/28/2022 2:37 PM Baize, Jacob Complete
1206 12/28/2022 12:55 Ph Clinician, Robert InProgress
1203 12/28/2022 §:44 AM Williams, LaQuita In Progress
1201 12/27/2022 4:10 PM Clinician, Robert In Progress
1200 12/27/2022 4:01 PM Fitzgerald, John In Progress
1196 12/27/2022 1:44 PM Sullivan, Kevin InProgress
12/27/2022 1:27 PM Sullivan, Kevin In Progress

1195 12/27/2022 1:18 PM Fitzgerald, John Sullivan, Kevin In Progress
1194 12/27/2022 1:12 PM Staff, Access Complete
1192 12/26/2022 9:49 PM Williams, LaQuita In Progre:

1190 12/93/2022 4:13 PM Rowe. Charla Comnlete

F——————————————— R co20220m1701 576021 ©
:
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4. This will bring up the client search window. Search to determine if the person is a client in the system. The search
includes both current and past clients. You can also skip this step by selecting “Inquiry (New Client)” if you know
for certain this person is not a client in the system (e.g. they don’t have a SmartCare client ID).
a. If there are no matching records, an alert will show at the top of the Client Search window. You may want

to try searching by DOB or SSN. If there are no results, select “Cancel.” This will take you to the Inquiry
screen.

Client Search

Clear 9 No Search Records Found

Name Search | | Include Clisnt Contacts | | Only Include Active Clients (Check

Broad Search Type of Client °Individual Crgan

b. Any search results will show in the “Records Found” area. Review the Records Found to determine if the
person is already in the system as a client. If the person is already a client in the system, select the button
next to the appropriate record. Click “Select” to link the Inquiry to the selected client. This will take you to
the Inquiry screen and pre-populate the Client Information section.

Client Search en
Clear
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 [GUERTEGIETEIG
Last Name Training First Name  Manual Program v

Other Search Strategies

SSN Search Phone # Search
DOB Search - Master Client ID Search
Primary Clinician Search ~ | Client ID Search
Authorization ID [ # Insured ID Search
Records Found
ID Master ID  Client Name 4 Chosen Name SSN/EIN DOB Status City Primary Clinician
0\1239 1239 Training, Manual 9999 06/07/20... Active

%
5. Complete the information about the caller, or “Inquirer”.

a. Complete the “Relation to Client” field. If the client is calling for themselves, select “Self”. If you’ve
already selected a client, this section will auto-populate with the client’s information. If the person is not

already a client, as you enter the caller’s information, it will push this information automatically into the
“Client Information” section.

b. Enter the start date and time of the call. There are buttons for “T” (today) and “Now” to help make this
quick and easy.

c. You may also consider getting a call back number, in case the client is disconnected or hangs up.
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Inquiry Details = Guidetens eove ot L | nCreate ciient | Register crent B A= x

Initial Insurance Demographics

Inquirer Information [ | Crisis 2
Relation To Client ' Self | First Name Manual iddle Name Last Name Training

Call Back (916) 555-7878 Email

— .
Start Date 01/06/2023 v Start Time  05:16 PM M|

Client Information (Potential) /

FirstName  Manual ame | Last Name Training Client ID Sex Male v
SSN SSN Unknown/Refused Do 06/07/2002 > Age (20 Years) Medi-Cal ID
Home Phone (916) 555-7878 Cell Email

Clientis not Clientis Client is chrenically Urgency Level "
homeless homeless homeless
Address1 Inquiry type v
Address2 Contact type ~
City Priority Population v
State ~ Zip County of Residence  Search here &
Presenting Problem Current Client Information (If any)

Client Can Legally Sign Yes No

6. If the person is not a current client, add them as a client. To do this, complete/confirm the client’s First Name and
Last Name fields.

a. Complete the SSN, DOB, and Sex fields. If the client refuses to share their SSN, doesn’t know their SSN, or
is not in a situation to answer, you can simply check the box “SSN Unknown/Refused.” Once saved, this
will fill in the SSN with “999999999”, which is SmartCare’s version of “no SSN”. If the client is unable to
provide their date of birth, enter your county’s standard response to indicate “unknown DOB”. All of
these fields can be updated at a later date.

b. Click Save.

Inquiry Details [ oo ] o ci ] e cion R

Initial Insurance Demographics

Inquirer Information || Crisis 2
Relation To Client  Self ~  First Name Manual Middle Name Last Name Training

Call Back (916) 555-7878 Ext Email

Start Date ovjosi2023 [ Q8- swerttme 720 I

I
Client Information (Potential)

First Name  Manual Middle Name Last Name Training Client ID Sex Male v
SSN 999-99-9999 SEN Unknown/Refused DoB 01/01/1900 ¥ Age (123 Years) pMadI*CSHD

Home Phone (916) 555-7878 Cell Email

: Clientis not Client is Client is chronically Urgency Level Emergent -
homsless homeless homeless

Address1 Inquiry type Crisis v
Address2 Contact type Ccall v
City Priarity Population v
State ~ Zip County of Residence Search here &

Prasenting Problem Current Client Information (If any)

7. Select the “Link/Create Client” button. This will bring up the client search window, with a few extra buttons at the
bottom.
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Link/Create Client | Register Client [F'o SO |/ I =) x

a. You must search by name by clicking on either “Broad Search” or “Narrow Search”.
b. You must also search by SSN and DOB by clicking on those respective buttons.

Client Search

en

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 [EEUERIEHIEEENE]
a

Last Name Training First Name ~ Manual Program hd
Other Search Strategies
SSN Search 999 99 9999 Phone # Search
DOB Search 06/07/2002 v Master Client 1D Search
Primary Clinician Search hd Client ID Search
Authorization ID [ # Insured 1D Search
Records Found
1D Master ID Client N\ame A Chosen Name SSN/EIN DOB Status  City Primary Clinician
No data to display

Create New Client Record

c. Ifnorecords are found based on the search you do, an alert will show at the top of the window.
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Client Search

Clear g No Search Records Found |

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

Broad Search Type of Client @ Individual () Organization [EAKNCIIESEE]

Last Name Training First Mame ~ Manual Program » |

Other Search Strategies

g

Records Found

1D Master ID Client Name A Chosen Name SSN/EIN DOB Status  City Primary Clinician

No data to display

-

Create New Client Record

d. Any search results will show in the “Records Found” area. Review the Records Found to determine if the
person is already in the system as a client.

e. Ifthe person is already a client in the system, select the button next to the appropriate record.
f.  Click “Select” to link the Inquiry to the selected client.

g. If the person is not a client, meaning no records were found matching the client’s information, click
“Create New Client Record.”
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8.

CalMHSA

Client Search e x

Name Search || Include Client Contacts || Onty Include Active Clisnts (Checking will not allow option to create new Client)
Broad Search Type of Client @ Individual () Organization [EEURE IR
Last Name Training First Namz ~ Manual Program v |

Other Search Strategies

vl
° Insured ID Search

Records Found I
ID Master ID  Client Name A Chosen Name SSN/EIN DOB Status  City Primary Clinician
0._1 1234 9999 08/29/19... Active -

% 1081 9999 09/17/19... Active
1072 1072 9939 03/03/19... Active
1209 1209 9999 10/10/19... Active heavyton
1096 1096 9999 08/01/19... Active Clinician, Robert
1007 1007 9999 05/27/19... Active Test
4

Select Cancel

| Create New Client Record |

h. This will take you back to the Inquiry screen but now a client ID number will be added.

Client Information (Potential)

First Name | Manual Middle Name Last Name Training Male v
SSN 999999999 SSN Unknown/Refused DoB 06/07/2002 Age (20 Yzars) Medi-Cal ID
Home Phone (916) 555-7878 Cell Email

Assess the urgency of the call, as sometimes people call the Crisis Line by mistake. Complete the Urgency Level,
Inquiry type, and Contact type fields. The options for each field are listed in the tables below. This includes a

description of when to use each option.

Client Information (Potential)

First Name  Manual Middle Name Last Name Training ClientID 1239 Sex Male v
SSN 999-99-9999 SSN Unknown/Refused DOB 06/07/2002 Age (20 Years) Medi-Cal ID
Home Phone (916) 555-7878 Cell mail

Client is nat Client is Client is chronically Urgency Level Emergent -
homeless homeless homeless
Address1 Inquiry type Crisis ~
Address2 Contact type Ccall v
City Priority Population v
State v Zip County of Residence  Search here &
Presenting Problem Current Client Information (If any)

Client Id: 1239
Last Inquiry Date: 01/06/23

Coverage History

Client Can Legally Sign () Yes () Na No Coverage History
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Urgency Level | Description/Use Case Timelines
Emergent Use if the call is an emergency Addressed immediately
Not Urgent Use if the call is a routine request for services | Appointment within 10 business days
Urgent Use if the call is an urgent request Appointment within 72 hours
Inquiry Type Description/Use Case

Requests for services/screening

Use when the reason for the call is a request for new services

Crisis

Use when the reason for the call is for crisis services

Information

Use when the reason for the call is for information

Discharge/Transition
Coordination

Use when the reason for the call is for another provider to coordinate transition
of care to/from your agency

Jail Diversion

Use when the reason for the call is related to Jail Diversion programs

Consultation

Use when the reason for the call is for an outside provider seeking a consultation

Other

Use when the reason for the call is not addressed by any of the above

Contact Type

Description/Use Case

Call

Use when the inquiry was complete via telephone

Face to Face

Use when the inquiry was completed via in-person, such as a
walk-in

Form

Use when the inquiry was completed via form, such as a
referral that was sent to the county

Teleconference

Use when the inquiry was complete via teleconference, such
as Zoom, FaceTime, Webex, or other video-audio
conferencing software

9. |If the person is actually in crisis, select the checkbox labeled “Crisis” at the top of the screen. This opens a new tab
where you’ll document your call with the client. If the client is not actually in crisis, document the call as
appropriate. If the client is requesting services, we recommend following the steps in How do | document a
request for services received via the Access Line?

Inquiry Details = Guide Menu

Initial Insurance Demographics Crisis

Inquirer Information Crisis g

a. Inthe Crisis tab, enter the service information. This will then open a text field for you to enter the note.
Enter narrative information in the Narration field.

Click Save.
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Inquiry Details o i | st clem ] vt cien PRIV & sevo |2
(=

Initial Insurance Demographics Crisis

Service Information

Program | SUD Screening ~ Procedure Code Crisis Intervention Services, per 15 min
Clinician  Staff, Access Location Telehealth ~
Start Date 01/06/2023 E v Start Time 6:53 PM End Time

Note

Narration

Client called reporting....

10. When you’re finished with the crisis call, navigate back to the Initial tab and scroll to the bottom of the page.
Enter the end date and time of the Inquiry and change the status to “Complete”. Once again, there are “T”
(today) and “Now” buttons to make this easier.

11. Click Save.

12. Navigate back to the Crisis tab.

Inquiry Detaits | [romors ] 11 ] Rgtr o PR R Y| 5o B

Initial  Insurance Demographics I Crisis E

SUD [ Yes (JNo @ NotEvaluated || Clientis seeking services .
v
Injecting Drugs () Yes ) No © Unknown
Pregnant () Yes () No () Unknown @ Not Applicable
Disposition
Select Disposition v
Select Service Type ~
Select Provider/agency v

Add Provider
Add Service Type
Assigned Staff fe Assigned WorkGroup v

Disposition Comments

Add Disposition

Screening Comment - Include Follow Up and Contact Information Additional Waitlist information

|End Dats 01/06/2023 B~ EndTime 08:03 PM m status [ complete v||| e

13. Click the newly available link for Open Service Note.
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Inquiry Details  Remove cuent nk | Ly create cucni ] Registercuont E R JS x

Initial Insurance Demographics _ Crisis

Service Information

Program  SUD Screening v Procedurs Code Crisis Intervention Services, per 15 min v
Clinician  Staff, Accass Location Telehealth v
Start Date 01/06/2023 v Start Time 6:53 PM End Time 7:11 PM
Note | Open Service Note |
Narration

Client called reporting...

a. This brings up a service note screen. It will pull most information forward, including creating a total
duration, based on start and end times. Enter Emergency Indicator and Mode of Delivery, as well as any
other necessary fields.

Misc Note 1080 AR NDLEOW? i @80 EE x

Effective 01/06/202 Status  ToDo Author  Staff, Access 01/08/2023 o0 EI

Service Note Billing Diagnosis Warnings Disposition

Service

Status Show ~ Start Date 01/06/2023 - v

Program SUD Screening v Start Time 6:53 PM

Procedure Crisis Intervention Services, per 15 mi v Modifier... Travel Time Minutes

Location Telehealth ~ Face to Face Time Minutes

Clinician Staff, Access Documentation Time Minutes

Mode OF Delivery ~ Total Duration 18 Minutes

Cancel Reason b Attending v
Referring v

Evidence Based Practices ~ Emergency Indicator A |

b. Click on the Note tab to confirm your narrative note was pulled forward. Add any additional information

as needed.
Misc Note HIF-0
Effective 01/06/202 Status  To Do Author  Staff

Service Note Billing DiaiEosis Warnings Disposition
Narrative

Client called reporting...

c. Click on the Billing Diagnosis tab. If the client already has a diagnosis, you can leave this section as is. If
this client does not have a diagnosis, click on the ICD 10 button.
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Misc Note i 2080crar kL EOMMm™? i @20 EE

Effective 01/06/2C [E]¥ Status ToDo Author  Staff, Access 01/06/2023 00 EI
Service Note | Billing Diagnosis | Warnings Disposition o

Billing Diagnosis

Re-Order Diagnosis ~ Refresh Diagnosis

d. This brings up a Diagnosis pop-up window. Search for a diagnosis using the code field or description field.
If you are an LPHA, you may use “Z03.89 Encounter for observation for other suspected diseases and
conditions ruled out”. If you are not an LPHA, you can select an appropriate Social Determinant of Health,
such as “Z60.0 Phase of life problem — Crisis”.

e. Select the code you want to use.

f. Scroll to the bottom of the screen.

Diagnosis ICD Ten PopUp 8

z60.0

ICDA0 | | SNOMED  Billableand Non Billable  ~

*DSM-5-TR
DSM 5/ICD 10 | Billable SNOMED ICD/ DSM Description SNOMED Description
Z60.0* Yes 105484002 Phase of life problem Midlife crisis, life event (finding) -
Z260.0* Yes 113162000 Phase of life problem Dyadic symbiosis (finding)
Z260.0* Yes 162318009 Phase of life problem Life crisis, life event (finding)
Z60.0* Yes 266965008 Phase of life problem Retirement problems (finding)
Z260.0* Yes 276080001 Phase of life problem Retirement unsettled (finding)
Z60.0* Yes 276081002 Phase of life problem Retirement maladjusted (finding)
Z60.0* Yes 301846009 Phase of life problem Empty nest syndrome (finding)
(-] Z260.0* Yes 32837002 Phase of life problem Crisis
o) Z60.0% Yes 365230008 Phase of life problem Emotional adjustment - finding
260.0* Yes 41982003 Phase of life problem Male climacteric (finding)
Z60.0* Yes 423316001 Phase of life problem Difficulty managing andropause (finding)
*Reprinted with permission from th rved. Unless suthorzed may be reproduced o used in a manne
+DSM and DS e n Psychiatric Assor noi. constilute endorsement of a
g. Click OK.

Diagnosis ICD Ten PopUp

*DSM-5-TR

DSM 5/ICD 10  Billable SNOMED ICD/ DSM Description SNOMED Description

Z60.0* Yes 105484002 Phase of life problem Midlife crisis, life event (finding) -

£60.0* Yes 113162000 Phase of life problem Dyadic symbiasis (finding)

Z60.0* Yas 162318009 Phase of life problem Life crisis, life svent (finding)

Z60.0* Yes 266965008 Phase of life problem Retirement problems (finding)

Z60.0* Yes 276080001 Phase of lifs problem Retiremeant unsattled (finding)

Z60.0* Yes 276081002 Phase of life problem Retirement maladjusted (finding)

Z60.0% Yes 301846009 Phase of life problem Empty nest syndrome (finding)
° Z60.0* Yes 32937002 Phase of life problem Crisis

Z60.0* Yes 365230008 Phase of life problem Emotional adjustment - finding

Z60.0* Yes 41982003 Phase of life problem Male climacteric (finding)

o

Z60.0* Yes 423316001 Phase of life problem Difficulty managing andropause (finding)

*Reprinted with permission from the Di

*DSM and DSH-5-TR are registered trad
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h. This brings you back to the Billing Diagnosis tab on the note. Select “1” from the drop down next to the
newly added ICD-10 code.
Once you’ve completed all pieces of the service note, click Sign. You are now finished and may close any
open screens.

Misc Note (B0 k LEOMM™? | @20 EEY X

Effective 01/06/20 [Hlv  Status  ToDo Author  Staf, Access 01/06/2023 [«

Service Note Billing Diagnosis Warnings Disposition - 0

Billing Diagnosis

—

v||  z50.0- Phase of life problem

Re-Crder Diagnosis ~ Refresh Diagnosis

What do | do when | receive a paper referral from a partner agency?
Paper referrals, meaning referrals that are received via a form, fax, paper, etc. are documented on the Inquiry screen.

1. Search for the Inquiry screen using the search icon.
2. Select “Inquiries (My Office)”

. CalMHSASmartcareTrain--29-21-2022
= ‘SmartCare Ql & &

%

o In
2 B = Q,[Ing |
e Inquiries (My Office)

) e Client Inquiries (Client)

@ CANS Reporting Record Summa...

____________ -

3. This will bring you to the Inquiries list page. Create a new inquiry by using the new icon.
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4. This will bring up the client search window. You may search to determine if the person is a current client.
person is a new client, or you cannot find them in the system, click “Inquiry (New Client)”.

CalMHSA

& Inquiries

&« (] & calmhsascttsmartcarenet.com/CalMHSASmarteareTrain,/|

“SmartCare  Q

&[> Program

e Administration

r_), SmartlLinks

Appointment Search

x +

pp

ation.aspx?&scld=

time=01/06/202355308 oadForPostBack=Y#His...

- @ 2 % &0 a2

L L2

Access Staff = (!)

Inquiries (162)

Recorded By All

All Programs

Client (Potential)

From 01/01/1900 [~

Vv Assigned To All

v All Locations

Client Id

1180

To 12/31/9999 -

Inquirer

1/4/2023 10:30 AM
1/3/202310:13 AM
1/1/2023 10:53 AM
12/30/2022 2:06 PM
12/30/2022 5:56 AM Williams, LaQuita
12/29/2022 3:21 PM Staff, Access
12/29/2022 2:58 PM Clinician, Robert
12/29/2022 12:04 Ph Fitzgerald, John
12/29/2022 5:25 AM Staff, Access
12/29/2022 &:17 AM Rowe, Charla
12/28/2022 5:02 PM Rowe, Charla
12/28/2022 2:37 PM Baize, Jacob
12/28/2022 12:55 P Clinician, Robert
12/28/2022 5:44 AM Williams, LaQuita
12/27/2022 4:10 PM Clinician, Robert
12/27/2022 4:01 PM Fitzgerald, John
12/27/2022 1:44 PM Sullivan, Kevin
12/27/2022 1:27 PM Sullivan, Kevin
12/27/2022 1:18 PM Fitzgerald, John
12/27/2022 1:12 PM Staff, Access
12/26/2022 9:49 PM Williams, LaQuita
12/23/2022 4:13 PM Roawea. Charla

Clinician, Robert
Rowe, Charla
Clinician, Robert

Williams, LaQuita

~ Al Dispositions v allstatus v
~ Al Urgency Level ~  All Contact Type v
Last Name First Name
Start DatefTime ¥ Recorded By Assigned To

Clinician, Robert

Sullivan, Kevin

@ streamline Healthcare Solutions | SmartCare CaLMHSASmancaleT_
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All Inguiry Type
All Pricrity Population

Phone

Disposition

- [

v

Inquiry Status
In Progress
In Progress
In Progress
In Progress
In Progress
In Progress
Complete
In Progress
In Progress
In Progress
In Progress
Complete
In Progress
In Progress
In Progress
In Progress
In Progress
In Progress
In Progress
Complete
In Progre:
Comnlata

160202201170 | 5.7602|
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Client Search (2] x|

Clear
Name Search Include Client Contacts Only Include Active Clients (Checking will not allow option to creats new Client)
Broad Search Type of Client @ Individual () Organization [EGUNHIERIEEEN]
Last Name |“ H First Name Program v
Other Search Strategies
55N Search Phone # Search
DOB Search - Master Client ID Search
Primary Clinician Search hd Client ID Search
Authorization ID [ # Insured ID Search
Records Found
1D Master ID Client Name A Chosen Name SSN/EIN DOB Status  City Primary Clinician

No data to display

a. Tosearch for a client, enter their name and click “Broad Search.” You can also search by SSN by entering
their social security number and clicking “SSN Search.” You can do the same with date of birth (DOB),
phone number, etc. If you find the person in the system, meaning they show in the Records Found
section, click “Select” to bring their information into the Inquiry screen.

Client Search en

Clear

Name Search

Broad Search Type of Client ° Individual QOrganization All client Search
Last Name @ First Name Program hd

Other Search Strategies

7] Include Client Contacts || Only Include Active Clients (Checking will not allow option to create new Client)

.-
.

Records Found

ID Master ID  Client Mame A Chosen Name SSN/EIN DOB Status  City Primary Clinician

Mo data to display

3

Inquiry (New Client)
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5. This brings you to the Inquiry Details screen. Complete the information about the person requesting services, or
“Inquirer”.
a. Make sure to input the date and time you received the referral in Start Date and Start Time. There are
buttons for “T” (today) and “Now” to help make this quick and easy.

Inquiry Details = Guids Men [ emove Cient Link | Link/Create Client ] Register Ciont B JeAli= x

Initial Insurance Demographics 6

Inquirer Information [ | Crisis -

Relation To Client = Self v First Name Manual Middle Name Last Name Training
Call Back (916) 555-7878 Ext Email
Start Date 01/06/2023 v  StartTime 05116 PM

Client Information (Potential)

FirstName  Manual Middle Name Last Name Training ClientID Sex Male v
SSN SEN Unknown/Refused DOB 06/07/2002 [ * Age (20 Years ) Medi-Cal ID
Home Phone (916) 555-7878 Cell Email

Client is not Client is Client is chronically Urgency Level -
homeless homeless homeless
Address1 Inquiry type v
Address2 Contact type v
City Priority Population v
State ~v Zip County of Residence Search here &
Presenting Problem Current Client Information (If any)

Client Can Legally Sign Yes No

b. To complete the rest of the referring agency’s information, navigate to the Referral Resource section
further down on the page. Your county may choose to leave the inquirer information blank and simply
enter the agency information, along with contact person, in this section. This section’s information
currently does not show on the list page, however.
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Inquiry Details

| Regster Cient SRR JE= 3 ) Save |

Initial Insurance Demographics
<r
Referral Resource
Referral Date hd Referral Type v Referral Subtype v
Crganization Name Phone
First Name Last Name
Address Line 1 Address Line 2
City State v Zip Email
Comments

6. Complete the information about the potential client.

a. Complete the First Name and Last Name fields. Middle Name is not required but can be added as
necessary.

b. Complete the SSN and DOB fields. This is for the client’s social security number (SSN) and date of birth
(DOB), respectively. If the client refuses to share, or doesn’t know, you can simply check the box “SSN
Unknown/Refused.” Once saved, this will fill in the SSN with “999999999”, which is SmartCare’s version
of “no SSN”.

c. Complete the Sex field.

d. Complete the Urgency Level, Inquiry type, and Contact type fields. The options for each field are listed in
the tables below. This includes a description of when to use each option.

e. Click Save.
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Inquiry Details | GuidsMenu [ oo Cient L | Link/Create Ciient | Register Ciient B eI~} () save (B8
=

Initial Insurance Demographics

Inquirer Information || Crisis

Relation To Client | Self “  First Name Manual Middle Name Last Name Training

Call Back (916) 555-7878 Ext Email

Start Date 01/06/2023 - StartTime 05:15 PM m

O
Client Information (Potential)
a (e
FirstName  Manual Middle Name Last Name Training | Client ID Sex Male w
SSN SSN Unknown/Refused DoB 06/07/2002 ‘l ¥ Age (20 Years ) Medi-Cal ID
oicme Phone (916) 555-7873 Cell Email -
Clientis not Client is Client is chronically u L ) -

homeless homeless homeless rgency Leve Not urgent

Address1 Ingquiry type Request for services/screening v

Address2 Contact type Call v

City Priority Population v

State ~ Zip County of Residence Search here &

Presenting Problem Current Client Information (If any)

Client Can Legally Sign Yes No

F
Urgency Level Description/Use Case Timelines
Emergent Use if the referral is an emergency Addressed immediately
Not Urgent Use if the referral is a routine request for services | Appointment within 10 business days
Urgent Use if the referral is an urgent request for services | Appointment within 72 hours
Inquiry Type Description/Use Case

Requests for services/screening

Use when the referral is a request for new services

Crisis

Use when the referral is for crisis services

Information

Use when the referral is for information

Coordination

Discharge/Transition

to/from your agency

Use when the referral is for another provider to coordinate transition of care

Jail Diversion

Use when the referral is related to Jail Diversion programs

Consultation

Use when the referral is for an outside provider seeking a consultation

Other Use when the referral is not addressed by any of the above

Contact Type Description/Use Case

Call Use when the inquiry was complete via telephone

Face to Face Use when the inquiry was completed via in-person, such as a
walk-in

Form Use when the inquiry was completed via form, such as a
referral that was sent to the county

Teleconference Use when the inquiry was complete via teleconference, such
as Zoom, FaceTime, Webex, or other video-audio
conferencing software
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7. Select the “Link/Create Client” button. This will bring up the client search window, with a few extra buttons at the
bottom.

Link{Create Client | Register Client n i ‘?, iﬁ B b 4

a. You must search by name by clicking on either “Broad Search” or “Narrow Search”.
b. You must also search by SSN and DOB by clicking on those respective buttons.

Client Search

en

Clear

Name Search Include Client Contacts

Only Include Active Clients (Checking will not allow optien to create new Client)

Broad Search |Type of Client @ Individual () Organization [RUENIELIEEEIG]
a

Last Name Training First Name  Manual Program hd
Other Search Strategies

SSN Search 999 99 9999 Phone # Search
DOB Search 06/07/2002 - Master Client 1D Search

Primary Clinician Search v Client ID Search

Authorization ID [ # Insured ID Search
Records Found
jin] Master ID Client Name A Chosen Name SSN/EIN DOB Status  City Primary Clinician
No data to display

Create New Client Record
C.

If no records are found based on the search you do, an alert will show at the top of the window.
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Client Search

Clear g No Search Records Found |

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

Broad Search Type of Client @ Individual () Organization [EAKNCIIESEE]

Last Name Training First Mame ~ Manual Program » |

Other Search Strategies

g

Records Found

1D Master ID Client Name A Chosen Name SSN/EIN DOB Status  City Primary Clinician

No data to display

-

Create New Client Record

d. Any search results will show in the “Records Found” area. Review the Records Found to determine if the
person is already in the system as a client.

e. Ifthe person is already a client in the system, select the button next to the appropriate record.
f.  Click “Select” to link the Inquiry to the selected client.

g. If the person is not a client, meaning no records were found matching the client’s information, click
“Create New Client Record.”
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Client Search

Name Search

Include Client Contacts

Only Include Active Clients (Checking will not allow opticn to creats naw Client)

(2] x

Broad Search Type of Client °Individual

Last Name Training

Other Search Strategies

First Name  Manual

Organization All Client Search

Program v |

55N Search
DOB Search
Primary Clinician Search

9999

06/07/2002 -

Phone # Search

Master Client ID Search

v | Client ID Search

Insured ID Search

o Authorization ID / #

Records Found

0._1 1234
1081

1072 1072
1209 1209
1096 1096
1007 1007

ID Master ID  Client Name A Chosen Name

SSN/EIN DOB Status  City Primary Clinician
9999 08/29/19... Active

9999 09/17/19... Active

9939 03/03/19... Active

9999 10/10/19... Active heavyton

9999 08/01/19... Active Clinician, Robert
9999 05/27/19... Active Test

Select Cancel

| Create New Client Record |

h. This will take you back to the Inquiry screen but now a client ID number will be added.

Remove Clent i | _Lini/Ceate Cient | Regster Cliont: B MR J=H ) save

Inquiry Details = Guide Menu

Initial Insurance

Demographics

Inquirer Information [ | Crisis

Relation To Client  Self

Call Back (916) 555-7878

Start Date 01/06/2023 -

Client Information (Potential)

v | First Name Manual

Middle Name

Last Name Training

Email

5:16 PM Now

First Name | Manual

SSN 999999999

Home Phone (916) 555-7878 Cell

Client is not Client is

homeless. homeless

Addressl
Address2

City

State ~  Zip

Presenting Problem

Client Can Legally Sign Yes No

8. Click on the “Insurance” tab.

Middle Name

SSN Unknown/Refused

Last Name
DoB

Email
Urgency Level
Inquiry type
Contact type

Priority Population

County of Residence

Training ClientID 12 Male v

06/07/2002 Age (20 Years) Medi-Cal ID

Not urgent hd

Request for services/screening w

Call v
v

Search here &

Current Client Information (If any)

Client Id: 1239

Last Inquiry Date:

Coveragde History
MNo Coverage History

a. Select “Medi-Cal” from the “Payer” drop-down and enter the client’s Medi-Cal number (CIN) in the
“Insurance ID” field. Click “Verify” to verify the client’s Medi-Cal insurance.
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Inquiry [ Remove client ink | _Lini/Crecte Cient ] Register Cient LSS R B B sove RS

Details
Initial | Insurance | Demographics
Electronic Eligibility Verification
|Payer ~  InsuranceId

Coverage Information Show Current Plans Only

Plan Insured ID Group ID Comment

Coverage Information

9. Click on the “Demographics” tab.
a. We recommend completing the “Gender Identity” and “Pronoun” fields to ensure the person is not
misgendered as additional staff engage with the client.

Inquiry Details
Initial Insurance | Demographics |

General Information

Remove Client Link | Lini/Create Ciient || Register client Fo SRR S =W [ save B4

Primary Care

~ i “ )
Coordinator Medical Provider Professional Suffix Active

Prefix v Suffix v

Identifying Information

Marital Status IGendErIdemity ~ I Sexual Orientation v
Deceased On - Cause of Death ~ Pronoun v I

<

Ethnicity Race Client declined to provide
Amerasian Alaskan Native Date of Birth
American Native American Indian Ethnicity
Asian Indian American Indian and Alaskan Native Gender Identity
Black Asian Hispanic Origin

Carmhndisn Acisn Tndian Driraans(Drafarrad | snaians

b. Complete the “Primary/Preferred Language” field. If the client does not speak English or requires an
interpreter, make sure to check the appropriate checkbox.
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Inquiry Details [ Remove Glent ik | _Lini/Create Cient ] Regiter ent E S J= Y i save

Initial D

Employment
Information

Language

Primary/Preferred Language 4 \:\ Client does not speak English Hispanic Origin v

[ ] Interprater Services Needed

Transportation Information

["] Transportation Service

Note any special needs accommodations (e.g. wheelchair, service animal, high rise)

Preferences

Communication “ Mobile Phone -
Preference Provider

Days Cm [t Cw [t [JF
Geographic

Location

Comment

10. You may enter any additional information in any of the tabs, but none are required. Once complete, enter the end

date and time of the Inquiry and change the status to “Complete”. Once again, there are “T” (today) and “Now”
buttons to make this easier.

11. Click Save. You may now close the Inquiry and move on to Screening.

Inquiry Details ~ Gude e [ Romove Clent ink | _tini/create cient ] Register Cient ECSE A =) B save |30

Initial Insurance Demographics
SuD [ Yes () No © Not Evaluated |_| Client is seeking services P
~
Injecting Drugs () Yas ) No © Unknown
Pregnant ) Yas ) No () Unknawn o Not Applicable
Disposition
Select Disposition ~
Select Service Type v
Select Provider/Agency ~
Add Provider
Add Service Type
Assigned Staff fe 2 Assigned WorkGroup ~
Disposition Comments
Add Disposition
Screening Comment - Include Follow Up and Contact Information Additional Waitlist information

End Date > End Time m Status | In Progress ~ o
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What do | do when someone walks in for an assessment?

Walk-in assessments can skip the Inquiry and Screening steps and go straight to

What do | do if someone calls a non-crisis line and says they’re in crisis?

When someone calls a non-crisis line saying they’re in crisis, transfer them immediately to crisis services per your county’s
policies and procedures. It’s ok if you've started an inquiry. Simply save the inquiry. The crisis services staff can continue
the inquiry from their computer.

What do | do if someone calls requesting services, but | don’t provide crisis or
screening services?

Even if you don’t provide screening or crisis services, you can still document the request for services. This is done on the
Inquiry screen.

1. Search for the Inquiry screen using the search icon.
2. Select “Inquiries (My Office)”

_ . CalMHSASmartcareTrain{-29-21-2022
= ‘SmartCare Ql * a

B iz QL |
e eInquiries (My Office)

e Client Inguiries (Client)
-~ . -— TRTT " ]

@ CANS Reporting Record Summa...

3. This will bring you to the Inquiries list page. Create a new inquiry by using the new icon.
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4. This will bring up the client search window. You may search to determine if the person is a current client.
person is a new client, or you cannot find them in the system, click “Inquiry (New Client)”.

CalMHSA

& Inquiries

&« (] & calmhsascttsmartcarenet.com/CalMHSASmarteareTrain,/|

“SmartCare  Q

&[> Program

e Administration

r_), SmartlLinks

Appointment Search

x +

pp

ation.aspx?&scld=

time=01/06/202355308 oadForPostBack=Y#His...

- @ 2 % &0 a2

L L2

Access Staff = (!)

Inquiries (162)

Recorded By All

All Programs

Client (Potential)

From 01/01/1900 [~

Vv Assigned To All

v All Locations

Client Id

1180

To 12/31/9999 -

Inquirer

1/4/2023 10:30 AM
1/3/202310:13 AM
1/1/2023 10:53 AM
12/30/2022 2:06 PM
12/30/2022 5:56 AM Williams, LaQuita
12/29/2022 3:21 PM Staff, Access
12/29/2022 2:58 PM Clinician, Robert
12/29/2022 12:04 Ph Fitzgerald, John
12/29/2022 5:25 AM Staff, Access
12/29/2022 &:17 AM Rowe, Charla
12/28/2022 5:02 PM Rowe, Charla
12/28/2022 2:37 PM Baize, Jacob
12/28/2022 12:55 P Clinician, Robert
12/28/2022 5:44 AM Williams, LaQuita
12/27/2022 4:10 PM Clinician, Robert
12/27/2022 4:01 PM Fitzgerald, John
12/27/2022 1:44 PM Sullivan, Kevin
12/27/2022 1:27 PM Sullivan, Kevin
12/27/2022 1:18 PM Fitzgerald, John
12/27/2022 1:12 PM Staff, Access
12/26/2022 9:49 PM Williams, LaQuita
12/23/2022 4:13 PM Roawea. Charla

Clinician, Robert
Rowe, Charla
Clinician, Robert

Williams, LaQuita

~ Al Dispositions v allstatus v
~ Al Urgency Level ~  All Contact Type v
Last Name First Name
Start DatefTime ¥ Recorded By Assigned To

Clinician, Robert

Sullivan, Kevin

@ streamline Healthcare Solutions | SmartCare CaLMHSASmancaleT_
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All Inguiry Type
All Pricrity Population

Phone

Disposition

- [

v

Inquiry Status
In Progress
In Progress
In Progress
In Progress
In Progress
In Progress
Complete
In Progress
In Progress
In Progress
In Progress
Complete
In Progress
In Progress
In Progress
In Progress
In Progress
In Progress
In Progress
Complete
In Progre:
Comnlata

160202201170 | 5.7602|
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Client Search (2] x|

Clear
Name Search Include Client Contacts Only Include Active Clients (Checking will not allow option to creats new Client)
Broad Search Type of Client @ Individual () Organization [EGUNHIERIEEEN]
Last Name |“ H First Name Program v
Other Search Strategies
55N Search Phone # Search
DOB Search - Master Client ID Search
Primary Clinician Search hd Client ID Search
Authorization ID [ # Insured ID Search
Records Found
1D Master ID Client Name A Chosen Name SSN/EIN DOB Status  City Primary Clinician

No data to display

a. Tosearch for a client, enter their name and click “Broad Search.” You can also search by SSN by entering
their social security number and clicking “SSN Search.” You can do the same with date of birth (DOB),
phone number, etc. If you find the person in the system, meaning they show in the Records Found
section, click “Select” to bring their information into the Inquiry screen.

Client Search en

Clear

Name Search

Broad Search Type of Client ° Individual QOrganization All client Search
Last Name @ First Name Program hd

Other Search Strategies

7] Include Client Contacts || Only Include Active Clients (Checking will not allow option to create new Client)

.-
.

Records Found

ID Master ID  Client Mame A Chosen Name SSN/EIN DOB Status  City Primary Clinician

Mo data to display

3

Inquiry (New Client)
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5. This brings you to the Inquiry Details screen. Complete the information about the caller, or “Inquirer”.
a. Ifthe clientis requesting services for themselves, select “Self” under “Relation to Client.” This way, as you
enter the caller’s information, it will push this information automatically into the “Client Information”

section.

b. Make sure to input the start date and time of the call. There are buttons for “T” (today) and “Now” to

help make this quick and easy.

Inquiry Details = Guide Menu

T cceecien [ o PO ) 6 o B

e

Initial Insurance Demographics
Inquirer Information [ | Crisis
Relation To Client = Self v | First Name Manual ) Middle Name Last Mame Training
Call Back (916) 555-7878 Ext Email
Start Date 01/06/2023 ~  sartTime 05:16PM [T
-

Client Information (Potential)
First Mame  Manual PriiGUE Name Last Name Training Client ID Sex Male
SS5N SSN Unknown/Refused DOB 06/07/2002 ~ Age (20 Years) Medi-Cal 1D
Home Phone (916) 555-7878 Cell Email

Client is not Client is Client is chronically u L |
homeless homeless homeless reency Leve
Addressl Inquiry type
Address2 Contact type
City Pricrity Population
State v Zip County of Residence Search here &

Presenting Problem

Client Can Legally Sign Yes No

Current Client Information (If any)

6. Complete the information about the potential client.

CalMHSA

a.

Complete the First Name and Last Name fields. Middle Name is not required but can be added as
necessary.

Complete the SSN and DOB fields. This is for the client’s social security number (SSN) and date of birth
(DOB), respectively. If the client refuses to share, or doesn’t know, you can simply check the box “SSN
Unknown/Refused.” Once saved, this will fill in the SSN with “999999999”, which is SmartCare’s version
of “no SSN”. These fields can be changed in the future if necessary.

Complete the Sex field. This field can be changed in the future if necessary.

Complete the Urgency Level, Inquiry type, and Contact type fields. The options for each field are listed in
the tables below. This includes a description of when to use each option.

Click Save.
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Tnquiry Details |EREER o] ot J regeircin RRORR) G o

Initial Insurance Demographics -
Inquirer Information || Crisis
Relation To Client  Self “  First Name Manual Middle Name Last Name Training
Call Back (916) 555-7878 Ext Ernail
Start Date 01/06/2023 B)~  StartTime 05:15PM m
O
Client Information (Potential) "
First Name Manual Middle Name Last Name Training | Client ID Sex Male w
SSN SSN Unknown/Refused DoB 06/07/2002 ‘l' Age (20 Years) Medi-Cal ID
°r<ome Phone | (316) 555-7878 Cell Email
Address1 Inquiry type Request for services/screening v
Address2 Contacttype  Call v
City Priority Population v
State v Zip County of Residence  Search here I
Presenting Problem Current Client Information (If any)
Client Can Legally Sign () Yes () No
rF
Urgency Level | Description/Use Case Timelines
Emergent Use if the call is an emergency Addressed immediately
Not Urgent Use if the call is a routine request for services | Appointment within 10 business days
Urgent Use if the call is an urgent request Appointment within 72 hours
Inquiry Type Description/Use Case
Requests for services/screening | Use when the reason for the call is a request for new services
Crisis Use when the reason for the call is for crisis services
Information Use when the reason for the call is for information
Discharge/Transition Use when the reason for the call is for another provider to coordinate transition
Coordination of care to/from your agency
Jail Diversion Use when the reason for the call is related to Jail Diversion programs
Consultation Use when the reason for the call is for an outside provider seeking a consultation
Other Use when the reason for the call is not addressed by any of the above
Contact Type Description/Use Case
Call Use when the inquiry was complete via telephone
Face to Face Use when the inquiry was completed via in-person, such as a
walk-in
Form Use when the inquiry was completed via form, such as a

referral that was sent to the county

Teleconference Use when the inquiry was complete via teleconference, such
as Zoom, FaceTime, Webex, or other video-audio
conferencing software
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7. Select the “Link/Create Client” button. This will bring up the client search window, with a few extra buttons at the
bottom.

Link{Create Client | Register Client n i ‘?, iﬁ B b 4

a. You must search by name by clicking on either “Broad Search” or “Narrow Search”.
b. You must also search by SSN and DOB by clicking on those respective buttons.

Client Search

en

Clear

Name Search Include Client Contacts

Only Include Active Clients (Checking will not allow optien to create new Client)

Broad Search |Type of Client @ Individual () Organization [RUENIELIEEEIG]
a

Last Name Training First Name  Manual Program hd
Other Search Strategies

SSN Search 999 99 9999 Phone # Search
DOB Search 06/07/2002 - Master Client 1D Search

Primary Clinician Search v Client ID Search

Authorization ID [ # Insured ID Search
Records Found
jin] Master ID Client Name A Chosen Name SSN/EIN DOB Status  City Primary Clinician
No data to display

Create New Client Record
C.

If no records are found based on the search you do, an alert will show at the top of the window.
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Client Search

Clear g No Search Records Found |

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

Broad Search Type of Client @ Individual () Organization [EAKNCIIESEE]

Last Name Training First Mame ~ Manual Program » |

Other Search Strategies

g

Records Found

1D Master ID Client Name A Chosen Name SSN/EIN DOB Status  City Primary Clinician

No data to display

-

Create New Client Record

d. Any search results will show in the “Records Found” area. Review the Records Found to determine if the
person is already in the system as a client.

e. Ifthe person is already a client in the system, select the button next to the appropriate record.
f.  Click “Select” to link the Inquiry to the selected client.

g. If the person is not a client, meaning no records were found matching the client’s information, click
“Create New Client Record.”
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Client Search

Name Search

Include Client Contacts

Only Include Active Clients (Checking will not allow opticn to creats naw Client)

(2] x

Broad Search Type of Client °Individual

Last Name Training

Other Search Strategies

First Name  Manual

Organization All Client Search

Program v |

55N Search
DOB Search
Primary Clinician Search

9999

06/07/2002 -

Phone # Search

Master Client ID Search

v | Client ID Search

Insured ID Search

o Authorization ID / #

Records Found

0._1 1234
1081

1072 1072
1209 1209
1096 1096
1007 1007

ID Master ID  Client Name A Chosen Name

SSN/EIN DOB Status  City Primary Clinician
9999 08/29/19... Active

9999 09/17/19... Active

9939 03/03/19... Active

9999 10/10/19... Active heavyton

9999 08/01/19... Active Clinician, Robert
9999 05/27/19... Active Test

Select Cancel

| Create New Client Record |

h. This will take you back to the Inquiry screen but now a client ID number will be added.

Remove Clent i | _Lini/Ceate Cient | Regster Cliont: B MR J=H ) save

Inquiry Details = Guide Menu

Initial Insurance

Demographics

Inquirer Information [ | Crisis

Relation To Client  Self

Call Back (916) 555-7878

Start Date 01/06/2023 -

Client Information (Potential)

v | First Name Manual

Middle Name

Last Name Training

Email

5:16 PM Now

First Name | Manual

SSN 999999999

Home Phone (916) 555-7878 Cell

Client is not Client is

homeless. homeless

Addressl
Address2

City

State ~  Zip

Presenting Problem

Client Can Legally Sign Yes No

8. Click on the “Insurance” tab.

Middle Name

SSN Unknown/Refused

Last Name
DoB

Email
Urgency Level
Inquiry type
Contact type

Priority Population

County of Residence

Training ClientID 12 Male v

06/07/2002 Age (20 Years) Medi-Cal ID

Not urgent hd

Request for services/screening w

Call v
v

Search here &

Current Client Information (If any)

Client Id: 1239

Last Inquiry Date:

Coveragde History
MNo Coverage History

a. Select “Medi-Cal” from the “Payer” drop-down and enter the client’s Medi-Cal number (CIN) in the
“Insurance ID” field. Click “Verify” to verify the client’s Medi-Cal insurance.
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Inquiry [ Remove client ink | _Lini/Crecte Cient ] Register Cient LSS R B B sove RS

Details
Initial | Insurance | Demographics
Electronic Eligibility Verification
|Payer ~  InsuranceId

Coverage Information Show Current Plans Only

Plan Insured ID Group ID Comment

Coverage Information

9. Click on the “Demographics” tab.
a. We recommend completing the “Gender Identity” and “Pronoun” fields to ensure the person is not
misgendered as additional staff engage with the client.

Inquiry Details
Initial Insurance | Demographics |

General Information

Remove Client Link | Lini/Create Ciient || Register client Fo SRR S =W [ save B4

Primary Care

~ i “ )
Coordinator Medical Provider Professional Suffix Active

Prefix v Suffix v

Identifying Information

Marital Status IGendErIdemity ~ I Sexual Orientation v
Deceased On - Cause of Death ~ Pronoun v I

<

Ethnicity Race Client declined to provide
Amerasian Alaskan Native Date of Birth
American Native American Indian Ethnicity
Asian Indian American Indian and Alaskan Native Gender Identity
Black Asian Hispanic Origin

Carmhndisn Acisn Tndian Driraans(Drafarrad | snaians

b. Complete the “Primary/Preferred Language” field. If the client does not speak English or requires an
interpreter, make sure to check the appropriate checkbox.
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Tnquiry Details

Initial D

Employment

Information

Language

Primary/Preferred Language v Client does not speak English Hispanic Origin v

Interpreter Sarvices Needed

Transportation Information

Transportation Service

Note any special needs accommodations (e.g. wheelchair, service animal, high rise)

Preferences

Communication Mobile Phone
Preference Provider

Days M T w Th F

Geographic

Location

Comment

10. You may enter any additional information in any of the tabs, but none are required. Once complete, enter the end
date and time of the Inquiry. Once again, there are “T” (today) and “Now” buttons to make this easier. Leave the
status as “In Progress”.

11. Click Save. You may now close the Inquiry. Your Access Team will likely have procedures to monitor the Inquiries
list page to address any that are in progress. If your county does not have these procedures, we recommend that
you notify the appropriate person per your county’s procedures.
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Inquiry Details = Guids Men [ Romove Clent ink | _tini/create Cient ] Register Cient ESEMRCH I= ] B save |B8

Initial Insurance Demographics
sUD Yas Mo © Not Evaluated Client is seeking services -
~
Injecting Drugs Yas No © Unknown
Pregnant Yas No Unknown Not Applicable
Disposition
Select Disposition ~
Select Service Type v
Select Provider/Agency v
Add Provider
Add Service Type
Assigned Staff & Assigned WorkGroup ~
Disposition Comments
Add Disposition
Screening Comment - Include Follow Up and Contact Information Additional Waitlist information

End Date ¥ End Time m Status | In Progress ~ o

How can | view requests for services that are pending?
Viewing all inquiries, both completed and pending, is done in the Inquiries list page.

1. Search for the Inquiry screen using the search icon.
2. Select “Inquiries (My Office)”

. CalMHSASmartcareTrain-29-21-2022
= ‘SmartCare

@ CANS Reporting Record Summa...

Qg 1]

e Inquiries (My Office) N

Client Inguiries (Client)
-/ .. ... .

L LY DR - FNTIRY TN .

3. This will bring you to the Inquiries list page. Use the filters as necessary, such as filtering the status to show only
“In Progress”. The “Recorded By” column indicates who created the inquiry. The
4. To see the details of an inquiry, click on the link in the “Start Date/Time” column.
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% Inguiries X+

& c

“SmartCare Q % a

# calmhsascttsmartcarenet.com/CalMHSASmartcareTrain/BasePages/Application.aspx?&scld =28&time=01/06/202355308 LoadForPostBack=Y#His... & @ |&

£ P92

w 0 &

Access Staff + Q)

Inquiries (162)

TR L

ODQER x

Recorded By All v Assigned To All ~  All Dispositions ~  All Status ~  All Inquiry Type v
All Programs v | All Locations v AllUrgency Level v All Contact Type v | All Priority Population v
From 01/01/1900 . v To 12/31/9999 v Last Name First Name Phone
Client (Potential) Client Id Inquirer Start Date/Time ¥  Recorded By Assigned To Disposition Inquiry Status
Ll} Smartlinks 1223 M /2023 10:30 AM ian, Robert In Progress
Appointment Search 1220 , harla In Progress
1/1/2023 10:53 AM 1an, Robert In Progress
1217 12/30/2022 2:06 PM Williams, LaQuita In Progress
1216 12/30/2022 §:56 AM Williams, LaQuita In Progress
1215 12/29/2022 3:21 PM Staff, Access In Progress.
1214 12/29/2022 2:58 PM Clinician, Robert Complete
1213 12/29/2022 12:04 Ph Fitzgerald, John In Progress
1209 12/29/2022 5:25 AM Staff, Access In Progress
1208 12/29/2022 §:17 AM Rowe, Charla In Progress
1207 12/28/2022 5:02 PM Rowe, Charla Clinician, Robert In Progress.
1204 12/28/2022 2:37 PM Baize, Jacob Complete
1206 12/28/2022 12:55 Pk Clinician, Robert In Progress
1203 12/28/2022 5:44 AM Williams, LaQuita In Progress
1201 12/27/2022 4:10 PM Clinician, Robert In Progress
1200 12/27/2022 4:01 PM Fitzgerald, John In Progress.
1196 12/27/2022 1:44 PM Sullivan, Kevin In Progress
12/27/2022 1:27 PM Sullivan, Kevin In Progress
1195 12/27/2022 1:18 PM Fitzgerald, John Sullivan, Kevin In Progress
1194 12/27/2022 1:12 PM Staff, Access Complete
1192 12/26/2022 9:49 PM Williams, LaQuita In Progre:
1190 12/93/2022 4:13 PM Rowe. Charla Comnlete

® Streamline Healthcare Solutions | SmartCare | CalMHSASmartcareTs

160202201170 | 5.7602| €@

5. Onceinthe Inquiry Details screen, you can assign the inquiry to a staff member by navigating to the “Inquiry
Handled By” section and use the “Assigned Staff” field. This field shows on the Inquiries list page, meaning staff

can sort by inquiries that are assigned to them.

Inquiry Details

Initial Insurance Demographics

Inquiry Handled By

Remove Clent ink | _Li/Create Cient ] Register Ciint IS |

Recorded By C
Program

Location

CalMHSA

w Gatherad By Other

~ Information Gathered By Charla Rowe

v | Assigned To
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Life Cycle of the Client: Screening

Generally speaking, after a request for services is made, the client is screened to determine if they are appropriate for the
types of services the county and its providers offer. There are three main screening tools used for this:

1. Adult Medi-Cal Mental Health Screening Tool — Created by DHCS, this tool is used to determine if an adult client
(age 21+) is appropriate for Specialty Mental Health Services or if they’d be better served by one of the county’s
Managed Care Plans.

2. Youth Medi-Cal Mental Health Screening Tool — Created by DHCS, this tool is used to determine if a youth client
(age 0-20) is appropriate for Specialty Mental Health Services or if they’d be better served by one of the county’s
Managed Care Plans.

3. BQuIP SUD Screening Tool — Commissioned by DHCS and created by UCLA, the Brief Questionnaire for Initial
Placement, or BQuIP, is a screening tool that generates recommendations for initial placement for individual
seeking treatment for substance use disorders.

Note: There are times a screening can be skipped and a client moved directly to the assessment phase. This is often the
case for programs that work directly with partner agencies to expedite the access process. For example, Child Welfare
Services may request an assessment on a foster youth without requiring a screening first. Review your county’s policies
and procedures for more details.

Most often, the screening will be completed when the client calls the county’s Access Line. Most Access Line staff are
trained to do a screening, or the client can be immediately transferred to someone who is trained. In some cases,
however, a screening may be assigned to a staff member to complete after the initial call. For example, if the client calls
the a number other than the Access Line.

Set up for Screening

Before doing a screening tool, you need to enroll the client in a program. We recommend using an Access program for
this.

1. Todocument the referral in SmartCare, you must first have the client open, then click the Search icon.
2. Type Client Programs into the search bar.
3. Click to select Client Programs (Client).

Q1 * - ITraiﬂilﬁj;, Manual (1239) =+ %

0 [client programs -_‘\']r”

9 Client Programs (Client) | n

-

4. This takes you to the Client Programs list page. Click on the “new” icon.

CalMHSA Specialty Mental Health Services Clinical Documentation User Guide Page 61



CalMHSASmartcareTrain | 09-21-20:

= ‘SmartCare Q W% & Iraining Manual(1239) + X £ £ 9 ? RobertClinician~ ®
& B = ClientPrograms (0) O wi|D x

l'l_ My Office > 4

; Client > All Programs Al Statuses w  Other v

L} Smartlinks Program Status Enrolled Discharged Assigned Staff Primary Last DOS Next DOS

Mo data to display

Select the program your county uses for screening services.
Change the Status to “Enrolled”.

Enter the Enrolled Date.

Click Save.

© N

Program Assignment Details ¢ iedgREEE X

Program Assignment

General
IProgram Name ~ I:I Primary q:urrent Status ~ II

Training, Manual

Assigned Staff

Requested Date B~
Enrolled Date
Comment dDischarged Date [Tk
Next Schedule
Service

How do | complete an Adult Medi-Cal Screening Tool?

1. You must first have the client open, then click the Search icon.
2. Type Adult Medi-Cal Screening Tool into the search bar.
3. Click to select Adult Medi-Cal Screening Tool (Client).

Training, Manuel (1268) =

Q [screening

Adult Medi-Cal Screening Tool (Client) [

4. Inthe CDAG Program Enrollment window pop-up, click the drop down and click to select the appropriate

program.
5. Click OK to continue.
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CDAG Program Enrollment ? R

Select Program Enrollment

MH Screening-10/03/2022 v

6. The Adult Medi-Cal Screening Tool document will open. Complete the document.

Adult Medi-Cal Screening Tool Fi:280ca 060 A
Effective 01/18/2023 Status  New Author  Staff, Access v 00 @
Adult Medi-Cal Mental Health Screening Tool o
1. Is this an emergency or crisis situation? ()Yes (_INo

2. Can you tell me abeout the reason you are seeking mental health services today?

3. Are you currently receiving mental health treatment? ( Yes | INe
4, Have you ever sought help before today for your mental health needs? ( JYes ( INo
5. Are you currently taking, or have you ever taken, any prescription mental health | Yes | INe
medication?

6. Are you without housing or a safe place to sleep? ( IYes ( /No

7. Are you having difficulties in important areas of your life like school, work, . .
relationships, or housing, because of how you are feeling or due to your mental (_J¥es (_JNo
health?

8. Have you recently had any changes or challenges with areas of your life, suchas .
persconal hygiens, sleep, energy level, appetite, weight, sexual activity, [_J¥es | INo
concentration, or motivation?

9. Have you completely withdrawn from all or almost all of your relationships, such -
as family, friends, or other important people?

10. Have you sought emergency treatment for emotional distress or been admitted -~
to a psychiatric hospital in the past year?

a. Any alerts will show at the top of the page.

Adult Medi-Cal Screening Tool

9 #*%%% Please immediately proceed with existing emergency or crisis protocols #*¥%%*

Effective 01/18/2023 [f]® Status  New ' Author  Staff, Access

Adult Medi-Cal Mental Health Screening Tool

1. Is this an emergency or crisis situation? ©ves (I No

b. Any recommendation will show at the bottom of the page.
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7.

Assessment Score and Summary

Total Score: g

Refer to MHP or directly to an MHP provider for a clinical assessment.

Click Sign to complete and generate the document.

Adult Medi-Cal Screening Tool Fi80O«as T80 X
Effective 01/18/2023 [}  Status  New Author  Staff, Accass v («]]

9. Have you complstely withdrawn from all or almost all of your relationships, such o‘(es .

as family, friends, or other important people? /No
10. Have you sought emergancy treatment for emotional distress or been admitted |Yes ° No
to a psychiatric hospital in the past year?
11. In the past month, have you had thoughts about ending your life, wished you
were dead, or wished you could go to sleep and not wake up?

°Yes (_INo
(If “yes”, then immediately coordinate referral to a clinician for further evaluation of
suicidality after the screening is completed.)
12, Have you recently engaged in any self-harming behavior like cutting or hurting °Yes iNo
yourself?
13. Are you concerned about your current level of alcohol or drug use? °Yes Ne
14, Has alcohol or any other drug or medication caused you to behave in a way that
was dangerous to yourself or others (e.g., impaired driving, overdose, aggression, °Yes No

loss of memory, being arrested, stc.)?

(If "yes" to question 13 or question 14, then please offer and coordinate referral to
the county behavioral health plan for substance use disorder assessment in addition
to the mental health referral generated by the score.)

Assessment Score and Summary

Total Score: g

Refer to MHP or directly to an MHP provider for a clinical assessment. o

How do | complete a Youth Medi-Cal Screening Tool?

1. You must first have the client open, then click the Search icon.
2. Type Youth Medi-Cal Screening Tool into the search bar.

3.

4.

CalMHSA

Click to select Youth Medi-Cal Screening Tool (Client).

Training, Manuel (1268) <

outh medi-
|3 Youth Medi-Cal Screening Tool (Clien |

In the CDAG Program Enrollment window pop-up, click the drop down and click to select the appropriate

program.
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5. Click OK to continue.

CDAG Program Enrollment ? R

Select Program Enrollment

MH Screening-10/03/2022 v

6. The Youth Medi-Cal Screening Tool document will open. Complete the document. The wording of the questions
varies slightly depending on if you're screening the youth directly or gathering information from a parent or
guardian. The system will automatically alter the language to match the appropriate DHCS form.

Youth Medi-Cal Screening Tool F:20802 T80 x

Effective 01/18/2023 [f]¥  Status  New Author  Staff, Access v (1]

Youth Medi-Cal Screening Tool o

All fields marked with an asterisk * are required

1. Is this an emergency or crisis situation? * Yes (_No
2. Are you calling about yourself or about someone else? * For Myself For Someone Else

3. Can you tell me the reason for your call? *

4. Are you currently or have you ever been in juvenile hall, on probation, or

under court supervision? * Yes (JNo
b. How old are you? *
6. How many months since you last saw your pediatrician of primary care -
doctor?
7. Are you currently in foster care or involved in the child welfare system? Yes No
8. Have you ever been in foster care of receiving child welfare services? Yes No
9. Are you currently without housing or a safe place to sleep? Yes (_JNo
10. Have you ever been without housing or a safe place to sleep? Yes No
11. Are you having thoughts, feeling or behaviors hat make it hard for you at

Yes [ No
home, school, or work?
12. Are you having thoughts, feelings or behaviors that make it hard to be with Yes No

your friends or have fun?

13, Are you often absent from school, work, or activities due to not feeling
well? Yes [ No

a. Any alerts will show at the top of the page
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Youth Medi-Cal Screening Tool

Q *%%% Please immediately proceed with existing emergency or crisis protocols %%

Effective 01/18/2023 []w Status New Author  Staff, Accass

Youth Medi-Cal Screening Tool

All fields marked with an asterisk * are required

1. Is this an emergency or crisis situation? * Qves (No

b. Anyrecommendations will show at the bottom of the page.

Assessment Score and Summary

Total Score: 7

Refer to MHP
Connect to MCP for a pediatrician visit
Immediately refer to a clinician for evaluation on homicidality and/or suicidality after assessment
Refer to county behavioral health plan for SUD assessment

7. Click Sign to complete and generate the document.

. . - . -

Youth Medi-Cal Screening Tool F:280«aTED X

Effective 01/18/2023 Status  New Author  Staff, Accass v («]~]

14. Is a person who takes care of you often not around or unable to take °‘f’es N

care of you? -

15. Do you feel unsupported or unsafe? ( IYes o No

16. Is anyone hurting you? oYes ( 'No

17. Are you having trouble with drugs or alcohol? °Yes ( 'No

18. Is anyone in your family who lives with you having trouble with °Yes “INe

drugs or alcohol? -

19. Do you hurt yourself on purpose? °Yes ( ' No

20. In the past month, have you had thoughts about ending your life, 7 Yes o No

wished you were dead, or wished you could go to sleep and never wake up? -

21. Do you have plans to hurt others? ( | Yes o No

22. Has somecne cutside of your family told you that you need help Vas ° No

with anxiety, depression, or your behaviors? -

23. Have you been seen in the hospital to get help for a mental ‘ Yas o No

health condition within the last six months?

Assessment Score and Summary

Total Score: 7

Refer to MHP
Connect to MCP for a pediatrician visit
Immediately refer to a clinician for evaluation on homicidality and/or suicidality after assessment
Refer to county behavioral health plan for SUD assessment
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How do | complete a BQulP SUD Screening Tool?

1. You must first have the client open, then click the Search icon.
2. Type BQuIP into the search bar.
3. Click to select BQuIP — Brief Questionnaire for Initial Placement (Client).

nar
Q"% % & Training, Manual (1239)

e ~
Q [BQuIA | ]
e BQJIP Brief Questionnaire for ]:nltIEI.l\___/ n

Placement (Client)

4. The BQuIP document will open. Complete the document. Not all questions are visible, as only the next question
will show. This allows you easier access to the Clinical Comments field for taking notes as you’re working through
the screening. As you answer questions, you may be alerted to stop the screening and follow crisis protocols,
based on the client’s answers.

BQuIP - Brief Questionnaire for Initial Placement i BOerns o0& D0 X

—_—

Effective 01/14/202 V Status New Author  Rowe, Charla A4

1) Which of the following drugs or alcohol have you used in the last 12 months?
(Read list and select all that apply) 5]

Opiates/opioids Stimulants
Alcohol ) . L P | p . . 4]
(e.g., heroin, prescription narcotics) (2.g., cocaine, amphstamines)
Cannabis

(e.g., marijuana,
Tetrahydrocannabinol (THC])

Benzodiazepinas

. N Other drug(s) @
(e.g., sedatives, {ranqufzers,‘a erdrughs)

Mone
Skip this question

Click here if you stopped the BQulP early, but NOT FOR IMMEDIATE INTERVENTION. (Mo recommendation will be generated)
Record clinical notes here:

a. Alerts will be highlighted and give you directions as you answer questions.
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3.) Are you currently experiencing SEVERE WITHDRAWAL symptoms?
(2.g., tremors/shaking, recent seizures, hallucinations, vomiting, diarrhea, racing heartbeat or other significant physical sympto.

Oves Cno
ALERT: HIGH POTENTIAL FOR CLINICALLY RISKY WITHDRAWAL. CONSIDER NEED FOR IMMEDIATE INTERVENTION.
(2.g.. provide immediate medical consult or referral to emergency room/ 311 or onsite withdrawal management if appropriate/available)

Check this box and click "Sign" if you are ending this assessment early for immediate intervention.
-0R-

Press this button to indicate that immediate intervention is not needed, and to display the next question

5. Once complete, click Sign to complete and generate the document.

BQuIP - Brief Questionnaire for Initial Placement E:&B80O«na . T2D X I

Effective 01/14/202: w  Status  New Author  Rowe, Charla ~ .

16.) Of the drugs we have talked about, have you injected any in the last year?
°Yes Ne

Check this box to indicate that emergency services were engaged for Recovery Environment.

Interview complete- Please click "Sign" or "Save" in the top right.

Click here if you stopped the BQUIP early, but NOT FOR IMMEDIATE INTERVENTION. (Mo recommendation will be generated)
Record clinical notes here:

Comments and notes here|

What do | do if the screening indicates that the client should be referred to the

County’s (MHP) system of care?

Since the MHP’s system of care includes county owned and operated programs as well as contracted providers, you'll

have to first determine if the provider you'll be referring to uses the county’s instance of SmartCare or not.

How to refer to a county or contractor program that uses SmartCare:

1. Todocument the referral in SmartCare, you must first have the client open, then click the Search icon.

2. Type Client Programs into the search bar.
3. Click to select Client Programs (Client).

QT % & Training, Manual (1239) 4+ X

Q) |client programs T

e Client Programs (Client) n

4. This takes you to the Client Programs list page. Click on the “new” icon.
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CalMHSASmartcareTrain | 09-21-20:

“SmartCare

Q W & Training Manual(1239) + X é

L9

? Robert Clinician = (D

mn

—

= Client Programs (0)

OwxilD x -

My Office > 4
; Client > All Programs v All Statuses v Other v
L) SmartLinks Program Status Enrolled Discharged Assigned Staff Primary Last DOS Next DOS
Mo data to display
’ .
5. Select the program you're referring to.
“ ”n
6. Change the Status to “Requested”.
7. Enter the Requested Date.
. - =0
= “SmartCare Q & & Training Manual (1239) + x = f ) ? Robert Clinician~ ()
— 2 a + . -
& B = Program Assignment Details CidmD x
I'L My Office >
Program Assignment
& Client >
General
[ Ssmartlinks
| Program Mame ~ [ Primary I Current Status v
Training, Manual
Assigned Staff ~ I Requested Date o
Enrolled Date -
Comment Discharged Date e
Next Schedule
Service
Removed
Unused e -
Removed ::} —_ [} J (] J
Remavad v
Removed
History
Status Requested D Enrolled Da Discharged D Assigned St Primary Prerequisi Priority Populs ::::::Zr Modified By Modified On Comment Disch e
No data to display -
® Streamline Healthcare Solutions | SmartCare | CalMHSASmartm_ 160202201170 | 5.7602| o
8. Click Save.
CalMHSA
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“SmartCare

CalMHSASmartcareTrain | 09-21-20

Q W & Training Manual (1239) + X

Robert Clinician ~ (D

- H
‘I'L My Office

- Client

L’ SmartLinks

i=  Program Assignment Details

>
Program Assignment

>

General

Program Name Outpatient MH Adult v

Assigned Staff ~

|| Primary Currant Status

Training, Manual

Requested Date

Enrolled Date

Comment Discharged Date

Next Schedule
Service

Requested v

01/05/2023 B~

Removed

Unused [ —

Removed

Removed

Removed

History

Status Requested D Enrolled Da Discharged D Assigned S5t Primary Prerequisi Priority Populs LIy

No data to display

@ Streamline Healthcare Solutions | SmartCare | CaLMHSASmarlcareT_

Modified By Modified On Comment Disch: ea
Number

160202201170 | 5.7602| o

9. |If this program allows you to schedule intake assessments on their behalf, open the Appointment Search screen.
If this program does not allow you to schedule intake assessments on their behalf, you’re finished and may close.

a.
b.
C.

Click the Search icon.

Type Appointment Search into the search bar.
Click to select Appointment Search.

Training, Manual (1239) 4+ X

appointment search

e Appointment Search (My Office)

d. Use the filters to limit the search to intake appointments for that program and any other requests the
client has, such as client’s availability. Then click Search.
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Appointment Search kL ?x

Plan  Any ~  Service Area  Any ~  Programs Outpatient MH Adult ~

. License
Location = Any W Staff Any w  License Any Group Any v
Sex  Any v  Speciality Any v  Category  Any v Allow Overbooking Up to Appointment(s)
Minutes 90 From  8:00 AM & To 800PM Te 3 Any Weekday M T w T F 5 5
Only show time slots marked as Free Appt. Type  Intake ~ Start Date  01/09/2023 h

Ignore Age Range Preference Search for Client Training, Manual &% Q. Unable to Offer a Timely

Staff Name Date/Time Duration Type Location Name

Mo Appointment(s) Available

e. This will bring up a list of available appointments. If the client declines the first few available appointment
dates, click on the “Client Refuses Appointment” icon. This will be used for tracking timeliness. Note: you
only need to decline 1 appointment per day. In the below example, there are 3 available appointments on
1/9/23 and 3 available appointments on 1/10/23. You would only need to decline one of these
appointments on each date, so you would only decline 2 total appointments, not all 6.

Appointment Search (26) wThd?x
Plan  Any v Service Area  Any ~  Programs Outpatient MH Adult v -
Location  Any w  Staff Any ~  Llicense  Any é:;i;se Any ~
Sex  Any ~  Speciality  Any ~  Category  Any v Allow Overbooking Up to Appointment(s)
Minutes 90 From  8:00AM A& To 200PM e Any Weekday M T w T F s 5
Only show time slots marked as Free Appt. Type | Intake ~ Start Date 01/24/2023 v
Ignore Age Range Preference Search for Client Training, Manual & Q  Unable to Offer a Timely Appt.

iff Name Date/Time A Duration Type Location Name
(@l stephan, Khristy 01/09/2023 8:00 AM 120 mins Intake
[@ X  clinician, Robert 01/09/2023 8:00 AM 120 mins Intake
[@ X Clinician, Robert 01/09/2023 1:00 PM 180 mins Intake
[@ X stephan. Knristy 01/10/2023 8:00 AM 120 mins Intake
[@ X clinician, Robert 01/10/2023 8:00 AM 150 mins Intake
[@ X Clinician, Robert 01/10/2023 1:00 PM 180 mins Intake
@ X stephan, Khristy 01/11/2023 8:00 AM 120 mins Intake
[@ X Clinician, Robert 01/11/2023 8:00 AM 150 mins Intake
@ X stephan, Khristy 01/12/2023 8:00 AM 120 mins Intake
[@ X cClinician, Robert 01/12/2023 8:00 AM 150 mins Intake
[@ X stephan. Knristy 01/13/2023 8:00 AM 120 mins Intake
[@ X cClinician, Robert 01/13/2023 8:00 AM 150 mins Intake
@] X stephan, Knristy 01/16/2023 8:00 AM 120 mins Intake
[@ X Clinician, Robert 01/16/2023 8:00 AM 150 mins Intake
@ X stephan, Khristy 01/17/2023 8:00 AM 120 mins Intake
[@ X Clinician, Robert 01/17/2023 8:00 AM 150 mins Intake o =

f.  Clicking on the “Client Refuses Appointment” icon will bring up a pop-up window. Enter the Refusal
Reason and then click “OK”.
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CalMHSA

g.

Refusal Reason

Appointment Search (26)

Plan

Any

Location

Sex

Any

Minutes

Only show time slots marked as Free

Any

0

v  Service Area

Refusal Reason

~  Staff

~  Speciality = Any

From 8:00 AM

Ignore Ags Range Preference

2]
@l
2]
]
L]
@l
gl

=]
(@]
gl
7]
l
(@]
gl
@l

AAXAAXXAXAXAAXXAXX XX

Staff Name
Stephan, Khristy

Clinician, Robert

Clinician, Robert

Stephan, Khristy

Clinician, Robert

Clinician, Robert

Stephan, Khristy
Clinician, Robert
Stephan, Khristy

Clinician, Robert

Stephan, Khristy

Clinician, Robert

Stephan, Khristy
Clinician, Robert

Stephan, Khristy

Clinician, Robert

&

v

Specify if Other

|
Uxm

v Allow Overbooking Up to

Any “  Programs Outpatient MH Adult
Any ~ License = Any
~  Category  Any
To 8:00PM Fe 2 Any Weekday M T
Appt. Type  Intake A4

Search for Client Training, Manual

Date/Time

01/09/2023 5:00 AM
01/09/2023 8:00 AM
01/09/2023 1:00 PM
01/10/2023 8:00 AM
01/10/2023 8:00 AM
01/10/2023 1:00 PM
01/11/2023 8:00 AM
01/11/2023 8:00 AM
01/12/2023 8:00 AM
01/12/2023 8:00 AM
01/13/2023 5:00 AM
01/13/2023 8:00 AM
01/16/2023 8:00 AM
01/16/2023 8:00 AM
01/17/2023 8:00 AM
01/17/2023 8:00 AM

(2] x]

License
Group

B w

B

Any

F

Start Date 01/24/2023 B~

A Duration
120 mins
120 mins
180 mins
120 mins
150 mins
180 mins
120 mins
150 mins
120 mins
150 mins
120 mins
150 mins
120 mins
150 mins
120 mins
150 mins

For the appointment that the client chooses, click on the “Schedule Appointment” icon.

whd ?x

~

Appointment(s)

S 5

Type

Intake
Intake
Intake
Intake
Intake
Intake
Intake
Intake
Intake
Intake
Intake
Intake
Intake
Intake
Intake

Intake

& Q Unable to Offer a Timely Appt.

Location Name

h. This takes you to the Service Detail screen. Confirm/enter the appointment information. You can also
denote if the person needs transportation or interpretation services.
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Service Detail o Regenerate Charze  FAJSCIRL I I o B+ & SN NER B save x

Service Detail  Billing Diagnosis Disposition I
Service L
Training, Manua... Status Scheduled W |Start Date I01I1612D23 E 'l Program OQutpatient MH Adult v
|Procedure " Mental Health Assessment by Non-Physi v ‘l Start Time | 10:30 AM Total Duration ;?nutes
Clinician Name  Clinician, Robert ~ End Date 01/16/2023
Location Office w | Attending ¥  Referring v
ei!::t was QOther Person(s) Present Cancel Reason v
m Charge $234.90 Balance Rate ID 275
Billabls \:\ Do Not Complete
Mode OF Delivery  Face-to-face A
Travel Time Minutes Note E E o
Face to Face Time Minutes
Documentation Time Minutes
[ Override Charge Amount Overridden By
Evidence Based Practices hd \:\ Qverride Errors Overridden By
Transportation Service No v \:\ Interprater Services Needed

How to refer to an agency or program that doesn’t use SmartCare:

1. To document the referral in SmartCare, you must first have the client open, then click the Search icon.
2. Type Client Information into the search bar.
3. Click to select Client Information (Client).

% & Training, Manual (1239) 4+ X

Q, |client information

Client Infermation (Client)

4. Navigate to the “External Referral” tab.
5. Complete the information about the referral you're providing. Put yourself as the Referring Provider.
6. Click “Insert”.
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Q W & Training Manual (1239) + X

& & 9D 2?2 RrobertClinician~ O

Client Information

General Aliases Demographics Financial Release of Information Log

0 i

Contacts Family External Referral Interfaces

]
Custom Fields
Referral Information Referral Follow-Up e
Referral Information Open PC Providers
Referral Date - Type of Provider v Provider Name v
Provider Information (address, phone number, fax number, etc.)
Referring
Provider Q
Referral Reason
Reason for Referral 1 ~ Reason for Referral 2 ~
Reason for Referral 3 ~
Comments
List of Referrals
Referral Date Type of Provider Provider Name Referral Status

Mo data to display

7. Your referral should now show in the List of Referrals section. Click Save.

CalMHSA
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Client Information OB i x

General Aliases Demographics Financial Release of Information Log Contacts Family External Referral Custom Fields

Referral Information Referral Follow-Up

Referral Information Open PC Providers
Referral Date - Type of Provider ~ Provider Name -

Provider Information (address, phone number, fax number, etc.)

Referring
Provider o

Referral Reason

Reason for Referral 1 v Reason for Referral 2 ~
Reason for Referral 3 w
Comments

List of Referrals

Referral Date Type of Provider Provider Name Referral Status

x 01/06/2023 Substance Use Services Provider Happy County Recovery

How do | document follow-up done on an external referral?

1. Todocument follow-up on a referral in SmartCare, you must first have the client open, then click the Search icon.
2. Type Client Information into the search bar.
3. Click to select Client Information (Client).

Q" &% & Training, Manual (1239) 4+ X

Q [client information I

e Client Information (Client) [ |

4. Navigate to the “External Referral” tab.
5. Click on the Referral Follow-Up tab.
6. Select the referral you want to follow up on from the List of Referrals.
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Client Information 0i* x

General Aliases Demographics Financial Release of Information Log Contacts Family I External Referral | Interfaces

Custom Fields

Referral Information [ Referral Follow-Up
Appointment Information

Appointment Date @ A Appointment Time

Comment

Follow Up Information

Did patient make appointment | ) Yes O No If No Select Reason why hd
\Rfi?‘e:;ved All Informstion en J Additional Follow up needed? O ¥es ONo
Comments Referral Status v
List of Referrals
Referral Date Type of Provider Provider Name Referral Status
') 01/16/2023 Managed Care Plan Covered Califernia |

7. If there’s any information already added to this referral, it brings up the information in the top part of the screen.
From here, enter your follow up information.

8. Click Modify to save your changes.

9. If you selected the wrong referral, click clear.

10. Once the client has successfully completed the referral process, enter “Complete” in the Referral Status.

11. Once you've finished entering any follow ups, click Save.

Client Information oi~2EE x

General Aliases Demographics Financial Release of Information Log Contacts Family External Referral Interfaces 1 1

Custom Fields
Referral Information Referral Follow-Up
Appointment Information

Appointment Date @ v Appeintment Time

Comment
MCP reports client has not made an appointment or any contact. Called and left the client a message on 1/20/23.

Follow Up Information

Did patient make appointment | JYes ONo If No Select Reason why v
\szcf?'“d AllInformationon Additional Follow up nesded? ives e
Comments Referral Status v
Modify
List of Referrals 8
Referral Date Type of Provider Provider Name Referral Status
)( o 01/16/2023 Managed Care Plan Covered California
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Client Information

General Aliases

Demographics

Financial

Release of Information Log

Contacts Family

External Referral

0 i " e

Interfaces

Custom Fields

Referral Information

Referral Follow-Up

Appointment Information

Appointment Date

Comment

@~

Appointment Time

MCP reports client has not made an appointment or any contact. Called and left the client a message on 1/20/23.

Follow Up Information

Did patient make appointment

Received All Information on
Visit?

Comments

List of Referrals

Yes No

If No Select Reason why

Additional Follow up nseded? Yes

Referral Status

No

Referral Date

K © 01/16/2023

Type of Provider

Managed Care Plan

Provider Name

Covered California

Referral Status

What do | do if the screening indicates that the client should be referred to the
Managed Care Plan (MCP)?

If the screening indicates that you need to refer the client to the MCP, follow your county’s current procedures for

referring to the MCP.

1.

To document the referral in SmartCare, you must first have the client open, then click the Search icon.

2. Type Client Information into the search bar.
Click to select Client Information (Client).

3.

CalMHSA

oo’ 122 |

Q' x &

Training, Manual (1239)

+ X

Qlclientinformation

v

e Client Information (Client)

Navigate to the “External Referral” tab.
Complete the information about the referral you’re providing. For a referral to the Managed Care Plan, select
Managed Care Plan from the Provider Type dropdown. Put yourself as the Referring Provider.

Click “Insert”.
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Q W & Training Manual (1239) + X

& & 9D 2?2 RrobertClinician~ O

Client Information

General Aliases Demographics Financial Release of Information Log

0 i

Contacts Family External Referral Interfaces

]
Custom Fields
Referral Information Referral Follow-Up e
Referral Information Open PC Providers
Referral Date - Type of Provider v Provider Name v
Provider Information (address, phone number, fax number, etc.)
Referring
Provider Q
Referral Reason
Reason for Referral 1 ~ Reason for Referral 2 ~
Reason for Referral 3 ~
Comments
List of Referrals
Referral Date Type of Provider Provider Name Referral Status

Mo data to display

7. Your referral should now show in the List of Referrals section. Click Save.

CalMHSA
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Client Information 0% i X

General Aliases Demographics Financial Release of Information Log Contacts Family External Referral Custom Fields

Referral Information Referral Follow-Up

Referral Information Open PC Providers
Referral Date - Type of Provider ~ Provider Name ~

Provider Information (address, phone number, fax number, etc.)

Refarring
Provider e 3

Referral Reason

Reason for Referral 1 v Reason for Referral 2 v
Reason for Referral 3 v
Comments
List of Referrals
Referral Date Type of Provider Provider Name Referral Status
>< 01/06/2023 Managed Care Plan Covered California

o

What do | do if the screening indicates that the client should be referred to
additional services, such a Primary Care Physician?

If the screening indicates you need to refer to additional services with providers that do not use your county’s instance of
SmartCare, follow your county’s procedures for sending these referrals.

8. To document the referral in SmartCare, you must first have the client open, then click the Search icon.
9. Type Client Information into the search bar.
10. Click to select Client Information (Client).

oo ] | -
Q" &% & Training, Manual (1239) 4+ X

Q [client information I

e Client Information (Client) |

11. Navigate to the “External Referral” tab.
12. Complete the information about the referral you're providing. Put yourself as the Referring Provider.
13. Click “Insert”.
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& & 9D 2?2 RrobertClinician~ O

Client Information

General Aliases Demographics Financial Release of Information Log

0 i

Contacts Family External Referral Interfaces

]
Custom Fields
Referral Information Referral Follow-Up e
Referral Information Open PC Providers
Referral Date - Type of Provider v Provider Name v
Provider Information (address, phone number, fax number, etc.)
Referring
Provider Q
Referral Reason
Reason for Referral 1 ~ Reason for Referral 2 ~
Reason for Referral 3 ~
Comments
List of Referrals
Referral Date Type of Provider Provider Name Referral Status

Mo data to display

14. Your referral should now show in the List of Referrals section. Click Save.
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Client Information O i X

General Aliases Demographics Financial Release of Information Log Contacts Family External Referral Custom Fields

Referral Information Referral Follow-Up

Referral Information Open PC Providers

Referral Date - Type of Provider v Provider Mame ~
Provider Information (address, phone number, fax number, etc.)

Referring

Provider o

Referral Reason

Reason for Referral 1 v Reason for Referral 2 v
Reason for Referral 3 v
Comments

List of Referrals

Referral Date Type of Provider Provider Name Referral Status

X 01/06/2023 Primary Cars Physician Who, Docter

Supervisor/Front Desk: What do | do when there’s a program enroliment request
for a program that manages its own scheduling?

Some programs in your county may not allow other staff to schedule intake appointments, instead keeping this task solely
within this program. When someone requests enrollment in this type of program, you will be expected to schedule the
initial intake appointment.

1. You must first have the client open, then click the Search icon.
2. Type Appointment Search into the search bar.
3. Click to select Appointment Search.

Crnar i

Smar | ain] 05-21-2023
Q1 & & Training, Manual (1239) 4+ X

Q [appoin‘lmem search [

e Appointment Search (My Office] n
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4. Use the filters to limit the search to intake appointments for that program and any other requests the
client has, such as client’s availability. Then click Search.

Appointment Search whdE?x
Plan  Any “ Service Area  Any ~  Programs Outpatient MH Adult A =
; N Licanse
Location = Any ~v  Staff Any ~  Llicense  Any ~ o Any ~
Sex | Any ~  Speciality Any v  Category  Any v Allow Cverbooking Up to Appointment(s)
Minutes 90 From  8:00 AM A To 800PM be Any Waekday M T w T F 5 5

Only show time slots marked as Free Appt. Type  Intake ~ Start Date  01/09/2023 = g

Ignore Age Range Preference Search for Client Training, Manual & Q  Unable to Offer a Timely

Staff Name Date/Time Duration Type Location Name

Mo Appointment(s) Available

5. This will bring up a list of available appointments. If the client declines the first few available appointment
dates, click on the “Client Refuses Appointment” icon. This will be used for tracking timeliness. Note: you
only need to decline 1 appointment per day. In the below example, there are 3 available appointments on
1/9/23 and 3 available appointments on 1/10/23. You would only need to decline one of these
appointments on each date, so you would only decline 2 total appointments, not all 6.

Appointment Search (26) AThE?x

Plan  Any v Service Area Any ~  Programs Outpatient MH Adult ~ -
. License

Location = Any v Staff Any “  Llicense Any Group Any v
Sex | Any v  Speciality Any ~  Category  Any v Allow Overbooking Up to Appointment(s)
Minutes 90 From  8:00 AM A& To &00PM re 3 Any Weekday M T w T F 5 5
Only show time slots marked as Free Appt. Type  Intake ~ Start Date 01/24/2023 =R
Ignore Age Range Preference Search for Client | Training, Manual & Q. Unable to Offer a Timely Appt.

_15
-
o
3
o

Date/Time A Duration Type Location Name
(@l Stephan, Khristy 01/09/2023 8:00 AM 120 mins Intake
(@l > Clinician, Robert 01/09/2023 8:00 AM 120 mins Intaks
@ x Clinician, Robert 01/09/2023 1:00 PM 180 mins Intake
[@ & stephan, Khristy 01/10/2023 8:00 AM 120 ming Intake
@ x Clinician, Robert 01/10/2023 8:00 AM 150 mins Intake
@ x Clinician, Robert 01/10/2023 1:00 PM 180 mins Intake
@ X stephan, Khristy 01/11/2023 8:00 AM 120 mins Intake
@ X Clinician, Robert 01/11/2023 8:00 AM 150 mins Intake
@ X stephan, Khristy 01/12/2023 8:00 AM 120 mins Intake
@ X Clinician, Robert 01/12/2023 8:00 AM 150 mins Intake
@ X stephan, Khristy 01/13/2023 8:00 AM 120 mins Intake
@] & clinician, Robert 01/13/2023 8:00 AM 150 mins Intake
@] K stephan, Khristy 01/16/2023 8:00 AM 120 mins Intake
@] 2 clinician, Robert 01/16/2023 8:00 AM 150 mins Intake
@] K stephan, Khristy 01/17/2023 8:00 AM 120 mins Intake
[@] 2 clinician, Robert 01/17/2023 8:00 AM 150 mins Intake o =

6. Clicking on the “Client Refuses Appointment” icon will bring up a pop-up window. Enter the Refusal
Reason and then click “OK”.
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Refusal Reason

Refusal Reason

v|

Specify if Other

|
Omm

en

7. For the appointment that the client chooses, click on the “Schedule Appointment” icon.

Appointment Search (26)

Plan

Any

Location = Any

Sex

Any

Minutes

Only show time slots marked as Free

90

v Service Area

v Staff

~  Speciality  Any

From §:00 AM

Ignore Age Range Preference

(&
L]
]
L]
8]

XXX AXXXXX XXX XX

Staff Name

Stephan, Khristy

Clinician, Robert
Clinician, Robert
Stephan, Khristy

Clinician, Robert

Clinician, Robert

Stephan, Khristy

Clinician, Robert
Stephan, Khristy
Clinician, Robert
Stephan, Khristy

Clinician, Robert

Stephan, Khristy

Clinician, Robert

Stephan, Khristy

Clinician, Robert

&

~  Allow Overbooking Up to

Any %  Programs Outpatient MH Adult
Any v license  Any
~  Category  Any
To 8:00PM Fe Any Weekday M T
Appt. Type  Intake

Search for Client  Training, Manual

Date/Time

01/09/2023 8:00 AM
01/09/2023 8:00 AM
01/09/2023 1:00 PM
01/10/2023 8:00 AM
01/10/2023 8:00 AM
01/10/2023 1:00 PM
01/11/2023 8:00 AM
01/11/2023 8:00 AM
01/12/2023 8:00 AM
01/12/2023 8:00 AM
01/13/2023 8:00 AM
01/13/2023 8:00 AM
01/16/2023 8:00 AM
01/16/2023 8:00 AM
01/17/2023 8:00 AM
01/17/2023 8:00 AM

License
Group

BwET

F

v StartDate 01/24/2023 E~

A Duration
120 mins
120 mins
180 mins
120 mins
150 mins
180 mins
120 mins
150 mins
120 mins
150 mins
120 mins
150 mins
120 mins
150 mins
120 mins

150 mins

WAL ? X

A

Appointment(s)

5 &

® Q Unable to Offer a Timely Appt.

Type

Intake
Intake
Intake
Intake
Intake
Intake
Intake
Intake
Intake
Intake
Intake
Intake
Intake
Intake
Intake

Intake

Location Name

ov

8. This takes you to the Service Detail screen. Confirm/enter the appointment information. You can also
denote if the person needs transportation or interpretation services.
9. Once complete, click Save. The appointment is now scheduled and you are finished.
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Service Detail

Service Detail  Billing Diagnosis

Authorization(s)

Disposition

Service
Training, Manua... Status Scheduled W |5‘tart Date ‘01f16j2023 IE v| Program Cutpatient MH Adult
T T 90
|Procedure Mental Health Assessment by Non-Physi | Start Time  10:30 AM Total Duration Minutes
Clinician Name | Clinician, Robert v End Date 01/16/2023
Location Office v | Attending v Referring v
e:g::t was Other Person(s) Present Cancel Reason w
| Group... | Charge §234.90  Balance Rate ID 275
Billable || Do Not Complete
Ede Of Delivery Face-to-face v I
Travel Time Minutes Note E E o
Face to Face Time Minutes
Documentation Time Minutes
|:| Qverride Charge Amount Overridden By
Evidence Based Practices - |:| Override Errors Overridden By
Transportation Service No v E| Interprater Servicas Needed
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Life Cycle of the Client: Intake and Assessment

Once a person has been screened and is referred to a county, the next step is a full clinical assessment. However, there is
also an intake process in order to enroll the client in the appropriate program and complete necessary program and legal
documentation. In this section, we’ll start with the basic intake process, then cover how to complete the intake
paperwork packet, and then cover the clinical assessment and diagnosis.

Intake and Assessment Process Steps:

Find or create the client in SmartCare.
Enroll the client in the assessment program.

vk wnN e

Complete the clinical assessment.

Confirm/enter the client’s information, such as contact information, insurance, and basic demographics.
Complete the necessary intake documentation for your program.

Front Desk: A client has arrived for their intake/assessment appointment. What

do | do?

1. Open the Reception view, if not already done so.
a. Click the Search icon.
b. Type “Reception” in the search bar.

c. Select “Reception/Front Desk (My Office)” from the search results.

QY% A a
a-a
Q[receptiow ]
e Reception Views (Administration 0
e Reception/Front Desk (My Dfﬁce-]\rh/ n

d. This will bring up the Reception/Front Desk view. Select your program from the Views dropdown menu.
Your system administrator can set up the appropriate list for your location. If you’ve used this screen
before, it should populate from the most recent view you used.

e. Click Apply Filter to apply the view filter.
2. Tocheckin a client, click the link in the Status column.

Reception/Front Desk (14)

01/23/2023 9~ [ Allviens T Rl satuses ~  Allclinicians v
TimeA Client Flags Procedure  Status  Staff Balance  Comment Locations
@ 8:00.. i 8 *EN PsychoThege | Sched... | Clinigian, R... $0.00 Add Office
(V] 11:0. i 8 vMEY Alcohol Sched... Clinician,S... $0.00 Add Office
~—
© 11:0. i 0 @ m @[ Acoholan.. Sched.. Clinician, S.. $0.00 Add Office
@) 11:0. i O ®™ i U EAcoholan. Sched.. Clinician,S... $0.00 Add Office
(@) 11:0. io Alcoholan...  Sched... Clinician,§... S0.00 Add Office
[©) 11:0. i 0 Alcoholan... Sched... Clinician,S... 0.00 Add Office
() 2:00. i O m i %GroupPsy.. Sched.. Clinician,R..  $369.80 Add Community ...
© 2:00. i © i i ™ MGoupPsy.. Sched. Clinician,R.. 0.00 Add Community ...
© 2:00. ie Group Psy..  Sched. Clinician, R... $0.00 Add Community ...
) 2:00. i ® ™ i © GroupPsy.. Sched.. Clinician,R... 0.00 Add Community ...
©@ 2:00. i @ © i M GroupPsy.. Sched.. Clinician,R.. $0.00 Add Community ...
© 2:00... i O i m B GroupPsy. Sched.. Supervisor,. 0.00 Add Community ..
@ 2:00.. i O M i U EGoupPsy.. Sched.. Supervisor,. $0.00 Add Community ...
Q) 2:00.. i 0 Group Psy...  Sched.. Supervisor.. — $939.60 Add Community ...

Programs
Outpatient M...
SUD Outpatie..
SUD Outpatie..
SUD Outpatie..
5UD Outpatie..
5UD Outpatie..
Outpatient M...
Outpatient M...
Outpatient M...
Outpatient M...
Outpatient M...
Outpatient M...
Outpatient M...

Outpatient M.

Primary Ins.

Medi-Cal DMC

Medi-Cal DMC

Medi-Cal MH

Medi-Cal DMC

Medi-Cal MH

Medi-Cal MH

Medi-Cal MH

Medi-Cal MH

Medi-Cal DMC

<
.
13
Be

HEHEBEBEBBHBEEBEBEHABE
HHHHHEHHEBEHHEHABEBEHABR
SHAHEHEHEEHAHEHABEEBEHAR
HHHHHHEHHHHBHHEHHAR

a. This will bring up a pop-up window which auto-populates to “Show.” Click Change to check the client in.

CalMHSA Specialty Mental Health Services Clinical Documentation User Guide

Page 85



Change Status 9 [ x|

Show v

a

b. You can also use this to cancel the appointment or mark the client as a no-show. If you mark this as
“Cancel,” you'll need to enter the reason for cancellation. If you mark this as “cancel” or “no show,” you
can NOT undo this.

Change Status (2] x|

H Cancel ~ ]|

I Select Cancel Reason ~

3. Toopen the client’s chart, click on the link in the Client column.

Reception/Front Desk (14) BeRAiBOANLS B\ x
01/23/2023 [~ Allviews v Alstatuses v Allcinicans v
TimeA Client Flags Procedure  Status  Staff Balance  Comment  Locations Programs Primary Ins.
© g00.. | E i B v@ED PsychoTh..  Sched.. Clinician, R... S0.00 Add Office Outpatient M...  Medi-Cal DMC
@ 110.. i 8 *@ED Alcoholan... Sched.. Clinician, S.. 50,00 Add Office SUD Outpatie..  Medi-Cal DMC
@ 110. i 0 v ™ @M Acoholan.. Sched.. Clinician,S... 5000 Add Office SUD Outpatie...  Medi-Cal MH
()] 11:0. i O M i U EAccholan.. Sched.. Clinician,S... $0.00 Add Office SUD Outpatie...  Medi-Cal DMC
© 110. iv Alcoholan... Sched.. Clinician,S... S0.00 Add Office SUD Outpatie...
O] 110, io Alcoholan... Sched... Clinician,S.. $0.00  Add Offiee SUD Outpatie...
o)) 2:00. i © ®™ i[%GroupPsy.. Sched.. GClinician,R..  $369.80 Add Community..  Outpatient M...
@ 2:00. i O i i ™ MGroupPsy.. Sched.. Clinician,R... $0.00 Add Community...  OutpatientM...  Medi-Cal MH
(0) 2:00.. i8 Group Psy...  Sched..  Clinician, Ru. $0.00 Add Community..  Outpatient M.  Medi-Cal MH
© 2:00. i @ ®™ i O GroupPsy.. Sched.. Clinician,R... 5000 Add Community...  Outpatient M..  Medi=Cal MH
@ 2:00... i @ O i WMGouwpPsy.. Sched.. Clinician,R... $0.00 Add Community...  Outpatient M...  Medi-Cal MH
© 2:00. i © i m™ B[ GroupPsy.. Sched.. Supervisor.. 5000 Add Community..  Outpatient M...
@ 2:00. i O ™ i U EGroupPsy.. Sched.. Supervisor,.. $0.00 Add Community ... Outpatient M...  Medi-Cal DMC
(0) 2:00.. ivo Group Psy.. Sched.. Supervison.. — $939.60 Add Community..  Outpatient M...

4. Open the Client Programs list page.
a. Click the Search icon.
b. Type “Client Program” in the search bar.
c. Select “Client Programs (Client)” from the search results.

Training, Manual (1239)._ 5 B @ + x

Client programs

9 Client Programs (Client) n

5. Find your program on the list and click on the link in the Status column, which should be listed as “Requested.”
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Client Programs (2) O&4xELDB x

All Programs v All Statuses v Other v Apply Filter
Program Name Status Enrolled ¥ Discharged Assigned Staff Primary  Last DOS Next DOS
Qutpatient MH Adult Enrolled 01/13/2023 Yes 01/19/2023 08:00 AM
Outpatient MH Adolesc... Reguested No

6. This takes you to the Client Program Details screen. Change the Status to “Enrolled”.

7. This unlocks the Enroliment Date field. Enter today’s date in the Enroliment Date field.
8. Click Save.

Program Assignment Details Cison x

Program Assignment -

General

Program Name CQutpatient MH Adult v Primary _A‘Gurrem Status " Enrolled v”
Training, Manual

Assigned Staff W

Requested Date 01/05/2023 -
'_‘{Enruued Date ]

Comment Discharged Date

Next Schedule
Service

9. The next steps in the process are to complete the intake documentation packet, confirm the client’s information,
and for the clinician to complete the clinical assessment. Complete the documents you are responsible for.
Follow the steps in How do | complete Intake Documents?. If you have documents that were completed on paper
that need to be scanned in to SmartCare, see How do | scan a document into the client’s record? If you need

additional information on a specific form, see their respective section (e.g. Privacy and Consents; Clinical
Documents; Intake and Other Forms; State Reporting).

Front Desk: A person has walked in for an assessment at a walk-in clinic. What do
| do?

1. Use the Client Search screen to determine if the person is a client already in the system.

PEZI-2022

< ClientSearch> T

a. Ifthey are already a client in the system, select them to open their record.
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Client Search en

Clear
Name Search Include Client Contacts Only Include Active Clients (Checking will not allow option to creats new Client)
Broad Search Type of Client @) Individual () Organization All Client Search
Last Name Training First Name "Mamal‘ H Program v |

Other Search Strategies

9

Records Found

ID Master ID Client Name A Chosen Name SSN/EIM DOB Status  City. Primary Clinician
| o 1244 1244 Test, Problemlist 9684 06/19/20... Active |

Create New Potential Client
Registration | Inquiry (Selected Client)

b. If they are not a client in the system, click “Create New Potential Client”. You’ll have to search individually
by name, date of birth (DOB), and social security number (SSN) in order to create a new client.

Client Search (20 |

Inquiry (New Client)

MName Search Include Glient Gontacts Only Include Active Glients (Checking will not allow option to create new Glient)

Type of Client °Individual Organization

Last Name @I First Mame Frogram hd

Other Search Strategies

N

Phone # Search
hd Master Client ID Search

v Client ID Search

Insured ID Search

Records Found

jin] Master ID ClientName A Chosen Name SSH/EIN DOE Status  City Primary Clinician

Mo data to display

Inguiry (New Client)
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Open the Client Programs list page.
a. Click the searchicon.
b. Typein “Client Programs”
c. Select “Client Programs (Client)” from the search results.

____ a IMTU9-21-2022 ]
raining, Manual (1239) m

|Q [client programs |

LY Client Programs (Client)

Confirm the client needs an assessment. If you just created a new client, obviously they’ll need an assessment.
However, if the person was already a client in the system, you’ll want to check to see if they already are
connected to services. Look at the Client Programs to see if the client is already open to a program that can share

an assessment with your program. If the client does need an assessment, enroll them in your program by clicking
the New icon.

Q

& Training, Manual (1239) B0+ x £ f D ? AccessStaff~ (D
Client Programs (2)
All Programs ~ | AllStatuses ~  Other Apply Filter
Program Name Status Enrolled % Discharged Assigned Staff Primary  Last DOS Next DOS
Outpatient MH Adult Enrolled 01/13/2023 Yes 01/19/2023 08:00 AM
Qutpatient MH Adolesc... Requested No

Complete the Client Program Details screen.

Select your program from the dropdown menu.

Enter the status of the program as “enrolled”.

Enter the enrollment date. This will be today’s date. You may leave the requested date blank.

If known, enter the assigned staff. You can also enter any comments related to this program enrollment.
Click Save.

. . + . =
Program Assignment Details CiNoDEES
e
Program Assignment
General
I Program Name = Outpatient MH Adolescent v Primary Current Status Enrolled v |

Training, Manual
Assigned Staff | Clinician, Robert v Requested Date 01/19/2023 i

=R
Adding additional services..l Enrolled Date 01/21/2023 .

® oo oo

Comment Discharged Date

MNext Schedule
Service

The next steps in the process are to complete the intake documentation packet, confirm the client’s information,
and for the clinician to complete the clinical assessment. Complete the documents you are responsible for.
Follow the steps in How do | complete Intake Documents?. If you have documents that were completed on paper
that need to be scanned in to SmartCare, see How do | scan a document into the client’s record? If you need
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additional information on a specific form, see their respective section (e.g. Privacy and Consents; Clinical
Documents; Intake and Other Forms; State Reporting).

Clinical: A client has arrived for their intake/assessment appointment at a
program where we don’t have a receptionist checking clients in. What do | do?

1. Open the client’s record, if not already done so.
a. You can do this from your Staff Calendar by selecting their appointment on your calendar.

at b
Staff Calendar ] ST x@
82 single-Staff view ~ | Clinician, Robert LCSW Licensed Clinii v | 30 Minutes Intervals - showing 1-1/1 [T L]

i Today | O Day & week @ Month ' Refresh < > Jan192023
Clinician, Robert

THU

1/19

£:00AM [ € 8:00 AM - 10:30 AM
Intake Hours

9:00 AM

10:00 AM

© 10:30 AM - 12:00 PM
Client Assessment Time

11:00 AM

12:00PM  § € 12:00 PM - 1:00 PM
Lunch

T:00PM B € 1:00 PM - 4:00 PM
Client Appointments

b. You can also do this using the Client Search screen.

s JZL

-;_IQ Client Search ]I

i< Client Search > |

2. Open the Client Programs list page.
a. Click the Search icon.
b. Type “Client Program” in the search bar.
c. Select “Client Programs (Client)” from the search results.

_____ a An|U9-21-2022 ]
raining, Manual (1239) B

LY Client Programs (Client)

3. Find your program on the list and click on the link in the Status column, which should be listed as “Requested.”
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Client Programs (2) Ok LD % x

All Programs v All statuses v Other v Apply Filter
Program Name Status Enrolled ¥ Discharged Assigned Staff Primary  Last DOS Next DOS

Outpatient MH Adult Enrolled 01/13/2023 Yes 01/19/2023 08:00 AM
Qutpatient MH Adolesc... Requested No

4. This takes you to the Client Program Details screen. Change the Status to “Enrolled”.
5. This unlocks the Enrollment Date field. Enter today’s date in the Enroliment Date field.

6. Click Save.

5 - + s AR =
Program Assignment Details CEe iAo e
Program Assignment
General
Program Name Cutpatient MH Adolescent v Primary Current Status Requested v
Training, Manual
Assigned Staff v Reguested Date 01/05/2023 . v
B
Enrolled Date
Comment Discharged Date

Next Schedule
Service

7. Complete your required documents. Depending on your program, this may include intake forms in addition to
clinical assessment documents. Follow the steps in How do | complete Intake Documents?. If you have documents
that were completed on paper that need to be scanned in to SmartCare, see How do | scan a document into the
client’s record? If you need additional information on a specific form, see their respective section (e.g. Privacy and

Consents; Clinical Documents; Intake and Other Forms; State Reporting).

Clinical: A client has arrived for their intake/assessment appointment at a
program where we have a receptionist checking clients in. What do | do?
1. The receptionist will have already checked in the client, which includes enrolling them in your program. You
should be able to see this on your Appointments for Today widget. Make sure to click the refresh icon throughout
the day for updates.
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Appointments For Today o

Client Name/Description Time Status

Training, Manual(M

05:00AM Show i B ©
09:30AM lshow| M B ©

Lunch 12:00 PM

Training, Manual(P.

Paper Wark 04:00 PM

2. Open the client’s record, if not already done so.
a. You can do this from your Appointments for Today widget by clicking on the client’s name.

Appointments For Today 4

Client Name/Description Time Status

05:00AM sShow S B ©
09:30AM Show i B ©

Lunch 12:00 PM

Training, Manual(M

Training, Manual(P.

Paper Work 04:00 PM

b. You can do this from your Staff Calendar by selecting their appointment on your calendar.

=t gt
Staff Calendar EEHESCS x@
#2  single-Staff View ~  Clinician, Robert LCSW Licensed Clini v | 30 Minutes Intervals Showing 1-1/1 [N I

@ Today | @ Day & week | @8 Month | (¥ Refresh < > Jan192023

Clinician, Robert
THU
1/19

8:00 AM € 8:00 AM - 10:30 AM
Intake Hours

9:00 AM

10:00 AM

© 10:30 AM - 12:00 PM
Client Assessment Time
11:00 AM

12:00 PM © 12:00 PM - 1:00 PM

rLunch

L00PM - B G 1:00 PM - 4:00 PM
Client Appointments

c. You can also do this using the Client Search screen. This would be recommend for clients who have
walked-in for an assessment.
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UF=L1-2ULL |
L
]

; O\ Client Search :

< Client Search >

3. Complete your required documents. Depending on your program, this may include intake forms in addition to
clinical assessment documents. Follow the steps in How do | complete Intake Documents?. If you have documents
that were completed on paper that need to be scanned in to SmartCare, see How do | scan a document into the
client’s record? If you need additional information on a specific form, see their respective section (e.g. Privacy and
Consents; Clinical Documents; Intake and Other Forms; State Reporting).

Clinical: A person has walked in for an assessment at a walk-in clinic, and we
don’t have a receptionist to check clients in. What do | do?
1. Use the Client Search screen to determine if the person is a client already in the system.
P bl UL |
[ )
]
2 Q
>

< Client Search =

c. Ifthey are already a client in the system, select them to open their record.
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Client Search

en

Clear

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

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

Last Name Training First Name "Mamal‘ H Program V|

Other Search Strategies

9

Records Found

ID Master ID Client Name A Chosen Name SSN/EIM DOB Status  City. Primary Clinician
| o 1244 1244 Test, Problemlist 9684 06/19/20... Active |

Create New Potential Client
Registration | Inquiry (Selected Client)

Inquiry (New Client)

d. Ifthey are not a client in the system, click “Create New Potential Client”. You’ll have to search by name,
date of birth (DOB), and social security number (SSN) in order to create a new client.

Client Search

en

Clear g Mo Search Records Found

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 [EUENEENETEI
Last Name Training First Name ~ Manual Program v |

Other Search Strategies

<]

Records Found

S|

Master ID Client Name A Chosen Name SSN/EIN DOB Status  City Primary Clinician

No data to display

Create New Potential Client
Inquiry (Selected Client) | Inquiry (New Client)
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4.

CalMHSA

Open the Client Programs list page.
a. Click the searchicon.
b. Typein “Client Programs”
c. Select “Client Programs (Client)” from the search results.

____ a IMTU9-21-2022 ]
raining, Manual (1239) m

|Q [client programs |

LY Client Programs (Client)

Confirm the client needs an assessment. If you just created a new client, obviously they’ll need an assessment.
However, if the person was already a client in the system, you’ll want to check to see if they already are
connected to services. Look at the Client Programs to see if the client is already open to a program that can share

an assessment with your program. If the client does need an assessment, enroll them in your program by clicking
the New icon.

Q

& Training, Manual (1239) B0+ x £ f D ? AccessStaff~ (D
Client Programs (2)
All Programs ~ | AllStatuses ~  Other Apply Filter
Program Name Status Enrolled % Discharged Assigned Staff Primary  Last DOS Next DOS
Outpatient MH Adult Enrolled 01/13/2023 Yes 01/19/2023 08:00 AM
Qutpatient MH Adolesc... Requested No

Complete the Client Program Details screen.

Select your program from the dropdown menu.

Enter the status of the program as “enrolled”.

Enter the enrollment date. This will be today’s date. You may leave the requested date blank.

If known, enter the assigned staff. You can also enter any comments related to this program enrollment.
Click Save.

. . + . =
Program Assignment Details CiNoDEES
e
Program Assignment
General
I Program Name = Outpatient MH Adolescent v Primary Current Status Enrolled v |

Training, Manual
Assigned Staff | Clinician, Robert v Requested Date 01/19/2023 i

=R
Adding additional services..l Enrolled Date 01/21/2023 .

® oo oo

Comment Discharged Date

MNext Schedule
Service

The next steps in the process are to complete the intake documentation packet, confirm the client’s information,
and for the clinician to complete the clinical assessment. Complete the documents you are responsible for.
Follow the steps in How do | complete Intake Documents?. If you have documents that were completed on paper
that need to be scanned in to SmartCare, see How do | scan a document into the client’s record? If you need
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additional information on a specific form, see their respective section (e.g. Privacy and Consents; Clinical
Documents; Intake and Other Forms; State Reporting).

How do | complete Intake Documents?

1. You must first have the client open, then click the Search icon.
2. Type the document’s name into the search bar.
3. Click to select the document from the search results.

Ep* & __ Training, Manuel (1268) +
Q[consenﬂotre@ e ]
m Consent to Treat (Client) n

4. Inthe CDAG Program Enrollment window pop-up, click the drop down and click to select the appropriate

program.
5. Click OK to continue.

CDAG Program Enrollment ?

Select Program Enrollment
MH Screening-10/03/2022 A4
é;:’i | Cam::e-l

6. The document will open. Complete the document based on the client’s responses. Once completed, click Sign.

R :080a @D FEA X
6
v 00 sign  |LOJIESIE o

7. This will create the PDF version of the form. Click the Plus icon in the upper right corner of the PDF viewer.

F:e2woOa s idedEEA x

Author  5taff, Access ° o
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8. This opens the signature details. Select the client and/or guardian from the Signer field. You will need to select
each cosigner one at a time, so repeat these steps as needed.
9. Click Co-Sign.

Signer

Add Signer(s)... “ |°}( Training, Manual

10. This brings up the Signature Page pop-up window. The co-signer can now sign using a signature pad, a mouse, or
a touchpad to capture their signature. You can also designate that the client has signed on a paper version of the
document or that they client verbally agreed and was unable to sign. If the client has signed a paper version of the
form, that form should be scanned in. See How do | scan a document into the client’s record?

a. Select the method of capturing the signature.

b. Once the co-signer is happy with their signature, click the Sign button. If the client has signed a paper

version of the form or has agreed verbally and is unable to sign electronically at this point, these are other
options.

c. Ifthe cosigner needs to start over, click the Clear button to erase the current signature.

SignaturePage ea

@ Training, Manual is signing the Coordinated Care Consent

Training, Manual 01/16/2023 1:16 PM
Password |° Signature Pad _ Mouse/Touchpad ") Client Signed Paper Document Verbally Agreed Over Phane

Cc

Once signed by all required people, you are finished with this document and may move on to the next.
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Life Cycle of the Client: Services

Now that the Intake process is complete, you can begin providing services. This is the bulk of the life cycle of the client.
This section includes documenting the services you provide to the client, making ongoing clinical decisions about what
services the client needs, and transitioning the client through programs as they take steps toward recovery.

How do | write a progress note for a scheduled service?
Note: to document a progress note for a group, see How do | write a group progress note?

1. On vyour Appointments for Today widget, click on the time link for the service you're documenting.

Appointments For Today o
—_—
Client Name/Description Time Status
Test, Mame{Alcohol... 01:00 PM Scheduled

2. This opens the service note. Complete the service details.
a. Confirm/Enter Mode of Delivery.
b. Enter Face to Face Time. Under CalAIM Payment Reform, this is what is used for billing. Enter Travel Time
and Documentation Time if applicable.
c. Enter Evidenced-Based Practices if applicable.

Service

Status Scheduled v Start Date 01/22/2023 . v

Program SUD Screening v Start Time 1:00 PM

Procedure Alcohol and/or drug screening v Travel Time Minutes
Location Community Mental Health Center v Face to Face Time Minutes
Clinigian Bastida, Armando Documentation Time Minutes
‘ Mode Of Delivery o Total Duration 15 Minutes

Cancel Reason v Attending v

Referring v

Evidence Based Practices v

Custom Fields

Interpreter Service

Interpreter has been scheduled Yes No

Interpreter Agency Scheduled

d. Ifthisis a note for a crisis service, an Emergency Indicator field will appear. Enter whether this was an
emergency or not.

Screenshot with crisis intervention selected

3. |If the status is show, you may now click on the Note tab. Complete the progress note tab. This note type may look
different depending on the procedure code you have chosen. Most will include 3 fields: the Problem List section,
the Note section, and the Care Plan section.

a. If you want to add problems to the problem list, you can do so here. Follow the instructions in How do |
add a problem to the Problem List?.
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Problem Details

* v
Code N44.00 o Description Reversible ischaemia of testis due to torsion Q ﬁ
Start Date: 01/22/2023 [~ End Date: 01/26/2023 [~ Program
I
Problem List m
SNOMED Description SNOMED CT Code ICD 10 Code Start Date End Date Program

No data to display

Problems addressed during this session

Note

Describe current service(s), how the service addressed the beneficiary's behavioral health need {e.g., symptom, condition, diagnosis, and/or risk factors}.

b. Select with problems you addressed in today’s session.

screenshot
c. Enteryour note in the Note section. This should include all your usual clinical information, such as your
interventions and the client’s response to the interventions.
screenshot
d.

Enter your plan of care in the Care Plan section. For services that require a treatment plan, this is where
the treatment plan is entered. This information will pull forward from the most recent service note in the
same program. There may be text templates available for specific treatment plan requirements.

screenshot

4. The Billing Diagnosis tab will show you which diagnoses will be pulled onto the billing. You should generally ignore
this tab for ongoing services. However, if you need to change the billing order, for example you want this note to

focus on the secondary diagnosis, you can re-order the diagnoses to match your service without changing the
overarching diagnosis form.

[screenshot]

5. When you are complete, click Sign.

[screenshot]

How do | write a progress note for an unscheduled service?

1. Click the search icon.
2. Typein “New Service Note” in the search bar.
3. Click on “New Service Note” in the search results.

[screenshot]

4. This opens the service note. Complete the service details.

a. Select your program from the dropdown menu. This will determine which procedure codes you can
select.

b. Select the procedure code from the dropdown menu.
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c. Select the location and mode of service.

d. Enter the date of the service.

e. Enter the time(s) of the service. Face to face time is required, as this is used for billing. We recommend
completing the travel and documentation as well, though these are not required for billing.

[screenshot]

5. Click on the Note tab. Complete the progress note section. This note type may look different depending on the
procedure code you have chosen. Most will include 3 fields: the Note field, where you will enter the main part of
your note, the Care Plan field, which will pull from the most recent note in you program and where you will make
updates to any plan of care, and the Problem List section, where you can add problems directly from the note.

6. The Billing Diagnosis tab will show you which diagnoses will be pulled onto the billing. You should generally ignore
this tab for ongoing services. However, if you need to change the billing order, for example you want this note to
focus on the secondary diagnosis, you can re-order the diagnoses to match your service without changing the
overarching diagnosis form.

7. When you are complete, click Sign.

| need to amend a note. What do | do?

1. Find and open the note you need to amend.
a. Make sure you have the client open. Click on the search icon and type “documents” in the search bar.
Click on “Documents (Client)” from the search results to open a list of documents that have been
completed for the client.

[screenshot]

b. Use the list page filters to find the note you’re looking for.
c. Click on the note you want to amend. This should open the pdf.

[screenshot]

2. Click the Edit icon in the upper right corner of the PDF viewer.
[screenshot]

3. A pop-up will appear, letting you know that this will create a new version of this document. Click OK.
[screenshot]

4. The service note screen will now appear. Some pieces you may not be able to edit due to billing having already
been completed for this service. However, you should be able to navigate to the Note tab. From here, feel free to
edit the note as necessary. The older version will still remain in the system for audit purposes, meaning anything
you write or delete here will not affect the original version.

5. Once you're finished, click Sign.

[screenshot]

6. The new, corrected version will show in the PDF viewer. If needed, you can look at the previous version of this
document by clicking on the version link in the upper left corner of the PDF viewer. When people open this
document, the most recent (corrected) version will be what they are shown.

[screenshot]
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How do I refer to an additional program?

X Under Construction X

How do | add the client to my program?

1. Open theclient’s record, if not already done so. You can do this using the Client Search screen.

—— L
g
-
- Q Client Search |
< Client Search >
fi 04/05/2000
/) 10/10/1990 t

(1247) 05/11/1943
08/05/1960

2. Open the Client Programs list page.
a. Click the Search icon.
b. Type “Client Program” in the search bar.
c. Select “Client Programs (Client)” from the search results.

Pk ain | U9-21-2022 |
Q"% & _lraining, Manual (1239) AP

Qlclient programs | |

e Client Programs (Client) |

3. This opens the Client Programs list page.

a. Ifyour program is on the list, click on the link in the Status column. The status is likely Requested, if the
referral process has been started. If the status is Discharged, do not edit this enrollment and instead add
your program as if it’s a new program by clicking on the New icon.

b. If your program is not on the list, click on the New icon.

Client Programs (2) O w0 x
All Programs v All Statuses ~ Other v Apply Filter
Program Name Status Enrolled ¥ Discharged Assigned Staff Primary  Last DOS Next DOS
QOutpatient MH Adult Enrolled 01/13/2023 Yes 01/19/2023 09:30 AM
Outpatient MH Adolesc... Requested No

4. Complete the Client Program Details screen.
a. If not already done so, select your program from the dropdown menu.
b. Enter the status of the program as “enrolled”.
c. Enter the enroliment date. This will be today’s date. You may leave the requested date blank, if it is not
already entered.

d. If known, enter the assigned staff. You can also enter any comments related to this program enrollment.
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e. Click Save.

. . + s AR =
Program Assignment Details CiAsohEES x
Program Assignment -
General
= "
Program Name  OQutpatient MH Adolescent v Primary “ Current Status Enrolled hd
Training, Manual
Assigned Staff  Clinician, Robert ~ Requested Date 01/19/2023 '
T
Enrolled Date 01/21/2023 ™

Adding additional services.,.l

Comment * " Discharged Date

MNext Schedule
Service

The next steps in the process are to complete any documents needed to enroll in your program. Follow the steps
in How do | complete Intake Documents?. If you have documents that were completed on paper that need to be
scanned in to SmartCare, see How do | scan a document into the client’s record? If you need additional
information on a specific form, see their respective section (e.g. Privacy and Consents; Clinical Documents; Intake
and Other Forms; State Reporting).

How do | view who’s on the client’s treatment team?

1.

CalMHSA

Make sure you have the client open. In the Treatment Team widget, click on the All link.

Treatment Team Al

Role MName —

Program Assignment Staff: Outpatient MH

Adult* Clinician, Robert

<Unknown Team Role> Staff, Psychiatrist

This takes you to the Treatment Team list page. To add a treatment team member, click the New icon. This takes
you to the Treatment Team Details screen. Select what type of contact person this is.

If the person you’re adding is a SmartCare user, select Staff.
a. Enter the staff’'s name and select them from the search results. This will pull forward any information,

such as phone number or address, that’s tied to the staff in their staff set-up.

Enter the start date, which is when this person became a member of the treatment team.
Enter their role as well as what program they work in.

Add any comments.

Click Save.

oD oo o
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Treatment Team Details

Treatment Team

Treatment Team Member

3

[t ENIME] O save B
e

[ ) Contact ( ) External ° Staff
Start Date  01/17/2023 [=H~ End Date -
Staff, Nurse
Rols Nurse v Program Outpatient MH Adult-12/30/2 Vb
Phone Numbers Addresses

Active

Comments

@

Phone Number: 7605783774

4. If the person you're adding is a contact person that’s already in the Client Information screen, select Contact.
a. Select the contact person from the dropdown list. This will pull forward any information, such as phone
number or address that has been entered for them in the Client Information screen.
b. Enter the start date, which is when this person became a member of the treatment team.
c. Enter theirrole.
d. Addany comments.
e. Click Save.
Treatment Team Details 0% m x
e
Treatment Team
Treatment Team Member
() External () Staff Active
Start Date  01/17/2023 .v End Date v
Contact Andarson, Bob A
Rols Family/Friend vb Program tpatient MH Aduli-12/30/% v
Phone Numbers Addresses Comments
Home: 123 Erhardt St heavyton, CA 90001
5. If the person you're adding is an external resource, that has not yet been added to the Client Information screen,
select External.
a. Enter the information, including name, role, start date, organization, and contact information.
b. Click Save.
CalMHSA Specialty Mental Health Services Clinical Documentation User Guide

Page 103



Treatment Team Details (s BN NN B sove Y

Treatment Team

I Treatment Team Member 5
() Contact () Staff Active
Start Date 01/17/2023 - End Date -
First Name Last Name Suffix ~
Role v Program Outpatient MH Adult-12/30/z v
Email

QOrganization

Phone Numbers Addresses Comments

Business B Fome B

Business 2 |EI
Fax B
Heme B \:\ Mailing

6. To edit or remove a treatment team member, click on their name from the Treatment Team list page. This takes
you to the Treatment Team Details page.

Treatment Team (2) O4x X0 ? X
All Roles v Active v Asof 01/21/2023 B

Treatment Team Role Phone Start Date End Date Status
Staff, Psychiatrist (888) 123-4567,...  12/31/2022 Active
Clinician, Robert Program Assignment Staff: O... (760) 578-3774 12/30/2022 Active

a. Toremove a treatment team member, make sure to add an end date and de-select the “Active”

checkbox.
b. Once you’ve finished making your changes, click Save.

Treatment Team Details 0i~doDEEN X

Treatment Team

Treatment Team Member
() Contact () External O Sstaif 4 = II Active |

Start Date  12/31/2022 [E~ End Date - |’=~

Staff Staff, Psychiatrist

Role Psychiatrist A Program  Qutpatient MH Adult-12/30/2 v

Phone Numbers Addresses Comments
Phone Number: 8881234567 1610 Arden Way Suite 175

Phone Number: {(760) 578-3774
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How do | request authorization for services?

X Under Construction X
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Life Cycle of the Client: Discharge

As the client progresses through treatment, their services will begin to diminish. In this section, we will cover how
discharge a client from a program, as well as how to transfer a client from one program to another.

How do I close a client to a program?

1. Make sure you have the client open. Then click the Search icon.
2. Type in “Client Programs” in the search bar.
3. Click on “Client Programs (Client)” in the search results.

screenshot

4. This brings you to the Client Programs list page. Select the program you want to close to by clicking on the link in
the Status column.

screenshot

5. This brings you to the Program Details screen.
a. Change the status to “Discharged”. This unlocks the Discharge Date field.
b. Enter the Discharge Date.
c. Click Save. You're now finished.

screenshot

How do | get a summary of care?
A Summary of Care is a document that pulls information from different places in the client’s chart.

1. Make sure you have the client open. Click the Search icon.
2. Typein “Summary of Care” in the search bar.
3. Click on “Summary of Care (Client)” in the search results.

screenshot

4. Select your program from the dropdown menu.

5. Click OK.

Select Program Enrollment
\%utpatien‘t MH Aduli-12/30/2022 hd

-

-

6. This opens the Summary of Care document. Enter the parameters for your summary of care.
7. Click Sign. This produces a PDF, which includes information from the client’s chart.
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Summary of Care Fi:&B8O«a TR0 X

Effective 01/16/202: [H]w  Status  New Author  Clinician, Robert 00
General

From: v To: hd

Type Qutpatient () Inpatient Primary Care
Ceonfidentiality Code ° Normal Restrictad Very Restrictad

Who is the provider? Location

How do | get a discharge summary?
A Discharge Summary is a document that pulls information from different places in the client’s chart.

1. Make sure you have the client open. Click the Search icon.
2. Type in “Discharge Summary” in the search bar.
3. Click on “Discharge Summary (Client)” in the search results.

screenshot

4. Select your program from the dropdown menu.

5. Click OK.

Select Program Enrollment

Cutpatient MH Adult-12/30/2022 hd I

6. This opens the Summary of Care document. Enter the parameters for your summary of care.
7. Click Sign. This produces a PDF, which includes information from the client’s chart.
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Discharge Summary

F:%80wa T80 EFEN X

Effective 01/16/202: Status  New Author  Clinician, Robert  w o0
General
From: [=hd To: [Tk

Type (_)Qutpatient () Inpatient (_)Primary Care
Confidentiality Code @) Normal () Restricted () Very Restricted

Who is the provider? Location
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Privacy and Consents

Information in SmartCare is generally considered confidential. There are multiple laws and regulations that programs
must follow, depending on their specific treatment services. However, the client can provide consent to share
information. This section reviews these topics, as well as the documents utilized to record a client’s consent.

Clinical Access Data Group (CDAG)

SmartCare includes both mental health and substance use disorder treatment records. In order to abide by Title 42 of the
Code of Federal Regulations, part 2 (42 CFR), SmartCare uses Clinical Access Data Groups, or CDAG, to limit what users
can see. Your CDAG will be determined by the programs you work in and are set up by your system administrator.

Most of the time you are creating a document in the system, you’ll have to select which program that document is
associated with. This allows the system to limit viewability of client documents based on a user’s CDAG.

You'll still be able to search for any client, as some may not be open to any programs yet, and some might be open to
programs that you don’t have access to. This minimizes the option of creating duplicate clients in SmartCare. However,
once in a client’s chart, you’ll only be able to see information related to programs that are included in your CDAG.

How do | know what CDAG | have?

Your System Administrator will set up your CDAG and which programs you are able to see. CalMHSA recommends three
basic CDAG options:

1. Mental Health CDAG — Includes all Mental Health programs; would be assigned to mental health staff.

2. Substance Use Disorder CDAG — Includes all Substance Use treatment programs; would be assigned to substance
use treatment staff.

3. Administration CDAG — Includes all programs in SmartCare; would be assigned to any staff that provide
administrative support, such as billing, medical records, quality improvement, and management.

Your county may employ additional groupings, based on how your county is set up. They may also limit which programs
you are able to see, even if they’'re within the same CDAG.

What happens if | work in both SUD and MH programs?

If you work in multiple programs, your system administrator will assign you multiple CDAGs. In this case, when you log in
you’ll select which CDAG you're logging in under. This will ensure that you’re only able to see client information based on
the role you’re currently serving. This would also be the case if you work at two different agencies that have access to
SmartCare.
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Smartcare

Clinical Data Access Group

Select Clinical Data Access Group v
Select Clinical Data Access Group

IP/Residential Group
MH Clinical
SUD Clinical

What if the client wants me to be able to talk to other programs/people/agencies?

Best practices mean coordinating care with all of a client’s providers, as well as other agencies and persons the client is
working with. However, due to privacy rules, there are some limitations on what a provider can share with these entities.
This is all based on the client’s preferences. The client can consent to you sharing treatment information. This is generally
known as a Release of Information or an Authorization to Disclose Protected Health Information. Historically, each entity
you want to exchange information with requires a separate Release of Information/Authorization to Disclose Information.
This is still the case when you’re exchanging information with an agency or person that doesn’t have access to your
county’s instance of SmartCare. However, CalMHSA has created a disclosure authorization that encompasses all persons
and agencies who have access to your county’s instance of SmartCare. If signed, this allows county programs to better
coordinate care for the client.

Note that this Coordinated Care Consent only authorizes the exchange of information within your county’s instance of
SmartCare. Other counties using SmartCare are not included in this authorization, nor are agencies who also use their
own instance of SmartCare. This consent also does not authorize the exchange of information with all providers or
agencies the client is working with. Standard Releases of Information/Authorizations to Disclose Information are needed
in these cases.

Redisclosure: Just because you have access to 42 CFR information because the client signed the Coordinated Care
Consent does NOT give you permission to redisclose information from SUD programs.

What happens when a client signs the Coordinated Care Consent?

By default, SmartCare enforces privacy regulations, including HIPAA and 42 CFR. This means that people working in
mental health programs are not able to see any of the client’s treatment information for substance use programs and vice
versa. This limitation is enforced by each user’s CDAG. In essence, there is a wall between CDAGs.

When a client signs the Coordinated Care Consent, this wall is removed. Users will be able to see all the client’s treatment
information, regardless of their CDAG. This includes historical information and future appointments. You’ll still be required
to select your program when creating a new document. This is to ensure that all documents are appropriately sorted in
case the client revokes their consent, as is their right.
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What happens when a client revokes their Coordinated Care Consent?

When a client has signed a Coordinated Care Consent, all SmartCare users can see all of the client’s information. Basically,
the CDAG rules drop, allowing users to view information regardless of their CDAG. When a client revokes their
Coordinated Care Consent, the system will re-impose all CDAG rules. This means that information you previously were
able to view will no longer be visible to you. You won’t see any redaction marks; you simply won’t be able to find any
indication that the information was ever in the system.

Will | be alerted if a client revokes a consent?

You will not be alerted if a client revokes a Coordinated Care Consent, as that would defeat the purpose of keeping
information separate. However, you will no longer be able to see information outside of your CDAG.

If the client revokes a standard Release of Information/Authorization to Disclose Confidential Information (ROI/ADCI), you
can create a flag to notify other treatment team members that the client no longer allows sharing with that entity. They
will only be able to see information in their CDAG, which may not include your flag or the ROI/ADCI.

Coordinated Care Consent & Authorizations to Disclose Information

How do | complete a Coordinated Care Consent?

1. You must first have the client open, click the Search icon.
2. Type Coordinated Care Consent into the search bar.
3. Click to select Coordinated Care Consent (Client).

| NC

J22 |
Q-\‘ * & 2 Training, Manual (1239)

0 [coordinated care [\ |

e Coordinated Care Consent I:':liE::l'?r/ |
4. Inthe CDAG Program Enrollment window pop-up, click the drop down and click to select the appropriate

program.
5. Click OK to continue.
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CDAG Program Enrollment

Select Program Enrollment

MH Screening-10/03/2022 W

6. Most of the consent is wording. Review this with the client.

Coordinated Care Consent Fi&2QBO«oa LTE0 X

Effective 011820 [Hlv  Status  New Author  Rowe, Charla v 010972023 [« X5)

General

General

Authorization for the Disclosure of Health and Other Personal Information
By signing this form below, you will allow certain organizations and individuals to use and share your health and cther personal information for purposes related to
your treatment and care. They will be able to share your infermation through an electronic health record system maintained by the California Mental Health Services
Authority called SmartCare.

1. Who will share my information if I sign?
By signing, your information may be shared by and with any of the following that provide services to you (“your providers™) and which are connected to SmartCare:

= Health care providers, such as doctors, hospitals, and pharmacies.

= Mental health providers and substance use disorder providers.

= School-based providers, such as nurses, social workers, and counselors.

= California county health care agencies.

= Housing providers, that is, nonprofits that help people find a home.

= Any jails or prisons that provides services to you while you're incarcerated.

= Any child welfare agencies that are actively involved in your or your child’s case.

Your providers also include any health insurers that provide you with coverage (see attached for list), including any of your mental health plans.

2. Will my providers be able to use and share my information for any reason?
Mo, your providers can only use and share your information for limited purposes. Your providers may use and share your information to provide you with medical or
behavioral health care, to coordinate your care, to determine how much should be paid for services provided to you, or to improve the quality of care.

3. What types of information about me may be shared if I sign?
Your providers may share the following types of information about you:

= Medical information, such as information about illnesses, injuries, medical treatments, allergies, medications, X-rays, blood tests, and your HIV status.

= Behavioral health information, such as any mental health conditions or alcohol or drug use disorders you may have, which could include information on your
substance use history and medications, diagnoses, and drug test results.

= School services information, such as an Individualized Education Program, and any records of medical or behavioral health services provided in schools.

= Housing service information maintained in a Homeless Management Information System, which describes services provided to some people without homes.
= Incarceration information including, if you are incarcerated, when you are scheduled to be released.

= Child welfare records, including any family reunification or maintenance plan.

4., Can I obtain a list of providers who saw my information?
Yes, can obtain a list of providers that have received some types of your information by contacting [County contact infol.

7. The Client Information section will pull information from the Client Information screen. You do not need to add
any information here. If you need to update the information, we recommend doing that in the Client Information
Screen.
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Client Information o

First Name Manual Last Name Training
Date Of Birth De/07/2002 - Email
Contact 4 Relation ~
Phone Numbers Addresses
one @ DNLM @ Home E|
Home [x] ©16)555-7878
Business E
Business 2 B Billing
e [F | Detas...

In the Consent section, the client should indicate whether they want to consent to sharing information within
SmartCare or not.
a. Selecting “Yes” will allow the sharing of information across SmartCare. Selecting “No” will keep the
information users see limited to their CDAG.
b. The Start Date will automatically populate to today’s date. We recommend leaving the Expiration Date
blank, unless the client explicitly indicates that they would like this consent to last for a short time.

Consent e

I give consent for sharing of information across all services within the CalMHSASmartcareTrain | 09-21-2022 behavioral health network.

|513rt Date 01/16/2023 [~ Expiration Date -

If the client wants to keep their chart private from specific individuals, you can add them in Restricted Staff. You
can enter more than one staff as needed.
a. Type the staff’s name in the Restricted Staff box. This will search for users. Select the appropriate staff
from the search results.

Client Identified Restrictions e

Restricted Staff Robert

Clinician, Robert

No data to display

Details on any other restrictions of sharing my data. This will prompt a review by the CalMHSASmartcareTrain | 09-21-2022 Privacy Officer. This does not guarantee
the restriction of this data as specified in the text.

b. This will add the user to the form. If you selected the incorrect user, you can click on the Delete icon to
remove them from the form.
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Client Identified Restrictions

Restricted Staff |U ]‘

b >( Clinician, Robert
Staff, Murse

Details on any other restrictions of sharing my data. This will prompt a review by the CalMHSASmartcareTrain | 09-21-2022 Privacy Officer. This does not guarantes
the restriction of this data as specified in the text.

10. There is also a text box if the client wants additional restrictions. This will send a notification to the Privacy Officer,

as denoted in SmartCare, to contact the client to discuss the limitations the client is requesting.

Client Identified Restrictions

Restricted Staff “l ]|

>< Clinician, Robert

X Staff, Nurse

Details on any other restrictions of sharing my data. This will prompt a review by the CalMHSASmartcareTrain | 09-21-2022 Privacy Officer. This does not guarantee
the restriction of this data as specified in the text.

11. Click Sign.

F: 28 Oca TS0 EEEX
11

Y1/09/2023 [« 1% @ |||+

12. This will create the PDF version of the form. Click the Plus icon in the upper right corner of the PDF viewer.

F: 20008 ide D FEN X

01/09/2023 [« 1%

13. This opens the signature details. Select the client and/or guardian from the Signer field. You will need to select
each cosigner one at a time, so repeat these steps as needed.
14. Click Co-Sign.
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Coordinated Care Consent F:2080a . i@0 X

Effective 01/18/2023 [Hlv Status  Signed Author  Rowe, Charla 01/09/2023 oC ][—]
Other Versions Signed By Signer Program
© 10111612023 [+ y \dd Signer(s)... ~ |(XTraining, Manual - Outpatient MH Adult-01/1 v

1‘01:’16/’2023 (1)

14

15. This brings up the Signature Page pop-up window. The co-signer can now sign using a signature pad, a mouse, or
a touchpad to capture their signature. You can also designate that the client has signed on a paper version of the
document or that they client verbally agreed and was unable to sign. If the client has signed a paper version of the
form, that form should be scanned in. See How do | scan a document into the client’s record?

a. Select the method of capturing the signature.

b. Once the co-signer is happy with their signature, click the Sign button. If the client has signed a paper
version of the form or has agreed verbally and is unable to sign electronically at this point, these are other
options.

c. Ifthe cosigner needs to start over, click the Clear button to erase the current signature.

SignaturePage (2] x|

Training, Manual is signing the Coordinated Care Consent

Training, Manual 01/16/2023 1:16 PM
Password I° Signature Pad _ Mouse/Touchpad () Client Signed Paper Document () Verbally Agreed Over Phone

Clear Cancel

Once signed by all required people, you are finished.
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What do | do if the client wants to revoke their Coordinated Care Consent?

1. Torevoke a Coordinated Care Consent, simply create a new Coordinated Care Consent but mark “No” in the
Consent section. This will automatically add an end date to the previous Coordinated Care Consent.

Consent

-\»—"_

I give consent for sharing of information across all services within the CalMHSASmartcareTrain | 09-21-2022 behavioral health network. O ves No

Start Date 01/16/2023 *  Expiration Date =R

Where can | find out if the client has signed a Coordinated Care Consent?

The easiest way to find out if the client has a Coordinated Care Consent is to search for the document using the Search
icon. If there is a Coordinated Care Consent already signed in a CDAG that you can view, the PDF will pull up. If not, it will
take you to a blank new Coordinated Care Consent.

1. You must first have the client open, click the Search icon.
2. Type Coordinated Care Consent into the search bar.
3. Click to select Coordinated Care Consent (Client).

| NC

e | 22 ]
QT 4% ™ & Training Manual (1239)

-

0 |coordinated u:areT‘r—-- |

e Coordinated Care Consent (Client) |

How do | complete a Release of Information (Authorization to Disclose Confidential Information)?

1. You must first have the client open, click the Search icon.
2. Type Release of Information into the search bar.
3. Click to select Release of Information (Client).

mart 4 in[09-21-2022,)
Q% o Test Clent(1170) BB B @ + x

- s -
Q, [release |

e Release of Information (Client) n .

4. Inthe CDAG Program Enrollment window pop-up, click the drop down and click to select the appropriate
program.
5. Click OK to continue.
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CDAG Program Enrollment e8

Select Program Enrollment

MH Screening-10/03/2022 W

6. Complete the Release To/Release From section. Make sure to select whether this authorization is to allow you to
release information to this entity and/or obtain information from this entity.

Release To/Release From

Name or Other Specific Identification of Person(s) authorized to receive/ make the requested use or disclosurs:

Organization/Provider @) Contact Type Release'l'o Obtain From

Release To/From Training, Spouse v

Contact Typse v

Organization

Name Training, Spouse

Address 123 Oak Street

City Sacramento State California w Zip 95555
Phone (916) 555-9999 Fax Number

a. Ifthe person you’re completing this release for is already entered as a contact in the Client Information
Screen, select “Contact” and then select the person from the drop down list “Release To/From”. This will
bring in the contact person’s information.

Release To/Release From Release To/Release From

Name or Other Specific Identification of Person(s) authorized to rece Name or Other Specific Identification of Person(s) authorized to v

Organization/Provider Type Organization/Provider @ Contact [y R R IETe Ty

Release To/From Release To/From ” Training, Spouse v]|

Contact T Contact Type ~
ontact Type Training, Spouse P

QOrganization Organization

Name Name Training, Spouse

Address Address 123 Oak Street

City State City Sacramento 5

Phene Fax Phone (916) 555-9999 Fi

b. If you're completing a release for an organization, such as Social Services or a school, select
“Organization/Provider”. This opens a button next to the Release To/From field. Clicking this brings up a
pop-up window where you can enter the organization’s information. Click save. This will push this
information to the ROl and save this information for future ROIs. Enter the organization’s information.
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Release To/Release From

Name or Other Specific Identification of Person(s) authorized to receive/ make the requested use or disclosure:
°Organiza'_i0n,f'PrDv'|der Contact el EeGTElei Type Release To Obtain From

Release To/From . !

Contact Typs — v

Organization '.?;al Recovery Clinic

Name

Address 321 Sycamore Road ,

City Sacramento State California v Zip 95555
Phone (916) 555-3333 Fax Number (916) 555-2222

c. Ifyou’re completing a release for a contact person that is not currently entered as a contact in the Client
Information Screen, selecting “Contact” will create an opportunity to select the button “Open Contacts”.
This will take you to the Client Information Screen, where you can add additional contact.

Release To/Release From

Name or Cther Specific Identification of Person(s) authori \ receive/ make the requested use or disclosure:

Organization/Provider Contact Type Releaze To Obtain From

Relzase To/From
Contact Type v

Organization

Name

Address

City State v Zip
Phone Fax Mumber

7. Complete the Purpose of Disclosure section. Most authorizations to disclose information are for treatment and/or
care coordination, but others may apply. Select the appropriate boxes. If you select “Other”, make sure to clarify.

8. Complete the Expiration section. The start date automatically fills with today’s date. If you don’t change anything
in this section, the document will automatically expire 1 year from today’s date.

9. Complete the Information to be Used or Disclosed section. Select all records that are authorized for disclosure per
the client’s request.

a. Ifthe client requests that only records from a certain time frame be shared, include the start and end
dates.
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Purpose of Disclosure

[ Quality Improvement ["] Health insurance reimbursement
|| Treatment/Care Coordination | Other
Expiration

If nothing marked - ene(1) year from date signed

[1 time disclosure |16 months ["] End of Agency Treatment

Start Date  01/16/2023 [~ EndDate =k

Information to be Used or Disclosed

The information that can be disclosed under this authorization includes the following, if available

ROI Type  General v

|:\ All records |:| Acknowledgement of Treatment \:I Billing &/OR Insurance Information

|| Intake/Admissicn Informatian || Psychological Evaluation(s) Reports | Medical History, Lab Results, Immunizations
Records

|| Medications Prescribed || Discharge Summary/Plan [ ] Progress Review/Summary

[ ] Sereening Assessment(s) [ school Recerds/Reports/IEPs [ Treatment Plan(s)

|| Progress Motes || Legal Documents (specify)

Other

I Records Start Date e Records End Date =

10. If the client wishes to put any restrictions on this authorization, enter those in the Restrictions section.
11. The terms section provides the client with information about the authorization they’re signing. Make sure to
check both boxes to demonstrate you’ve reviewed this information with the client.

Restrictions

Terms

Terms. I understand:

= The recipient(s) of my confidential information may share it with others if they are permitted to do so under federal and state law. [ understand that in some
cases my information may no longer be subject to privacy laws once it is shared.

« I have aright to revoke this form at any time by contacting the source of my confidential information. I understand that if I revoke, the recipient(s) of my
information may keep the information that they received about me prior to the date I revokad.

= Signing this form is voluntary, and that declining to sign this form will not impact my ability to get medical care, health insurance, or any government benefits.
= Evenif I don't sign this form, the recipient(s) may have a right to obtain my confidential infermation under applicable law.

Signing for a Child. I understand that if I am signing this form en behalf of a miner, I should include my name as the “Legal Representative” of my child, and that I
should sign this form on the last line. If my child is 12 or clder, my child should also sign on the first line.

By checking these boxes, I agree that I have read, understand and agree to these terms,

|j MNOTICE TO CLIENT: By signing below, [ consent to the disclosure of my information as described in this form. Further, by including my phone number below, T
consent to the receipt of texts or calls to communicate with me about my consent and how my information may be shared (standard message and data rates may
apply).

|| ACCESS TO MY RECORD: I have a right to obtain a copy of this form. I understand I should ask the person who presented this form to me for a copy.

12. Enter your agency’s information in the Agency Contact Information section.

13. The Other section allows you to document if the client received or declined a copy of the document. It also allows
you to document how you verified the client’s identity as the appropriate person to sign this document.

14. The Additional information section must be completed to document the disclosure of certain types of
information. The client must opt to either authorize or prohibit each of these specialty types of information.

CalMHSA Specialty Mental Health Services Clinical Documentation User Guide Page 119



Agency Contact Information

Program ~  Attention
Address

City State v Zip
Phone
Other

Copy Given to Client | | Yes | ! Declined a copy Agency Staff

1D Verified By [ Driver's License || Other Picture ID [ Known to Agency

Additional information

Please note — The records released may contain alcohol and drug abuse information and/or information about Human Immunodeficiency Virus (HIV), Acquired
Immunodeficiency Syndrome {AIDS), and AIDS Related Complex (ARC).

Alcohol/Drug Abuse:
) I authorize the release of information relating to referral and/or treatment for alcohol and drug abuse.
(' I PROHIBIT the release of information relating to referral and/or treatment for alcohol and drug abuse.

HIV/AIDS/Sexually Transmitted Disease/Communicable Disease
) I authorize the release of information relating to HIV/AIDS/sexually transmitted disease/communicable disease.
(' I PROHIBIT the release of information relating to HIV/AIDS/sexually transmitted disease/communicable disease.

15. Click Sign to complete and generate the document.

16. This will create the PDF version of the form. Click the Plus icon in the upper right corner of the PDF viewer.

Ey

=09GGTD; ;EﬁED B save

19

00

Fi&B0Oa 0 ide D EFEd x
16

(] N =+

i

17. This opens the signature details. Select the client and/or guardian from the Signer field. You will need to select

each cosigner one at a time, so repeat these steps as needed.

18. Click Co-Sign.

Signer

~ n}( Training, Manual

.

Add signar(s)...

Co-Sign

19. This brings up the Signature Page pop-up window. The co-signer can now sign using a signature pad, a mouse, or

CalMHSA
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a touchpad to capture their signature. You can also designate that the client has signed on a paper version of the
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document or that they client verbally agreed and was unable to sign. If the client has signed a paper version of the
form, that form should be scanned in. See How do | scan a document into the client’s record?

a. Select the method of capturing the signature.

b. Once the co-signer is happy with their signature, click the Save button. If the client has signed a paper
version of the form or has agreed verbally and is unable to sign electronically at this point, these are other
options.

c. Ifthe cosigner needs to start over, click the Clear button to erase the current signature.

SignaturePage en

@ Training, Manual is signing the Coordinated Care Consent

Training, Manual 01/16/2023 1:16 PM
Password I° Signature Pad . Mouse/Touchpad ) Client Signed Paper Document Verbally Agreed Over Phone

h coar X care

Cc

Once signed by all required people, you are finished.

What do | do if the client wants to revoke a Standard Release of Information/Authorization to Disclose
Information?

1. With the client open, click the Search icon.
2. Type in “Client Information” in the search bar.
3. Select “Client Information (Client)” from the search results.

[ Training, Manual (1239)

*
Q, |ctient informaﬁo@

9 Client Information (Client)

4. Navigate to the Release of Information Log tab.
5. You can view the current releases on file in the List of Releases section.
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Client Information

General Demographics Contac Release of Information Log Financial Primary Care Referral External Referral Hospitalization

Aliases Family

Client Releases

Release To Select Release To v Start Date - End Date =k

["] Remind Days Before End Date

Comment Attach Release Document...

Document Attached

List Of Releases [ snow anly releases that are currently effective

Release To Start Date End Date Release Reminder Comment
Name Documents Days
)( ( ) @ Training, Sp... 01/16/2023 01/16/2024 Release of Inform

6. To revoke an authorization, select it from the List of Releases section, then click the Revoke button.

List Of Releases [ Shaw only releases that are currently effective

6 Release To Start Date End Date Release Reminder Comment
Name Documents Days

)( E [=] Training, Sp... 01/16/2023 01/16/2024 Release of Inform

7. BUG — button is currently locked.

How can I find out what disclosure authorizations the client has signed?

To view the client’s list of current disclosure authorizations on file, open the Client information screen and navigate to the
Release of Information Log tab.

1. With the client open, click the Search icon.
2. Typein “Client Information” in the search bar.
3. Select “Client Information (Client) from the search results.

[cl'lent information

Q

Client Information (Client)

4. Navigate to the Release of Information Log tab.
5. You can view the current releases on file in the List of Releases section.
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Client Information

General Demographics Contac Release of Information Log Financial Primary Care Referral External Referral Hospitalization

Aliases Family

Client Releases

Release To Select Release To v Start Date - End Date -
Remind Days Before End Date
Comment Attach Release Document...

Document Attached

List Of Releases [ snow anly releases that are currently effective

Release To Start Date End Date Release Reminder Comment
Name Documents Days
)( @ Training, Sp... 01/16/2023 01/16/2024 Release of Inform

Other Consents

There are multiple types of consents that a client may complete as part of their treatment. SmartCare currently includes
the following consent forms:

1.
2.
3

4.

Consent to Treat (sometimes called “Informed Consent”)
Consent to Telehealth

Consent to Email Communication

Consent to Text Communication

The Consent to Treat includes information about limits of confidentiality, working as a registered associate, privacy
practices, and about processes such as the grievance and appeal process.

Other consent-like documents, such as Admission Agreements or Advisements are custom for each program. For this
reason, these documents are currently done on paper and scanned into the client’s chart.

Where can | see what consents a client has signed?

1.
2.
3.

CalMHSA

You must first have the client open, click the Search icon.
Type “Consents” into the search bar.
Click to select “Consents (Client)” from the search results.

Training, Manual (1239)

P Consents (Client)
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4. This brings you to the Consents list page, where you can see what consents the client has on file. To view the
document itself, simply click on the document’s name to view the PDF version of it. Note: you’ll only be able to

view consents that are in your CDAG.

oo
Consents (2) o XS0, Xeor O A L B X
All Consent Document ~ All Consents Ef:n:twe - E;fechve - Apply Filter
Client
Consent Signed Start Date End Date Revoked Comments
Consent For Telehealth Yes 01/16/2023
Yes 01/16/2023

Consent For Text Communication

How do | complete a consent form?

1. You must first have the client open, click the Search icon.

2. Type the name of the consent into the search bar.
3. Click to select the appropriate consent from the search results.

®  Training, Manuel (1268) =+

-
Q [consent to treep 9 ]
@ Consent to Treat (Client)

In the CDAG Program Enrollment window pop-up, click the drop down and click to select the appropriate

4,
program.
5. Click OK to continue.

CDAG Program Enrollment

Select Program Enrollment

MH Screening-10/03/2022

Rl

6. The consent document will open. Review the consent with the client. The example used below is the Consent for

Telehealth.
There will be a start date and end date field, if needed. The start date will automatically populate with

a.
today’s date. We recommend leaving the end date blank.
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Consent for Telehealth

Effective 01/16/2023 Status  New Author  Rows, Charla v («]+]
General

Start Date 01/16/2023 ~ EndDate -

Detail

Consent For Telehealth

I hereby agree to receive telehealth services from [county] and its contracted mental health and substance use disorder providers and agree that this is an
acceptable mode of delivering health care related services to me in accordance with the terms of this consent form. I understand and agree to the
following statements regarding telehealth:

Telehealth services include the use of video teleconferencing solutions to provide services to a client via electronic interactive audio and video
telecommunication from a distant location. Telehealth services are considered face-to-face because the client is visually present. I understand that that
my provider will not be physically in my presence.

Telehealth services will be provided to me for purposes of evaluation, diagnosis, management, and treatment.

The treating provider performing the examination or treatment will keep a record of the consultation in my electronic healthcare record.

All the information discussed via telehealth is held to the same privacy standards as that of an in-person appointment.

Should I feel for whatever reason telshealth is not a comfortable means of conducting my treatmeant sessions, I have the right to withdraw consent for
telehealth services at any time without affecting my right to future care, services, or program benefits to which I would otherwise be entitled.

There are risks, benefits, and consequences associated with telehealth, including but not limited to disruption of transmission by technology failures,
interruption and/or breaches of confidentiality by unauthorized persons, and/or limited ability to respond to emergencies.

When using my own persanal electronic device, [county] does not have any control or autharity over the protection of my health information that may be
stored within my device. I understand that information stored within my device may be at risk, for example, if lost or stolen.

Allinformation disclosed within sessions and written recerds pertaining to those sessions are confidential and may net be disclosed to anyene without
written authorization, except where the disclosure is permitted andfor required by law. Audio/visual recording may be allowed with a separate written
consent. Such recordings are for staff training purposes only, are not part of the medical record, and are destroyed after intended use.

Although my provider may need to contact my emeargency contact and/or appropriate authorities in case of an emergency, I understand that my provider
will be unable to render in-person emergency assistance if [ experience a crisis during a telehealth session.

7. Once ready, click Sign.

F:28Oa LTE0

v e 1)

Fi8O=ra @D EEA x

8. This will create the PDF version of the form. Click the Plus icon in the upper right corner of the PDF viewer.

Consent for Telehealth &

Effective 01/18/2023 ' Status  Signed

Document

ﬂ 9 GoTo ;

Author  Staff, Access

PdfBytesHandler.axd

Effective pate:1/18/2023

i 580 EEA x

Client: Training. Manuel | ID #: 1268 | poB: 9/1/200

Consent for Telehealth

| harahu anraa ¢ raraiva caruicae 1tilizsinn talahasith and asraas that thie ie an hla mada ~f Aalis

haslth Fara

9. This opens the signature details. Select the client and/or guardian from the Signer field. You will need to select
each cosigner one at a time, so repeat these steps as needed.

10. Click Co-Sign.

CalMHSA
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Signer

Add Signer(s)... " /_ﬂ)( Training, Manuel

:

Co-5ign

11. This brings up the Signature Page pop-up window. The co-signer can now sign using a signature pad, a mouse, or
a touchpad to capture their signature. You can also designate that the client has signed on a paper version of the
document or that they client verbally agreed and was unable to sign. If the client has signed a paper version of the
form, that form should be scanned in. See How do | scan a document into the client’s record?

a. Select the method of capturing the signature.

b. Once the co-signer is happy with their signature, click the Sign button. If the client has signed a paper
version of the form or has agreed verbally and is unable to sign electronically at this point, these are other
options.

c. If the cosigner needs to start over, click the Clear button to erase the current signature.

SignaturePage (2] x|

Training, Manuel is signing the Consent for Telehealth

Training, Manuel 01/18/2023 6:13 PM
: Password O Signature Pad - Mouse/Touchpad Client Signed Paper Document [ Verbally Agreed Over Phone

Clear Cancel

Once signed by all required people, you are finished.

A client wants to revoke a consent. What do |1 do?

1. You must first have the client open, click the Search icon.
2. Type “Consents” into the search bar.
3. Click to select “Consents (Client)” from the search results.

Training, Manual (1239)

P Consents (Client)

4. This brings you to the Consents list page, where you can see what consents the client has on file. To view the
document itself, simply click on the document’s name to view the PDF version of it. Note: you’ll only be able to
view consents that are in your CDAG.
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5.
6. Click the “Revoke Consent” or “End Consent” button.

Revoking a Consent removes the consent.
Ending the consent adds an end date to the consent.

oo
Consents (2) e X Xelor O A LB X
All Consent Document ~ All Consents Ef:n:twe E - E;fechve E - Apply Filter
— Client
| | Consent A Signed Start Date End Date Revoked Comments
[] Consent For Telehealth Yes 01/16/2023 -
Yes 01/16/2023

|:| Consent For Text Communication

Select the consent you want to revoke.

a.
b.

Consents (2)

All Consent Document

|:| Consent

|:\ Consent For Telehealth

CalMHSA

~ All Consents

Consent For Text Communication

X Fevose

CONSENT

Effective Effective

From E T E v
Client

A Signed Start Date End Date Revoked
Yes 01/16/2023
Yes 01/16/2023

Koo | O fr o & B %

Apply Filter

Comments
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Clinical Documents

In this section, we’ll review the documents that are clinical in nature.

Mental Status Exam (MSE)

The Mental Status Exam, or MSE, is a document that’s often included in other clinical documents as a tab, but the
standalone form is also available.

1. You must first have the client open, click the Search icon.
2. Type Mental Status Exam into the search bar.
3. Click to select Mental Status Exam (Client).

Test, Client (1170) [ 0+ x

Q_[Mental Status |
e Mental Status (Client) [
e Mental Status Exam (Client) n urrent M

4. Inthe CDAG Program Enrollment window pop-up, click the drop down and click to select the appropriate
program.
5. Click OK to continue.

CDAG Program Enrollment (7 x|

Select Program Enrollment
MH Screening-10/03/2022 ~
o

6. The Mental Status Exam document will open. Complete the document. If a previous MSE was completed, it will
pull forward the most recent information. Otherwise, all sections will default to “Not Assessed.”

a. Ifyou did not assess that section, select “Not Assessed.” This will lock your ability to check any of the
boxes.

b. If you find that the person is within normal limits (WNL) for a section, you can simply check the “WNL”
radio button at the top of the section. This will lock your ability to check any of the boxes, as this
designation covers the requirements.

c. Helpful Tip: If the person is within normal limits for all sections, you can select “All Within Normal Limits
(WNL)”

d. If you assessed a section, select all options that apply. If you select “Other”, make sure to complete the
text field.
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Mental Status Exam

Effective 01/20/2023 v Status  New

Exam

Mental Status Exam

Author Rowe, Charla v

Fi28OaTED

(1)

[_] Awithin Normal Limits (WNL)

() Not CUnicaHyInd'\cawdo

["] Appropriate for age (] Poor Eye Contact

[] Restless || Psychomotor agitation

["] Inappropriate gestures [] Tremor

["] other

Attitude () Assessed @ NotAssessed () Within Normal Limits
[7] Attentive [7] Evasive || Guarded [ Ingratiating
[ Cooperative (] Apathetic || Friendly [ Hostile
] Uncooperative [] Interasted [ Indifferent [] Belligerent
[ other
Behaviors () Assessed () Not Assessed © Within Normal Limits _) Not Clinically Indicated

[ Hypermotoric ["] Fidgsty

(7] Ties

| Pyschomotor retardation [] Inappropriate mannerisms

[ Stereotypies

General Appearance ° Assessed | ) Not Assessed

() WNL- Appropriately dressed and groomed for Mot Clinically Indicated
the occasion

Poorly dressed Poorly groomed Disheveled [ odifereus [ Deformities
|| Poor nutrition [] Restless ["] Psychomotor retardation [ Hyperactive/intrusive
|| Evasiva/distant [] Inattentive [] Poor eye contact || Hostils [ Other

e. Some sections, such as Suicide/Homicide, are single select and must be completed. However, if clicking
“None” then the options will mark all as “No” or grey out, depending on the section.
f.  Some sections, including the Suicide/Homicide section, also have a Comments section for you to add

more detail.

g. Some sections, such as orientation, request evidence of the clinician’s determination.

Mental Status Exam

F:&80Oua

Effective 01/20/2023 []v  Status  New Author  Rowe, Charla v («]~]

Exam

Abnermal/Psychotic Thoughts © Assessed () Not Assessed () Not Clinically Indicated -
Psychosis/Disturbance of ( ) None o Present (leave items below
Perception unchecked if not present)

[ Auditory hallucinations Visual hallucinations || Command hallucinations [ Delusions
|| Preaccupation w/viclence Olfactory hallucinations || Gustatery hallucinations
[ ] Tactile hallucinations || Somatic hallucinations || Tlusions [ ] Other
Suicide/Homicide © None () Present
Current suicide ideation Yes @ No Current suicidal plan ) Yes @ No
Current suicidal intent ) Yes @ No Means to carry out attempt () Yes @ No
Current homicidal ideation () Yes @ No Current homicidal plans ) Yes @ No
Current homicidal intent ) Yes @ No Means 1o carry out attempt ) Yes @ No
-
Comments
Orientation @ Assessed () Mot Assessed () WNL - Oriented to person, place, time, situation () Not Clinically Indicated
Disoriented to Person Place [ Time [ situation [ Other
As Evid d by fusion in

" |How would you describe the situation we are in?

B Whers are we right now? (city, state, building)

What is your full name?

|:| What is the full date today?(date, menth, year) and season of the ysar
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h. Thereis a section at the very end for additional comments. You can also use this box to summarize the
MSE results.
There is also a Review section. This is for MSEs that are completed frequently. This allows you review the
most recent MSE and make minor changes without having to re-enter all the sections. You can select N/A
if you started over.

j. You can use “Not Clinically Indicated” when you’re completing frequent MSEs and a section does not
need to be completed every time.

7. Once completed, click Sign to complete and generate the document.

. -

Mental Status Exam Fi:2w8Owa TS0 x
Effective 01/20/2023 ' Status  New Author  Rowe, Charla v m
Exam
Muscle Strength/Tone Assessed °Nn—,Asaessed WHNL Not Clinically Indicated

Atraphy Abnermal Movemeanis QOther
Gait and Station Assessed °NUtAssessed WHNL ND:ClinicalLyInd\cate:!\'_‘.
Restlessness Staggered Shuffling Unstable Other

Mental status exam additional comments, Descriptions

Review

e
Review with changes Review with no changes N/A

Problem List

The Problem List is a module that is embedded in multiple documents in the system. For example, it’s included in the
CalAIM Assessment and most progress notes. These are all connected, so if you add a problem from one document, it will
add it to the overarching Problem List and will therefore be available when you open a different document. You can also
open the Problem List in a standalone manner. The Problem List is a living document, so information should not be
deleted unless entered in error. You will only be able to see problems within your CDAG if the client has not signed a
Coordinated Care Consent.

How do | add a problem to the Problem List?

1. You must first have the client open, then click the Search icon.
2. Type Problem into the search bar.
3. Click to select Client Clinical Problem Details (Client).
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rt ain | 09-21-20

Ql & S Training, Manuel (1268) 4 x

© client Clinical Problem Details (Client)

4. This brings you to the Client Clinical Problem Details screen. Add a problem using the steps below. You can enter

5.

CalMHSA

as many problems as you need to.

a. Search for the problem using the ICD-10 code, or the DSM-5 code. You can also search by typing in the
Description field. You can also select from your favorites by clicking on the dropdown.

b. Enter the start date of the problem. This is the date the problem started, not the date you were made
aware of the problem.

c. Select your program from the dropdown menu.
Click Insert.
This will add it to the Problem List section.

Client Clinical Problem Details OaimaD X[

Problem Details

Problem Details

*

iCode |Search o Description |Search

Start Date: 01/18/2023 [=
b

End Date: @ ¥ Program Outpatient MH Adult-01/13; v

Problem List - Insert Clear
SNOMED Description SNOMED CT Code ICD 10 Code Start Date End Date Program

x \ @ Sleeping in vehicle (finding) 224233001 Z59.0 01/16/2023 Outpatient MH Adult 9

)( [ : ] Severe food insecurity on Unite... 470951000124105 Z59.41 01/16/2023 Outpatient MH Adult

If you made a mistake, you can select an item from the Problem List.
a. This brings the information to the top part of the screen. Make your edits.
b. When finished, click Modify.

Problem Details

* v
Code 759.0 I o Description Sleeping in vehicle (finding) Q ﬁ
Start Date: 01/16/2023 [~ End Date: &~ Program Outpatient MH AdUlt-01/13; v
Problem List
SNOMED Description SNOMED CT Code ICD 10 Code Start Date End Date Program
[} Sleeping in vehicle (finding) 224233001 Z59.0 01/16/2023 Qutpatient MH Adult
)( [ : ) Severe food insecurity on Unite... 470951000124105 Z759.41 01/16/2023 Qutpatient MH Adult
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6. If you need to simply delete a problem that was added in error, click the Delete icon next to the appropriate
problem in the Problem List section.

Problem List

SMOMED Description

Li ] Sleeping in vehicle (finding)

7. When you're finished, Click Save.

How do | remove a problem that’s been resolved?

8. You must first have the client open, then click the Search icon.
9. Type Problem into the search bar.
10. Click to select Client Clinical Problem Details (Client).

Training, Manuel (1268) <+ X

client clinical problem detail

© Client Clinical Problem Details (Client)

11. This brings you to the Client Clinical Problem Details screen. To remove a problem that’s been resolved, select the
item from the Problem List section.
a. This brings the information to the top part of the screen. Add an end date. The end date should be when
the problem was resolved, not the date you learned the problem was resolved.
b. When finished, click Modify.

Problem Details

* v

Code Z59.0% ©® Description Slesping in vehicle (finding) Q *
Start Date: 01/16/2023 k¥ End Date: v Program | Cutpatient MH Adult-01/13, »

Problem List h
4 SNOMED Description SNOMED CT Code  ICD 10 Code Start Date End Date Program

>< u i ] Sleeping in vehicle (finding) 224233001 Z59.0* 01/16/2023 Qutpatient MH Adult
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12. When you're finished, Click Save.

How do | add favorites to my Problem List screen?

1. You must first have the client open, then click the Search icon.

2. Type Problem into the search bar.
3. Click to select Client Clinical Problem Details (Client).

rt! ain | 09-21-20

Q! W & Training

client clinical problem detail

anuel (1268) =+ X%

© client Clinical Problem Details (Client)

4. This brings you to the Client Clinical Problem Details screen. Search for the problem you want to add.

a. Ifit's already in the problem list, you can also select it from the Problem List section.

b. Click the Add Favorite icon.

Problem Details

Problem Details

* v
|C0de |“5r=arch " o Description  Search Q
End Date: v Program Outpatient MH Adult-01/13, v b

Start Date: 01/16/2023 B~

Problem List

a SNOMED Description SNOMED CT Code  ICD 10 Code Start Date End Date Program
>< - [:] Sleeping in vehicle (finding) 224233001 Z55.0 01/16/2023 Cutpatient MH Adult
>< o o Severe food insecurity on Unite... 470951000124105 Z59.41 01/16/2023 Cutpatient MH Adult

5. You'll see a notification at the top of the screen letting you know it’s been added to your favorites.

Client Clinical Problem Details

| Favorite added successfully for this code

Problem Details
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| want to be able to sort through the client’s problem list, rather than seeing just the current
information. How do | do that?

1. You must first have the client open, then click the Search icon.
2. Type Problem into the search bar.
3. Click to select Client Clinical Problems (Client).

+ X

Client Clinical Problems (Client) 1

4. Inthe CDAG Program Enrollment window pop-up, click the drop down and click to select the appropriate
program.
5. Click OK to continue.

CDAG Program Enrollment PR

Select Program Enrollment

MH Screening-10/03/2022 v

6. This takes you to the Client Clinical Problems list page.
a. Use the filters at the top to find what you’re looking for.
b. Start Date is required.
c. After entering in your filters, you'll need to click “Apply Filter”.

Client Clinical Problems (8) 'm x
| Start Date  01/01/2023 . 7 d Date . v Program  All Programs hd |:\ Include Past Probleg B
SNOMED Description &  ICD10Code e ] Staff
SNOMED Description ¥ SNOMED CT Code ICD 10 Code Start Date End Date Program
Severe food insecurity on United States household foo... 470951000124105 759.41 01/04/2023 Outpatient MH Adult -
Rapid cycling bipolar I disorder (disorder) 133091000119105 F31.9 01/03/2023 SUD OQutpatient
Positive screening for depression on Patient Health Qu... 464481000124106 713.31 01/04/2023 Outpatient MH Adult
Oesophageal varices due to cirrhosis of liver caused by... 897005004 K70.30 01/04/2023 SUD Outpatient
Meathamphetamine abuse (disorder) 699449003 F15.10 01/04/2023 SUD OQutpatient
Housing instability due to imminent risk of homelessn... 1156192009 Z59.811 01/04/2023 Qutpatient MH Adult
Cocaine dependence, continuous (disorder) 1915831000 F14.20 01/04/2023 SUD Outpatient
Accidental bumping into stationary object 217896007 W22.09XD 0171172023 Qutpatient MH Adult
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CalAIM Assessment

The CalAIM Assessment is the new 7-domain assessment that DHCS initialized in July 2022. Please reference the CalMHSA
Documentation Guides for more details on what clinical information should be included. In SmartCare, it also includes the
Problem List module, allowing you to add problems directly from the assessment.

How to complete a CalAIM Assessment:

1. You must first have the client open, click the Search icon.
2. Type CalAIM Assessment into the search bar.
3. Click to select CalAIM Assessment (Client).

m’ Test, Client (1170) 58 B @ + x

CalAIM |
@ CalAIM Assessment (Client) [

4. Inthe CDAG Program Enrollment window pop-up, click the drop down and click to select the appropriate
program.

5. Click OK to continue.

CDAG Program Enrollment ? R

Select Program Enrollment
MH Screening-10/03/2022 v
=

6. The CalAIM Assessment document will open. Complete the document. All 7 domains are required.
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https://www.calmhsa.org/calaim-2/

CalAIM Assessment F: 2080 DEem

Effective 12/22/2022 []¥ Status New Author  Clinician, Robert v (« )] E
General e

6

Domain 1: List/Describe Presenting Problem(s), Current Mental Status, History of Presenting Problem(s) and Client-Identified Impairment(s)

Domain 2: List/Describe Trauma - Indicate NfA if not applicable.

Domain 3: List/Describe Behavioral Health History and Comorbidity

Domain 4: List/Describe Medical History, Current Medications, Medication History, and Comorbidity with Behawvioral Health.

Domain b: List/Describe Social and Life Circumstances and Culture/Religion/Spirituality

Domain 6: List/Describe Strengths, Risk Behaviors, and Safety Factors

Domain 7: List/Describe Clinical Summary and Recommendations, Diagnostic Impression, and Medical Necessity Determination/Level of CarefAccess Criteria.

7. Add problems to the Problem List as desired. See Problem List section for more information on how to complete
the Problem List in SmartCare.
8. Click Sign to complete and generate the document.
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CalAIM Assessment F: 208 Owns D& m x

Effective 12/22/2022 []¥  Status New Author  Clinician, Robert v («Y )

General

Domain 7: List/Describe Clinical Summary and Recommendations, Diagnostic Impression, and Medical Necessity Determination/Level of CarefAccess Criteria.

Problem List

Problem Details

* v
Code Search o Description  Search Q ﬁ
Start Date: 12/22/2022 v End Date: v Program  MH Screening-10/03/2022 w

problem Lit

SNOMED Description SNOMED CT Code  ICD 10 Code Start Date End Date Program

No data to display

ASAM Assessment

The American Society of Addiction Medicine (ASAM) has created an assessment that they simply call the ASAM Criteria.
Generally, this assessment is usually just shortened to “ASAM” in the substance use treatment world. In SmartCare, the
form is called “CA ASAM” to represent that this is the form the California SmartCare customers are using.

There are many different interview questions that providers use to determine the ASAM Criteria results. CalIMHSA is not
currently including interview questions in the EHR, as many are cumbersome and lengthy. If your county has a
recommended ASAM Interview Tool, feel free to use it. DHCS also has a free ASAM Interview Tool that’s available on their
website. To complete the CA ASAM, follow the steps below.

1. You must first have the client open, click the Search icon.

2. Type “CA ASAM” into the search bar.
3. Click to select CA ASAM (Client) from the search results.
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4,

W{raining, Manual (1239) BB

- 2
Q=i )

£ CA ASAM (Client)

In the CDAG Program Enrollment window pop-up, click the drop down and click to select the appropriate
program.
5. Click OK to continue.

CDAG Program Enrollment o8

Select Program Enrollment

MH Screening-10/03/2022 ~

6. The ASAM document will open. In the Initial tab, enter the type of assessment this is.

CA ASAM Fi@Ona o080 EEA
Effective 01/20/2023 [H]¥  Status New Author  Clinician, Robert ~ ~ ()]
Initial Dimension 1 Di ion 2 Di ion 3 Dil ion 4 Di ion 5 Dil ion & Final Determination o
Initial
Type Of Assessment

7. Complete each Dimension tab.

CalMHSA

oo o

Each will have a section for you to enter the risk level.

This will auto-populate the level in the General section of the tab.
Enter the documented risk (low, moderate, or high).

Enter your comments.
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CA ASAM

Effective 01120#’2023 Status  New

Author  Clinician, Robert ~

im0« 00 EE X

00

Initial r Dimension 1 Dimension 2 Dimension 3 Di

i

4 Dir ion 5 Di ion &

Final Determination

Dimension 1: Acute Intoxication and/or Withdrawal Potential

© o withdrawal risk (Level 0.5)

€ | Withdrawal, if present, is manageable at Level 1-WM (Level 1)
( | Withdrawal, if present, is manageable at Level 2-WM (Level 2.1)
( | Withdrawal, if present, is manageable at Level 2-WM (Level 2.5)

( | Withdrawal, if present, is manageable at Level 3.2-WM (Level 3.3)
: | Withdrawal, if present, is manageable at Level 3.2-WM (Level 3.5)

() Withdrawal is manageable at Level 3.7-WM (Level 3.7)

() Withdrawal requires Level 4-WM (Level 4)

@] Physiologically dependent on opiates and requires Opioid Maintenance Therapy to prevent withdrawal (OTP Level 1)

: | Withdrawal, if present, is currently receiving Level 1-WM or 3.2-WM services (Level 3.1)

General

O

|Lavet Level 0.5

S

I Documented Risk

Comments

(2

8. Navigate to the Final Determination tab. This will pull in the information you entered in all the dimension tabs,
including your comments. Enter the Final Placement Determination.

CA ASAM

Effective 011204‘2025 Status  New

Fi2080«a 060 EE

Author  Rowe, Charla ' ° o
Initial Dimension 1 Di ion 2 Dir ion 3 Di 4 Dimension 5 Dimension 6 Final Determination o
Imperial ASAM Final Determination
Final Placement Determination
Additional Indicated Level of Care | pgpe ~ Second Additional Indicated Level of Care  pong ~

Provided Additional Level of Care  pgne ~

If Actual LOC was not among those indicated, what is the reason for the
difference?

~

If reason was "Other", explain:

Immediate Need Profile Determination
Outcome of Immediate Needs Profile

If referral is being made but admission is expactad to be delayed, what is the E

reason for delay?
v

If reason was "Other", explain:

Enter the Indicated/Referred Level. This is the level you think the client needs, based on ASAM criteria.
Enter the Provided Level. This is the level you actually referred the client to.

c. Enter your comments, including a justification if there is a discrepancy between the indicated level and

the provided level.

9. Click Sign to complete and generate the document.

CalMHSA
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CA ASAM F:w@Ons i 0 EEE X

Effective 01/20/2023 Status  New Author  Clinician, Robert v («]+) sign FY|CIEY
Initial Dimension 1 Dimension 2 Dimension 3 i ion 4 Di ion b Di ion 6 Final Determinati 9 o

Final Determination

Dimension 1 Level 0.5 Risk: Low Dimension 2 Level 2.5 Risk: Moderate
some risk

Dimension 3 Level 3.3 Risk: Moderate Dimension 4 Level 1 Risk: Moderate

some low

Dimension 5 Level 2.5 Risk: Low Dimension 6 Level 3.1 Risk: Moderate

dimension 5 demension &

Final Placement Determination 9
Indicated/Referred Level ! v
Provided Level v a
Comments

Child and Adolescent Needs and Strengths (CANS) Tool

The Child and Adolescent Needs and Strengths tool, or CANS, is required for youth mental health clients ages 6-20.

10. You must first have the client open, click the Search icon.
11. Type CANS into the search bar.
12. Click to select California CANS (Client).

% & Test,Clent(1170) SR B @ + x

Q [cans e |

e CANS Reporting Record Summary List Page (My n
Office)

e California CANS (Client) n

v WA

13. In the CDAG Program Enrollment window pop-up, click the drop down and click to select the appropriate
program.
14. Click OK to continue.

CDAG Program Enrollment o8

Select Program Enrollment

MH Screening-10/03/2022 v
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15. The CANS document will open. Complete the general information about the CANS in the Initial tab.

a. Enter the date of the assessment. This auto-populates to today’s date, but may be changed as necessary.

b. Select the Assessment type.

c. Enteryour program.

d. If you're entering the CANS as a proxy for someone else, you may also change the Assessor field.

e. Enterthe client’s grade.

f. If the client does not have a caregiver, check the box. This will hide the Caregiver Resources tab.
California CANS Fi:2080a 00 X

Initial General Domains (6-24) Trauma/Transition Caregiver Resources

General

Effective 01/18/2023 Status  New Author  Staff, Access ~ o °

Date of Assessment 1/18/2023 - DOB: 09/01/2002 =] b Age: 20
Assessment Type o Initial | : ! Reassessment | ! Discharge | ! Administrative Close | ! Urgen

d:h’outh has no known caregiver. Skip Caregiver Resources and Needs Domain.l

16. Navigate to the General Domains tab and complete the CANS tool.

aAssessor " Staff, Access v‘I IProgram | vo IGrade ! vp

a. Ifthisis not an initial assessment, the most recent CANS scores will show to provide you with additional

information.

California CANS Fi:280a 060 EEA *

1118/2023 Status  New Author  Staff, Access - 00

General Domains (6-24) Trauma/Ti it Caregiver
Life Functioning Domain
0 = No evidence 2 = Interferes with functioning; action neaded
1 = History or suspicion; monitor 3 = Disabling, dangerous; immediate or intensive action needed
Previous
Item 0 1 2 3 Rating

Family Functioning
Living Situation
Social Functioning
Developmental/Intellectual
Decision Making
School Behavior
School Achievement
Scheol Attendance
Medical/Physical
Sexual Development
Sleep

Legal

Recreational

Independent Living Skills

b. Atthe end of each section is a comment box for your clinical notes.
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Legal [+ ]
Recreational O [ -]

Independent Living Skills @) ©

Life Functioning Domain Description

Please write a rationale for any item in the above domain or module

17. Navigate to the Trauma/Transition and complete this section.

California CANS F 208002 ®WmidTaD x
Effactive 01/18/2023 Author  Staff, Accass - (« Y]
Initial General Domains (6- Trauma/Transition Caregiver Resources o

Potentially Traumatic/Adverse Childhood Experiences - Lifetime Exposure.

MO = No evidence of any trauma of this type YES = Exposure/experienced a trauma of this type
Item No Yes
Sexual Abuse
Physical Abuse
Meglect
Emotional Abuse
Medical Trauma
Natural or Manmade Disastar
Witness to Family Vielence
Witness to Community/School Violence
War/Terrorism Affected
Witness/Victim of Criminal Acts
Parental Criminal Behavior
Disruption in Caregiving/Attachment Losses

Please write a rationale for any item in the above domain rated "Yes'

18. If available, navigate to the Caregiver Resources tab and complete this section.
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California CANS

Effective 01/18/2023 Status  In Progress

Initial General Domains (6-24) Trauma/Transi Caregiver Resources

Caregiver Resources

Author  5taff, Access

{20802 Wi e 0 EE x

00

E

0 = No evidence; this could be a strength

1 = History or suspicion; monitor; may be an opportunity to build
2 = Interferes with functioning; action needed
3 = Disabling, dangerous; immediate or intensive action needed

Caregiver Resources and Needs

Caregiver 1

Caregiver Name Last Name, First Name Relationship

Ttem

Supervision
Involvement with Care
Knowledge

Social Resources
Residential Stability
Medical/Physical
Mental Health
Substance Use

Developmental

a. You can add multiple caregivers by clicking on the “Add Caregiver” link at the bottom of the page.

I diny 2Less

Please write a rationals for any item in the above domain or module

a

Add Carsgivar

19. Click Sign to complete and generate the document.

L om i@ e D EE x

O

Pediatric Symptom Checklist (PSC)

@

%

<+

Previous
Rating

The Pediatric Symptom Checklist, or PSC or PSC-35, is required for youth mental health clients ages 0-18.

1. You must first have the client open, click the Search icon.
2. Type Pediatric Symptom Checklist into the search bar.
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3. Click to select California Pediatric Symptom Checklist (Client).

Test, Client (1170) B2 B @ + X

Q |Pediatric Sym |
California Pediatric Symptom Checklist (Client) W

4. Inthe CDAG Program Enrollment window pop-up, click the drop down and click to select the appropriate

program.
5. Click OK to continue.

CDAG Program Enrollment o8

- Select Program Enrollment
= MH Screening-10/03/2022 w
k

= =

I

6. The PSC document will open. Complete the document. The PSC-35 is a form that is completed by the youth’s
caregiver. This may be done on paper and entered into this document for better tracking. You may also want to

scan in the paper version the guardian completed. If so, see How do | scan a document into the client’s record?

[screenshot]

7. Click Sign to complete and generate the document.

How do | view the PSC scores over time?

1. Have the client open. Click on the Search icon.
2. Type “Flow Sheet” in the search bar.
3. Select “Flow Sheet (Client)” from the search results.
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() |flow sheet ]

Y Flow Sheet (Client)

4. This takes you to the Flow Sheets page. Select the Pediatric Symptom Checklist Score from the dropdown menu.
5. Select your start and end dates that you’d like to see.
6. Click Apply Filter.
7. You can also view this information in graphical form by clicking on the Graphs tab.
Flow Sheet 8107?20 x
Vital History Graphs
[ Meaningful uss/vitals v ] Today tart Date  01/16/2023 [~ EndDate 01/16/2023 [ ~| |00 Lancs

Add Flow Sheet
Meaningful Use/Vitals
| Pediatric Symptom Checklist Score
Pregnancy Outcome
Prenatal Care
Praventative Care and Screening
T

§)
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Group Documentation

Introduction to group documentation will go here...

How to Add a New Client to a Group

To add a new client to a Group, follow the steps below:

1. Click the Search icon.
2. Type Managing into the search bar.
3. Click to select Managing Groups (My Office).

“SmartCare Q "

QlManaging

i |

e Managing Groups (My Office)

®,

ANS Reporting Record Summa...

4. Click to select the Process Group you will be adding the client to.

Managing Groups (1)

& Active Groups v All Staff ~ All Programs ~ All Locations v Attendance

Group A Program Location Procedure

Staff 1 Staff 2 Staff 3 Staff 4 Attendance

Qutpatient MH A... Community Menta... Group Psychothe... Clinician,... Supervisor... No

5. Locate the Client section towards the bottom of the Group Details screen. Click Add Clients.

Group Details
General Schedule

Type v

Program Qutpatient MH Adult ~

Group Note Group Progress Note ~ Procedure Code Group Psychatherapy (Other Than of a Multiple-Famil v
Classroom ~ Duration 60.00 Minutes
C"E’r“-":;‘ Start Time 3:00 PM

Medicare G Code

Comment

Attendance

Attendance Schedule...
Group Note Type v
Add all clients enrolled in Program Default Procedure ~

Clients Automatically add clients from rester to new group servi Staff

Clients which may attend this group. Staff that may lead this group,

Luentame - Is Clinician  Staff Name

X Asano, Jason X . ] Clinician, Robert

X Bravo, Johmny x Sz EiEE

)( Powers, Light

X Thompson, Toby

X White, Walter

XK Williams, Kyle
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6. The Client Search window will open, click in the Last Name and First Name fields to enter the corresponding
information. Select Enter on your Keyboard to populate search results.

a. You can also use the Other Search Strategies fields to search by SSN, DOB, etc.

7. Click the radio button to left of the client you want to select.
8. Click Select and Close. This client will be added to the group.

| s YU

Clear

Name Search Include Client Contacts

N

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

Broad Search Type of Client

|

Individual

Qrganization

Program

Last Name Test First Name ™
Other Search Strategies
SSN Search e Phone # Search
DOB Search hd Master Client ID Search
Primary Clinician Search v | Client ID Search
Authorization ID / #
Records Found
ID Master ID Client Name A SSN/EIN DOB Status City Primary Clinician
7 )15 1015 Tesla, Jim 0000 01/01/1980 Active Sacramento
1091 1091 Test, Max 6345 01/01/1990  Active Midelle Rapp, Chris
1080 1080 TestCH, Client 9999 01/20/2011  Active
Select Select & Close | Cancel
9. Click Save. Click the X to close the screen.
| Group Details ? i %|EED a@[x)
| General Schedule
! Type ~ Program Outpatient MH Adult v -
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How to Add or Change a Staff Member in a Group

To add or change a staff member in a group, follow the steps below:

1. Click the Search icon.
2. Type Managing into the search bar.
3. Click to select Managing Groups (My Office).

“SmartCare Q& a

QlManaging |
e Managing Groups (My Office)

®|

ANS Reporting Record Summa...

4. Click to select the Process Group you will be adding the client to.

Managing Groups (1)

&  Active Groups v allstaff ~  allPrograms ~ allLocations ~ Attendance Apply Filter
Group A Program Location Procedure Staff 1 Staff 2 Staff 3 Staff4 Attendance

Qutpatient MH A... Community Menta... Group Psychothe... Clinician,... Supervisor... No

5. Locate the Staff section towards the bottom of the Group Details screen. Click Add Staff.

Group Details

General Schedule

Type e Program Outpatient MH Adult ~
Group Note Group Progress Note e Procedure Code Group Psychotherapy (Other Than of a Multiple-Famil ~
Classroom N~ Duration 60.00 Minutes

Max.# of Start Time 3:00 PM

Client(s)

Medicare G Code

Comment
Attendance
Attendance Schedule...
Group Note Type ~
Add all clients enrolled in Program Default Procedure ~
Set Client Specific Default...
Clients Automatically add clients from roster to new group service Staff
Clients which may attend this group. Add Clients... Staff that may lead this group.
wuent name
-~ Is Clinician  Staff Name
Asano, Jason
X x [-] Clinician, Robert
Bravo, Johnm
X 5 x Supervisor, Clinician
X Powers, Light
X Thompson, Toby
x White, Walter
>< Williams, Kyle
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6. Click to select the correct staff member to add.

7. Click OK.

Group Service Staff Pop Up

Staff, Access
Staff, Billing
Staff, Clerical
Staff, Compliance

Staff, Nurse

Staff, Psychiatrist

o0 oooda

Stephan, Khristy

Sullivan, Kevin

8. And/or, if you need to remove a staff member, click the X to the left of the staff member you want to remove.

9. Click Save

Staff

Staff that may lead this group.
Clinician  Staff Name
0 Clinician, Robert
x O Supervisor, Clinician
X O Staff, Psychiatrist

. Click the X to close the screen.

Add Staff...

| Group Details
| General Schedule
I

Type

CalMHSA

Program OQutpatient MH Adult
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How do | write a group progress note?

6. Onyour Appointments for Today widget, click on the link for the time of the group you’re documenting.

screenshot

7. This opens the Group Services Detail screen. In the upper left, you'll see the group information. Confirm the
information and add any additional information regarding the entire group.

HOB Ao im0 EED x

8.

CalMHSA

Group Service Detail

Service  Note
Group
Group  Process Group

Group Comment

Date 01192023 B~ B

Location  Community Mental Health ¢ v

Status  Show

Evidence Based Practices

Clients

Show Clients With Errors

Specific Location

Pl

Staff Add Staff...
Staff Name Unit Start End

X Clinician, Ro.. 60 Minutes 2:00 PM 3:00PM

X Supervisor, C.. 60 Minutes  2:00 PM 3:00 PM

&

X ™ Asano, Jason
X ® Bravo, Johnny
¥ ® Childers, Cindy
K W powers, Light
X F Test, Patient

X B Tommy, Max

X B White, Walter
K W wiliams, Kyle

BYm@O i
T M im |
B

miow
PmO i M
PmmB 0 i
& Yimo
0

Service Information Custom Fields

Billing Diagnosis |

Warnings and Errors

Procedure
Start 2:00 PM Duration
Status Show

Cancel Reason
Program Outpatient MH Adult
Clinician Clinician, Robert
Attending

Mode Of Delivery

Billable
Transportation Service No
Interpreter Services

Needed
Travel Time Minutes
Face to Face Time Minutes

Documentation Time Minutes

Group Psychotherapy (Other Than ofa t v | [ERgY
RS XN . A | set some |

.

:
Set Some
[ setau

Set All | Set Some

.
:
v SotSoma
.
.
EmEEn
ENEEa
EnEEa

In the upper right, you’ll see the staff members that are set as facilitators for this group.
Make edits to which staff members were present. For example, if a staff was only present for half of the
group time, indicate this by editing the Unit (how many minutes they were present) and the Start Time to

match what actually happened.
If a staff member was not present, click the Delete icon next to their name to remove them from this

a.

service.

If an additional staff member was present who is not listed, click the Add Staff button.
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Group Service Detail

Service Note
Group
Group Process Group

Date  01/19/2023 B~ £

Location

Status ~ Show

Community Mental Health ¢ v

Group Comment

Specific Location

HOom A0 i%T 0D EEN X

Staff

Add Staff...

Staff Name Unit Start End
X Clinician, Ro.. '60 Minutes  2:00PM |  3:00 PM
upervisor, C.. 60 Minutes 2:00 PM 3:00PM

Evidence Based Practices ~
Clients Show Clients With Errors 42 o S ]
Service Information Custom Fields Billing Diagnosis P Warnings and Errors
I )('AEano,]asDn BT i —
Bravo, Joh i i
X ¥ Eravo, Jonnny Tmimi Procedurs Group Psychotherapy (Other Than of 21 v | [EREN
X Childers, Cindy =] Total
Start 2:00 P 60.00  minutes BRI
X " Powers, Light »ivOo® Duration
. Status Show Wl setau
x P Test, Patient P i M
. Cancel Reason Rl Set All
> p Tommy, Max B O i
Program Outpatient MH Aduls + B
White, Walt i .
x p e fater aYimo Clinician Clinician, Robert v EEL
X W wiliams, Kyle \4 Attending Dl set Al
Mode Of Delivery Al Set Al
Billable Set All
Transportation Service No v Set All
Interpreter Services
Travel Time Minutes Set All
Face to Face Time Minutes Set All
Documentation Time Minutes Set All

d. This brings up the Group Service Staff Pop Up. Select the staff member(s) you want to add and click OK.

Group Service Staff Pop Up

Staff, Access
Staff, Billing
Staff, Clerical
Staff, Compliance
Staff, Nurss
Staff, Psychiatrist
Staff, Test
Stephan, Khristy
Sullivan, Kevin
Tes, Niru

Test, Abhi

Test, Aishu

Test, COK

Tact lark

-

9. On the middle left side of the screen, you’ll see the list of clients enrolled in this group. Make edits to this list to

CalMHSA

confirm the group roster.

a. Toremove a client from the roster, click the Delete Service icon. DO NOT do this if they are simply a no-
show. Only do this to remove them from this service’s roster entirely.
b. To add a client who has already been enrolled in this group, click the Plus icon.
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CalMHSA

Clients

[ Show Clients With Errors

x P Asano, Jason
' Bravo, Johnny
a ~y .

X P Childers, Cindy
)( P Powers, Light
x P Test, Patient
x F Tommy, Max
K W White, Walter

¥ B wiliams, Kyls

=]

ice Information Custom Fields

Billing Diagnosis

|’L Warnings and Errors

Procedure
Start 2:.00PM
Status Show

Cancel Reason

Praogram Qutpatient MH Adult
Clinician Clinician, Robert
Attending

Mode Of Delivery

Billable

Transportation Service No
Interpreter Services M

Needed —

Travel Time Minutes
Face to Face Time Minutes
Documentation Time Minutes

v

Group Psychotherapy (Other Than ofat v SR
Total )
o 6000 | tinutes [EXYN

v
.
.
v
v
v

c. This will open up the Group Service Client Popup, which will list any additional clients that are enrolled in
this group. Select the client and then click Select to add them to this service.

Group Service Client Popup e a8

Group Service Clients

Clients in Process Group

[ ] Name

No data to display

Clients

[] Show Clients With Errors

%-

d. To add aclient who is enrolled in this program but not yet enrolled in this group, click the List icon.

I x F Asano, Jason
X .
X .

Bravo, Johnny
Childers, Cindy
Powers, Light
Test, Patient
Tommy, Max

White, Walter

¥ X X XX
g 30 B 3 Jie

Williams, Kyle
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e. This will open up the Group Service Client Popup, which will list any clients that are enrolled in this
program but are not yet enrolled in this group. Select the client(s) you want to add and click Select to add
them to this service.

Group Service Client Popup (2] x|

Group Service Clients

Clients that are enrolled in the program

Name
Adair, Alice (1160)
Another, Test (1209)
Arambula, Maximao (1247)
Asanag, Hiro (1111)
Asano, Kaito (1106)
Baizey, Test (1183)
Baizey2, Testl (1204)
Banks, Tara (1078)
Barajas, Fabiola (1235)
Barnes, Kim (1093)
Barrington, Rosemary (1265) -

Can:

g
4

f.  Toadd aclient from another program, click on the Magnifying Glass icon.

Clients Show Clients With Errors | o2 | R iE
I )( F Asano, Jason E -_..u.o i

X 1 Bravo, Johnny TN M

K ™ Childers, Cindy B

)( P Powers, Light F i O '3

)( P Test, Patient 'am 0 i F

x P Tommy, Max o ED E O i

K P White, Walter BY% 1imQ

K B wiliams, Kyle L))

g. This will bring up the client search function. Search for the client you want to add and click Select & Close.
If you want to add more than 1 client, you can simply click Select and then search for the next client you
want to add.
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k) k3

Client Search
Clear
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 Training First Name Program v |
Other Search Strategies
S5N Search Phone # Search
DOB Search hd Master Client ID Search
Primary Clinician Search v | Client ID Search
Authorization ID [ # Insured ID Search
Records Found
\ ID Master ID Client Name A Chosen Name SSN/EIN DOB Status  City Primary Clinician
o 1138 1138 Train, Test 3693 12/01/19... Active New York... Tg, Sahana
1239 1239 Training, Manual 9999 06/07/20... Active
1268 1268 Training, Manuel 3545 09/01/20... Active

[ Soect

10. Once you have your group roster set up, move to the service information section. The first client will be
highlighted. As you make changes, this will update this particular client. This is where you mark whether clients
who were a no-show for the group, or who canceled.

a. If you want to set this information for all of the clients, click the “Set All” button. You can do this for each
item in the service information section.
b. If you want to set this information for more than one client, but not all of them, click the “Set Some”

button.

S *F E (=)

Clients Show Clients With Errars

Service Information Custom Fields Billing Diagnosis P Warnings and Errors
I >( P Asano, Jason g b llasan 0 -
o~ - - 3 '.
x ' Bravo, Johnny v F 1 - 1 Procedure Group Psychotherapy (Other Thanofal v | S G
X Childers, Cindy
. 8 . Start 2:00 PM g“talt. 60.00  Minutes [ESgA
)( F Powers, Light - 1 O 'v’ uration
Status Show Set All || Set Some
x P Test, Patient Qr.m-n—u 0 i -
o . Cancel Reason a Set All | Set Som| b
T M [Asarg
x ' ommy, Hax v E O 1 Program Outpatient MH Adult Set All | Set Some
.
X W white, Walrer @Y imo Clinician Clinician, Robert O set
X W villiams, kyle © Attending ~

Mode Of Delivery Al Set All
Sillable SetAll
Transportation Service No v Set All

Interpreter Services

Needed getill

Travel Time Minutes Set All

Facs to Face Time Minutes Set All

Documentation Time Minutes Set All ﬁ

c. This will bring up the Set Some pop-up window. Select the clients you want to include in this change (e.g.
all the clients who you want to mark as “show”). Then click Set.
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SmartCare x

Set Some
Status MNew Value = Show
All Client Name Current Value
Asano, Jason Show (71)
Bravo, Johnny Show (71)
Childers, Cindy Show (71)
Powers, Light Show (71)
Test, Patient Show (71)
Tommy, Max Show (71)
White, Walter Show (71)
Williams, Kyle Show (71)

11. Once you’ve completed the service information, navigate to the Note tab.
12. Enter the group note summary. This will be pushed to all of the group member’s notes.

Group Service Detail 506 AOi2TD x
Service m 6
Group Note Client Note Co-Signar(s)... ~

Template Clinician, Robert Adll Update My Client Notes

Total Number in Group

List non-client group members

Group Summary

13. Navigate to the Client Note tab.
14. On the left side of the screen, select the client you’re writing the note for.
a. You can click on the checkbox “Only Show clients where | am the Note Author” to limit the clients on the
list.
15. On the right side of the screen, enter the individual client’s note for this group service.
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16. Add problems to the problem list as necessary. See Problem List for more information. After adding any

Group Service Detail

Note

Service

|_] Only show notes with Validation Errors

Group Note | Client Note

| Only Show clients where I am the Note Author
| Hide Clients

Asano, Jason

Note Plan Goals Co-Sig)
- General
. Cind:
T Lindy T TPernatal depression
Powers, Light [l Primary degenerative dementia of the Alzheimer type, presenile onsst, with depression (disorder)

Test, Patient || severs food insecurity on LS. household food security survey module

Tommy, Max

[ Severe food insecurity on United States household food security survey module

|| Severe food insecurity on U.S. househald feod security survey module
White, Walter =

["] Unhealthy alcohol drinking behavior

. 5 B Be B B

Williams, Kyle

Sob AoimDEEA X

Information

Describe current service(s), how the service addressed the beneficiary's behavioral health need (.., symptom, condition, diagnesis, and/or risk factors).

problems, make sure to click Save.

Group Service Detail

Service _ Note
Group Note _ Client Note Sign My Notes eSO

(] Only Show clients where I am the Note Author [ Only shew notes with Validation Errors

I Asano, Jason -

Plan Goals Co-Sigr

Bravo, Johnny

HOom AoidmDEEN X

Al Add Co-Signer

Childers, Cindy - | el | 1 1
Powers, Light . Problem Details
Test, Patient -
Tommy, Max - w hd
White, Walter Code |Search @ Description Search a ¥
Wiliams, Kyle " Start Date: 01/21/2023 B~ End Date: [=hd Program Outpatient MH Adult11/10, v

Problem List

SNOMED Description SNOMEDCT Code  ICD 10 Code StartDate  End Date Program

X (O @  Subchronicschizophrenia with... 111482003 F20.3 11/18/2022 Access Unit

x O e Perinatal depression 10211000132109  F32.9 11/18/2022 Access Unit

X O @  Primarydegenerative dementia... 10532003 F32.9 11/18/2022 Outpatient MH Adult

X (O @  severefoodinsecurity on U.S.h.. 470951000124105 Z59.41 11/18/2022 Access Unit

X (O @  Severefoodinsecurity on U.S.h.. 470951000124105 Z59.41 11/18/2022 Access Unit

X (O @  Severefoodinsecurity on Unite... 470951000124105 259.41 11/18/2022 Access Unit

X (O @  Unhealthyalcohol drinking beh... 1093988100011.. F10.10 12/21/2022 Access Unit

Y

17. Select problems that were addressed in today’s session. If you’ve added any problems to the problem list during

CalMHSA

this note writing, click Refresh to update this list.
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Group Service Detail S50 A i@mD :

Service _ Note

Group Note Client Note BT MEE]  Co-Signer(s)... L dl Add Co-Signer
[] Only Show clients where I am the Note Author [ Only show notes with Validation Errors

Hide Clients

I S T
Note Plan Goals Co-Sig

Bravo, Johnny

Childers, Cindy

Severe 100d INSECUNTy ON UNITe...  47UYS1UUULZA1US  £5Y.41 /162022 Access unit
Powers, Light
N Unhealthy alcohol drinking beh...  1093988100011... F10.10 12/21/2022 Access Unit
Test, Patient

Tommy, Max

White, Walter

i e e B By B B B
b
-]

Williams, Kyle T - - -
Problems addressed during this session

["] Perinatal depression

| Subchronic schizaphrenia with acute exacerbations (disorder)
|| Primary degenerative dementia of the Alzheimer type, presenile onset, with depression (disorder)
[ severe food insecurity on U.S. household food security survey module

[ severe food insecurity on U.S. household food security survey module

\:\ Severe food insecurity on United States household food security survey module

[7] Unhealthy alcohol drinking behavior

18. To add Co-Signers as necessary, navigate to the Co-Signers tab.
a. Select the staff from the dropdown menu. This will add them to the list of people who will be asked to co-
sign the note.
19. Once you're finished with all of your notes, click “Sign My Notes.”

Group Service Detail 506 AOi2TDO x

Service _ Note
A4l Add Co-Signer

Group Note Client Note

[ Gnly Show clients where T am the Note Author [ 0nly show notes with Validation Errors

Hide Clients
Asano, Jason -
Note Ti Plan Goals
I Bravo, Johnny
Childers, Cindy Co-Signer
Powers, Light
Test, Patient | Clinician, SUD ¥

Tommy, Max Clinician, Robert

White, Walter X Clinician, SUD

222888

Williams, Kyle

Referrals and Transfers
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Diagnosis Entry

In this section, you will learn how to add a diagnosis, update a diagnosis, deleted a diagnosis, and how to favorite a
diagnosis.

How to Add a Diagnosis

To add a diagnosis, follow the steps below:

1. You must first have the client open, click the Search icon.
2. Type Diagnosis into the search bar.
3. Click to select Diagnosis Document (Client).

@* S TestMax(1091) W j QSR B ¢ + x

Q, |Diagnosis | |
|9 Diagnosis Document (Client) n
0 Active Clients Without Diagnosis (My Office) [}

4. Inthe CDAG Program Enrollment window pop-up, click the drop down and click to select the appropriate

program.
5. Click OK to continue.

CDAG Program Enrollment (2] x|

Select Program Enrollment a

Outpatient MH Adult-11/01/2022-11/16/2022 v

Lol

6. The Diagnosis Document screen will open, click in the code field and enter the diagnosis code.
7. Alist of matching diagnoses will populate, click to select the appropriate diagnosis

Diagnosis

* 6 v
Code Description Search Q ﬁ

F06.31* - Depressive disorder due to another medical condition, With depressive features - 37739004 - Mood disorder due to a general me

condition (disorder)
F06.31* - Depressive disorder due to another medical condition, With depressive features - 42594001 - Organic mood disorder of depressed

type (disorder)
F06.31* - Depressive disorder due to another medical condition, With depressive features - 75837004 - Mood disorder with depressive features

due to general medical condition (disorder)

CalMHSA Specialty Mental Health Services Clinical Documentation User Guide Page 158



a) Alternatively, you can click in the Description filed and enter the diagnosis description.
b) Alist of matching diagnoses will populate, click to select the appropriate diagnosis

Diagnosis
* Q ~
Code F06.31 (i ] Description"depr “ Q ﬁ

(] RuleOut Type F06.31* - Depressive disorder due to another medical condition, With depressive features - 37739004 - Mood

disorder due to a general medical condition (disorder)
Severity F06.31* - Depressive disorder due to another medical condition, With depressive features - 42594001 - Organic
mood disorder of depressed type (disorder)

Remission F06.31* - Depressive disorder due to another medical condition, With depressive features - 75837004 - Maod
Comments disorder with depressive features due to general medical condition (disorder)

8. You must document if the diagnosis is Primary, Additional, or Provisional. Click the drop-down menu in the Type
field and select the appropriate option.

Diagnosis
* ~
Code F06.31 { Description Depressive disorder due to another medical condi Q ith depressive features Q ﬁ
[] RuleOut Type | v || Specifier
St souree
Remission | Addtonal 7 Order 1 Bilable @Yes (ONo
Comments

9. |If aseverity level is appropriate, click the drop-down menu in the Severity field and select the appropriate option,
mild, moderate, or severe.

Diagnosis
* v
Code F06.31 {1 Description Depressive disorder due to another medical condition, With depressive features Q i}
[] RuleOut Type Primary O Specifier
Severity v Source
Remission Mild | Order 1 Billable @Yes (No

Cornment) I
| Severe

10. To document that the client is in remission, click the drop-down menu in the Remission field and select the

appropriate option.

Diagnosis
W v
Code F06.31 {1 Description Depressive disorder due to another medical condition, With depressive features € 4, ﬂ
[] RuleOut Type Primary ~ Specifier
Severity Moderate v Source
Remission || VI Order 1 Billable @Yes (ONo

| Early Remission !
Sustained Remission
Remission in a controlled environment

Comments
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a. If this diagnosis is informational only and not a billable diagnosis, click the No radio button in the Billable
field.

Specifier
Source

Order 1 Billable Yes | @No

11. Click the Insert button to add the diagnosis. It will appear in the Diagnosis List grid below

Remission ~ Order 2 Billable @ Yes No

Comments

Order 1035415(;' SNOMED  R/O ICD/ DSM Descriptior SNOMED Description Type Severity Source Comments
)( 1 F06.31 37739004 Depressive disorde... Mood disorder due ... Primary Moderate

a) Repeat steps 1-12 for remaining diagnoses.

12. Click Sign to complete and generate the document.

F: 0802 FEADE@T x

Diagnosis Document

Effective 1116/2022 Status  New Author  Clinician, Robert v 00 [«

Diagnosis

No Diadnosis

Note: If you need to review the programs the patient is enrolled in, click the More Detail icon at the top of the window.

Diagnosis Document = il Ocngs Demx
Effectiva 11/16/2022 [l Status New Author  Clinician, Robert > 00 BN <
Diagnosis
Effective 11/16/2022 Status  New Author  Clinician, Robert v 00 B e </

Other Versions Signed By Signer Program
Add Signer(s)... v Cutpatient MH Adult-11/01/2022-11 v
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How to Delete a Diagnosis

To delete a diagnosis, follow the steps below:

1. Click the X icon to left of the diagnosis you want to delete.

Diagnosis List

Order IDCSDMlsC: SNOMED  R/O ICD/ DSM Descriptior SNOMED Description Type Severity Source Comments
)( 1 1 F06.31 37739004 Depressive disorde... Mood disorder due ... Primary Moderate
2 F31.9 133091... Bipolar I disorder, ...  Rapid cycling bipol... Additional Moderate
x 3 F41.1 21897009 Generalized anxiet... Generalized anxiet... Additional Moderate

2. A prompt will appear and confirm you want to delete, click OK.

3

Confirmation Message

e Do you want to delete this record?

2

Cancel

How to Modify and/or Re-Order a Diagnosis

To modify or re-order a diagnosis, follow the steps below:

1. Click the radio button to the left of the diagnosis you need to update.

2. Make updates to the appropriate fields above.

a. If you need to re-order your diagnosis, click in the Order field and enter the number you would like the

diagnosis to appear in.
3. Click Modify to save your changes.

Diagnosis
* v
Code F06.31 Description Depressive disorder due to another medical cond ith depressive features L ﬁ
Rule Out  Type Additional ~ Specifier
Severity Moderate v Source e
Remission ~ Billable @ Yes No
Comments
Diagnosis List
DSM 5/ - —rn o
Order 1cD 10 SNOMED  R/O ICD/ DSM Descriptior SNOMED Description Type Severity Source Comments
x If 1 F06.31 37739004 Depressive disorde... Mood disorder due ... Additional Moderate
x 2 F31.9 133091... Bipolar I disorder, ...  Rapid cycling bipol... Additional Mild
x 3 F41.1 300895... Generalized anxiet...  Anxiety attack (find... Primary Moderate
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How to Modify a Diagnosis After the Document is Generated

To modify a diagnosis after the Diagnosis Document has been generated, follow the steps below:

1. Navigate to the Diagnosis Document, click the Edit icon at the top of the screen.

Diagnosis Document &

{20008 i FEEDED x

Effective  11/16/2022 [Elv  Status  Signed Author  Clinician, Rabert 114162022 [«] +
Document
= 1 ofz Q

- + ®m o b AoV Y Qe B B

Client ID: 1091 Page 1 of 2

CalMHSASmartcareTrain | 09-21-2022

Diagnosis Document

2. A confirmation window will open, asking if you want to proceed with making changes to the document. Click OK.

| Confirmation Message B8

A new version of this document is about to be created. Do
you wish to continue?

3. Make the necessary changes and click the Sign button when you are finished to regenerate the document.

How to Save a Favorite Diagnosis
To add a diagnosis as a favorite, follow the steps below:

1. Click the Add Favorite icon, to right of the diagnosis.

Diagnosis
* v 1
Code F06.31 Description Depressive disorder due to another medical condition, With depressive features LV
Rule Out  Type Additional v

Specifier

Qovsaritu Madarata A3 Sanrea

2. To use the favorite diagnosis in the future, click the drop-down menu next to the favorite icon and select it.

Diagnosis
* | |
Code|Er3en (Mood disorder due to known physiological condition with depressive features) « ﬁ
F06.31 (Depressive disorder due to another medical condition, With depressive features)
F25.0 (Schizoaffective disorder, Bipolar type)

F90.1 (Attention-deficit/hyperactivity disorder, Predominantly hyperactive/impulsive presentation)
WVXHN%E

Q0urce
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My Calendar Management

In this section you will learn how to create a client appointment, reschedule an appointment, and create non-client facing
time on your schedule for paperwork, training, etc.

How to Create an Appointment from Your Calendar

To create an appointment from your schedule, follow the steps below,

1. From the Staff Calendar screen, click and drag your mouse on the calendar timeslot you want to book.

© 8:00 AM - 10:30 AM W8:00 AM - 8:15 AM
Intake Hours
B:30 AM - 9:30 AW
eu avent Jy

‘© 10:30 AM - 12:00 PM
Cliant Assessment Time

2. Inthe New Entry Type pop-up, select the New Service Entry radio button.

3. Click OK.
Smart Care B8
New Entry Type
New Calendlar Enme
© New Service Entry
New Primary Care Entry
New Resource Entry
3
Cancel
4. Inthe Service Notes screen, click the drop-down menu in the program field and select the appropriate program
5. Click the drop-down menu in the Procedure field and select the appropriate procedure.
6. Click the drop-down menu in the Location field and select the appropriate location.
7. Click in the Total Duration field and enter the duration of the appointment.
Progress Note (MH) & &
Effective 11/21/2022 v Status  New Auther  Clinician, Robert
Service Billing Diagnosis Warnings
Service
Status Scheduled v Start Date 11/21/2022 . v
Program | Outpatient MH Adult v Start Time 08:30 AM
Procedure | Therapeutic Behavioral Services v Travel Time Minutes
Location | Community Mental Health Center ~ 6 Face to Face Time Minutes
Clinician Clinician, Robert Documentation Time Minutes 7
Total Duration 60 Minutes
Cancel Reason v Attending ~
Referring v
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8. Click the Save icon. Click the X icon to close the screen.

O S & TestMax(1091) M i OEEE i + x & LD ? Acesssuri- O

..

Progress Note (MH) Fi2a0cr2dhmm?

Effective 11/21/2022 Status  New Author  Clinician, Robert o0

Service Billing Diagnosis Warnings

Service

Status Scheduled v Start Date 11/21/2022 E~

How to Reschedule a Client’s Appointment
To reschedule a client’s appointment from your calendar, follow the steps below:

1. From your SmartCare home page, locate the Appointments for Today widget. Click the appointment time to the
right of the patient you need to reschedule.

Dashboard = ¢ [ZEIN %
Tracking Widget () X & Assigned Document(s) =2
Workgroup Al groups ~ °Assigned Clinician, Robart v Notes ISP Assessment Other
Tracking Protocol All Flags Tx Team Role gned Roles hd
Due Now 4] Q Q Q
Flags Tracked Due in 90-61 Days. Due in 60-31 Days. Due in 30 Days or Less Overdue InProgress o 0 0 8
Assessment Needsd [} Q 1 8 Duein 14 0 0 0 0
CalOMs 0 0 0 2 Co-Sign 0 3
CANS due for this client Q Q 0 1 To-Sign 0 0
CSI admission 0 0 0 5 Assigned o o 5 o
Staff Safety Concern 4] Q 0 1
JMDAP Due ] 0 0 1
Update Problem List 0 (4] 1 5
WRAP 0 0 0 1 v
Appointments For Today & | New Alert/Messages 5]
Client Name/Description  Time Status From Received Client Subject Message
TestCH, Client(Ass... 0800AM  Cancel Rowe, Charla 11/17/2022 Asang, Hiro Contact Note: Appointment... Appeintment - Client called and cancelle...
Process Group o Staff, Access 08/24/2022 Young, Butters Please Contact Hello,Plaase sat outreach to client.Than..
Lunch . Staff, Access 08/24/2022 Anderson, Jan Mental Health Documents Hello,Please open collect clients Mental...
e . Scheduled M i O D Supervisor,... 08/23/2022 Thompson, Toby Diagnosis Document - Thom... Hi, let's discuss Toby's situation, I wa...
Asano, Hire(Assessment), 03:00 FM Scheduled E g o= Sullivan, Ke... 08/21/2022 Jones, Ryan Please verify Please ensure Ryan's consents are update...

Paper Wark 04:00 PM

2. Inthe Progress Note screen, click the Reschedule icon.

. * : . —

Progress Note (MH) FiooOmstrhCSomw? i CENOR @ x

Effective 11/22/2022 Status  To Do Author  Clinician, Robert 11/17/2022 o0

Service Billing Diagnosis Warnings

Service

Status Seheduled ~ Start Date 11/22/2022 [~

Program Outpatient MH Adult ~ Start Time 1:00 FM

Procedure Therapeutic Behavioral Services ~ Travel Time Minutes

Location Community Mental Health Center ~ Face to Face Time Minutes

Clinician Clinician, Robert Documentation Time Minutes
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3. Your Staff Calendar screen will open, click and drag your mouse on the calendar timeslot you want to book.

Clinician, Robert

SUN MON TUE WED THU
11/20 11/21 11/22 11/23 11/24
8:00 AM C 8:00 AM - 10:30 AM © 8:00 AM - 10:30 AM C 8:00 AM - 10:30 AM C 8:00 AM - 10:30 AM

Intake Hours Intake Hours ntake Hours
8:15 AM - 9:00 AM

New event

9:00 AM

I9:30 AM - 10:4

4. Inthe New Entry Type window, click the radio button for Reschedule.
5. Click to select the reason for the reschedule.
6. Click OK.

Smart Care [ x|

New Entry Type

(") New Calendar Entry
() New Service Entry
() New Primary Care Entry

() New Resource

| © Reschedule

|| Consumer Cancelled (Transport Iss v

6

| OK I Cancel

7. The Service Entry window will open, ensure all the information in correct
8. Click Save to reschedule the appointment. Click the X to close.

E g - Asano, Jason (1096) X

2489

FRI
11/25

© 8:00 AM - 10:30 AM
Intake Hours

| Service Detail

Service Detail Billing Diagnosis

Service o -
Asano, Jason Status Start Date | 11/22/2022 B3~ Program Outpatient MH Adult v

Procedure rarmly psyehotherapy conjoint psyehotl ~ [T Start Time  12:00 AM Total Duration

Minutes

Clinician Name  Staff, Psycniatrist v £nd Date 1172272022

Location offce v Atending v Referring v
Bclentwzs Gy prconis) Present Cancel Reason v
present

ErS Charge $156.60  Balance Rate ID 197
Billsble  [] Do Not Complete
Travel Time Nate

Face to Face Time

Documentation Time

[ Override Chargs Amount Overridden By
Evidence Based Practices - () Ovarrida Errors Overridden By
Transportatian Service Ho ~ [_] Imterpreter Services Needed
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How to Cancel a Client’s Appointment
To cancel a client’s appointment from your calendar, follow the steps below:

1. From your SmartCare home page, locate the Appointments for Today widget. Click the
right of the patient you need to cancel.

appointment time to the

Dashboard = © [ZEIN x
Tracking Widget () X 2 Assigned Document(s) 2
Workgroup All Work; had °Assigned Clinician, Robert ~ Notes ISP Assessment Other
Tracking Protacol All Flags Tx Team Role "
Due Now a Q
Flags Tracked Due in 90-61 Days Due in 60-31 Days Due in 30 Days or Less Overdue In Progress a 2 2 P
Assessment Needed a Q 1 8 Duein14 0 0 0 0
LalOoMS a Q a 2 Co-Sign a 0 0 3
CANS due for this client a [} Q 1 To-Sign 0 0 0 0
€SI admission )] 0 0 5 pssigned o o o o
Staff Safety Concern Q a Q 1
JMDAP Due a Q a 1
Update Problem List a a 1 5
WRAP [ a 0 1 i
Appointments For Today & | New Alert/Messages s
Client Name/Description  Time Status From Received Client Subject Message
TestCH, Client(Ass.. 0800AM  Cancel Rowe, Charla 11/17/2022 Asano, Hiro Contact Nate: Appaintment... Appointment - Client called and cancelle..
Pracess Group 10:00 AM how Staff, Access 08/24/2022 Young, Butters Please Contact Hello,Please set outreach to client.Than...
Lunch 12:00 P Staff, Access 08/24/2022 Anderson, Jan Mental Health Documents Hello,Please open collect clients Mental...
. Scheduled M § O Supervisor,... 08/23/2022 Thompsaon, Toby Diagnosis Document - Thom... Hi, let's discuss Toby's situation, I wa.
Asane, HirolAssessment) 03:00 PM Scheduled E g [ s Sullivan, Ke... 08/21/2022 Jones, Ryan Please verify Please ensure Ryan's consents are update...
Paper Work 04:00 PM
»

The Progress Note screen will open, click the drop-down menu in the Status field and s

w

Click Save to cancel the appointment. Click the X to close.

elect Cancel.

Click the drop-down menu in the Cancel Reason field and select the appropriate reason.

Progress Nate (MH)

EgH

Effective 11/22/2022 v Status  To Do Author  Clinician, Robert 11117/2022
Service Billing Diagnosis Warnings
Service
Status Cancel v Start Date 11/22/2022 v
Program Outpatient MH Adult v Start Time 2:30PM
Procedure Therapeutic Behavioral Services ~ Travel Time Minutes
Location Office: v Face to Face Time Minutes
Clinician Clinician, Robert Documentation Time Minutes

Total Duration 30 Minutes
Cancel Reason ‘I Consumer Cancelled (Transport Issues) e Attending ~

L |

Referring ~

Evidence Based Practices v

CalMHSA
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How to Document a No-Show Appointment

To document a No-Show Appointment, follow the steps below:

1. From your SmartCare home page, locate the Appointments for Today widget. Click the appointment time to the
right of the patient you need to cancel.

Dashboard = © [ZEIN x
Tracking Widget () X 2 Assigned Document(s) 2
Workgroup All Workgroups hal °Assigned Clinician, Robert v Notes ISP Assessment Other
Tracking Protocol All Flags Tx Team Role igned Roles v
Due Now '}
Flags Tracked Due in 90-61 Days Due in 60-31 Days Due in 30 Days or Less Overdue ‘ In Progress a 2 2 P
Assessment Needed a Q 1 8 Duein14 0 0 0 0
RS d 2 2 2| Co-sign o a 0 3
CANS due for this client a [} Q 1 To-Sign 0 0 0 0
€SI admission )] 0 0 5 ‘ pssigned o o o o
Staff Safety Concern Q a Q 1
UMDAP Due a [1] Q 1 ‘
Update Problem List a a 1 5
WRAP [ a 0 1 i
Appointments For Today & | New Alert/Messages s

Client Name/Description  Time Status From Received Client Subject Message
TestCH, Client(Ass.. 08:00AM  Cancel Rowe, Charla 11/17/2022 Asano, Hiro Contact Note: Appaintment... Appointment - Client called and cancelle..
Process Group ow Staff, Access 08/24/2022 Young, Butters Please Contact Hello,Please set outreach to client Than.
Lunch Staff, Access 08/24/2022 Anderson, Jan Mental Health Documents Hello,Please open collect clients Mental...
e Scheduled M i QO EX Supervisor,... 08/23/2022 Thompsan, Toby Diagnosis Document - Thom... Hi, let's discuss Toby's situation, I wa.
Asane, HirolAssessment) 03:00 PM Scheduled E g [ s Sullivan, Ke... 08/21/2022 Jones, Ryan Please verify Please ensure Ryan's consents are update...
Paper Work 04:00 PM

2. The Progress Note screen will open, click the drop-down menu in the Status field and select No Show.
3. Click Save to cancel the appointment. Click the X to close.

Progress Note (MH)

Fi:eBOesfrhCM?

(+]

Effective 11/22/2022 v Status  Te Do Author  Clinician, Robert 11/17/2022
Service Billing Diagnosis Warnings
Service 9
Status [ o show ~]| Start Date 1172242022 [~
Program CQutpatient MH Adult ~ Start Time 2:30PM
Procedure Therapeutic Behavioral Services v Travel Time Minutes
Location Office v Face to Face Time Minutes
Clinician Clinician, Robert Documentation Time Minutes
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How to Schedule Non-Client Time on Your Calendar

To schedule non-client time on your calendar such as paperwork time, meetings, supervision, training, holiday, etc., follow
the steps below:

1. From the Staff Calendar screen, click and drag your mouse on the calendar timeslot you want to book.

Clinician, Robert
MON
11/21

€ 8:00 AM - 10:30 AM [8:00 aM - 8:15 aM
Intake Hours
B:30 AM - 9:30 AM
Hew event Jm

© 10:30 AM - 12:00 PM
Client Assessment Time

2. Inthe New Entry Type pop-up, select the New Calendar Entry radio button.

3. Click OK.
Smart Care [ |
New Entry Type
2
D New Calendar Entry
New Service Entry
New Primary Care Entry
New Resource Entry
K
Cancel
4. The Scheduler Event window will open, click in the subject Field and enter the subject for the calendar entry
5. Click the drop-down menu in the Appointment Type field and select the correct option.
6. Click the drop-down menu in the Show Time As field and select the correct option.
7. Click OK.
huduler Even (2] x |
i
Add
4
Location ~ Specific Location
Start Time  11/21/2022 09:30 AM End Time 11/21/2022  [e10:00 AM All dlay Event
TA;;;zointmeml Unavailable QShowTime As Busy ~ 6
Staff Clinician, Robert LCS' nsed Clinica v

Description

Recurreng 7 Do Not Update Exception(s) @
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Front Desk Workflows

Here will be introduction to front desk....

Basic Navigation of the Staff Calendar

Use the guide below to learn how to navigate the Staff Calendar screen,

A. The View drop-down menu will allow to switch between calendar views of a single-staff, multiple-staff members
based on a pre-defined group, or multiple-staff members that you can select.

B. Inthe multiple-staff view, this will allow you to choose between pre-defined groups. In single-staff view, this will
allow you to switch between staff members.

C. The Intervals drop-down menu will allow you to tell SmartCare the time intervals you want the calendar to
display. in. For example, if you select 30 minutes there will be two time slots in each hour on the calendar.

D. The Define Group button will allow you to create your own customized staff group.

E. The Apply Filter button will need to be clicked any time you make changes to A-C (listed above) in order for it to
update the calendar below.

F. The Today button will bring you back to today’s date when you have navigated away to a different date.

G. The Day, Week, and Month buttons will allow you to change between daily view, weekly view, or monthly view.

H. The Refresh button will refresh the calendar and show you the most up-to-date information.

l.

The Forward and Back buttons will take you forward a day and back a day.

at gt
Staff Calendar Q Q Q @ CR - E x @
82 multi-Staff View v| | Mh clinicians ~ ‘ | 30 Minutes Intervals ~ | | Define Group... | Showing 1-3/3 Apply Filter
i Today & Day & Week & Month | C' Refresh < > Nov222022
G Clinician, Robert Stephan, Khristy Supervisor, Clinician
TUE TUE TUE
11/22 11/22 11/22

8:00 AM 8:00 AM - 10:30 AM 8:00 AM - 10:00 AM
[ <
Intake Hours Intake Time

9:00 AM

10:00 AM € 10:00 AM - 12:00 PM
Client Assessment Time

C 10:30 AM - 12:00 PM

Client Assessment Time

11:00 AM
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How to Schedule an Appointment
To schedule an appointment, follow the steps below:

1. With the client open, click the Search icon.
2. Type Appointment in the search bar.
3. Click to select Appointment Search (My Office).

= ‘SmartCare

Ep .'. Test, Max (1091) X

Qlﬂ)pointmen

E— 9 Appointment Search (My Office) n 9
My Office ‘
'l-l' Y e Appointments For Today (Client) | h 30 Minutes Intervals
S Client i Today | f Day & Week & Month C Refresh < > Oct202022

Clinician, Robert
THU

(’ » Program

4. Inthe Appointment Search screen, select the parameters for your search, such as:
e Appointment type

e Days of the week

e (linician, etc.

5. Click Search.

Appointment Search

Plan  Any ~  Service Area  Any v Programs  Any v

i
Location  Any v Staff Any ~ License  Any G'[Zi:se Any ~
Sex  Any ~  Speciality Any ~  Category  Any ~  Allow Qverbooking Up to Appointment(s)
Minutes 15 From  8:00 AM & To 800PM & Any Wee M T w T F s s |
Only show time slots marked as Free Appt. Type | Intake v Start Date  11/17/2022 7

Ignore Age Range Preference Search for Client Test, Max & Q  Unable to Offer a Time

6. Alist of available appointments will populate below, click the Schedule Appt icon next to the appointment time

you want to choose.

Minutes 15  From  8:00 AM & To 800PM fe ] Any Weekday M T w T F S s

Only show time slots marked as Free Appt. Type  Intake v Start Date 12/06/2022 v @

Ignore Age Range Preference Search for Client Test, Max Vo 28 l Unable to Offer a Timely Appt.

6 Staff Name Date/Time & Duration Type Location Name
m 2  Sullivan, Kevin 11/21/2022 8:00 AM 210 mins Intake Eznm‘zu”"y Mental Health

@l X Stephan, Khristy 11/21/2022 8:00 AM 120 mins Intake
@l X Clinician, Robert 11/21/2022 8:00 AM 120 mins Intake
g X Clinician, SUD 11/21/2022 8:00 AM 120 mins Intake
W@l X Clinician, Robert 11/21/2022 1:00 PM 180 mins Intake

CalMHSA Specialty Mental Health Services Clinical Documentation User Guide

Page 170



7. The Service Detail window will open, click the drop-down menu in the Program field to select a program.

e Note: If a client is not yet enrolled in the program, an alert will pop up. This will not keep you from scheduling
this appointment.

8. Click the drop-drown menu in the Procedure field and select the appropriate option.
9. Click the drop-down menu in the Location field and select the appropriate location.

Service Detail Billing Diagnosis

Service

0
A Clientis not in thi o
TestCH, Client Status heduled ~  Start Date 11/21/2022 [ Program MH Screening v

v

Procedure I Assessment Start Time  8:00 AM Total Duration 15 Minutes
Clinician Name  Clinician, SUD End Date 11/21/2022
Location [ Community Mental Health Center ?I\ttending ~  Referring ~
Client was Other Person(s) Present Cancel Reason v
present
Charge $0.00 Balance Rate ID
Billable Do Nat Complete
Travel Time Minutes Note
Face to Face Time Minutes
Documentation Time Minutes
Override Charge Amount Overridden By
Evidence Based Practices v Override Errors Overridden By
Transportation Service No v

Interpreter Services Needed

10. Click Save to schedule the appointment. Click the X icon to close this screen.

O % & TestCH,Client(1080) + X

€ A" D ? Access Staff = (1)

Service Detail [ regenorate crare: ES Rl s BV "SRR - A ] @

Service Detail  Billing Diagnosis

Service o
A Client is not enrolled in this program.

TestCH, Client Status  Scheduled ¢ StartDate 11/21/2022 ¥  Program MH Screening v

Pracedure Assessment ~ Start Time  8:00 AM Total Duration 15 Minutes

How to Cancel an Appointment

To document a cancelled appointment, follow the steps below:

1. Click the Search icon.
2. Type Reception in the search bar.
3. Click to select Reception/Front Desk(My Office).

= “SmartCare Ep a 9

Q, [reception.

E— e Reception Views (Administration)
| e Reception/Front Desk (My Office) n
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4. Inthe Reception/Front Desk screen, locate the correct client along with correct staff and appointment time. Click
on the Status field and the word Scheduled.

. . & e
Reception/Front Desk (15) B&HEAE

11/22/2022 )~ All Views A All Statuses. ~ All Clinicians Rl Apply Filter

Time & Client Name Flags Procedure Status Staff Balance Comment

{0 [ L100AM  CTest,CTest(1118) i Oim testProcedure Scheduled garaju, Chitra $0.00  Add

(0) 8:.00AM  TestCH, Client (1080} i Assessment Scheduled linician, Robert LC... $0.00 Add

1 10:00 AM  Asano, Jason (1096) i imQmE? ¢ Family Psychother...  Scheduled Staff, Psychiatrist ... $0.00  Add

(0} 10:00 AM  Bravo, Johnny (1062} H OUmm: Group Psychother...  Scheduled  Clinician, Robert LC. .. 0.00 Add

5. The Change Status window will open, click the drop-down menu and select Cancel.
6. Next you will be prompted to enter a cancel reason, click the drop-down menu and select the appropriate option.
7. Click Change to cancel the appointment. The status will now show as Cancelled.

Change Status (27 %]

|Cancel v

”l Consumer Cancelled (Childca v

Change Close
U

How to Document a No-Show Appointment
To document a No-Show Appointment, follow the steps below:

1. Inthe Reception/Front Desk screen, locate the correct client along with correct staff and appointment time.
Locate the Status field and click the word Scheduled.

. ® = ey
Reception/Front Desk (15) EI NN

11/22/2022 f~  AllViews v~ Allstatuses v AllGlinicians O Apply Filter

Time A Client Name Flags Procedure Status Staff Balance Comment

[} 1.00AM  CTest, CTest (1118) i Oim testProcedure Scheduled 1 garaju, Chitra $0.00  Add

() 8.00AM  TestCH, Client (1080) i Assessment Scheduled Clinician, Robert LC... $0.00 Add

4] 10:00AM  Asano,Jason (1096) i i mQO=x ? ¢ Family Psychother...  Scheduled  Staff, Psychiatrist ... $0.00 Add

i) 10:00 AM  Bravo, Johnny (1062) i EOUmMm: Group Psychother... Scheduled Clinician, Robert LC... 0.00 Add

2. The Change Status window will open, click the drop-down menu and select No Show
3. Click Change to cancel the appointment. The status will now show as No Show.

Change Status e8

|| No Show v “

3
Change Close
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How to Reschedule an Appointment
To reschedule and appointment, follow the steps below:

1. Inthe Reception/Front Desk screen, locate the correct client along with correct staff and appointment time. Click
the number in parenthesis to the left of the appointment time.

Note: This number indicates the number of times this appointment has been rescheduled.

Reception/Front Desk (15) ¢
11/22/2022 [~ All Views ~ All statuses ~ All Clinicians Nl Apply Filter
Time A Client Name Flags Procedure Status Staff Balance (=
@) 1:00 AM  CTest, CTest (1118) i Oim testProcedure Scheduled Nagaraju, Chitra $0.00
. . -
(0), 8:00 AM TestCH, Client (1080) 1 Assessment Cancel Clinician, Robert LC... $0.00
(5] 10:00 AM  Asano, Jason (1096) i im9Q ? 3 Family Psychother...  Scheduled Staff, Psychiatrist ... $0.00
@ 10:00 AM  Bravo, Johnny (1062) i EOOUNMN: Group Psychother...  Scheduled Clinician, Robert LC... $0.00
(0). 10:00 AM  Powers, Light (1070) i ?PENO M 1 ¢ Group Psychother...  Scheduled Clinician, Robert LC... 0.00

2. This will take you to the Staff Calendar screen to allow you to select a new appointment time. Click and drag your
mouse on the calendar timeslot you want to book.

Clinician, Robert
MON
11/21

© 8:00 AM - 10:30 AM [5:00 AM - 8:15 AM
Intake Hours

B:30 AM - 9:30 AM

New event \;]"\

€ 10:30 AM - 12:00 PM
Client Assessmant Time

3. Inthe New Entry Type window, click the radio button for Reschedule.
4. Click to select the reason for the reschedule.
5. Click OK.

New Entry Type

New Calendar Entry
New Service Entry
New Primary Care Entry

New Resource

© Reschedule

| Consumer Cancelled (Transport Iss v H

o] o
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6. The Service Entry window will open, ensure all the information in correct
7. Click Save to reschedule the appointment. Click the X to close.

W* & Asano, Jason (1096) X N R Y 7 0)
q q » ¥ . B . =
‘Serwce Detail | Fegenerate charge [ SRR R D& i Omx
Service Detail Billing Diagnosis
Service o
[ client... [N Status Start Date 11/22/2022 B Program Outpatient MH Adult  ~
4
Procedure Family Psychotherapy (Conjaint psychotl v Start Time  11:00 AM Total Duration
inutes
Clinician Name  Staff, Psychiatrist ~ End Date 11/22/2022
Locaticn Office v Attending v Referring ~
Clientwas - oiher person(s) Present Cancel Reasan
present
m Charge $156.60  Balance Rate ID 197
Billable Do Mot Complete
. =
Travel Time Note h 1 0
?PTEBO
Face to Face Time (707) 555-4567
Daocumentation Time
Override Charge Amaunt Overridden By

Evidence Based Practices v Override Errors Overridden By

Transportation Service No ~ Interpreter Services Needed

How to Handle Client Intake

Front Desk: A client has arrived for their intake/assessment appointment. What do | do?

CalMHSA

>Sm o oo

Open the Staff Calendar, if not already done so.

Click the Search icon.

Type “Staff Calendar” in the search bar.

Select “Staff Calendar (Staff)” from the search results.

Find the client’s appointment on the Staff Calendar and click on it to open.

This opens the service note. Change the status from “Scheduled” to “Show.” This will create an alert in
the provider’s SmartCare letting them know that their appointment has arrived.

Open the Client Programs list page. Find your program on the list and click on the link in the Status
column, which should be listed as “Requested.”

This takes you to the Client Program Details screen. Change the Status to “Enrolled”. This unlocks the
Enrollment Date field. Enter today’s date in the Enroliment Date field. Click Save.

The next steps in the process are to complete the intake documentation packet, confirm the client’s
information, and for the clinician to complete the clinical assessment. Complete the documents you are
responsible for. The following instructions will walk you through the basics of completing any document
in SmartCare. If you need additional information on a specific form, see their respective section (e.g.
Privacy and Consents; Clinical Documents; Intake and Other Forms; State Reporting).

Search for the document by clicking the Search icon, typing in the document name, and selecting the
document from the search results.

Complete the document based on the client’s responses. You are able to jump back and forth between
documents, even if you haven’t saved the document. Any unsaved documents can be easily accessed
using the Unsaved Changes icon. You can also use the History icon to jump to recent screens and
documents.

Once you've completed the document, click Sign. This will save the document as a pdf.
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d. |If the client and/or guardian needs to sign the document, click the Plus button to show the signature
ribbon.

e. Select the co-signer from the list and click Co-Sign.

f.  This brings up the pop-up signature window. The co-signer can now sign using a signature pad, a mouse,
or a touchpad. Select the method of capturing the signature. If the cosigner needs to start over, click the
Clear button to erase the current signature. Once the co-signer is happy with their signature, click the
Save button. If the client has signed a paper version of the form or has agreed verbally and is unable to
sign electronically at this point, these are other options.

|.  If you have documents that were completed on paper that need to be scanned in to SmartCare, [INSERT
INSTRUCTIONS ON HOW TO SCAN IN DOCUMENTS]

Front Desk: A person has walked in for an assessment at a walk-in clinic. What do | do?

2. Use the Client Search screen to determine if the person is a client already in the system.

e. If they are already a client in the system, select them to open their record.

f. Ifthey are not a client in the system, create a new client.

3. Confirm the client needs an assessment. If you just created a new client, obviously they’ll need an assessment.
However, if the person was already a client in the system, you’ll want to check to see if they already are
connected to services.

a. Look at the Client Programs to see if the client is already open to a program that can share an assessment
with your program.

b. Look at the client’s Documents list page to see if they already have a valid assessment.

4. If the client does need an assessment, enroll them in your program.

a. Open the Client Programs list page.

b. Click the New icon.

c. Complete the Client Program Details screen.

5. The next steps in the process are to complete the intake documentation packet, confirm the client’s information,
and for the clinician to complete the clinical assessment. Complete the documents you are responsible for and let
your clinical staff know that there is a client awaiting a clinical assessment. The following instructions will walk
you through the basics of completing any document in SmartCare. If you need additional information on a specific
form, see their respective section (e.g. Privacy and Consents; Clinical Documents; Intake and Other Forms; State
Reporting).

a. Search for the document by clicking the Search icon, typing in the document name, and selecting the
document from the search results.

b. Complete the document based on the client’s responses. You are able to jump back and forth between
documents, even if you haven’t saved the document. Any unsaved documents can be easily accessed
using the Unsaved Changes icon. You can also use the History icon to jump to recent screens and
documents.

c. Once you’ve completed the document, click Sign. This will save the document as a pdf.

d. |If the client and/or guardian needs to sign the document, click the Plus button to show the signature
ribbon.

e. Select the co-signer from the list and click Co-Sign.

f.  This brings up the pop-up signature window. The co-signer can now sign using a signature pad, a mouse,
or a touchpad. Select the method of capturing the signature. If the cosigner needs to start over, click the
Clear button to erase the current signature. Once the co-signer is happy with their signature, click the
Save button. If the client has signed a paper version of the form or has agreed verbally and is unable to
sign electronically at this point, these are other options.
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6. If you have documents that were completed on paper that need to be scanned in to SmartCare, [INSERT
INSTRUCTIONS ON HOW TO SCAN IN DOCUMENTS]

Reception View

10. Click the Search icon.
11. Type “Reception” in the search bar.
12. Select “Reception/Front Desk (My Office)” from the search results.

& Asano, Jason (1096)

@ [reception ]

9 Reception Views (Administratio

D Reception/Front Desk (My Office) n

13. This will bring up the Reception/Front Desk view. Select your program from the Views dropdown menu. Your
system administrator can set up the appropriate list for your location. If you’ve used this screen before, it should
populate from the most recent view you used.

a. Click Apply Filter to apply the view filter.
14. To check in a client, click the link in the Status column.

Reception/Front Desk (14) HeBiEaTRNID | x
.
01/23/2023 [~ Al statuses v Alclinicians R4 ~ooly Filter
Time& Client Flags Procedure  Status  Staff Balance  Comment  Locations Programs Primary Ins.
© 8:00... i 8 *@ED PsychoT! Clinician,R... $0.00 Add Office OutpatientM...  Medi-Cal DMC
) 11:0.. i 8 *@m Alcohol 5 Sched...  Clinician, S.. $0.00 Add Office SUD Outpatie..  Medi-Cal DMC
© 11:0. i 0 ® m B Aconolan.. Sched.. Clinician,S... $0.00 Add Office SUD Outpatie...  Medi-Cal MH
(0] 12:0. i O M i U EAcoholan.. Sched.. Clinician,S.. $0.00 Add Office SUD Outpatie..  Medi-Cal DMC
© 11.0. io Alcoholan... Sched.. Clinician, ... £0.00 Add Office SUD Outpatie..
) 11:0. i 0 Alcoholan... Sched.. Clinician, S... 5000 Add Office SUD Outpatie...
o) 2:00. i O m iM@M%GroupPsy.. Sched.. Clinician,R..  $369.80 Add Community .. Outpatient M...
© 2:00 i © i i M MGroupPsy.. Sched.. Clinician,R.. 5000 Add Community...  OutpatientM... Medi-Cal MH
© 2:00. ie GroupPsy... Sched.. Clinician,R... $0.00 Add Community .. OutpatientM...  Medi-CalMH
) 2:00. i ©® ™ i O GroupPsy.. Sched.. Clinician,R... 5000 Add Community..  OutpatientM... Medi-Cal MH
© 2:00. i @ O i WM GroupPsy.. Sched.. Clinician,R... 5000 Add Community..  OutpatientM... Medi-Cal MH
@ 2:00.. i O i ™ @M GoupPsy.. Sched. Superviso. $0.00 Add Community..  Outpatient M.,
© 2:00. i O M i U BGoupPsy.. Sched.. Supervisor,. $0.00 Add Community ... OutpatientM...  Medi-Cal DMC
) 2:00. i o GroupPsy.. Sched.. Supervisor.. — $939.60 Add Community..  Outpatient M...

a.  This will bring up a pop-up window which auto-populates to “Show.” Click Change to check the client in.

Change Status 9 [ x|

Show v

a

b. You can also use this to cancel the appointment or mark the client as a no-show. If you mark this as
“Cancel,” you'll need to enter the reason for cancellation. If you mark this as “cancel” or “no show,” you
can NOT undo this.
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hange Status (2] x|

H Cancel ~ ]|

I Select Cancel Reason ~

15. If you need to reschedule an individual appointment, click on the left-most link. This will open the Staff Calendar,
where you can enter in the new appointment time.

Reception/Front Desk (14)

01/23/2023 [~

B EE G

a. Select the new appointment time.
b. This brings up a pop-up that now has “Reschedule” as an option. Select Reschedule.

All Views

TimeA  Client

~  Alstatuses ~ | AlClnicians v

Flags Procedure  Status  Staff Balance  Comment Locations Programs Primary Ins.
i 8 v PsychoTh..  Sched... Clinician, R... $0.00 Add Office Outpatient M...  Medi-Cal DMC
i 8 oM@y Alcoholan... Sched... Clinician, S... $0.00 Add Office SUD Outpatie...  Medi-Cal DMC
i 0 @ ™ @ Accholan.. Sched.. Clinician,S... $0.00 Add Office SUD Outpatie...  Medi-Cal MH
i O ™ i U EAcoholan.. Sched.. Clinician,s.. $0.00 Add Office SUD Outpatie...  Medi-Cal DMC
ivo Alcoholan...  Sched..  Clinician, S... $0.00 Add Office SUD Outpatie...
i 0 Alcoholan... Sched... Clinician, S... $0.00 Add Office SUD Outpatie...
i O m [N %GroupPsy.. Sched.. Clinician, R... $369.80 Add Community ... Outpatient M...
i O i i M MGroupPsy.. Sched.. Clinician,R... $0.00 Add Community ... Outpatient M...  Medi-Cal MH
iB8 Group Psy... Sched... Clinician, R... $0.00 Add Community ... OutpatientM...  Medi-Cal MH
i ® ™ i O GroupPey.. Sched. Clinician, $0.00 Add Community ... Outpatient M...  Medi-Cal MH
i ¢ O i MM GroupPsy.. Sched.. Clinician,R.. $0.00 Add Community ... Outpatient M...  Medi-Cal MH
i 0 i ™ @[ GroupPsy.. Sched.. Supervisor. $0.00 Add Community..  Outpatient M...
i O ®™ | U EGroupPsy.. Sched.. Supervisor,. $0.00 Add Community ... Outpatient M...  Medi-Cal DMC
i 0 Group Psy.. Sched.. Supervisor,.. $939.60 Add Community ... Outpatient M...

3
pii g
»
i3
Ee

HHHEEHHEHEBHEBEHE
T BB AE
HHHHEHHHHEHBHHEHAE

AALOERA X

Staff Calendar

Single-Staff View

Clinician, Robert LCSW Licensed Clini v 15 Minutes Intervals v

i Today OB Day &5 Week & Month | ' Refresh < > Jan222023-Jan28

Clinician, Robert
SUN MON TUE v THU
1/22 1/23 1/24 1/25 1/26
8:00 AM © 8:00 AM - © 8:00 AM - 10:30 AM © 8:00 AM - 10:30 AM ©8:00 AM - 10:30 AM

Intake Hours| Intake Hours

Intake Hours

New Entry Type
9:00 AM
A e © New Calendar Entry
9:15 AM - 10:00 AM New Service Entry
New event

New Primary Care Entry

New Resource Entry

10:00 AM °

L
€ 10:30 AM - 12:00 PM © 10:30 AM - 12:00 PM
Client Assessment Time Client Assessment Time

12:00 AM

c. Select the reason for the cancellation.

| ok | cancel

[ §
€ 10:30 AM - 12:00 PM

Client Assessment Time

Intake Hours

[}
© 10:30 AM - 12:00 PM

Client Assessment Time

Showing 1-1/1

FRI
1/27

€ 8:00 AM - 10:30 AM
Intake Hours

€ 10:30 AM - 12:00 PM
Client Assessment Time

d. Click OK to bring forward the old service information to this new service entry.
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New Entry Type

Mew Calendar Entry
New Service Entry

New Primary Care Entry
New Resource Entry

©Q Reschedule

| Select Cancel Reason v

16. To schedule a follow-up for the client, click on the calendar icon. This will bring you to the Staff Calendar, where
you can enter in a follow-up appointment.

17. You can add a comment to the service by clicking on the link in the Comment column.

18. To open the client’s chart, click on the link in the Client column.

Reception/Front Desk (14) BaBEiTAANID | x
01/23/2023 [~ All Views v All Statuses v Al Clinicians v
TimeA Client Flags Procedure  Status  Staff Balance  Co 8 Locations Programs Primary Ins.
O) 800.. |g i 8 PN PechoTh. Sched.. Clinician,R.. $0.00 [Add Office Outpatient M...  Medi-Cal DMC :
@ 110.. i 8 @Y Alcohol an...  Sched... Clinician, 5. $0.00 Add Office SUD Outpatie...  Medi-Cal DMC
@ 110.. i 0 ® m @M Acoholan. Sched. Clinician, S $0.00 Add Office SUD Outpatie...  Medi-Cal MH
© 11:0. i O ™ i U EAicoholan. Sched.. Clinicizn,S... 000 Add Office SUD Outpatie..  Medi-CalDMC
© 11:0. io Alcoholan...  Sched.. Clinician, S... $0.00 Add Office SUD Outpatie..
0} 110. i o Alcoholan... Sched.. Clinician, S... $0.00 Add Office SUD Outpatie..
O] 2:00. i O m i[@W%GroupPsy.. Sched.. Clinician,R..  $369.80 Add Community..  Outpatient M...
© 2:00. i © i i M MGroupPsy.. Sched.. Clinician,R.. 5000 Add Community..  OutpatientM.. Medi-CalMH
@ 2:00 ie GroupPsy... Sched.. Clinician, R... $0.00 Add Community..  OutpatientM..  Medi-Cal MH
© 2:00.. i ® M i © GroupPsy.. Sched.. Glinician,R.. $0.00 Add Community... ~ Outpatient M..  Medi-Cal MH
0] 2:00. i @ O i WM GroupPsy.. Sched.. Clinician,R... 000 Add Community..  OutpatientM..  Medi-CalMH
@ 2:00. i © i m B GroupPsy.. Sched.. Supervisor,.. $0.00 Add Community...  Outpatient M...
@ 2:00.. i O ®™ i W EGroupPsy.. Sched.. Supervisor. $0.00 Add Community..  OutpatientM..  Medi-Cal DMC
0] 2:00. i o GroupPsy.. Sched.. Supervisor..  $939.60 Add Community..  Outpatient M...
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State Reporting
X Under Construction X

csl

X Under Construction X

How do | complete the CSI demographic record?

X Under Construction X

How do | complete the CSI Assessment Data record?

X Under Construction X

CalOMS

X Under Construction X

How do | complete the CalOMS Admission?

X Under Construction X

How do | complete the CalOMS Referral/Transfer?

X Under Construction X

How do | complete the CalOMS Discharge?

X Under Construction X
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Full-Service Partnership (FSP)

Clients who are identified as Full-Service Partnership (FSP) clients under the Mental Health Services Act (MHSA)have
additional reporting requirements. These do not replace the need for a CSI or CalOMS report, but are in addition to them.
In this section, we’ll cover the required FSP documents. Depending on your county, this information will either be
extracted from SmartCare and uploaded into the State’s database or will have to be manually entered into it. Check with
your county to determine what your process for FSP data is.

How do | complete a PAF?

1. You must first have the client open, then click the Search icon.
2. Type “FSP” into the search bar.
3. Click to select “California FSP PAF (Client)” from the search results.

Q"% M & Training Manual (1239)

Q= 1

9 FSP Report Summary (My Office)

© california FSP 3M (Client)

9 California FSP KET (Client)

© caliornia FSP PAF (Client) -

o o o m
I

4. Inthe CDAG Program Enrollment window pop-up, click the drop down and click to select the appropriate
program.
5. Click OK to continue.

CDAG Program Enrollment ?

Select Program Enrollment

MH Screening-10/03/2022 w

K =

—

6. The PAF document will open. Most of the screen will be blank until you enter the partnership date. This will
determine what your client’s PAF form will look like.
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California FSP PAF 2080« T80 x

Effective 01/24/2023 [H]v Status New Author  Rowe, Charla v («]~]

Partner/Residential/Education

Initial
FSP Program Name Outpatient MH Adult 01/13/23 ~ GUIID 66562129-4C7C-45 17168481AB2F
(I;;ré;ersmp Service Coordinater Clinician, Robert hd Partnership Date v
Partner County Imperial v Referral Source v
DOB: 06/07/2002 Partnership Age: Partnership Form Type:
o - o " —
California FSP PAF F:208Owa TG0 x

Effective 01/24/2023 []v Status  New Author  Rowe, Charla v («]~]

Partner/Resii ial/Ed i Employ /Financial Justice/EL/Health/SU

Initial =
FSP Program Name Outpatient MH Adult 01/13/23 ~ GULID 66562129-4C7C- 17168481AB2F

(I;;g;ersmp Service Coordinator Clinician, Robert v Partnership Date HOlf24f2023| ” 1

Partner County Imperial v Referral Source v

DOB: 06/07/2002 | Partnership Age: 20 Partnership Form Type: PAF TAY I

FORMER AS2034 Partner Oves @ Additional Programs partneris 7] o o Homeless Initiative (GHI)

currently involved with

[ musa Housing Program

Residential Information (includes hospitalization and incarceration)

Please check at least one checkbox PRIOR TO THE LAST 12 MONTHS

. During the Past 12 Months Indicate the Total:  |Prior to the
2
Setting Most recently when? # Occurrences # Days (must =365) |Last 12 Months
Child/TAY Residential Information - General Living Arrangement
General Living Arrangement
[ Tenight -
With one or both biological/adoptive parents ] Yesterday (as of 11:59 p.m. the day BEFORE 0 [}
the partnership)
With adult family member(s) other than parents l:' Tonight — a
S [ | Vactardaw fac Af11:50 n m tha daw REEADE | 0 [

a. Thereis a lot of logic built into the form. If you need help understanding how to complete this form, talk
to your supervisor or FSP manager for assistance. We have put in tips to try to help, but these forms may
be overwhelming for some.
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Time Spent in Education Current/Past Twelve Months

Mumber of weeks should add up to be 52 weeks! Please check at least one checkbox IS CURRENTLY!
Mote for TAY - For Youth Who are NOT Required by Law to Attend School

For the educational settings below, indicate where the partner... Was During THE PAST 12 MONTHS # of weeks is CURRENTLY
Not in school of any kind 0 |:\
High School/Adult Education 0 J
Technical/Vocational School 0 |:\
Community College/4 year College 0 |:\
Graduate School o |:\
Other 0 |:\
Total # of Weeks 0

MUST =52

7. Once you've completed all fields on all tabs, click Sign to complete and generate the document.

F:200-r2 080 EED X

v ©0 %

How do | complete a KET?

1. You must first have the client open, then click the Search icon.
2. Type “FSP” into the search bar.
3. Click to select “California FSP KET (Client)” from the search results.

W £ & Training, Manual (1239)
- 2

Q, [Fsef ]

e FSP Report Summary (My Office) |
e California FSP 3M (Client) (W]
|e California FSP KET (Client) [
_e California FSP PAF (Client) b M

4. Inthe CDAG Program Enrollment window pop-up, click the drop down and click to select the appropriate
program.
5. Click OK to continue.
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CDAG Program Enrollment ? R

Select Program Enrollment

MH Screening-10/03/2022 v

6. The FSP KET document will open. Complete the document. There is logic built into the form, based on the FSP KET
reporting rules. If you need help understanding how to complete this form, talk to your supervisor or FSP
manager for assistance.

California FSP KET F:B8Oa TS0 x

Efective 01/24/2023 [Hlv  Status  New Author  Rows, Charla v o0

Partner/ Residential/ Education Employment/ Legal Issues/ Designations Emergency Intervention o
Initial
Current FSP Program Qutpatient MH Adult ~ Partnership Assessment Date 01/14/2027 A

KET Completion Date 01/24/2023 . -

DOB 06/07/2002 Partnership Age 20 Partnership Form Type

Change in Partner Information

Is there a change in Partnership Information? | ) Yes ( | No Change

Is the partner currently involved in:

AB2034 Yes No @ NoChange Date of AB2034 Change [zl
Governor's Homeless Initiative - - B

(GH) (JYes () No o No Change Date of Governor's Homeless Initiative change -
MHSA Housing Program ()Yes () No @@ NoChange Date of MHSA Housing Program Change -
Change in Partnership Information

New Full Service Partnership Program ID ~ Date of New Full Service Partnership Program ID . -
New Partnership Service Coordinator ID ~ Date of New Partnership Service Coordinator ID . -
Indicate New Partnership Status ~ Date of New Partnership Status Change -
Discontinuation of FSP-and/or Community Services Program (indicate the reason). ~

Residential Information- includes hospitalization and incarceration o

7. Once you've completed all fields on all tabs, click Sign to complete and generate the document.

F:20BO«a o020 EE X

v 00 %
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How do | complete a 3M?

1. You must first have the client open, then click the Search icon.
2. Type “FSP” into the search bar.
3. Click to select “California FSP 3M (Client)” from the search results.

W & & Training, Manual (1239)

FSP |

e FSP Report Summary (My
|' © california FSP 3M (Client)

© catifornia FSPKET (Client)

JE

O 0o o =m
|

© catifornia FSP PAF (Client)

4. Inthe CDAG Program Enrollment window pop-up, click the drop down and click to select the appropriate
program.
5. Click OK to continue.

CDAG Program Enrollment ? X

Select Program Enrollment
MH Screening-10/03/2022 v
E| F:!E | Cam::e-l

6. The FSP 3M document will open. Complete the document. There is logic built into the form, based on the FSP 3M
reporting rules. If you need help understanding how to complete this form, talk to your supervisor or FSP

manager for assistance.
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California FSP 3M

Effective 01/24/2023 v Status  New Author  Rowe, Charla

Partner/Residential/Education Financial Legal/Health/SU

Fi280a o060 CEA

v 00

Initial
Current FSP Program Outpatient MH Adult v Partnership Assessment Date 01/18/2023 -
Effective Date of Assessment 01/24/2023 A Date of the most recent FSP Assessment (PAF or 3M) hd

DOB: 06/07/2002 Partnership Age: 21

Education-Child/Youth/TAY

Partnership Form Type: TAY 3M

Is the child/youth currently receiving special education due to serious emotional disturbance?

Is the child/youth currently receiving special education due to another reason?

Education-For Children/Youth who are required by law to attend school

Oves Ono

Cves O no

Estimate the child/youth's attendance level CURRENTLY:

CURRENTLY, the child/youth's grades are:

| : ! Always attends school (never truant) \ 'Very Good
() Attends school most of the time ) Good
() Sometimes attends school C ! Average

A : ! Infrequently attends school

' Below Average

() Never attends Schoal

) Poar

7. Once you've completed all fields on all tabs, click Sign to complete and generate the document.

CalMHSA

F:280cra o080 EEA x

v C0

-
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Other Functionality

Introduction?
How do | create a flag to alert treatment team members to important client
information?

1. Make sure you have the client open. Click the plus icon next to the client’s name.

Q % & Training Manual(1239) BE @8 @+ %

-

2. This takes you to the Client Flag Details screen. Add the relevant information in the Note Information section.
Your user role may only allow certain information to be completed. For example, a supervisor may have additional
permissions that a clinician does not.

a. Select the type of flag. Your system will have a list of flags to choose from.

Make sure to include your program. This will ensure client privacy is upheld.

Select the level of the flag. The options are: Information, Urgent, and Warning.

Enter the specific language of the flag in the Note field.

Enter the display date. If there is a due date, enter the Open Date (date it became available) and the Due

Date (the date the task is due).

f.  If you need to assign this task to a specific user, you can enter that information in. You can also assign this
task based on the treatment team role. An example would be to alert all nurses working with the client of
a lab that’s due.

g. Enter any additional comments as needed.

h. You can also choose how the flag is displayed. If you want this flag to show as a pop-up when opening the
client’s chart, make sure to mark “Always Pop Up.”

i. Once you’ve entered all the information, click Insert.

j.  This adds the flag to the Note List section at the bottom of the screen.

® oo o
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Client Flag Details @i*%aDd X

Note Information
|Type w [ID Work Group v M Active
Level ~ ] Protocol ~  Protocol Flag ID Program  OQutpatient MH Adult-01/13 W
Note || This flag recurs
Open Date & = Display Date [ = DusDate (=R ]Endch 2ted Date [mhd
Link to Completed By ~
(") Nething
() Document Open Assignad Users Assigned Roles
No data to display No data to display
(]
Comment
|| Permissionad Flag || Do not display flag () Never Pop Up () Always Pop Up ]

Note List Show Active Only

MNote Type Work Group  Level Note Display End Created By Created On
>< ( :" CalAIM Assessment Need... Information CalAIM Assessment Need... 01/09/2023 MH Outpatie... 01/09/2023
>< ( i ! CSIadmission Outpatient... Information CSI admission 01/09/2023 MH Qutpatie... 01/09/2023
)( () Demographics Update Dus Infermation Demegraphics Update Due  01/09/2023 MH Outpatie... 01/09/2023

3. Once you've added all flags, click Save. You are now finished and may close this screen.

0i*~TDEES

X

3

How do | scan a document into the client’s record?

Sometimes documents are completed on paper, but need to be included in the client’s record. In this section, we’ll cover
how to scan a document into the client’s record.

1. Click the Search icon.
2. Type “Scanning” in the search bar.
3. Select “Scanning (My Office)” from the search results.

* [ ]

-

Q [scanning ]
L
@ Scanning (My Office |
4. Toscan, you need a scanner attached to your workstation. Scanning will use your scanner’s software but save it in

SmartCare.
a. Toscan asingle document, click the “Scan New Images” icon.
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b. To scan multiple documents in a batch, click the “Start Scan Upload” button.

Scanning (0) e 'm R kLS
b a

All Associations ~ - Rl Apply Filter

Show Scanned/Uploaded ~ | Staff, Access ~  Not Completed ~
Effective Dates Betwesn * And h g Created Between 12/21/2022 [~ And 01/21/2023 h g
Associated With 1D Name Record Type Created ¥ Effective Scanned By Status Batchld Provider

No data to display

How do | upload a document into the client’s record if | don’t have a scanner?

1. Click the Search icon.
2. Type “Scanning” in the search bar.
3. Select “Scanning (My Office)” from the search results.

Scanning (My Office

4. You can upload documents one at a time or as a batch.
a. Toupload a single document, click the “Upload New Images” icon.
b. To upload multiple documents in a batch, click the “Start Batch Upload” button.

Scanning (0) o Start Batch Scan [IEJIES/IR+d8 g A . ]

All Associations

Start Batch Upload

v - All Record Types R Apply Filter

Show Scanned/Uploaded ~  Staff, Access | Not Completed ~
Effective Dates Between ¥ And v Created Between 12/21/2022 [ v And 01/21/2023 v
Associated With ID Name Record Type Created ¥ Effective Scanned By Status BatchId Provider

No data to display

5. Choosing upload will open the Upload File Detail screen. This will include a pop-up. Click Select to find the file on

your computer.
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Upload File Detail & D x

~ ! & Effective -
Record
Type ~  Description Program
Image Details
Image Upload (2] x|
Delete File [| Reload File
Please select a file. é

6. Once it's ready, a little green circle will appear next to it. Click Upload.

Image Upload 9 [ x |

Please select a file.

« star referral.pdf

Select

6

7. This will show you the PDF. Confirm you uploaded the correct document. Make corrections as needed using the
buttons at the top of the PDF viewer.

8. Select “Client (Medical Records)” from the first dropdown menu.
9. Click on the “...” button to find the client.
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Upload File Detail

I ~ |h & Effective (=i
~  Description

i 0 CEXY >

Record Program
Type g
Image Details
Delete File | Reload File || Reload All Append File B SR

1

Please wait...

If this message 1s not eventually replaced by the proper contents of the document, your PDF
viewer may not be able to display this type of document.

You can upgrade to the latest version of Adobe Reader for Windows®, Mac, or Linux® by
visiting http://www.adobe.com/go/reader download.

For more assistance with Adobe Reader visit http://www.adobe.com/go/acrreader.

Windaws is either a registered trademark or a trademark of Microsoft Corporation in the United States and/or other countries. Mac is a trademark
of Apple Inc., registered in the United States and other countrics. Linux is the registered trademark of Linus Torvalds in the U.S. and other
couniries.

a. This will bring up the client search. Use the client search to find the client. Click Select when you’ve
located the client.

Client Search e [ x|
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 [EEUNNIERIEETG
Last Name Training First Name  Manual Program v |

Other Search Strategies

8-
<]

Records Found

1D Master ID Client Name A Chosen Name SSN/EIN DOB Status  City Primary Clinician
QO 1239 1239 Training, Manual 9999 06/07/20... Active
1268 1268 Training, Manuel 3545 09/01/20... Active

10. Select the Record Type.

11. Enter the description of the document.

12. Enter the program the document is associated with.
13. Enter the Effective date of the document.

14. Click Save.
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Upload File Detail

Client (Medical Records) v ! 1239 Training, Manual Q Effective I hd

I Record Type ‘ All Record Types ~ IDes:ription i |Program " Outpatient MH Adult-01/13/202, v
Image Details

Delete File | Reload File | Reload All Append File 2 SR
1 -

Please wait...

If this message is not eventually replaced by the proper contents of the document, your PDF
viewer may not be able to display this type of document.

‘You can upgrade to the latest version of Adobe Reader for Windows®, Mac, or Linux® by
visiting  http://www.adobe.com/go/reader download.

For more assistance with Adobe Reader visit http://www.adobe.com/go/acrreader.
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