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TRANSITION PLAN/Conversion of Client Data
(Daisy to Avatar/Paper to Avatar Scanning/Submission of Documents to MIS)

1. AOD clients will have a “Hybrid” chart meaning that some of the client’s documents will live in a
paper chart and some client documents will be completed on the computer or scanned and
stored in the Avatar electronic medical record.

2. If you have a client that already exists in Avatar, then the current Avatar Client ID will continue to
be used. (Client has Mental Health Avatar ID and they will have the same AOD Avatar ID).

3. A current client that is open in Daisy and transitioning to the Avatar system will be assigned an
Avatar Client ID.

4. Demographic information and episodes for clients that have been opened to Daisy since July
2010 will be brought into the AOD Avatar system. The conversion of this data from Daisy to
Avatar was completed in July, 2012.

5. Clients with “Private Pay” status will be excluded from the conversion to Avatar.

6. The “Private Pay” CalOMS Admission, Annual Update and Discharge” will be used for newly
admitted non-county clients.

7. Clients opened using the Daisy CalOMS Admission document, and then transitioning to Avatar,
will use the “Outside Provider/Private Pay” CalOMS Discharge document upon discharge. If a
CalOMS Discharge is attempted, a pop up message appears “A CalOMS admission must be done
first”. Avatar does not recognize the CalOMS Admission that was done in Daisy. To prevent
CalOMs errors, use the “Outside Provider/Private Pay CalOMS Discharge”.

8. Required entry fields that were yellow in DAISY, will now be RED in Avatar.

9. AOD Counselors and Case Managers will be restricted to their own caseload. The exception is if
coverage is needed due to illness/vacation or if a new client is being referred to a caseload. AOD
Intake Staff and Clinical Managers will not be restricted to Caseload and can search for any client.
The AOD Counselor/Case Manager will need support staff assistance to assign clients to their
caseload.

10. Wherever you see the terms therapist/clinician in Avatar documents/reports, this refers to Case
Manager/Counselor roles in AOD.

11. The Avatar Compliance and Consent form is an attestation that required documents have been
completed. Be sure to complete this form in Avatar and then scan these documents into the
Avatar electronic record.

12. The screen shot examples and other examples in this manual have been created using “Test”
clients so the information you enter or episodes you may see for a “real” client may be different.

13. This reference guide is considered to be a working draft during the pilot and 6 month
implementation phase. During this pilot phase, documents and reports will be tested. Your
feedback will most certainly result in to forms, reports and this reference guide. Your feedback is
necessary and valued. Please provide feedback to the Avatar implementation team and to
Michele Friedman (650) 573-2668, mfriedman@smchealth.org.
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Introduction to Avatar - AOD Users

Welcome to Avatar!

This reference guide focuses on how to navigate through the Avatar Electronic Medical Record and
describes the types of entry fields used to input client data. Information is presented in sections; each
section includes a written description, including visual screen shot examples. As a new Avatar User, you
are required to take the “Introduction to the BHRS Avatar Electronic Medical Record Training” which is
narrated and includes step by step demonstrations. Follow the paths for AOD Users. This training is
located at: http://www.smchealth.org/onlinetraining.

AOD Users are also required to take the online “HIPAA for BHRS- Mental Health and AOD” Training
located at the same online site. Anyone may take the other online trainings for how to write Progress
Notes and how to create the Client Treatment and Recovery Plan but they MUST be taken if they apply
to the work you will be performing.

You will find information at this online site http://www.smchealth.org/avatar useful. There are links to
Avatar reference guides, contact information and other resources.

This “Introduction to the Avatar Electronic Medical Record for AOD Users Reference Guide” will help you
understand how Avatar works, how to navigate through Avatar Menus, and what the Avatar Menus,
Commands and Tasks mean.

You will become fluent in the language of Avatar, understanding what terms and which format is
required when you make an entry, or when you search for or request client information.

You will learn which Avatar documents include important clinical/fiscal and administrative client data
and where these documents are located. You will learn which documents are required to be scanned
into Avatar.

You will learn how to contact the Access Call Center if you want to have a Client Alert placed on the
client Avatar record. The Client Alert is an electronic pop up window but works like a “Post It Note” on a
paper chart. The Client Alert will provide important information to other care providers if there is an
urgent concern regarding a client’s safety to self or others or other emergency.

You will learn about some important reports that will help you manage your client caseload (AOD
Documentation at a Glance) and provide a snapshot of an individual client’s AOD care (AOD Client
Dashboard).

You will learn about Chart Review which is the client’s legal Avatar Electronic Medical Record.

This reference guide does address the 7 levels of AOD treatment requirements and will clarify when
paper or electronic Avatar documents are to be used.

Once you have completed the training, you will be sent your password in an e-mail within 10 days.
Information about passwords is located in Section 2.
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Section 1: What is Avatar?

* San Mateo BHRS’s Electronic Medical Record/Information System.

* Avatar meets a Federal mandate to convert paper medical records to electronic medical records
by 2015.

e Avatar integrates clinical, fiscal, administrative and management information in one place.

e Avatar provides access to client information 24/7- helps clinical teams make decisions and
handle emergencies, and provides client care coordination for the treatment team.

* Avatar improves quality and continuity of care and minimizes the time managing paper records
and finding lost charts.

* The Avatar software application was purchased from NetSmart Technologies and is used by 28+
California counties.

e Avatar has been operational in San Mateo County since July, 2010, for Mental Health programs.

* Demographic information and episodes for clients that have been opened to Daisy since July
2010 will be brought into an AOD Avatar record. The conversion of this data from Daisy to Avatar
will occur in July, 2012.

e AOD providers will have a “hybrid” medical record/chart due to strict CFR 42 regulations. This
means the chart for AOD clients will have paper documents and Avatar electronic documents.
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Section 2: How Do | Login to Avatar?

VPN, AOD User Login, About Passwords, Help Desk, Ethics/Your Role/Your Password

A. How to Connect to the VPN

VPN Client v.5.0.0.2 Installation for Contractors
How to Uninstall Manually the Cisco VPN Client 5.0.0.2 Windows XP/Windows 7 - Cisco Systems — 32-bit

machines

Complete these steps in order to install the Cisco VPN Client:

1. Exit all Windows programs and disable any Antivirus software.

2. OK. If you have the installer on your local hard disk, navigate to it and double-click to run the installer.
The program displays the InstallShield Setup window.

Double click on
vpnclient_setup.exe.

3. Accept Cisco license.

AOD INTRO LAS20120712_v11l.doc
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DAT File
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wpnclient_jp.mst

wpnclient_fc.mst
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M3T File M3T File

° S0KE S1KE
Reports
Reports Forms T4 vpnclient_setup.ini
&r Group :_% Configuration Settings

- ZKE
nkImaging " N
nts File Version: 5.0,2.0 )

Date Created: 5/31/20118:15PM | [IEZ vpnclient_setup.pdf
P Size: 55,5 KB fidobe Acrobat Document
- 1KB

g

Crystal Reports e ;;r;d;elnt?setup.sms
oo 1KE

< >

i5)

License Agreement

“Y'ou must agree with the icense agreement below to proceed,

Client Software License Agreement of Cisco Systems

THE SOFTWARE TO WHICH Y0OU ARE REQUESTING ACCESS IS THE
PROPERTY OF CISCO SYSTEMS. THE USE OF THIS SOFTWARE 15
GOVERNED BY THE TERMS AND CONDITIONS OF THE GREEMENT
SET FORTH BELOW. BY CLICKING "YES'" ON THIS SCREEN, YOU
INDICATE THAT YOU AGREE TO BE BOUND BY THE TERMS AND
CONDITIONS OF THAT AGREEMENT. THEREFORE, PLEASE READ THE
TERMS AND CONDITIONS CAREFULLY BEFORE CLICKING ON '"YES".
IF YOU DO NOT AGREE TO THE TERMS AND CONDITIONS OF THE
AGREEMENT, CLICK "NO" ON THIS SCREEN, IN YHICH CASE YOU
WILL BE DENIED ACCESS TO THE SOFTWARE.

()| accept the license agreement
()1 do not accept the license agreement

[ Reset ] l < Back " Mext > I [ Cancel ]

B Windows XP - VPN Client v.5.0.02 E]@
'lIt

v ﬂGu
A
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4, Program will install to C:\Program Files\Cisco Systems\VPN Client — click next, next and allow the
program to install.

Once the program has installed you will see this message, click Finish (depending on your system if may

require your computer to reboot.

PN

5.0.02.0090 has been
successfully installed.

Click the Finish buttor to exit this installation

:

Cisco Systems VPN Client

5. Once the machine has re-booted, go to Start, All
Programs Cisco VPN Client, click on the yellow padlock.

6. The status box will appear.

tus: Disconnected | VPN Client - Version 5.0.02.0090

Connection Entries  Status Certificates Log Options  Help

B R

Connect New Tmpoit Moty Delete €isco
Cornection Entries ]Eeltlflcates | Leg |
| Cornection Entry | Host Transport
4

Mok connecked.
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You must regtart wour system for the configuration changes made
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‘r'es to restart now or Mo if you plan to restart manually later.

Accessories
@ Attachmate Sessions
CutePDF
edlinicaliworks LLC
@ Imprivata Onesign
McAfes

AWS Herring Micrasoft Office

@ Microsoft Sikverlight
@ Internet Netsmart
¢ Internet Explorer Novell GroupWise
=
E-mail RSIGUard
W Movell GroupWise @
‘ Startup
Uy Paint P8 adobe Reader ¢
@ FaxPress

»
/2(_‘_.1 Microsoft Excel 2010) Novell 3
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3

3

»
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erpsart e Novell ZENworks
b [T Crystal Reports 2008
‘}-= Adobe Acrobat X Pr i "

@ Adobe LiveCycle ES2
Lg Calculator Y Adabe Acrobat Distiler X
All Programs »

[= Adobe Acrobat 2 Pra

i2 start DCe
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7. Select import — go back to where you have the Cisco installation files and select San Mateo
County.pcf, then click Open

Look ir: ‘ |3 windows %P - PN Client +.5.0.02

R il =

My Recent
Documents

Deskiop

My Daocuments
48
My Computer

=} I 102-4334-AC33-839AF 1 6FCEFE}

Ty c
Date Mod| 2008 116 PM
Size! 717 byte

Look in: IQ VPN Clignt
g: Iharcessinle
4 I Certificates
My Recent I)Help
Diocuments Dinclude Il
7.:- - IC)Languages
logs
Desklop |5 prefiles
[CJResaurces
_J I search
IZhsetup
My Documents Dyshared
3! ih“_"'updatss
ey
»
My Computer J J
>
My Netwark File name: ‘ _-J Open
Flaces
Files of type: JF‘loliIes [".pci] j Cancel

My Netwark

‘San Mateo County. pcf
Places

File name:

Files of type: | Profiles [* pef]

8. The VPN Client should read was imported successfully, Click Ok and the Connect

Connection Entries  Status  Certificates Log Options Help

: : &= -
%

Caonnect MHew Irpart b adify D&l

10 Connection Entries lCe[tificates ] Log ]

A

ete

|III|III|
CISCO

aining 5
- | Connection Entry

I Host J Tranzport

E San Mateo County
e

# VPN Client

gateway.co.zanmateo.ca.us  |IPSec/UDP

L«

Mot connecked,

9. Enter your VPN username and password, then click connect
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Connection Entries  Status Certificates Log Options Help

S @ ﬁ i

Cancel Connect Mew Import b dify Drelete CISCO

Connection Entries ]Eertificates |Log ]

| Connection Entry | Host | Tranzport

San Mateo County gateway.co.sanmateo.ca.us  IPSec/UDP

<

# VPN Client | User Authentication for "San Mateo Cou...

|| Authenticating user ...

The zerver has requested the following information to complete the uzer
authertication.

vlien] e Usemame: Ifkgislfislfgi

TR Password:

o

_Connection Entries Status Certificates Log  Options  Help

& @@ ﬁ -|||.|||.

Dizconnect Mew Import b odify Delete CISCO

Connection E ntries lCe[tificates ] Log |

| Connection Entry | Host | Tranzport

& San Mateo County gateway_co_sanmateo.ca.us  |IPSec/UDP

x|
UNAUTHORIZED ACCESS 15 STRICTLY PROHIBITED. This system is provided for authorized
uze only and may be monitored to facilitate protection against unauthorized access. Evidence of

any such violation collected during monitoring may be used for administrative, criminal or ather
adverze action. Use of thiz system constitutes conzent to monitoring for these purpozes.

4

Connected to "San Mate:

The izdhealth-contractor profile iz in use.

Contirue | Disconnect |

Now you are ready to connect to Avatar. — Go to Iffernet Explorer and type in —
http:// svmid1/ntst.radplus or click on your desk@p Avatar icon.

B. AOD User Login — all BHRS Avatar Users

First:
Log-On to Windows on your computer.
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Second:
See if you have the Avatar icon to determine if the Avatar application has or has not been installed
on your computer.

This is the Avatar icon.

You can look for the Avatar icon on your desktop - click to open the application.
Or
You can look for the Avatar icon through your START menu - click to open the application.
Or
You can get yourself to the Avatar application if you click on the Internet Explorer icon and then
enter http://svmid/ntst/radplus in the browser window.

Third:
When Avatar is launched it will open to the Avatar Homepage and you will need to Log-On. Look to
the left for User Authentication, then click on it. This window will pop up:

System Code Your System Code (You will be sent this)
User ID YOUR USER ID
PESSWDI‘I_',I "nooovuooool

With your CAPS LOCK ON you will enter the SYSTEM CODE; USER ID and PASSWORD that will be
sent to you.

You will be prompted to enter your own password - 8 characters; at least 1 must be a number.

* Remember your password; Avatar gives you 3 tries to enter your password correctly. If you
forget, if you didn’t use the cap lock and/or if your log-in fails, your password will need to be
reset by contacting the ISD Help Desk at (650) 573-3400.

NOTE: Avatar automatically locks your screen after 30 minutes to 1 hour of no use - you may receive a
warning that time has elapsed since last use; you can cancel the warning and remain active or if you
need, just log back in.

C. About Passwords

When you are sent your log-on information and sign-on for the first time, you will be prompted to enter
a personal password to replace the system-generated password. This will become your active Avatar
password for the LIVE system. Protect it!

To create your personal password, you must comply with the following:
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e Minimum 8 characters
e Must contain at least one numeric and one alpha character
e Case sensitive- recommended that you use all caps for the alpha characters

¢ You will be prompted to change your password every 90 days. The prompt will appear only
once, so when the prompt appears, change your password. Once your password has expired
or if you forget your password you will need to get your password reset through the Help

Desk.
D. Help Desk

A Forgot your password? Got locked out?
Contact ISD Help Desk at 650-573-3400 ISDHelpDesk@co.sanmateo.ca.us

E. Ethics/Your Role/Your Password

e The Password that you generate is YOUR signature.
¢ Noone has access to your password; however, it can be reset if you are locked out.
¢ NEVER give out your password; it is a HIPAA violation and sanctions may be applied.

¢ Confidentiality - If you know a client or family member, it is your professional obligation to
report this to your supervisor. You will not be assigned this client and the medical record will
be blocked/restricted to uphold strict confidentiality protections on behalf of the client.

¢ When you meet with your client, ask if they have a family member working for or receiving
services from the BHRS system; if so, that medical record will also be blocked/restricted.

e Off caseload activity can be monitored and Avatar access can be restricted if necessary. Do
Not Go Off Your Caseload! An exception may be if you are providing coverage for another
clinician

© Now you know how to Log-in to Avatar and get HELP!
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Section 3: The Avatar Homepage
Menu Frame Options: Favorites, Avatar PM/CWS/MSO/Help

Look at the opening window, also known as the Avatar Homepage. This screen shot is what you will see
when Avatar opens; the following pages will describe the Menu Options and Task Options in Avatar. You
will learn how the Avatar homepage can be set to open with a “To Do” list as a reminder of items that
you need to review and/or complete or you can set it to open with “Favorites” which is a shortcut to a
list a documents that you use most frequently .

£ Avatar RADplus 2010 [ BUILD-385] - Windows Internet Explorer

@C_/ - "’., htbp:fsvmid3: G080/ radplus! V| 4| X ‘ | L~
A_ Menu File Edit Wiew Favorites Tooks  Help Lirks ATKS = fwstar RADpus @ LMS ENetAccess 2 Test AvatarRAdplus
- — = »
Frame o Iv’_‘, Avatar RADplus 2010 [ BUILD-385] l } B - B = - [rRage + {3 Tooks -
>
Tasks Favorites Awatar PM Awakar CWwS  Awatar MSO Help
5 Task Bar VL AREEER R FO e
1
Picture Icons 4
B! select Client Mo infarmation avalgble.
C. Tasks Ldl My tppointments
: 7 My To-Do List (15:0] f
Frame with | F mmomtiso My To Do List Not
[ My applications
picture Icons | i myravortes Used
iy My Preferences
& My Courses - Benk; Wednesday Octaber 5, 2011
g Switch System Codes I Sent: Friday October 7, 2011
£ I Sent: Thursday November 10, 2011
r I Sent: Monday Movember 14, 2011

I Sent: Tuesday Movember 29, 2011
b Sent: Wednesday December 14, 2011
b Sent: Monday March 19, 2012

I Sent: Tussday March 20, 2012

D. My — >

Caseload # AEPLE DM (OND00350)
Frame # BAMAMAERARY (00000639
 CRRROT CRAOL (D00t
# GRILTC ROSEMARY (1D0000)

E. My —
Session # Cheri
Frame # CARROT,CARDL (D0]

@ EANANA BARRY (20000

 APPLE ADUAM (0000073

The Avatar HomePage
showing To Do items from the
“Preferences” set up tab

AYPMTESTDEY (LIYE:SMMH) 6076:9¥BHPROD3 | 04/12/2012 02:00 PM

& Lacal intranet 0% -

When you click on Tasks in the Menu Frame (A), there will be a drop down list of options for you to
select. The Task Bar/Picture Icons as shown in (B) and the Tasks Frame (C) include the same options.

/\ You can select a task command from any one of these 3 places:
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Menu Frame Task Bar/Picture Icon Tasks Frame

A Important: Once you have logged in to Avatar, DO NOT use Internet Explorer’s Back, Forward,
Refresh, or Close buttons. If you do, Avatar will log off and you will lose any unsaved work!

Do NOT use Do NOT USE
1 RADpl5 Client - - Windows Internet Explorer
&1 i'ti,http:,iJ'svmid;'ntst]'raciplus]I v| % ] 1o~
Fle Edt Yiew Favortes Tools Hep  Links (00 ATKS % Avatar RADpls @LMS FNetAccess % Test dvatarRidphs
) i i 8 i & Y %
W ‘@RADpIus Clent - ‘ | V\ ,‘?fﬁ c B e T

Stay below this tab.

A. Menu Frame (A) Tasks, Favorites, Avatar PM, Avatar CWS, Avatar MSO and Help (locate on the
right side of the Menu Frame). Each option contains menus and sub menus that you will select to do
your work.

The Menu Frame has menus that contain every command in Avatar.

(A) (B) (C) (D)

Tasks Favorites  Awatar P Avatar CWS Help

Ry b Do DS B 8

The Menu Frame

|

(A) Tasks Menu Options - The Tasks Menu in the Menu Frame, is a drop down menu that
includes:

Select Client, My Appointments (not used), My “To Do” List, My Applications (not used), My
Favorites, My Preferences, My Courses (not used), Lock, and Logoff

* The menu options in bold are discussed in more detail below.

(B) Favorites Menu - This menu is a shortcut that allows you to go directly to a form or report
you use most frequently. Click on “Favorites” - the forms or reports you have set up will appear
on your homepage screen; select one and the document or report will open. You can right click

on a client name in My Caseload or My Session and select a “Favorite”.
* Please see Appendix # 2 for How to Create Favorites.

(C) Avatar PM Menu - Practice Management — this menu contains Client Management, Utilities
functions, and is the administrative area of Avatar for tasks such as: business/billing, call intake,
admission, family registration (UMDAP) and discharge tasks. Much of the AOD work will be done
through the Avatar PM Menu.
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(D) Avatar CWS Menu - Clinical Work Station - this menu contains the clinical features:
Assessments, Treatment Plans, Progress Notes, Infoscriber (Medications) and Reports. Some
AOD work is through this menu; CWS provides a multidisciplinary, integrated view of client
information.

Other AVATAR Menu Resources

Avatar MSO Menu - This menu is designed for the private provider network to credential
providers, authorize services, adjudicate claims, and reimburse providers. It is not currently
used for AOD tasks.

Avatar Infoscriber Menu - This menu is the Electronic Prescription application for the MD to
prescribe medication, review medication history, monitor drug/food interactions, display
drug/allergy alerts. Special access is required. (Medications can be viewed through the AOD
Client Dashboard report!)

Avatar Document Imaging Menu - This menu allows electronic scanning of information to
include electronic versions of paper that is normally included in a client’s chart. For example, if
external clinical information is received from a hospital, it must be scanned in to the client’s
Avatar episode; or, if the client signs a paper version of the treatment plan or consent, the plan
or consent must be scanned into the client’s Avatar episode.

Help Menu - this menu links to online documentation and search options.
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B. TASK BAR/PICTURE ICONS (B) and the TASKS FRAME (C)

(A) Click for drop down of Task Menu options.

lasks  Favorites  Avatar PM Avatar Ciws Avatar Mol
1. Menu —_—]p L

Frame /@
B. Task Bar

Picture Icons

C. Tasks Frame

D. My
Session

[EE select Clent

Eﬁ' Iy Appoinkments
BTty ToDo List (3:0)
T My Applications
E‘,f My Favarites

) My Prefersnces
& My Courses

Qm Logout
My Caseload (1) 3

& TESTONE, TEST (000330000)

@ Client

A TESTONE, TEST (000330000

@ Select Client

This is a quick way to look up clients and add clients to ‘My Session’. You must “Select Client” to request certain
reports or documents. Client search results will show in the bottom half of the screen; the Up and Down arrows
on the keyboard can be used to scroll through names and the Enter key can be used to highlight a row.

U Ry DHEE

My To Do List

J Sent: Thursday February 9, 2012
I Sent: Thursday March 1, 2012
I Sent: Thursday March 15, 2012
b= Sent: Monday March 19, 2012
b Sent: Tuesday March 20, 2012
b Sent: Friday April 27, 2012

You can Select or Search for a Client by entering:

*Avatar ID (aka Medical Record Number or MRN),

*LastName,
*LastName,First (no space),
*LastName,First JR (space only before title),
*LastName,First Ml (space only before middle initial. Hyphen and apostrophe allowed within names),
*Birth Date;

or *Alternate Look Up:
Social Security #;

Alias - LastName,Alias;

Soundex-Similar Sounding Name (e.g. Browne vs. Brown).
/\  Please see Appendix #1, for a step by step “how to” select a client
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When you search for a client, you should only search for a client related to your job responsibilities!

My “To Do” List
“My To Do List” is a reminder that you need to review or complete an important item. (E.g., Items left as
DRAFT). “My “To Do” function can also notify if a client has been added/deleted from a caseload. You
can set your Avatar Homepage to display your list of “To Do” items by going to “My Preferences”, Tab 3.

Ny
"\
Df} My Favorites
The “Favorites” function allows you to create a short cut to YOUR most often used documents or
reports. Avatar has two ways to add Favorites to your list and you can learn about both of them in
Appendix 2. Using Favorites will save you a lot of time getting to the documents and reports you use
most often.

iﬁ] My Preferences

This Avatar feature allows you to choose options for spell check and to specify which window appears on
your Avatar homepage after you log in to Avatar.

Go to the Tasks Frame (C), slide your cursor down to My Preferences and click. The window will open
and show 3 tabs.

Under the General Tab, select - Use Microsoft Word Spell Checker and ALWAYS check spelling from
start of text. Go to the bottom and Click Apply.

Skip the Printer Fonts Tab: Itis NOT used. If you change any of these settings it would make reports
print incorrectly!

Under the Startup Tab, Select Either My “To Do” or “Favorites” for the initial view that you will see on
your Avatar Homepage screen when you open Avatar. The setting of My Favorites is recommended!
When you are finished, at the bottom of the My Preferences window, make sure you click Apply to save
your changes or Apply and Dismiss to apply the changes and close the window. If you want to exit the
screen without saving your changes, click Dismiss.
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ry Preferences

|/ Spell Checking I/ Printer [ Startup |

o may customize the initial wiewe ovhien wou login by selecting wiewsws from the categories belowsss
Tasks

Evw detfault, mo initial task vwiewr is displayed. IT wou vwwish to display an initial task views wvwhen wou logim,
=elaect one of the Tallowwing or =slaect Mone if you do not weant any initial task wiewse

T kv A ppoirtment=s

L b Te-Ee L=t Select either one,
T My pplications Recommend: My To-Do

T kv Fawvorites

- o Not working and will not be used.
Uncheck to turn off. After Tasks and Other
orher selections are made, click Apply and Dismiss!

% Showse UOicd o o
VA\»
Ay z Apply and Dismmiss Drismiss
If you ' | | bu

leave your computer for short time. Locking the application restricts unauthorized access. You will be
required to enter your Avatar Password to unlock Avatar when you return; however, the screen will be
at the exact state where it was before it was locked.

Q@ Logoff

You should log off when you are leaving the office at the end of the day so the system will shut down
properly. When you logoff the Avatar application closes completely. When the message appears asking
if you are sure you want to logoff, click the “Yes” button at the bottom of the window.

USE THIS METHOD, NOT the @ in the upper right corner of the Avatar window. Once you Logoff, you
can then use the red @close button in the upper right hand corner of Internet Explorer.

Help

Help provides links to online documentation and search options. The question mark provides a hyperlink
that connects you with the most current versions of Avatar reference guides. When you click on Help
and select “Search For Option”, you can type in a few letters of the form or report name you need, then
click the Search button at the bottom of the window. Avatar will provide a list of forms and reports
matching the letters/words you entered for the search and you can go directly to that form from the list
—or you can add it to your Favorites. You may need to try your search a few times if you are unsure
about the specific name of the form/report you are looking for.

Refresh Menus

There is no icon for this option. This command is found in the “Tasks” menu and will allow any new
report or feature that may have been added while you have been working in Avatar, to become
available in your menu or on your screen once you select refresh.
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C. My Caseload Frame (D) Displays all active clients assigned to you. Clients remain in this frame
until they are discharged or transferred to another program. If there are clients listed in the “My
Caseload” frame, you can scroll to see all clients in the caseload or you can bring your cursor in between
the Caseload and Session frames and expand the caseload view. You will need to expand each time you
open Avatar.

In addition, you will see indicators preceding a client name:
e [f the client is new to your caseload the client name will be highlighted in yellow.
e Ifthere are NO To Do items older than 24 hours there will be a W,
e [f the client HAS To Do item(s) that are over 24 hours old, there will be k.
e If the client has one or more “To Do” items ®.

If you right click on a client, a pop up window displays menu options for Favorites, Avatar PM/CWS and
Chart Review; you can select from here or you can select the same menu options from the Menu Frame
at the top of the window.

D

Chart has NO To Do items older than My Caseload (7) 7~
24 hours (not shown)

@ [SLA BARAC (000000007

@ EC: BERRY (000000005
New Client highlighted and with ——— & Eric BERTHOLD (000000

& ALEX CAREY [000000001)
TO DO more than 24 hours % ek TIN GUERRERS (00000 4 oty Pt ’

@ JEMHMY MARTIM (000000005

/ ® KAREN SMITH (ooonoopozy| ~+Y30ar CFMS 4 You can select
Chart has To Do items over 2 priatar CiS ’ |~ Chart Review
Avakar M5S0 D/, .

hours old s o from this Pop Up

by right clicking

My Session
Charts have one or more client . on client either
Douments that are overdue A BRI BERTHOLD (0A00a004]) From My
Caseload or My
Session
Expand with your cursor to see all clients Right click on the client name for menu options

(Reminder: Do Not Go Off Your Caseload, except if you are providing coverage for another clinician!)

D. My Session Frame (E)

My Session displays all clients you access/look at during your current session. When you logout, the My
Session frame clears. You can right click on a client name in ‘My Session’ (E) for the pop up window that
shows the menu options described above. From this pop up window you can also remove a client from
“My Session” if you don’t plan to work with the client again in this session. (Shown below)

In the “My Session” frame of clients you are currently working on, the ACTIVE client will appear in
ORANGE.
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Right click on

client name for Favorites b
options Avyakar PM 3
Byakar CWws ¥
Ayakar MSO b
You can remove a chart
client from My e _ #— You can select Chart
Session Remowe From My Session for Chart Review, or

: other options

You will learn about “To Do” Items later in this manual, See Section 12.

E. Switch System Codes

Some Avatar users work for organizations that provide both Mental Health and AOD services. Those
users have two System Codes assigned — one for Mental Health and one for AOD work. Clients enrolled
in that program will have an episode opened for Mental Health services and another opened for AOD
services.

Avatar users in these organizations must pay close attention to the type of information they are
documenting in Avatar. If the information relates to AOD treatment, the staff person must document
within the AOD episode using the AOD System Code. The same is true for Mental Health treatment
where the user must document within the Mental Health episode using the Mental Health System Code.

AOD information will not be available when a user is logged in to the Mental Health System code.
Mental Health information will not be available when a user is logged in to the AOD System Code.

The System Code for Mental Health is always “SMMH”.

The AOD System Code is assigned by organization. For example, let’s say the ACME Program provides
both AOD and Mental Health services to County BHRS clients. The System Code for ACME’s AOD work is
“ACME” while the System Code for Mental Health work is “SMMH”. A staff member would use the
ACME System Code to complete an ASI or a CalOMS Admission document. If completing an annual
Mental Health assessment for a client, the staff person would use the SMMH System Code.

To help users move easily between System Codes, Avatar has a method called “Switch System Codes”.
This command is found in three places:

1) Picture Icon Bar -L__I?EE
==
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2) Task Frame

|E? Select Client |

[ﬁ My Appointrments
E7 my To-Do List (34:0)
E_":’)j My Applications

Eﬂ] My Favaorites

.32&] My Preferences

% My Courses

g Switch Swstem Codes

QQ} Logout

3) Task Menu in the Menu Frame

Iasks| Fawvorites  Awatd

Select Client

My Appoinkments
Py T-Doa Lisk (3400
Iy Applications

My Favorites

My Preferences

My Courses

Lok,

Switch Syskem Codes
Logouk
Help

Refresh Menus

i =TT S - )

Switching System Codes is a short cut way of logging out and logging back in to Avatar to move between
working on AOD or Mental Health documentation.

Switch System Codes:
1) Before you switch system codes, be sure you have saved and closed any open Avatar forms.
2) Click on “Switch System Codes” using one of the three methods listed above.
3) Click on “Yes” in the dialog box that pops up. (See below.)
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4) Select the correct System Code from the drop down list. Your User ID and Password are the
same. Only the System Code changes

Enter user authentication information below then press
the Legin button,

System Code |.MR5 ‘ - |
User ID [TRamIL |
Password | -------- |

5) Click on the “Login” button to complete the process.

© You now know about Avatar Menus, Tasks Options and Avatar terms! You know How to Select a
Client! You understand the need to complete or review your work through “To Do”! You can Create
Favorites and Preferences! You know how to Lock and Logoff!
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Section 4: Navigation Features in Avatar

Some of the options and/or documents used in this manual may not be part of your Avatar menu. The
examples may show a form, report or document that you may not use. Please follow along, navigation
features are the same!

A. Arrows/Sub-Menus Avatar Menus can be expanded to present more options. If a menu has an
arrow on the right it means there is a sub-menu; if you drag the cursor horizontally through the sub-
menus, you can view more options and then click to choose your selection.

Horizontal and Vertical Arrows lead to Sub-Menus

Awatar PM | Avatar CWiS

Client Management #| Episode Management o P Call Inkake

Practitioner i ¥ IP[Residential Management 'P Bdrission (CDUkpatient)
Services ¥| Account Management ¥ Admission (Inpatient)
Billing ¥ Client Information ¥ Discharge
Appaintrient Scheduling ¥ Census Management Reparks B Discharge (Outpatient)
¥ — ¥ w __r

— N —

There are double arrows (called chevrons) that also expand menus. You can slide your cursor vertically
down and click on the double arrows, the menu will expand to show more choices.

B. Windows When you open a client-related document, it opens in a Client Window. Many
documents may be open within that 1 client window. For example, the screen shot below shows a client
window that contains open documents for this client; look at the bottom, the Urgent Care Plan
document is on the left, the Client Alert document is in the middle and Chart Review is on the right. (A)

The window name appears in the blue title bar at the top; this is the Urgent Care Plan document (B) and
the client’s name and Avatar ID# are present (C). If you click on Client Alert, the window name will
change to that document. You can switch between documents within a client window.

Please Note: The client’s name, Avatar ID (MR#), date of birth and sex are also present in the line just
below the toolbar (D) and, the client’s name should appear orange or active in the “My Session” frame.

AWhen you open a client window be sure to use the ‘Rule of 3’ checks to confirm you are viewing
the correct client.

Rule 1: Client name is orange/active in “My Session”;

Rule 2: Client name matches with client name in blue title bar and
Rule 3: Client name in the line just below the toolbar.
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C. Tabs

A document may be divided into Tabs. A Tab divides a window into smaller pieces (e.g. a tab is similar to
a tab that would identify a section of a paper record). If there is more than one Tab, you must complete
information for each Tab. You can switch between Tabs. The active Tab, the one that you are working in,
will always be orange. The screen shot below shows only 1 Tab. URGENT CARE PLAN (E)

“FLAGS” You may notice a “Flag” /“’shows on a Tab. The “flag” indicates data in one or more
of the required fields is missing or is incomplete. The “flag” alerts you to open the tab; there will
be a “flag” next to the field that requires an entry. “Flags” will not appear as you are making an
entry but when you submit/save the form, a pop up message will notify you there is a missing
field.

D. Pages

A Tab may contain more than one Page. If all fields within a tab cannot fit into a single screen, Avatar
divides the tab into multiple Pages. If there is more than one Page within a tab, you must complete
information for each Page. The active Page you are working in will always be orange. The screen shot
below shows there are 2 Pages. (F)

E. Screen Shot Windows/Tabs/Pages
F. Pages C. Client Name B. Window Name

D Client  (EJT: {LIVE) - TESTONE, TEST (000930000)/URGENT; CARE BLAN ([=1[E3
Name File Edit Favorites Avalar PM Avatar WS fAvakar MSO Help

| TESTO

L,TEST (000930000) Date Of Birth: D5/08/1962; Sex: Male |

E

Tab '[‘Urgent Care Plan

| Identifying Information I Treatment Plan and Caution

Start Date
4’!7 W = [ mm
F tatus

Pages [open hdl|

Client Information Update Diagnosis if needed

Diate of Eirth Frimary Diagnosis

osanaez | [w] [w] - | | [Processsemeh |

| 286.24 MAJOR DEFRESSIVE DISORDER, SINGLE ERISOD.. ™ |

Treatment Providers

TherapistiCaseworker Fsychiatrist
| Process Search | | Process Search
® MamedD Mumber ) Unigue Practitioner 1D ) MNamedlD Mumber 0 Unigue Practitioner D
[FRIEDMAN MICHELE (053386) = | -|
Region
These are open Documents within the || -
Client’s window Team | |
-L Oplion | I \
Complete \ D
=3 ] Client alerts Tl‘ Chart Review |
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F. The Option Toolbar The option toolbar appears at the top of all windows in Avatar.

1 2 a4 Not Used 5 6

3
ﬁ Fage 2 0f 4 E} 87 @ é- ﬁ:

E} 1. Back/Forward:
{ﬂ Click these icons to move back and forth between multiple pages in a tab.

2. Close:
= Click this button to close a window.

3. Home:
Click this to return to the Avatar Homepage without closing the current window.

window closes.

5. Lock:

Click this to protect client data if you leave your computer for a short time. Your
password will be required to unlock Avatar but the Lock will return you to the exact
state your computer was in before it was locked.

E\_} 4. Submit:
Click this to SAVE or FILE data in the current window; typically when you submit, the

(=) 4 6. Copy, Cut, Paste, Spell-Check:
B s Click this to cut, copy, and paste text between fields in Avatar.

G. Selection Screens

1. Episode Selection Screen: When open a document or report for a client that has more than one
active episode, an Episode Selection screen will appear and require you to select the episode you want
your document to be entered in. Usually, this is the episode for the program where you work.

= RADplus Client - Loading BHRS QOutpatient Progress Note
File Edit Favorites @Awatar PM Avakar CWS Awakar MSO Help

B H B -
101 Es A
Episode Selection

Mame: TEST TESTOME Select Only
ID: Q30000

Sex: Male from an open
Date of Birth: 05/05/1962 episode

i) 417000 COASTSIDE ADULT 1201502011

r 410405 FAIR. OAKS INTERFACE 11f10/2011

S 410401 SOUTH COUMNTY ADULT 10foafz011

52 415600 HAWTHORME HOLSE 050212011 05/051201 1

31 Q07000 WESTWOOD MAMOR 0309 2011

S0 41010353 MORTH COUMNTY ¥ OUTH 0zf18/2011 0z/18/2011

AOD ONLY programs will only show the open episode for their own program, an AOD program also providing MH services will show all episodes.

AOD INTRO LAS20120712_v11.doc Page 29



Episode - References to episode mean the opening (admit) and closing (discharge) at a program.
A client may have many episodes of care. If the Episode Display Screen appears when you select
a document or report, you MUST select the correct open episode, the open episode for the
program you want to obtain or submit client information. In an open episode, the discharge date
will be blank or NONE; closed episodes (showing a discharge date) have historical information.

* AOD ONLY programs will show the open episode for their own program and any previous episodes from their own program.

Program - References to program mean the place/site where you are assigned to work or where
you want to obtain or submit client information.

2. Pre-Display Selection Screen: This screen shows previous entries of documents (progress notes in
the example below) that have been made, for example, a document in Draft that needs to be finalized.
When you select Progress Note from the CWS Menu this pre-display screen of outpatient progress notes
will open if there are previous progress notes saved in Draft. This screen provides 4 options: Select Add
to create a new progress note; select Edit to edit a note that is in Draft; select Delete to remove a Draft
document; select Cancel to leave the progress note option and return to the homepage.

NOTE: Once you have submitted an item as final, it is recorded in the Avatar system and can only be
viewed - it cannot be edited or deleted.

Pre Display screen for the Progress Note document “~\,

File Edit Faworites Awatar PM Avatar CWS Awakar MSO Help

I OO & B85 &8 ; :
| |

Pre-Display

Date of Note Moke Type Data Entry Dake Daka Entry Time Entry Person
12/15/2011 (2) BHRS Standard Mote(Co-sign ... | 12/15/2011 03:37 PM JORGE MOMTZ
0zf09f2012 (1) BHRS Standard Mote 0zfn9/z012 03:42 P MICHELE FRIEDMARMN
n0zf09afz01z2 (1) BHRS Standard Mote 0zf09/z012 0545 P MICHELE FRIEDMAMN
03f16/2012 (1) BHRS Standard Mote 03f16/2012 11:55 AM INGALL ELLL

Add Edit ‘ ; Delete Cancel
Diption w

Checking pre-display...
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H. Format and Entry Types Used in Avatar

1. Field Colors: Field names are either black or red. Any field in Red is a required field and must be

completed in order to submit information. For AOD users, whatever had been required and yellow in
DAISY, is RED in Avatar!

If you are working in a document and a field or command is you will not be able to select that
option. For example, to exit the treatment plan, you must click on the Exit Treatment Plan box at the

bottom of the window and not the ) that is grayed out at the top of the window

You must look at the document to see if there are alternatives to exit or submit!

. e =
Q Page 1 of 1 E) LE &{'ﬂ:

NOTE: If you are “Color Vision Deficient” you may submit a request to the Help Desk through your

supervisor to have your Avatar “User Code” changed. All fields will then appear in black with required
fields in BOLD and UNDERLINED.

2. Date Entry:
Dates are always saved in a MM/DD/YYYY format. When entering a date, you can type it in the format
MMDDYYYY without including the slash (“/”) separation character. On leaving the date field, Avatar will insert the

slashes (“/”) for you.

You can click the T or Y button to automatically enter Today’s or Yesterday’s date.

You can double click inside the date box and a calendar will appear so that you can select a date that will
populate into the date box.

Date Of Service

|| | | [

There is also a ‘Date Picker’ tiny calendar icon outside of the date entry box that brings up a calendar to
select a Date. Once a date is selected it will default into the field.

C2008PM (LIVE) - JENNY MARTIN (000000005)/Admission
Fil= Edit Faworites Awvatar PM Awvatar CFMS  Awatar CWS Swaktar MSO

JENNY MARTIN (000000005)

r Admission | Demographics | Other Client Data | Inpatient/Parktig
Facility 1

Select Date g|
May Z010

Sun Mon Tue Wed Thu Fri Sat
1

2 3 4 5 1 7 &

9 10 11 1z 13 14 15

Episode Murmber 2
Client NMame
MARTIN, JER MY

Serx
@ Fermale

Age 16 17 18 19 20 21 22
23 24 25 26 27 28 29
30 31

Preadmit/AMMTission Time

[ Current H = oM =] amgem ] April |v||2l]ll] |v|
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3. Single Select Entry Choice: You are only able to select one from a radio button, drop down or check box.

DratfPending ApprovaliFinal
@ Draft
1 Pending Appraval

4. Multiple Select Entry Choice: You can select as many as applicable.

As a result of the primary diagnosis the cliemt has the following impairments:

Treatment is being provided to address, or prevent, significant deterioration in an important area of life functioning
[ Schaool i wark Functioning [¢] Social Relationships [¢] Daily Living Skills
[¥] Ahility to maintain placement [¥] Symptom Management

5. Dropdown List Selection:

Dropdown lists provide a menu of choices that you can select from to fill an entry field. Below is an
example of an Avatar drop down list. Click the arrow to see the choices, then click on your selection.

FPresenting Prablems-Primary
|Th0ught Disorder v|

If the entry is for a required (red) dropdown list, you must make a selection.

6. Process Search Entry:

Process Search requires you to make an entry in the blank white Search box to the left of the Process
Search button (highlighted in blue), click the Process Search button, and then click on the correct
selection so that it populates the blue box. Process search entries are common in Avatar; enter enough
letters and/or numbers to identify the entry you’re looking for. Examples of some searches are for staff
member names, service type names/codes etc. The entry can be a number or few letters or the
complete name of a person or service type. When the Process Search button is clicked, a pop up box
displays the results matching your criteria and requires a selection to be made. Once you answer ‘OK’, or
select the entry, it will populate the required blue Avatar field located below the Process Search button.
You MUST search and select. If the blue field is empty, Avatar considers nothing was entered and you
will not be able to submit your document.

NOTE: Some BHRS Staff may have their name listed twice with different ID #s (e.g., one ID # is for services
the county pays for through the Contractor/Private Provider Network while the other ID # is for services the
county pays for through county payroll). You should always choose the lower of the two numbers.

- —

1. You can enter a name or ID in the
white box

Prirmary Therapist @

[BLLL

4~ Trocess Scarcheg=,

- Nan&) Mumber

o Unigue Practitioner ID

~«

[(BULLIMGANL (00001 63
N\

Search by: "\ NAME__or ID#

Frimary Therapissg—

[18

| | Process Search |

& MamedD Mumber

2 IUnigque Practitioner D

[BULLIMNGALL (nonnt )

=1
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3. Then choose the correct selection so it
populates the blue box.
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NOTE: You can clear an entry in a date, radio button, multi-select, drop-down list or process search field
by making the field active and pressing the [F5] key.

7. Free Text Box:

The Notes Field of the Outpatient Progress Note is an example of a free text box. A Free Text box allows
you to enter as much text as needed in the box. Click once inside the text box and begin typing. Once the
box is full, text can be viewed by scrolling vertically on the scroll bar that appears on the right hand side
of the box.

You can also view the text by clicking on the Text Editor icon (pad/pencil) at the upper right hand corner
of the field. The Text Editor expands the view of the entire note. The Text Editor allows you to make
changes to the note. (e.g., cut, copy, paste, undo, spell check). You must save any changes to the text
before you close out of the Text Editor window.

Free Text Box - just click inside and begin typing. Text Editor
Notes Field L ¥ Window Icon
This iz a progreszz note for Adam.l\ W

In scrolling and non scrolling text fields, any misspelled words will have a visual cue (the word(s) will
be underlined in red), similar to Microsoft Word or Outlook. “Name” and “Process Search” fields do
not have these indicators.

¥ c2008PM (LIVE) - JENNY MARTIN| (000000005)/Intake Assessment (=013
File Edit Favorites Awatar PM Awvatar CFMS  Avatar CWS Avatar MSO Help
| JENNY MARTIN ( Episode: 1

[ Primary | Secondary | Iteration |

Treatment

Hers is an spaupl of the spell cheghr, working automatigaly. [
Mis-Spelling
Cue Prognosis o
— .\
Does this require medical interventions Medical Alert
® Yes ) Mo | [t wiorks in Serpling and non scrolling feilds,
>
Complete
Chart Review |[332032:0R0EBILOTTA. 3] 04/08/2010 06:35 PM
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Text Editor Window

If you are working with a field that requires typing more text than you can see in the text area,
you can use the Text Editor Window icon to expand the text area.

Paste Undo Spell

Cut
Copy \ Check al
ose
\ | /

Text Editor

This is a progress note for Adarm,

~
Be sure to save. Click and drag here to change size of window.

COMMAND DESCCRIPTION
Copy Copies selected text to the clipboard.

Cut Moves selected text to the clipboard.
Paste Pastes information from the clipboard to the location of the cursor.

Undo Reverses the last action.

8. Multiple Entry Table Entry: A multiple entry table or grid is a feature used in Avatar for gathering lists of
similar information, such as a list of a client’s medications or a list of a client’s family members/other
relationships. To make an entry, you must add a new row to the table and then complete the related fields
of data, which are then stored in the table.

You MUST click add new item before adding a new row or filling out fields for the new entry. Be very careful
as existing information will be overwritten if you do not click ADD NEW ITEM!
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Clicking the Add New
Item button adds a
new blank row to{he
table.

Selecting a row and clicking
the Edit Selected Item button
opens the related fields for
editing.

= AVPMTEST (SAMPLE) - APPLE,ADAM (000000390), BHRS Client Relationships

File Edit Favorites  Avatar PM o Awvatar CWs

Selecting a row and clicking
the Delete Selected Item
button removes the row from
the table.

CEX

Help

<

FPage1of2

= B O &

| APPLE,ADAM

300) Client's Horme Phone: 650-228-8466; Date OTBirth: 01/01/1884, Sex hale

Entry Date

Relationships |

List of All Client Relationships

Type of Relationship Last Mame  |First Mame | Cell Phone | |Relationship Start Date Relationship End ¥te Emergency Conkack? Mext of K|
her APPLE ARTHUR. £50-456-5. ). |Eirth / Ves Mo
SiEiN APPLE Ay 650-534-9. | [Firth / Mo e
AN /
[N = |

X

Add New Item | ‘

Edit Selected Item

elete Selected Item

Twpe of Relationship

Last Mame

[Father

1

laPPLE

Other Relationship

First Mame

| [ARTHUR

Address - Street

City [SAN MATEQ

‘21 30 EL CAMINO REAL

Address - Street 2

State

[ CALIFORMIA

Zip Code

94401

L Opion |

Complete

To Add, Edit and Delete Entries in the Table

When you select a row you want to edit and then click the Edit Selected Item button, the related fields
become active so you can make changes. You can select a row and click the Delete Selected Item button
below the table to remove a row from the table.

9. Other Helpful Tips:

Chart Review

E3 At top right of document: DO NOT USE the RED X to close a window in Avatar. The exception to
the rule is for Reports. You have to use the RED X to close Crystal reports. Once you have logged
out of Avatar, you can use the RED X as you normally do.

File /Save o &Submit button is how documents are saved/submitted in Avatar; it is also how
to close a document.

Bundle: Documents in a bundle are grouped together in forms/windows that are related within a
process. An example is the AOD Admission Bundle (Outpatient). When you select that bundle, it
opens all the Admission documents which include Admission (Outpatient), CalOMS Admission,

Assign to Caseload and AOD Funding Source.
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Light Bulb @ indicates that a Help message is provided for the field the Light Bulb is attached to.
For example, the Light Bulb associated with the field Service Types displays a list of the Service Types
and descriptions you can enter. To view the Help Message, hover over the light bulb with your
mouse or click on it.

Home ﬁ returns you to the Avatar homepage without closing the current window that is open.

A Important

e Always look at the screen and the command you have selected to see what you are being
asked to do: submit, save, file, apply, dismiss, add, ok or cancel.
e Usually a left click selects an option and a right click performs an action.

@ Now you know the Avatar Menus, Tasks, Commands, and Toolbar Options! You also know the
Navigation Features and can enter data in the Format and Entry Types used in Avatar!
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Section 5: AOD and BHRS Information Sharing and Viewing

(HIPAA Protocols/42 CFR, Part 2/ Access to Avatar and Client Information)
Consents to Treatment; Releases of information; Notice of Privacy

A. 42 CFR, Part 2

e 42 CFR, Part 2 are federal regulations that govern confidentiality of alcohol/drug treatment and
prevention records. Congress recognized that due to the stigma of addiction, heightened privacy
protections were needed to encourage people to get treatment.

e Question: How can alcohol/drug treatment records be successfully incorporated into an
electronic health records (Avatar) system when 42 CFR, Part 2 regulation has strict protections?

e Answer: Client consent is required to include alcohol/drug treatment information without
violating 42 CFR, Part 2.

e General Rule: A program covered by 42 CFR, Part 2 may not disclose information that identifies
a client directly or indirectly as having a current or past drug/alcohol problem, or as a
participant in a Part 2 program, unless the client consents in writing or another exception
applies.

B. HIPAA

e HIPAA sets minimum privacy protections for all health information held by:
* Health care providers who transmit health information electronically in connection with
“covered” transactions (such as billing, administration - includes most alcohol/drug programs).
* Health Plans and
* Health Care clearinghouses

e Most alcohol/drug programs must comply with HIPAA as well as 42 CFR, Part 2, however, HIPAA
is more permissive and allows many disclosures that 42 CFR, Part 2 does not.

C. What to do if 42 CFR, Part 2 and HIPAA impose different requirements?
e Follow both laws, if possible.
* HIPAA permits disclosures of health information (including alcohol/drug treatment) — without
consent — for treatment, payment and health care operations.
* 42 CFR, Part 2 prohibits these disclosures without consent or other specific authorization.
o So follow 42 CFR, Part 2.

D. 42 CFR, Part 2 and State Laws
o States may not require disclosures prohibited by 42 CFR, Part 2 BUT States may impose
additional confidentiality protections.
e Example;
* Law in State X requires compliance with subpoena.
* 42 CFR, Part 2 does not permit disclosure of information in response to a subpoena for
alcohol/drug records unless the client consents or a court issues a specific order.
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* |If there is no client consent or court specific order per 42 CFR, Part 2, then the alcohol/drug
program would not comply with the subpoena without client consent because no State law may
authorize or compel a disclosure that’s prohibited by 42 CFR, Part 2.

E. What is a “Disclosure?”

“Disclosure” refers to communication of any information, whether in writing, orally,
electronically or by other means that contains client identifying information such as having a past
or current alcohol/drug problem or having been a past or current client or even applied for
services to a 42 CFR, Part 2 alcohol/drug program.

Client identifying information includes name, address, social security number, fingerprints,
photographs or other information by which client’s identity can be determined with reasonable
accuracy/speed.

F. Permitted Disclosures of 42 CFR, Part 2

Consent:
* May disclose most client information if the client signed a consent that complies with 42 CFR,
Part 2 and if the consent hasn’t expired or been revoked.
* Consent must be in writing (no oral consent) and in plain English.
* Consent must be completed on the proper form with all required fields filled in and contain:

¢ Name or general designation of program(s) making the disclosure;

¢ Name or title of individual(s) or name of organization(s) permitted to receive the

disclosure (recipient)

¢ Name of client whose information is being disclosed

e Purpose of disclosure; how much and what kind of information to be disclosed

e Signature of client and/or other authorized person

e Date consent signed

o Statement of client’s right to revoke the consent except if the program relied on it

e The date, event or condition of expiration if not previously revoked — no longer than

necessary to serve stated purpose

* Re-disclosure notice required by the disclosing party to recipient, must not re-disclose client
information “unless further disclosure is expressly permitted by written consent of person to
who it pertains”
* A single Part 2 consent form for disclosures to different recipients for different purposes is
permitted as long as the form makes it clear what information may be given to which recipients
for which purpose.

* A single Part 2 consent form can be used to authorize disclosure, as well as, authorize re-
disclosure of Part 2 information to other identified recipients.

Medical Emergency:

* 42 CFR, Part 2 programs may disclose client identifying information without consent to medical
personnel if there is an immediate threat to an individual’s health, or if immediate medical
intervention is required.
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* Disclosure is permitted to medical personnel only. Medical personnel may re-disclose client
identifying information without need of consent.

* Disclosure in medical emergency is not permitted to family members.

* Any health care provider treating a client for a medical emergency is allowed to make the
determination that a medical emergency exists.

¢ Internal Communication:

* Disclosure without client consent OK:
III

Within a program: To entity with “administrative control” that needs information in connection
with their duties or in order to provide the alcohol/drug services, like the billing department.

Crime on program premises/against program personnel: can report crimes committed or
threatened on program premises or against program personnel. May only disclose suspect’s
name, address, last known whereabouts, status as a client of the part 2 program

Court Order: special provisions, subpoena alone does not satisfy 42 CFR, Part 2

Research/Audit — Evaluation: Disclosure of client identifying information permitted without
consent but researchers are prohibited from using it for any other purpose or re-disclosing it
except for back to the program. Disclosure for Auditor/Evaluator used for audit purpose and may
be re-disclosed only back to program, pursuant to court order to investigate/prosecute the
program (not a client) or Government agency overseeing Medical audit/evaluation

Child Abuse/Neglect Reporting: Disclosure is required by State law and 42 CFR, Part 2 permits
disclosure per State law for the initial report and written confirmation of the report. 42 CFR, Part
2 does not permit disclosure of records for ongoing investigation, including confidential
communications — without court order

Duty to Warn: found in State law, 42 CFR, Part 2 does not impose a duty to warn or duty to
disclose but guides when disclosures may be made, not when they must be made.

HIPAA’s additional requirements: A program may not put conditions on treatment, payment,
enrollment or eligibility of benefits on client signing the consent nor can the program impose
consequences for refusal to consent.
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Section 6: Client Intake

A. Admission (Outpatient) NOT Bundled: Please follow instructions for “1. ADMISSION
(Outpatient) below.

B. Admission Bundle: The Admission Bundle includes the forms Admission (Outpatient); AOD
Caseload Assignment; Client Relationships; CalOMS Admission; and AOD Funding Source. If you select
the bundle, once you complete and submit a document, the next document in the series will
automatically appear.

Path for Admission Bundle: GO TO Avatar PM-> Client Management—> Episode Management->
Admission Bundle

1. ADMISSION (Outpatient)
The Select Client screen will pop up for you to search for the Client. (See screen shot below)

Enter the client’s last name, first name, sex and then click search. Try to narrow your search by including
as many identifiers as are available to you including an alias to avoid creating a duplicate record! If the
pop up message indicates “None Found”, click OK, go to the bottom and click on “New”.

If the Search returns a list of names, review the list carefully. If none of the names in the list are the
client, go to the bottom and click on “New”.

It’s possible that you may find the Client’s information within the list. If you do, highlight the Client’s

name in the list, go to the bottom and click on “OK”. If you find duplicate clients in Avatar, contact your
BHRS Contract Analyst to correct the information.
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Select Client

Identification SeH
Last Name |FocTeER: | First Name [Froara: | ® Male
Social Security # | | Date of Birth | | ) Female
Assigned ID [ | Alias [ | 2 Unknown
| Ssearch | | Clear | | ¥iew Client Picture | | Yiew Episodes |
Score |Name |ID |Date OF Birth Social Security NI.IEIient's Home Phtl.n.lias Family

Search Results

@ Mo rmatches found,

< ] [ |

| oK | | Cancel | | Mew

When you click NEW /

Avatar will automatically assign tne Lient a unique numeric ID if the Client is new. A pop-up window
will display asking to auto-assign the next ID number. Select “YES” to assign the ID number and continue
with client registration.

This pop up will appear
R wvpis (v - Ciient

Auto Assign Mext 1D Mumber?

| Yes | | No |
Select Yes /

Then, the Admission (Outpatient) screen will open

If the client has any current or previous episodes with your Program/Team, a pre-display screen will
display. You may select an admission episode you want to edit or you can select ADD to create a new
admission.

The Admission (Outpatient) document has 3 tabs. Tab 1/Admission has 3 Pages (5 pages show, only 3
pages used); Tab 2/Demographichs has 2 Pages; and Tab 3/SMC BHRS Fields has 1 Page.

If the client has other open episodes, some of the fields will be pre-populated.
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Tab 1, Page 1 Admission

% AYPMTEST (LIVE) - NEW Client (D0093B796)/Admission (Outpatient) |z”E| SE |
File Edit Favorites Awvakar PM Awatar WS Avatar MSO Help
—- )
| New (938796) "
-
1/ Admission r Demographics r SMC BHRS Fields |
Episode Mumber 1 Frimary Therapist @
s | [ rrocesssearch |
Client MNarme
|FOOTER.FR-'“\NK | ® Mame/D Mumber 0 Unigue Practitioner 1D
Sex |[FRIEDMAN,MICHELE (053396} [=]
r Female - Male 2 Other 2 Unknown - =
Frirnary Psychiatrist
Date Of Birth
PP : | | [ process search |
0451 471944 =
sge o ® Mame/ID Mumber 2 Unigue Practitioner 1D
Preadmitfadmission Date | | = |
[ozmsrantz [ -
[y LTl Ny ) T k3 =
:I SMMC MRM [ ID (MIS use OMLY!)
Preadrmitfadmission Time
12:36 P'M H il w il AR il Social Security Murnber 000-00-0000
Program |AD9932 WWAITLIST PROJEC.. |'| Alternate Sodial Security Mumber
Type Of Admission |Firsl Admission |v| Cliernt’s Living Arrangerments
|H0use.l’AptincItraiIers,hotels,dorms,etc |v|
Source Of Admission |Inf0rmati0n Mot Available | vl
Anniversary Date
Complate
Chart Review || 8216:5vBHPROD1| 0710572012 12:42 PM

You will enter the RED/REQUIRED fields:

e FEpisode Number will auto populate

e Enter: Date of Birth

e Enter: Admission Date

e Select Current for Admission Time

e Select Program

e Select Type of Admission from the drop down arrows,

e Ignore Anniversary Date,

e For Primary Therapist (Counselor) enter the full last name or part of the last name of the Client’s
primary counselor, then click Process Search. Select the correct name from the list it displays so
it populates the blue box,

e Enter: the Social Security Number Be sure to include the dashes (-).

e Select the Client’s Living Arrangements from the drop down arrow

A Important

Some Avatar users work for more than one organization that uses Avatar. Make sure you select the
correct Counselor/Clinician name when assigning the Primary Therapist. Users who work at more than
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one Avatar organization will have two names in Avatar — each name will have a System Code attached to
it. Select the staff name that corresponds to the System Code for your organization.

Example: Jane Solon works for ACME Inc and ZENITH Ltd who both have BHRS contracts. Jane has two
names set up in Avatar — “Jane Solon ACME” and “Jane Solon ZENITH”. When assigning a client to Jane,
be sure to select the name that corresponds to your program — either ACME or ZENITH.

Go to the top of the screen and click the right arrow to go to Page 2 of Tab 1.

Tab1l, Page 2 Disabilities

il AVPMLVE (LIVE) - TESTOME , TEST (000930000)/Admission (Outpatient) (=1
it== Avatar PR Aryatar CWS Awvatar MSO Help

| TESTONE,TEST (000930000) Cate Of Birth: 05/031 962, Sex Male |

r Admission | Demographics | SMC BHRS Fields |

Dizabilities-1 Disabilities-2

2 Mone 2 Mone

0 Semi - Ambulatary 2 Semi- Ambulatory

2 Rlan - Ambulatory 2 Mon - Ambulatory

‘# Severe Siaght Disability 2 Severe Sight Disahbility

2 Blind 2 Blind

0 Organic Based Communication Disability > Crganic Based Communication Disability
2 Chronic Health Problem @ [T hronic Health Problem

2 Mental Retardation § Developmental Disability 2 Mental Retardation # Developmental Disability
i Severe Hearing Disability O Sewvere Hearing Disahility

1 Deaf o Deaf

2 Sign Language Interpreter 2 Sign Language Interpreter

Disahilities-=

O Mone

0 Semi- Ambulatary

0 Mon - Ambulatory

L Sewvere Sioht Disability

2 Blind

0 Organic Based Communication Disahbility
2 Chronic Health Problem

2 Mental Retardation § Develaprmental Disability
i Sewere Hearing Disability

i Deaf

0 Sign Languade Interpreter

Complete

Chart Review | 11040:SVEBHPROD1 || 06/15/2012 09:56 AM

This screen allows entry for 3 different disabilities. If you select None in Disabilities 1, Disabilities 2 and
Disabilities 3 will remain grey. A selection in Disabilities 1, allows an entry for Disabilities 2. If none is
selected, Disabilities 3 remains grey. A selection for Disabilities 2, allows for an entry in Disabilities 3.

Tab 1, Page 3 Client Rights, Advanced Directive and Admission Note
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(BN [=1eT]

Eile Edit Favoritihg Hvakar PM Aovakbar CWS A akbar MSO Help
= == = -
TESTOME,TEST (000930000) Date Of Birth: 05/08M1 962, Sex Male |
| Admission [ Demographics | SMC BHRS Fields |
Received Copy Of Client Rights Advanced Directive
o ves Mo O wes 2 Mo
Advanced Directive Mote
‘I}
Adrnission Note
[
Compiats
Chart Review [[11040:5vBHPROD 1 [[06/15/2012 09:57 AM

Select “Yes” or “No” to indicate if the Client received a copy of “Notice of Privacy Practice” (Client Rights).
Normally the Advanced Directive field is not answered. If “Yes” is selected for Advance Directive, the
Advance Directive Note box becomes RED/REQUIRED and you must enter a note in the field Advanced
Directive Note. If you select “No” the Advance Directive Note box will turn grey.

Write an Admission Note in the Free Text Box for any information related to the admission.

Next go to Tab 2, Demographics by clicking on the Demographics tab label.

Tab 2, Page 1 Demographics
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% AVPMLIVE (LIVE) - TESTOME, TEST (000930000)/Admission (Qutpatient) (=03

File Edit Fawvorites Aswatar PP Awvatar CWS  Awatar MSO Help
— =
I TESTONE. TEST (000930000) Date Of Birth: 0DS/02/1 962, Sex: hMale I
Admission Demographics SMMC BHRS Fields
Client Last MName T Client’s Cell Fhone |550*258*3598
[TESTOME I | OK to contact/leave message (Cell Phone)
Client First Mame T ves Mo
[TEST |
Primary Phone
Client's Middle Initial 4
Sffix @ wwork Phone 2 Cell Phone 2 Harme Phone
o Sr Lo [ 2 3
o S =R Lalclompliiame
Prefix | | - |
Client's address - Street Parital Status |senarated [=]
|1 245 BYE STREET - INFOSCRIEER SHAD OWY |
T —— |794403 Occupation |[Farming, Forestry, &nd Fishi... | = |
Client's Address - City ISAN MATED | Employment Status |F'art tirme =35hrs perwk (no... |V|
Client's address - County [Sar MaTEO [=] R [12 vears ar GED =1
Client's address - State [caliFoRMIA [=]
Client's Email Address
Client's Home Phone [s0-588-1172 | I [
Ok to contactf/leave message (Home Phone)
o ves Mo Smoker Unknown If Ever Srmoked [=]
Client's work Phone |s55-1256
Ok to contactfleave message (Work Phone)
T ores O Mo
Complets
Chart Review [[11040:swvBHPROD1 [06/152012 09:59 AM

Enter all known information, then click the arrow to go to Page 2 of Tab 2

Eile Edit FawviXites Arvatar Pr Arvatar WS Awatar MSO Help

I TESTONE, TEST (000930000} D ate Of Birth: OS/08M 962, Sex: Male I

[ Admission | Demographics | SMC BHRS Fields |

Alias Alias &

|kest,joe | | |
alias 2 alias 7

rodney mytest I I
Alias 3 Alias 2

[TESTY [ ]
Alias 4 Alias 9

| [ I
Alias S Alias 10

| [ I

Tab 3, SMC BHRS Fields is not used.

C. AOD Caseload Assignment:

Once you submit the Admission (Outpatient) document, the next form in the bundle is:
AOD Caseload Assignment

Path: Avatar CWS = New Options = AOD Caseload Assignment

Use this form to assign the Client to the Caseloads of all staff on the team that will work with this Client.
Anyone who provides services to the client should have the client in his/her caseload. For some teams,
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that will mean all counselors will be assigned to each client. Other teams may have only one or two staff
persons assigned to a client.

AVPMTEST [(LIVE) - FOOTER,.FRANK JR [00093E7F97)/AO0D Caseload Assignment

File Edit Favorites Avatar PR Avatar OWS  Awakar MSO

Page 1 of 1 ZEE @ &}] q@

FOOTER,FRANK JR (000938797) Episode: 2 Date Of Birth: 0451 4/1944; Sex Male
[ Caseload Assignment |
Date aAssigned 200 Staff

[ ) o 0 |

| [~

||

Complete

Chart Review 9108:SVEBHPROD1 || 07/05/2012 02:08 PM

e Date Assigned — select the correct date

e AOD Stdff - Enter the AOD Staff by entering the complete name or a few letters of the last name,
click Process Search and select the correct staff so it populates the blue box.

Click Submit to save the information. Continue adding the Client to the caseloads of all staff who will
participate in the treatment of the Client.

If the client has already been assigned to a caseload and you need to change the caseload assighnment
please see BHRS Assign to Caseload in the Appendix.

D. AOD/BHRS Client Relationships:

The next form in the Admission (Outpatient) bundle is BHRS Client Relationships

Path: Avatar PM- Client Information—> BHRS Client Relationships

Client Relationships is the “container” of client contacts - non-treatment team individuals the client
identifies as being involved in their life. The Client Relationship document allows entry of Emergency
Contact, Parent/Guardian, Next of Kin, Spouse/Partner, Teacher, Parole Officer, Conservator, Sibling,
Family Members, Primary Care Physicians; anyone you and the client feel are important to have
information about and exist within the client record. The client’s Face Sheet and Dashboard

Reports pull information from this document.
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The AOD Client Relationships document has 2 tabs. Tab 1 requires an entry date. (See below.)

Client Relationships, Tab 1 Entry Date

= AVPMLIVE [(LIVE) - TESTONE,TEST SR (000230000)/BHRS Client Relationships

[=)[E=]E]

Help

Page 1 of1

==

B @ & &Y 2=

S

Par

TESTONE. TEST SR (000930000) Date Of Birth: OS/08M 962; Sex: Male

Entry Diate

h zrosrzo009

|| Emtry Date | Relationships |

= =R =

THIS OPTION IS FOR DOCUMENTING ALL CONTACTS RELATED TO A CLIENT NEEDED IN THE COURSE OF TREATMENT

PROCEED TO NEXT TAB TO ENTER INFORMATION

[ option |

Complete

Chart Rewview

Once you have entered the Date, click on Tab2, Relationships

Client Relationships; Tab 2, Page 1 Relationships

o
2= AVPMLIVE (LIVE) - TESTOME, TEST SR (000930000)/BHRS Client Relationships

EEES)

Help

4 [

) |

Edit Selected Item

Delete Selected Item |

Last Mame ! Agency Mame

uj Mew Item
Tvpe of Relationship

=1

Other Relationship

Address - Street

Address - Street 2

First Mame

City |

State

File Edit Faworices Awakbar PM Awakar OWS Awakar MSO
o
- e B3 o & & & 2 :
= ~= [ = Lt
| TESTONE,TEST SR (000930000) Date Of Birth: 05/08/1962,; Sex: Male |
| Entry Date | Relationships
List of All Client Relationships
Tvpe of Relationship Lask Mame [ Agency Mame First Mame  |Home Phone Cell Phone  |Release Available? Felease Start Date Re |
(== (=28 ] M=) ESO-SS0-1212 (FI15-BF/ 1., Vo5 [LImced) OO 201 L
Father Eull FaPs, 415-123-1234  [6S0-456-4... |ves (Limited)
Daughter Testone Marla 415-555-1212 [B50-555-1... ¥es (Limited) 11/03/2011
PP E Lotta 416-555-1212 ves (Full) 031572012 03,

Zip Code

]

This screen shows information is entered and stored in a grid or multiple entry table. You must click Add
New Item to add a new person to the table and then complete the related data fields below the table.
Be careful so that existing information does not get overwritten.

If entering Client Relationships as not part of the bundle, make sure the client is active in MY Session,
then open the BHRS Client Relationships form.
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To Add a Person, Click the Add New Item button. Do not enter new data without adding the new row

or the new data you enter will overwrite existing information in the active highlighted row of the
table!

To Edit an existing Person/Relationship, select the row you want to edit, click Edit. The related fields

below the table become populated with that Person’s information. Make changes by typing directly into
the fields.

To Delete an existing Person/Relationship, click on a row to select it, click Delete selected item to
remove the row from the table. A message will appear verifying that you want to delete the selected
item, click YES.

If you Add, Edit or Delete be sure to click Save/Submit so the changes will be saved.

Use Client Relationships to record a Consent to Release Information. If the person or organization for
which you have a Release is not already in Client Relationships, add them to the form. In the section
recording Release information indicate the following:

e Release Available? — Selections are No, Yes (Limited), Yes (Full). Select the appropriate answer.

e Release Start Date — Enter the Release Start Date

e Release End Date — Enter the Release End Date

e Notes — If you selected Yes (Limited), describe what information is and is not allowed by the
release signed for this person/organization. Use the Notes field to clarify anything important to
understand about the release.

Do not leave blank rows in the table; blank rows must be deleted before you can save the form!

Client Relationships; Tab 2, Page 2 Relationships

L AVPMLIVE (LIVE) - TESTONE, TEST SR (000930000)/BHRS Client Relationships

File Edit Favorites Awatar PM Awakar OWS Avatar MSO

ﬁ‘ Page 2 of 2 [___:w E @ %? @ g@; & '.5.-.

TESTONE.TEST SR (000930000) Date Of Birth: 050271362, Sex: Male
|/ Entry Date r Relationships |

Hame Phone Email Address

Zell Phone Best MumberTime to Contact

wwork Phone

Release &vailable? Legal Guardian?

[ - 2 Yes 2 Mo r Unknown
Release Start Date Ermergency Contact?
] [>] il ) Yes 1 Mo
Release End Date NOEII of Kin®? o
m— = = e
Motes
¥
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Continue to complete fields as applicable

Then, Submit

If Client Relationships information is not correct or has not been entered into Avatar, it can not be
reported out and will not be available when you need to contact a client’s relationship. Be sure to

check in regularly with your client about the status of these contacts and update as necessary.

E. CalOMS Admission:

As part of the Admission (Outpatient) bundle, this document opens automatically. If your program is
required to perform a CalOMS Admission, the data required for CalOMS will be the same as what you
entered in Daisy, but the “flow” of asking and entering CalOMS information into Avatar will be different.

Be patient! It will just take a little while for you to make the adjustment to the Avatar flow.

Path: Avatar PM- Client Management-> Client Information—> CalOMS Admission Bundle

There are 9 tabs for this document (remember to look for pages within each tab)

Tab 1, Client Identification and Demographic Data: Page 1

AVPMLIVE (LIVE) - TESTONE, TEST (000930000)/Cal-OMS Admission

File Edit Favor Avatar PM dwakar CWS  Avakar MSO
o1 B G Cl

TESTONE,TEST (000930000) Epizode: 47 Date Of Birth: 05/08/1962; Sex Male

6. Criminal Justice Data | 7. Medical Physical Health Data | 8. Mental Tliness rg. Family /Social Data |

1. Client Identification and Demographic Data | 2. Transaction Data || 3. Admission Data | 4. Alcohol And Drug Use | 5. Employment Data

223-65-98GF

[~]

A five-digit zip code
00000=Homeless. (Use this value if in 99904=Unable
homeless shelter )
XXXXX=Declined to state

22ZZZ=Client unable to answer.

er (Enter 1 from below)

Current First Name TEST Social Security # (Enter 1 from below)
SSN # (9 digits w/ dashes)
Curent Last Hame 99900=Decline to state
TESTONE | 99902=Nane ar N/A
Driver's License State
Birth First MName ‘
Birth Last Mame
‘ | Driver's License Numb
Valid D/L # or State ID#
Zip Code at Current Address (Enter One) 99900=Dedine to state

99902=Nohe or N/ A

to Answer(Detox

ot Developrnentally Disabled Only)
Place of Birth - Caunty

(Detox or Developmentally Diabled Only) |

Flace of Birth - State

Mather's First Name ‘ | |

Race 1 (For Latino/Latina select "Other” and then complete Ethnicity on Page 3)

) Hawaiian ) Japanese ) Karean ) Laotian
) Samoan O Vietnamese ) Other Asian ) Other Race
) Mixed Race ) client declined to state ) White () BlackiAfrican
© American Indian ) Alaskan Native O Aslan Indian O Cambodian
) Chinese £ Filiping ) Guamanian
Ejnple(e
Chart Review 9064:SVBHPROD1| 09/19/2012 11:28 AM

Enter the data in the applicable fields

e Birth Last Name or First Name: use 99902 for none or not applicable

AOD INTRO LAS20120712_v11l.doc
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e Social Security Number: Enter 99900 for Client declines to state, 99902 for none or not applicable

e Zip Code: At current address, must be valid 5 digits. Enter 00000 for homeless, XXXXX for Client
declined to state

e County of Birth: Used only if born in California. Enter a California county ONLY. Enter “Other” if
born outside of California.

e State of Birth: Enter USA state ONLY or “Other” if born outside of USA.

e Driver License #/State: Enter 99900 if client declines to state driver’s license number, 99902 to
indicate none or not applicable.

e Mother’s First Name: If unknown, use “Mother”

For any “Client Unable to Answer” use 99904; however, this answer and code are to be used only if the
provider is Detox or Residential Detox.

Tab 1, Page 1 allows for 2 Race entries on this page, you may enter 3 additional “races” on the next
page. When you complete Page 1, click the right arrow at the top to move to page 2.
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File Edit Favorites Awvatar P f%atar WS Avatar MSO
£ e B3 o & @ ,
[ Ay

| TESTONE,TEST (000930000) Episode: 47 Date Of Birth: 05081 962, Sex: Male
6. Criminal Justice Data r 7. Medical /Physical Health Data r 8. Mental Iliness r 9. Family /Social Data |
1. Client Identification and Demographic Data r 2. Transaction Data r 3. Admission Data r 4. Alcohol And Drug Use r 5. Employment Data |
Race 2
() Hawvaiian ) Japanese ) Korean ) Laotian
) Samoan 2 visthamese ) Cther Asian ) Cther Race
2 Mixed Race 2 Client declined to state 2 White 2 BlackiAfrican
0 American Indian 0 Mlaskan Mative 0 Asian Indian 2 Cambaodian
) Chinese O Filipino ) Guamanian
Race 3
) Hawaiian ) Japanese ) Korean ) Laotian
) Samoan 2 visthamese ) Cther Asian ) Cther Race
2 Mixed Race 2 Client declined to state 2 White 2 BlackiAfrican
0 American Indian 0 Mlaskan Mative 0 Asian Indian 2 Cambaodian
) Chinese ) Filipino ) Guamanian
Race 4
) Hawaiian ) Japanese ) Korean ) Laotian
) Samoan 2 visthamese ) Cther Asian ) Cther Race
2 Mixed Race 2 Client declined to state 2 White 2 BlackiAfrican
0 American Indian 0 Mlaskan Mative 0 Asian Indian 2 Cambaodian
) Chinese ) Filipino ) Guamanian
Race 5
) Hawaiian ) Japanese ) Korean ) Laotian
) Samoan 2 visthamese ) Cther Asian ) Cther Race
2 Mixed Race 2 Client declined to state 2 White 2 BlackiAfrican
) American Indian 2 Alaskan Mative O Asian Indian ) Cambodian
) Chinese ) Filipino ) Guamanian

Complete

Allows additional entry for 4“races”. Select actual races rather than “mixed race” category.

Chart Review

I 9064:SVBHPROD1 | 09/19/2012 11:29 AM

Click the right arrow at the top to move to Page 3
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Tab1l, Client Identification and Demographic Data: Page 3

&% AVPMLIVE (LIVE) - TESTONE, TEST (000930000)/Cal-OMS Admission
File Edit Favorites Awatar PM Avatar CWS  Avatar MSO

{ﬂ‘P/we 3013 ) &7 &3 & A

| TESTONE,TEST (000930000) Episode: 47 Date Of Birth: D081 862; Sex Male |

6. Criminal Justice Data | 7. Medical/Physical Health Data | 8. Mental Illness | 9. Family/Social Data |
1. Client Identification and Demugraphiw Transaction Data | 3. Admission Data | 4. Alcohol And Drug Use | 5. Employment Data |

Ethnicity Consent (ALWAYS SELECT "MO") ¢
) Mot Hispanic ) Mo ) Yes
) Mexican/Mexican American Tab1
3 Cuban Flag for Cal-0mMS Submiszion
) Puerto Rican ® Yes ) Mo
Other HispaniciLating
hd P Record to be Submittedy
wateran ® Admission 2 Admission Update
) No r Mone

O Yes
2 Client declined to state
) Client unahble to answer

Diisability

[ Mane

[ wisual

[l Hearing

[] Speech

] ntability

] mental

[] Developmentally Disabled
] other

] Client declined to state
[] Client unable to answer

_

Complete

Chart Review 9064:SVBHPROD1 || 09/19/2012 11:31 AM

e Ethnicity - select from list what client identifies with.

e Veteran status; “unable to answer”99904, used ONLY if provider is Detox or Residential Detox.

e Disability, may enter more than 1 disability, if applicable. “Unable to answer” 99904, used ONLY if
provider is Detox or Residential Detox

e “Consent” default answer is “No” (click on light bulb). “Consent” identifies whether a client has
given consent to be contacted in the future.

e “Flag for CalOMS Submission”, select “Yes”. This indicates all CalOMS data will be flagged for
submission to the State as required.

Next, Go to Tab 2, Transaction Data
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i@ AVPMLIVE (LIVE) - TESTONE, TEST (000930000)/Cal-OMS Admission

File Edit Favorites Awatar PM Avatar OWS  Awatar MSO

| TESTONE,TEST (D00930000) Episode: 47 Date Of Birth: 05/08/1962; Sex: Male
F 6. Criminal Justice Data r 7. Medical /Physical Health Data r 8. Mental Iliness r 9. Family/Social Data |

Admission Transaction Type @
0 Initial Admission
) Transfer ar change in service
Tab 2

1. Client Identification and Demographic Data If’ 2. Transaction Dat* imission Data r 4. Alcohol And Drug Use r 5. Employment Data |

_

Complete

Chart Review || 3120:svBHPROD1 || 0911972012 11:48 AM

Initial Admission: New Admission or 30+ Days Interruption in Treatment Services.
Transfer/Change with less than 30 Days Interruption in Treatment Services

Next go to Tab 3, Admission Data
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Tab 3, Admission Data - Only 1 Page. Select the Source of Referral

AVPMLIVE (LIVE) - TESTONE, TEST (D00930000)/Cal-OMS Admission E‘E‘g|
File Edit Favorites Awvatar PM o Awvatar CWS  Awvatar MSO Help

Page 1 of 1 m m &Z Q@) [ My

TESTONE,TEST (000930000) Episode: 47 Date Of Birth: 05/08/1962; Sex: Male

F 6. Criminal Justice Data r 7. Medical /Physical Health Data r 8. Mental Iliness r 9. Family/Social Data i‘/ Tab g
1. Client Identification and Demographic Data r 2. Transaction Data If’ 3. Admission Data > slcohol And Drug Use 5. Employment Data

Source of Referral Murnber of Days Clent waited to Enter Treatmert

0 Individual includes self referral

) AlcoholiDrug abuse program MNurnber of Prior Episodes

(2 Other health care provider CalWORKs Recipient

2 SchooliEducational ) Mo ) Yes

2 EmployenEAP 2 Mot surefDont Know

212 Step Mutual Aid

) SACPAProp 36/0TRiProbation or Parole. Substance Abuse Treatment Under CalwiORKs

) Post-release Community Supervision (4B 109) ) Mo ) Yes

) DUIDWI 0 Mot suredDan't Know

0 Adult Felan Drug Court

) Dependency Drug Court

2 Non-SACPA Court'Criminal Justice
) COther Community Referral

i Child Protective Senvices

Special Services Contract County Code |'|
(Select NONE /NOT APPLICABLE for San Mateo County Clients; Select

another COUNTY only if services are being paid for by a county other than

San Mateo. A Special Services Contract ID # will be Required )

Special Services Contract D ( 99902=NOT APPLICABALE)

e Source of Referral — select the primary referral source (select one).

e Number of Days Waited to Enter Treatment: enter the number of days on waiting list before
being admitted to your treatment program due to limited capacity. Do not include days client
was waiting in jail. Enter 99901 for Not Sure/Don’t Know; Use 99904 if Client unable to answer
and ONLY if provider is Detox or Residential Detox.

e Number of Prior Episodes: Enter the total number of prior episodes (0-99) in any alcohol or drug
treatment/recovery program in which the client has participated. Enter 99900 if Client declined
to state; 99901 for Not Sure/Don’t Know. Use 99904 if Client unable to answer and ONLY if
provider is Detox or Residential Detox.

e CalWORKS Recipient: Identifies if the Client is a CalWORKS recipient. Enter “Yes”, “No” or “Not
Sure/Don’t Know”.

e Substance Abuse Treatment Under CalWORKS: Identifies if the Client is undergoing substance
abuse treatment under CalWORKS. Enter “Yes”, “No” or “Not Sure/Don’t Know”.

e Special Services Contract County Code: Identifies if the paying county is not San Mateo County. If
you make an entry, the Special Services Contract ID field below, becomes a red, required field.

e Special Services Contract ID: Enter the code, 99902 for none or not applicable.

Now go to Tab 4, Alcohol and Drug Use
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Tab 4, Alcohol and Drug Use — Only 1 Page
AVPMLIVE (LIVE) - TESTONE, TEST (D00930000)/Cal-OMS Admission

File Edit Favorites Awvatar PM o Awvatar CWS  Awvatar MSO

Fage 1 of 1

L OX

I| TESTONE,TEST (000930000) Episode; 47 Date Of Birth; 059/021 962, Sex Male

B. Criminal Justice Data r 7. Medical /Physical Health Data r 8. Mental Iliness r 9. Family /Social Data |
1. Client Identification and Demographic Data r 2. Transaction Data r 3. Admission Data r 4. Alcohol And Drug Use

5. Employment Data

Prirmary Drug (Code)

Secondary Drug (Code)

|CocaineICrack |V|

|Elarbiturates

Frimary Drug Mame

Frimary Drug Frequency (# of Days in past 30 days)
Prirmary Drug Route of Administration
® Oral
0 Bmaking
i Inhalation
) Injection (I or intramuscular)
0 Mane ar Mat Applicable

Secondary Drug Mame

Secandary Drug Freguency (# of Days in past 30 days)
Secondary Drug Route of Administration

i oral

0 Smaking

i Inhalation

) Injection (I or intramuscular)

0 Mane ar Mat Applicable

i Other i Other
Prirmary Drug Age of First Lise Secondary Drug Age of First Lise
MNurnber of Days, in the past 30, client used alcohal? ) Mo
Mumber of days, in past 30, cient injected? Oves

O Client unable to answar

Complete
Chart Review 9064:SVBHPROD1 | 09/19/2012 11:37 AM

Enter Primary Drug of Choice:

Select the Primary Drug by clicking on the arrow of the drop down box. What you select may require
additional information, such as the Primary Drug Name and/or a required entry for Primary Route of
Administration.

For example, if selection for Primary Drug of Choice is alcohol, drug name becomes grey but drug route
automatically populates with oral.

If Cocaine/Crack is selected as the Primary Drug of Choice, then Primary Drug Route of Administration
requires you to select multiple entries, as applicable.

To the Right of Primary Drug Entry is Secondary Drug. You will enter the same as for Primary Drug.

e Primary/Secondary Drug Name is required for Primary/Secondary Drug: If selections are any of
the following you need to enter the drug name: Barbiturates, Inhalants, Other Amphetamines,
Other Club Drugs, Other Hallucinogens, Other Opiates or Synthetic, Other sedatives or hypnotics,
Other stimulants, Other Tranquilizers, Other (Specify), Over the Counter, Tranquilizers.
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e Primary Drug Frequency: (Past 30 days), Enter the frequency for how many days in the past 30
days has the client used the Primary Drug. Enter (0-30) or 99902, for none/not applicable. For
Secondary Drug Frequency (Past 30 days) enter the same as for Primary Drug.

e Primary Drug Age of First Use: Enter age from 5-105 or 99904 if client unable to answer and
ONLY if provider is Detox or Residential Detox. For Secondary Drug Age of First Use, enter the
same as for Primary Drug.

e For Alcohol Use in Past 30 days: Indicate alcohol frequency ONLY if the Primary and secondary
Drugs are NOT alcohol. Enter 0-30, 99900 for client declined to state or 99904, if client unable to
answer and ONLY if provider is Detox or Residential Detox. If alcohol was the primary drug, this
field would be populated automatically with 99902.

e Number of Days, in Past 30 Days that Client Injected: Enter the number of days client used
needles to inject drugs in the last 30 days. This entry field will ONLY become active if a drug can
be injected. Enter 0-30, 99900 for Client Declined to State or 99904, for Client unable to answer
and ONLY if provider is Detox or Residential Detox.

e Needle Use in the Past 12 Months: Enter “Yes”, “No” or 99904, Client unable to answer and ONLY
if provider is Detox or Residential Detox.

Now, Go to Tab 5, Employment Data
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Tab 5, Employment Data— Only 1 Page

AVPMLIVE (LIVE) - TESTONE, TEST (000930000)/Cal-OMS Admission
File Edit Faworites Awatar PM Avatar CWS  Avatar MSO

Page 1 of1 EE éj @7 C@D

| TESTONE,TEST (000930000) Episode: 47 Date Of Birth: 05/08/1 962, Sex: Male

6. Criminal Justice Data r 7. Medical /Physical Health Data r 8. Mental Iliness r 9. Family,/Social Data |
1. Client Identification and Demographic Data r 2. Transaction Data r 3. Admission Data r 4. Alcohol And Drug Use || 5. Employment Data

Enrolled in School Employment Status

' Ma 0 Employed Full Time (35 hrs ar mare)

O Yes ' Employed Part Time (less than 38 hrs) Tab 5
) Client declined to state 0 Unemployed Looking For Wark

 Client unahble to answer 0 Unemployed - (Mot seeking)

Highest School Grade Complatad ) Matin the labar farce (Mot seeking)

| Enrolled in Job Training

1 Mo

2 Yes
) Client declined to state
i Client unable to answer

Mumber of days worked {In Past 30 Davs)

Complete
Chart Review 9064:SVBHPROD1 || 09/19/2012 11:39 AM

e Enrolled in School: Enter “Yes”, “No” if Client currently enrolled in school. Select, Client Declined
to State or Select, Client Unable to Answer ONLY if provider is Detox or Residential Detox.

e Highest Grade Completed: Enter the highest school grade completed (0-29) or 30+ years. Select
by clicking on the arrow of the drop down box.

e Employment Status: Select the Client’s current employment status.

e Enrolled in Job Training: Enter “Yes” or “No” if the Client is currently enrolled in Job Training.
Select, Client Declined to State or Select, Client Unable to Answer ONLY if provider is Detox or
Residential Detox.

e Number of Days Worked in Past 30 Days: Enter 0-30, 99900 for client declined to State or 99904,
Client Unable to Answer ONLY if provider is Detox or Residential Detox

Go to Tab 6, Criminal Justice Data
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Tab 6, Criminal Justice Data— Only 1 Page

AVPMLIVE (LIVE) - TESTONE, TEST (000930000)/Cal-OMS Admission
File Edit Faworites Awatar PM Avatar CWS  Avatar MSO

Page 1 of 1 éj @j

L EX

C@D [ A

| TESTONE,TEST (000930000) Episode: 47 Date Of Birth: 05/08/1 962, Sex: Male

[ B- Criminal Justice Data r 7. Medical /Physical Health Data r 8. Mental Iliness r 9. Family,/Social Data |

|/ 1. Client Identification and mgraphic Data r 2. Transaction Data r 3. Admission Data r 4. Alcohol And Drug Use r 5. Employment Data |

Criminal Justice Status
0 Ma criminal justice invalverment
8 Linder parole super\flsmn.by. CDC Tab 6
Qn parole from any other jurisdiction
) Post-release Community Service (AB109) or on probation fram any federal, state, ar local jurisdiction
0 Admitted under diversion from any court under CA Penal Code Section 1000
¥ Incarcerated
O Awaiting trial, charges, or sentencing
0 Client unable to answer

CDC Identification Number (Enter 1 fram below) Farolee Services Metwork (PSN)

walid Code (6 Characters) Mo O Yes
LEAVE BLANK =Under 18

59900=Decline to state FOTP Parnlee

09901 =Mot surefDart know Mo

00902 =Mane ar M4 O Yes

93904 =lnable to answer (Detox Only) 3 Client unakle to answer

Murmber of Arrests Last 30 Days Enter 0-30 or

99904=Unable to Answer (Detox Only)

2 Client unable to answer

Nurmber of Jail Days Last 30 Days Enter 0.30 or ’— O Completed Farever Free and released and enrolled in...
99904=Unable to Answer (Detox Only) O Anywaman paraling fram G
Mumber of Prison Days Last 30 Days Enter 0-30 or 2 Completed Forever Free and goes directto FOTP facility

99904=Unable to Answer (Detox Only) © None or Nat Applicable

2 Client unable to answer

_

Complete

Chart Review

3120:SVBHPROD1 || 09/19/2012 11:41 AM

e Criminal Justice Status, select one from the list. if none, CDC ID # populates with 99902. For any

other selection, enter the CDC ID #.
e Number times arrested in last 30 days,

e Number of days in jail past 30 days,

o Number of days in prison last 30 days.
e Parolee Service Network — yes/no

e FOTP Parolee

e FOTP Priority Status

Go to Tab 7 Medical/Physical Health Status

AOD INTRO LAS20120712_v11.doc
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Tab 7, Medical/Physical Health Data — Only 1 Page

File Edit Favorites Awatar PM Avatar OWS  Awatar MSO

Fage 1 of1

Enter data as applicable. If male client, Pregnant at Admission fields are grey
& AVPMLIVE (LIVE) - TESTONE, TEST (000930000)/Cal-OMS Admission

o & @

&

Help

Py

| TESTONE,TEST (000930000) Episode: 47 Date Of Birth: 05/05/1962; Sex: Male

6. Criminal Justice Data 7. Medical/Physical Health Data_]| 8. MentalTllness | 9. Family/Social Data |
1. Client Identification and Demographic Data r 2. Transaction Data r 3. Admission Data r 4. Alcohol And Drug Use r 5. Employment Data |

Medi-Cal Beneficiary
2 No
2 Yes

i) Client unable to answer

Mumber of ER visits in last 30 days for physical health
problems. Enter 0-30 or 99904=Unable to Answer
(Detox Only)

L

Mumber of days, in last 30 days, client stayed
overnight in a HOSPITAL far physical health problems
Enter 0-30 or 99904=Unable to Answer (Detox Only)

Mumber of days, in last 30 days, client experienced
physical health problerms Enter 0-30 or 99904=Unable
to Answer (Detox Only)

® Mo O Yes
2 Mot SureiDiont Know

Medication Prescribed As Part of Treatment
) None

) Methadone

2 LAaM

) Buprenarphine (Subutex)

) Buprenorphine (Suboxone)

) Other

Comrnunicable Diseases: Tuberculosis
2 Mo

) Yes

2 Client declined to state

2 Client unable to answer
Comnrunicable Diseases: Hepatitis C
2 Mo

2 es

0 Client declined to state

2 Client unable to answer
Comnrmunicable Diseases: Sexually Transmitted Diseases
1 Mo

2 Yes

) Client declined to state

2 Client unable to answer

HIW Tested

1 Mo

i es

) Client declined to state

2 Client unable to answer

HIW Test Results

i Mo

2 Yes
i Client declined to state

2 Client unable to answer

_

Complete

Chart Review || 3120:svBHPROD1 || 0911972012 11:44 AM

Go to Tab 8 Mental llinesses
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Tab 8, Mental lliness — Only 1 Page
Enter data as applicable.

VPMLIVE (LIVE) - TESTONE, TEST (000930000)/Cal-OMS Admission
File Edit Favorites Awatar PM Avatar OWS  Awatar MSO

| TESTONE,TEST (000930000) Episode: 47 Date Of Birth: 05/08/1962; Sex: Male |

6. Criminal Justice Data |/ 7. Medical /Physical Health Data fr 8. Mental Iliness r 9. Family/Social Data |
L. Client Identification and Demographic Data | 2. Transaction Data | 3. Admission Data | 4. Alcohol And Drug Use | 5. Employment Data |
Mental Iiness
' No ) Yes
i Mot Sure/Diont Know

How many times in the past 30 days has the client received outpatient emergency senvices
far mental health needs? Enter 0-99 or 99904=Unable to answer (Detox Only)

Mumber of days, in the last 30, client stayed more than 24 hours in a hospital or psychiatric

facility far mental health reazons? Enter 0-30 or 99904=Unable to answer (Detox Only)

Mental Health Medication taken in the last 20 days?
2 No
2 Yes

) Client unable to answer

_

Complete

Chart Review || 3120:svBHPROD1 || 0911972012 11:45 AM

Go to Tab 9 Family/Social Data
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Tab 9, Family/Social Data — Only 1 Page

AVPMLIVE (LIVE) - TESTONE, TEST (000930000)/Cal-OMS Admission

File Edit Favorites Awatar PM Avatar OWS  Awatar MSO

Page 1 of1 m éj @7 C@D e A

| TESTONE,TEST (000930000) Episade: 47 Date Of Birth: 05/08/1962; Sex: Male |

6. Criminal Justice Data r 7. Medical /Physical Health Data r 8. Mental Iliness If’ 9. Family,/Social Data_|
1. Client Identification and Demographic Data r 2. Transaction Data r 3. Admission Data r 4. Alcohol And Drug Use r 5. Employment Data |

Current Living Arrangements
O Homeless  Dependent Living 0 Independent Living

Mumber of days, in the last 30, client participated in social support recovery activities™ (0-30)

L

Mumber of days, inthe last 30, lived with someone whao uses alcohal or ather drugs? (Enter 13
Number of Days {0-30)

09900=Decline to state
99904 =Unable to answer (Detox Only)

i

Mumber of days, inthe last 30, client has had serious family conflict? (Enter 13
Number of Days (0-30)

99900=Decline to state
99904 =Unable to answer (Detox Only)

How many children does the client have aged 17 or less (hirth or adopted), whether they live with
the client ar not? Enter 0-30 or 99904=Unable to answer (Detox Only)

Howe rmany children does the client have age 5 oryounger?
Enter 0-30 or 99904=Unable to answer (Detox Only)

Howe rary ofthe client's children age 17 and under are living with someone else because of a
child protection court arder? Enter 0-30 or 99904=Unable to answer (Detox Only)

Ifthe client has children living with someone else hecause of a child protection court order, far
howe many of these children aged 17 or under have the client's parental rights been terminated?
Enter 0-30 or 99904=Unable to answer (Detox Only)

I

_

Complete

Chart Review || 3120:svBHPROD1 || 0911972012 11:46 AM

Select Current Living Arrangements. Answer additional questions as applicable
Save the form by clicking on the Submit icon.
When saving, if you haven’t completed all the fields, Avatar will display a prompt. Click on the button

“Return to Form” to complete entry of CalOMS Admission. Avatar will display a list of the CalOMS fields
that are incomplete.
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& AVPMTEST (LIVE) -

AVPATEST (LIVE) -

IR EE D Em e ZIP code at current residence: Enter a value,

Driver's License Mo Enter avalue

Snpecial Senvices Contract County Code: Enter avalue.
Special Senices Contract ID: Enter a value.

Alcohal Fraquency: Enter a value

Continue Filing ‘ ‘ Return to Form Continue Filing | | Return to Form

F. AOD Funding Source Information

Use this form to keep track of the funding source assigned to clients enrolled in your program. The form
allows you to assign a funding source with Start/End dates and notes. Funding Source information can
be changed as needed by your program to the point of allowing you to delete Funding Source
assignment forms and enter new ones. The information recorded in this form is used to display
Caseload and Program Census reports organized by Client funding Source.

Path: Avatar PM = Client Management = Account Management = AOD Funding Source Information
When you select this form, if you do not have a client active in My Session, you will have to select one. .
After your client selection, select the client’s episode. Notice that the episode selection includes closed

episodes. Make sure you are selecting the right episode to assign Funding Source Information

Highlight the correct episode and click on the button labeled “OK” at the bottom of the window.
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il Avatar, - Loading ADD Funding Source Information

Fage 1 of 1

Name:
ID:
Sex:

TEST TESTOME
930000
Uniknown

Date of Birth: 05/02(1962

Episode Selection

Episode Program Start End
43 40413201 PROJECT MIMETY RES GE 31 DAYS 05(21/2012 -
42 410421 SOUTH SO, TOTAL WELLMESS PROGRAM 06/05/2012
41 410700 SMMC INPATIENT 05/04/2012 05312012
40 990800 ACCESS CALL CEMTER. ICT 04/09(2012 04/09/2012
39 SE9406 CANYOMN OAKS DAY TREATMEMT 04/09/2012 04/19/2012 n
ki) 417000 COASTSIDE ADLLT 12/15/2011 04/07/2012 0
r 410405 FAIR OAES INTERFACE 11/10§2011
ki) 410401 SOUTH COUNTY ADULT 10062011
35 410205 PERIMNSULA HOSPITAL IMPATIEMT 04302011 05)06/2011
34 410205 PEMIMNSULA HOSPITAL IMPATIEMT 06(28/2011 070172011
33 410205 PEMIMSLLA HOSPITAL INPATIENT 06/13(2011 06/23/2011
32 415600 HAWTHORME HOUSE 05/02(2011 05/05/2011
a1 007000 WESTWOOD MANOR 03/09/2011
a0 410103 NORTH COUNTY YOUTH 0zf18/2011 0zf16/2001
29 410304 YOUTH CASE MANAGEMENT 12{27{z010 03/09/2011
25 410702 SMMC PES 11{19{z010 11/20/2010
27 920103 CAMIMAR REACH 11{17{z010 11172010
26 411100 YOUTH SERYICES CEMTER. 11f15/2010 05)26/2011
25 410301 CEMTRAL COUNTY ADULT 11f15/2010
4 410101 RORTH COLIRTY ATLT. 1M S0 1=

Cancel

Checking Security...

4512:SVBHPROD1 || 07/15/2012 05:36 PM

If the client already has one or more Funding Sources assigned, the next screen displayed will be the
Funding Source Information Pre-Display. Your options are:

ADD — Add a new Funding Source assignment for this client.
EDIT — Edit an existing Funding Source assignment for this client. Highlight the form you want to edit
and click on the EDIT button at the bottom of the window.
DELETE — Delete an existing Funding Source assignment for this client. Highlight the form you want to

delete and click on the DELETE button at the bottom of the window.

CANCEL - Allows you to Exit out of the option.
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@ AVPMTEST (LIVE) - TESTONE,TEST (000930000)fA0D Funding Source Information

Fage 1 of 1 i 1}
Pre-Display
| Funding Sources |Eoverage Start Date |Eoverage End Date I
Criminal Justice Realignment 05/21/2012 05/30/2012
| Add | | Edit | | Delete | | Cancel |
hecking pre-display...
&) || 4512:5vBHPROD1 || 071152012 05:36 PM |

The Funding Source Information form is one page. The fields available to you are:
e Funding Sources — A drop-down list of available funding sources. If the funding source you wish
to assign is not in the list, select “Other” and type in a description of the funding source in the
text field labeled “Other Funding Source”.

e Coverage Start Date — Enter the Start date for this funding source coverage.

e Coverage End Date — Enter the End date for this funding source coverage — if you know what the
date is.

o Notes — A free text field for you to record relevant information for this funding source.

Once the information is filled out, click on the Submit icon to save and exit the form.
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d AVPMTEST (LIVE) - TESTONE,TEST (000930000)/A0D Funding Source Information
File= Edit Favorites Awvatar PM Awvatar WS Awatar MSO Help
o & e .
7Y A
TESTONE,TEST (000930000) Episade: 43 Date Of Birth: 08/08M1 962, Sex: Linknown
Funding Source Information |
Funding Sources Cowerage Start Date
[criminal Justice Realignment [>] | [osiztiz012 M7 [¥] =
Other Funding Source Coverage End Date
| | 05(30/2012 ‘3 ] o
Motes
7
Complete
Chart Review [[a512:5vBHPROD1][07115/2012 05:36 PM

G. Health Questionnaire:
You will use the form you are currently using at your program. Be sure to scan this document into
Avatar! See Section 19, Scanned Documents regarding scanning.

H. Allergies and Hypersensitivities
This form was developed to allow the ability to document your client’s allergies and hypersensitivities.

Path: Avatar CWS—Other Chart Entry

To add or update a client’s allergy information, click on the “Update” button to open the data entry
form. (See screen shot below.)

TIP! Click the Help light bulb icon for the list of allergen categories that can be used for recording client’s
allergies.
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Once you have updated or reviewed the data entry form, click the “Yes” radio button on the opening

screen to indicate you have reviewed the allergies / hypersensitivities, and then Submit / Save .

ﬂ AVPMLIVE (LIVE) - TESTOME, TEST {000930000)/Allergies and Hypersensitivities
File Edit Faworites Awatar PM Avakar CWS  Awatar MSO

Help

Page 10f1 L. -: X m Ej @ &

| TESTONE,TEST (000930000) Date Of Birth: 05/081 862, Sex: Male

fﬂllergies and Hypersensitivities |

Allergies | Hypersensitivities Reviewed?  Click on "Update" button to enter or edit information. @

O Yes ) Mo

Allergies f Hypersensitivitizs Report
) Active 0 Inactive ® Both
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UPDATE PAGE

To enter new entry, click on “New Row” button at the bottom of the window. Avatar will add a blank
row. Fill in the applicable information for the fields:

e Allergen/Reactant — your choices are “Animal”, “Drug”, “Environment”, “Food”, “Latex”,
“Other”, “Plant”. Type in one of the choices to indicate the category that applies to the
allergen/reactant you are recording.

e Date Recognized — enter the date. Double click within the field to show a calendar for date
selection.

e Status —select “Active”. Double click within the field to display the available answers.

e Reactions — double click within the field to display and select your answers. You may select more
than one of the reactions listed.

e Reaction Severity — double click within the field to display and select your answers. You may
only select one of the severities listed.

e Comments - type in the name of the specific allergen(s) in this field. If you type in more than
one, separate the words or phrases by a comma. For example, if a client is allergic to plants, type
in the names of the specific plants in comments — Grasses, Cedar trees, pollen.

To edit an existing field, click inside it.

To delete a row, highlight the row by clicking on a field within the row and click on the blue “Delete
Row” button on the bottom of the window.

Make sure you save the information you’ve entered by clicking on the blue “Save” button on the bottom
of the window. Once you save the information, the data entry form will and the opening form will
display.

To exit the data entry form without saving it, click on the blue “Close/Cancel” button on the bottom of
the window.

TIP! Remember also to click “Submit” to save into the system. Saving allergy and hypersensitivity
information is a two step process: 1) Click the “Save” button within the data entry form, and 2) Submit
the form when exiting.
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S = Tl X L S do
ol F 1of1 | > ! ! ; e > 3
= e B B @ 57 = s
| TESTONE,TEST (000930000) Date Of Birth: 05/08/1962; Sex: Male |
Allergies and Hypersensitivities
: i 3 : o Reaction :
Allergen/Reactant Date Recognized | Status Reactions G Comments
1 | Drug (USERalg. DRUG) 0410152011 Active (13 182 Mild to Maderat... | aspirin
2
New Row | | Delete Row ] | Save | | Close/Cancel | | Copy/Paste Row | | Copy Cell | | Paste Cell
Allergies and Hypersensitivities |
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THE ALLERGIES / HYPERSENSITIVITIES REPORT

The report will display all of the allergy and hypersensitivity information recorded for the client. To view
the report, from the opening screen (see screen shot below), look at the section titled “Allergies /
Hypersensitivities Report”. Since there are no Inactive entries available in the system, the radio button
of “Both” as status for running the report will be the default. To open the report, click the “Display”

button.

W74 AVPMLIVE (LIVE) - TESTONE, TEST (000930000)/Allergies and Hypersensitivities
File Edit Favorites Awatar PM Awvatar CWS  Awakar MSO

Page 1 of 1 x m &7 C@

-

| TESTONE,TEST (000930000) Diate Of Birth: 05/08/1052; Sex: Male

rnllergies and Hypersensitivities |

Allergies [ Hypersensitivities Reviewed?  Click on "Update” button to enter or edit information, @

) Yes ) Mo

Allergies | Hypersensitivities Report
0 Active 0 Inactive ® Both
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The report will look similar to the screen shot below:

Run Date: /2512012

Page 1 of 1
Avatar CW3 vd4.0a
Sample Report
Header
Client Allergies / Hypersensitivities
Including Active and Inactive Allergies/Hypersensitivities
Client Name: TEST TESTONME ClientID: &
Allergen/R eac tant Status Active Date Reaction Reactions Comments
Allergy Recognized Severity

Drug Active Brar2012 Mild to M odel Itching&Rash M atrin
Drug Inactive Brar2012 M ild Congestion Benadryl

Allergies Reviewed

Review Date Review Time Reviewed By: Revigwed

Remember also to click “Submit” to save new entries and modifications into the system. Saving allergy

and hypersensitivity information is a two step process: 1) Click the “Save” button within the data entry
form, and 2) Click the Submit icon to exit the form.
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Section 7: Waitlist Management
Waitlist Admission

BHRS set up a special program code for each agency to track clients on the waitlist. The special program
code is easily identifiable because it starts with “AD99” instead of “AD41”. If you are unable to find your
waitlist program code in Avatar, contact your agency’s analyst or submit a Help Desk ticket (650-573-
3400). A list of Waitlist Program Codes is in the Appendix of this document.

Add a client to your waitlist by following the instructions for the form “Admission (Outpatient)”. See
Section 6 — A. Admission (Outpatient) for detailed instructions.

Waitlist Discharge

When a client is closed out of the waitlist, use the standard “Discharge (Outpatient)” form. See Section
8 — A. Discharge (Outpatient) for detailed instructions.

Notice that the selections for the field “Type of Discharge” contain entries specific to the AOD waitlist.
See the screen shot below:

Type Of Discharge

Administrative Discharge -
AQD Waitlist- Refused Service
AODWaitlist- Removed for Other Reasons
AQD Waitlizt- Unahle to Contact Client
AOD Waitlist Failed to Contact Client

Waitlist Reports

To review a list of all clients on the waitlist for your program/agency, use the Caseload Report by
Program (Path: Avatar CWS - Reports > Caseload Reports = Caseload Report by Program). Make
sure you select your waitlist program — the one that starts with “AD99”.
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Section 8: Client Discharge

A. Discharge (Outpatient) NOT Bundled: Please follow instructions included below for the
Discharge (Outpatient) form.

Path: Avatar PM— Client Management—> Episode Management—-> Discharge (Outpatient)

B. AOD Discharge Bundle:

Path: Avatar PM- Client Management—> Episode Management—> Discharge (Outpatient)

Discharge (Outpatient)

Once you have selected the client to discharge, select the episode for discharge by highlighting the
episode and clicking on the “OK” button at the bottom of the window.

i Avatar - Loading Discharge (Outpatient)

Fage 1 of1 1]
Episode Selection I
Name: TEST TESTOME
ID: 930000
Sex: Unknavn

Date of Birth: 05/08(1962

Episode Program Start End
43 40413201 PROJECT MNIMETY RES GE 31 DAYS 05(21(2012 -
42 410421 SOUTH CO, TOTAL WELLNESS PROGRAM 06052012
41 410700 SMMC IMPATIENT 05/04(2012 05(31f2012
40 990300 ACCESS CALL CEMTER ICT 04/09(2012 04/09(2012
39 929406 CANYOMN OAKS DAY TREATMENT 04/09/2012 04/19/2012 a
35 417000 COASTSIDE ADULT 12{15/2011 04/07(2012 1
37 410405 FAIR OaKS INTERFACE 11f10f2011
36 410401 SOUTH COUNTY ADULT 10/06/2011
35 410205 PENIMNSULA HOSPITAL INPATIEMT 0430/2011 05/06{2011
34 410205 PENINSULA HOSPITAL INPATIEMT 06/28(2011 07f01f2011
33 410205 PENINSULA HOSPITAL INPATIEMT 06/13/2011 062312011
32 415600 HAWTHORME HOUSE 050212011 05/05/2011
31 007000 WESTWOOD MAMOR, 030972011
30 410103 MORTH COUMTY YOUTH 021812011 0z/18/2011
29 410304 YOUTH CASE MANAGEMENT 12{27{z010 03/09/2011
) 410702 SMMC PES 11/19/2010 11fz0/2010
27 920103 CAMIMAR REACH 11/17f2010 11/17f2010
26 411100 ¥OUTH SERYICES CEMTER. 11{15{2010 05(26{2011
25 410301 CENTRAL COUNTY ADULT 11/15/2010
4 410101 RO TH COLIRTY AT 1SN

Checking Security...

9660:SVBHPROD1 || 07/18/2012 04:30 PM
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The Discharge (Outpatient) form requires the following information:

e Date of Discharge — use the standard Avatar features to select the discharge date.

e Discharge Time — click on the blue Current button.

e Type of Discharge — select the correct response from the drop down list.

e Discharge Practitioner - enter the full last name or part of the last name of the discharge
counselor, then click Process Search. Select the correct name from the list displayed.

“ AVPMTEST (LIVE) - TESTONE,TEST (000930000)/Discharge (Outpatient)
File Edit Favorites Awatar PM Avatar CWS  Avatar MSO Help

Page 1 of 1 g éj @7 @

| TESTONE,TEST (000930000) Episode: 42 Date Of Birth: 05/08/1 962, Sex: Unknown

Discharge rDemographics |

Discharge Practitioner

Episode Murnber 42
Date Of Discharge | | s FIE
u” 82012 I"_3'I EI :I ® MamelD Mumber ) Unique Practitioner ID
Discharge Time |SHEETS,LORRIE (000004) [~]
4 urren b :I H :I AM/PM :I Discharge Rernarks/Comments

Discharge Day Of wWeek WEDMNESDAY 0¥

Length Of Stay
43

Type Of Discharge

Completed TRecov PlaniReferred |v|
Complete
Chart Review 9660:SVBHPROD1||07/18/2012 04:41 PM

When the form is complete, click on the Submit icon to save and complete the discharge.

C. CalOMS Discharge:

Avatar will not allow you to open the CalOMS Discharge form unless a CalOMS Admission form has been
submitted for the Client. If no CalOMS Admission is recorded, you will receive an error message like the

one displayed below.
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Page 1 of 1

Cl & T . .

File Edit Favorites Awatar PM o Avatar CWS Avatar M30 Help

| TESTONE,TEST (000930000) Episode: 44 Date Of Birth: 050371962, Sex: Male

3. Employment Data

4. Criminal Justice Data r 5. Medical /Physical Health Data r 6. Mental Ilness r 7. Family /Social Data |
1. Cal OMS Discharge 2. Alcohol and Drug Use Data

Discharge Status Disability

20 Completed treatmentirecaovery plan. Goals/Referred [ Mone

i) Completed treatmentirecovery plan, Goalsihot Referred [ visual

i Left before completion wi Satisfactory Progress/Standard [[] Hearing

i Left before completion wi Satisfactory Progressidministrative [[] Speech

i Lett before completion w Unsatisfactory ProgressiStandard (L] mability

r Lett before completion wi Unsatisfactory Progressidministrative [[] mental

i Death [] Developmentally Disabled
i Incarceration [[] Other

[ Client declined to state
Consent (ALWAYS SELECT "MO™) [C] Client unable to answer

2 Na i Yes

azs5e0p |
I

Current First Marne |TEST | Social Security Murnber

Current Last Mame |TESTONE | Zip Code At Current Residence

Record to be Submitted (Use "UPDATE" when correcting Cal-OMS efrars after 1st Submission
® Discharge ) Digcharge Update

_

Complete

Chart Review || 9948:5vBHPROD1 0911972012 01:33 PM

Data Fields & Elements

Discharge Status: Select status from the list.
Consent: Select whether the client has given consent to be contacted in the future.
* No
* Yes
Disability: Select the client’s disability or disabilities from the multiple-selection data element.
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Current First Name: This is a 20 character free-text data element. This information defaults from the
client’s admission episode.
e Enter client’s current first name
* Enter 99904 if the client is unable to answer
NOTE: If middle name or initial is present in this field, remove the middle name and ONLY leave
client’s Current First Name.
Current Last Name: This is a 40 character free-text data element. This information defaults from the
client’s admission episode.
e Enter client’s current last name
e Enter 99904 if the client is unable to answer
Social Security Number: This is a special-text data element. This information defaults from the client’s
admission episode and can be edited.
e Enter the client’s social security number.
e Enter 99900 to indicate that the client declines to state their social security number
e Enter 99902 to identify None or Not Applicable
e Enter 99904 if the client is unable to answer
Zip Code at Current Residence: This is a zip code data element.
e Enter 5-digit zip code of the client.
e Enter 00000 (all zeroes) to indicate that the client is homeless.
* Enter XXXXX to indicate that the Client Declines to State their zip code.
Enter ZZZ77 to indicate that the Client is Unable to Answer.
NOTE: Zip Code at Current Residence can only be ‘00000’ if Current Living Arrangements is
‘Homeless’
Record to be Submitted:
e Default is Discharge
¢ Discharge Update: If updating an episode without having received a CalOMS Error Correction
report contact the designated CalOMS Admin Staff to verify if discharge was accepted at the
State. Wait for response prior to continuing the update for further instruction on selecting this
radio button.
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&% AVPMLIVE (LIVE) - TESTONE, TEST (000930000)/Cal-OMS Discharge _
File Edit Favorites Awatar PM Avatar CWS  Avatar MSO Help

Fage 1 of1 ﬁ; @L? .@’ &

| TESTONE,TEST (000930000) Episode: 44 Date OF Birth: 05081 862; Sex Male |

F 4. Criminal Justice Data | 5. Medical/Physical Health Data | 6. Mental Tllness | 7. Family/Social Data |

1. Cal OMS Discharge i 2. Alcohol and Drug Use Data It 3. Employment Data |

Frimary Drug (Code) Secondary Drug (Code)
|Ecstasv |v| |Inha|ants |V|
Frirmary Drug (Cther) Secondary Drug (Other)
Primary Drug Frequency (# of Days in past 30 days) Secondary Drug Frequency (# of Days in past 30 days)

Prirmary Drug Route of Administration

2 Oral 2 Oral

) Smoking 2 Smoking

2 Inhalation @ Inhalation

0 Injection (¥ or intramusculan 2 Injection (v or inframuscular)

) Mane or Mot Applicable 2 Mone or Mot Applicable

21 Other 2 Other

) ) MNeedle Use in the Last 12 Months
Murnber of Days, in the Rast 30 days, client used Alcohol?  |99902 0 Mo

Number of Days, in the past 30 days, client injected? 8 :’;T_S A
ient unahle to answer

_

Complete

Chart Review 9948:SVBHPROD1 || 09/19/2012 01:35 PM

Data Fields & Elements

Primary Drug (Code): Select the client’s primary drug of use from the dropdown list. Selecting a

primary drug code enables the ‘Primary Drug Frequency’ and ‘Primary Drug Route of Administration’

fields. Selecting ‘Other (specify)’ or a drug code that requires a drug name enables and makes the
‘Primary Drug Name’ field required.
Primary Drug Name: This is a 50 character free-text data element. Enter the client’s primary drug
name.

NOTE: Primary Drug (Code) selected identifies if name is required
Primary Drug Frequency: Enter the frequency of the client’s primary drug use.

e Enter value 0-30

e Enter 99902 for None or Not Applicable

Primary Drug Route of Administration: Select the client’s route of primary drug administration from

the list.
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NOTE: Depending on the drug of choice, route of administration is defaulted. Example — Alcohol
is the drug of choice, system defaults route of administration to ‘Oral’.
Primary Drug Age of First Use: Enter the client’s age of first drug use.
e Enter value 5-105
e Enter 99904 for Client Unable to Answer
Secondary Drug (Code): Select the client’s secondary drug of use from the dropdown list. Selecting a
secondary drug code enables the secondary drug frequency and secondary drug route of
administration fields. Selecting ‘None’ disables the remaining fields on this page and enters
99902 in the secondary frequency, and secondary drug age of first use. Selecting ‘Other (specify)’
or a drug code that requires a drug name enables and makes the ‘Secondary Drug Name’ field
required.
Secondary Drug Name: This is a 50 character free-text data element. Enter the client’s secondary
drug name.
NOTE: Secondary Drug (Code) selected identifies if name is required
Secondary Drug Frequency: Enter the frequency of the client’s secondary drug use.
e Enter value 0-30
e Enter 99902 for None or Not Applicable
Secondary Drug Route of Administration: Select the client’s route of secondary drug administration
from the list.
NOTE: Depending on the drug of choice, route of administration is defaulted. Example —
Inhalants is the drug of choice, system defaults route of administration to ‘Inhalation’.
Secondary Drug Age of First Use: Enter the client’s age of first drug use.
e Enter value 5-105
* Enter 99902 None or Not Applicable
Alcohol Frequency: Enter the frequency of the client’s alcohol use.
e Enter value 0-30
* Enter 99902 for None or Not Applicable. (Auto populates based on Primary or Secondary Drug
(Code) of ‘Alcohol’
Needle Use: Enter the frequency of the client’s IV use.
e Enter value 0-30
e Enter 99900 for Client Declined to State
e Enter 99904 Client Unable to Answer
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Employment Data Tab (Page 1)

& AVPMLIVE (LIVE) - TESTONE, TEST (000930000)/Cal-OMS Discharge C O
File Edit Favorites Awatar PM Avatar CWS  Avatar M30 Help

Page 1 of 1 m @j C@- &

| TESTONE,TEST (000930000) Episode: 44 Date Of Birth: 05/08/1962; Sex: Male |

4. Criminal Justice Data | 5. Medical/Physical Health Data | 6. Mental lliness | 7. Family /Social Data |
1. Cal OMS Discharge r 2. alcohol and Drug Use Data i 3. Employment Data |

Erralled in Schaal Emnployrent Status
) Mo 2 Employed Full Time (35 hrs or more)
) Yes 2 Employed Part Time (less than 35 hrs)
O Client declined to state 2 Unemployed Looking For Wark
) Client unahle to answer 2 Unemployed - (Mot seeking)
i Mot in the labor force (Mot seeking)
Highest School Grade Cormpleted

Enrolled in Job Training

| |"| 2 Mo

0 Yes

i Client declined to state
) Client unahle to answer

Murnber of days client worked in the past 30 days?

_

Complete

Chart Review 9948:SVBHPROD1 || 09/19/2012 01:35 PM

Data Fields & Elements

Employment Status: Select the client’'s employment status from the list.

NOTE: If client’s age is 14 years old or less the Employment Status cannot be ‘Employed Full Time

(35hrs or more)’
Work Past 30 Days: Enter the number of days worked the client has had in the past 30 days.
e Enter 0-30
* Enter 99900 for Client Declined to State
e Enter 99904 for Client Unable to Answer
Enrolled in School: Select whether the client is enrolled in school.
* No
e Yes
¢ Client Declined to State
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e Client Unable to Answer
Enrolled in Job Training: Select whether the client is enrolled in job training.
* No
* Yes
e Client Declined to State
e Client Unable to Answer
Highest School Grade Completed: Select the client’s highest school grade completed from the
dropdown list.
e Enter Value 0-29
e 30+ Years
e Client Declined to State
e Client Unable to Answer

Criminal Justice Data Tab (Page 1)

@ AVPMLIVE (LIVE) - TESTONE, TEST (000930000)/Cal-OMS Discharge =]
Elle Edit Favorites Avatar PM o Avatar WS Avatar MSO Help

Page 1 of 1 m é: % d@q &

| TESTONE,TEST (000930000) Episade: 44 Date Of Birth: 05/08M962; Sex: Male [

I 4 Criminal Justice Data r 5. Medical/Physical Health Data |/ 6. Mental Iliness r 7. FamilySocial Data |
1. Cal OMS Discharge |/ 2. Alcohol and Drug Use Data 3. Employment Data |

MNurmher of Arrests Last 30 Days Enter 0-30 or ’—
99904=Unable to Answer (Detox Only) J
Hurnber of Jail Days Last 30 Days Enter 0-30 or ’—
99904=Unable to Answer {Detox Only) J

Mumber of Frison Days Last 30 Days Enter 0-30 or ’_
99904=Unable to Answer (Detox Only) J

Data Fields & Elements

Number of Arrests Last 30 Days: Enter the number of times the client has arrested in the last 30 days.

e Enter 0-30
e Enter 99904 for Client Unable to Answer

Number of Jail Days Last 30 Days: Enter the number of days the client has spent in jail in the last 30

days.
e Enter 0-30
e Enter 99904 for Client Unable to Answer

Number of Prison Days Last 30 Days: Enter the number of days the client has spent in prison in the

last 30 days.
AOD INTRO LAS20120712_v11.doc



e Enter 0-30
¢ Enter 99904 for Client Unable to Answer

Medical/Physical Health Data Tab (Page 1)

AVPMLIVE (LIVE) - TESTONE, TEST (000930000)/Cal-OMS Discharge L EX
File Edit Favorites Awatar PM Awvakar CWS  Avatar MS0 Help

Page 1 of 1 m ﬁ: @Lj d@) &

| TESTONE,TEST (000930000) Episode: 44 Date Of Birth: 05/08/1 962; Sex: Male |
F 4, Criminal Justice Data fr 5. Medical/Physical Health Data r 6. Mental Iliness r 7. FamilySocial Data |

1. Cal OMS Discharge |/ 2. Alcohol and Drug Use Data r 3. Employment Data |
Murnber of ER wisits in last 30 days for physical
health problems. Enter 0-30 or 99904=Unable to ® No O ves
Answer (Detox Only) 2 Mot SuresDon't Know
Mumber of days, in last 30 days, client stayed HIW Tested
avernight in a HOSPITAL for physical health problems ) Mo
Enter 0-30 or 99904=Unable to Answer {Detox Only) ) Yes
Mumber of days, in last 30 days, client experienced i Client declined to state
physical health prohlems Enter 0-30 or 99904=Unable  Client unahle to answer
to Answer (Detox Only)
HIW Test Results
i Mo
i Yes

i Client declined to state
i) Client unahle to answer

Data Fields & Elements

Emergency Room Last 30 Days: Enter the number of times the client has been in an emergency room
in the last 30 days.

e Enter 0-99

e Enter 99904 for Client Unable to Answer
Hospital Overnight Stay Last 30 Days: Enter the number of times the client has been in the hospital
room in the last 30 days.

e Enter 0-30

e Enter 99904 for Client Unable to Answer
Medical Problems Last 30 Days: Enter the number of medical problems the client has had in the last
30 days.

e Enter 0-30

® Enter 99904 for Client Unable to Answer
Pregnant at Any Time During Treatment: Select if the client was pregnant at the time of their
admission. This field is enabled and required for female clients

* No

* Yes
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e Not Sure/Don’t Know
HIV Tested: Select whether the client has been tested for HIV.
* No
e Yes
¢ Client Declined to State
¢ Client Unable to Answer
HIV Test Results: Select the test results if the client has been tested for HIV.
* No
e Yes
¢ Client Declined to State
¢ Client Unable to Answer

Mental lliness Tab (Page 1)

AVPMLIVE (LIVE) - TESTONE, TEST (000930000)/Cal-OMS Discharge - OX
Help

File Edit Favorites Awatar PM Awvakar CWS  Avatar MS0

Pape 1 of 1 m ﬁ @,L_] C@ i

| TESTONE,TEST (000930000) Episode: 44 Date OFf Birth: 05/08M362; Sex: Male |

4. Criminal Justice Data r 5. Medical/Physical Health Data h’ 6. Mental Iliness r 7. Family/Social Data |
1. Cal OMS Discharge r 2. Alcohol and Drug Use Data r 3. Employment Data |

Mental Iliness
2 No O Yes
2 Mot SurefDan't Know

How many times in the past 30 days has the client received outpatient emergency ,—
semvices for mental health needs? Enter 0-99 or 99904=Unable to answer (Detox Only)

Murmhber of days, inthe last 30, client staved mare than 24 hours in a hospital or psychiatric
facility for mental health reasons? Enter 0-30 or 99904=Unable to answer {Detox Only)

Mental Health Medication
2 Mo
O Yes

r Client unahle to answer

Data Fields & Elements

Mental lliness Diagnosis: select whether the client has mental illness.
* No
* Yes
e Not Sure/Don’t Know

Emergency Room Use / Mental Health: Enter the number of emergency room visits the client has

made for mental health issues.
e Enter 0-99
¢ Enter 99904 for Client Unable to Answer
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Psychiatric Facility Use: Enter the number of days in the last 30 days the client has stayed for more
than 24 hours in a hospital or psychiatric facility for mental health needs.
e Enter 0-30
e Enter 99904 for Client Unable to Answer
Mental Health Medication: Select whether the client has taken prescribed medication for mental health
needs in the last 30 days.
* No
* Yes
e Client Unable to Answer

Family/Social Data Tab (Page 1)

@7 AVPMLIVE (LIVE) - TESTONE, TEST (D00930000)/Cal-OMS Discharge O|X
File Edit Favorites Awatar PM o Avatar CWS Avatar M30 Help

| TESTONE,TEST (000930000) Episode: 44 Date Of Birth: 050371962, Sex: Male |

4. Criminal Justice Data r 5. Medical /Physical Health Data r 6. Mental Ilness h" 7. Family /Social Data_|
1. Cal OMS Discharge r 2. Alcohol and Drug Use Data

==

3. Employment Data |

Current Living Arrangements
) Homeless ) Dependent Living 0 Independent Living

Mumber of days, in the last 30, client paricipated in social support recovery activities? (0-30)

L

Mumber of days, in the last 30, lived with someone who uses alcohol or ather drugs? (Enter 1)
Number of Days (0-20)
99900=Decline to state
99904 =Unable to answer (Detox Only)

MNurmber of days, in the last 30, client has had serious family conflict? (Enter 1)
Number of Days {0-30)
99900=Decline to state
99904 =Unable to answer (Detox Only)

|

How many children does the client have aged 17 ar less (hirth or adopted), whether they live with
the client or not? Enter 0-30 or 99904=Unable to answer (Detox Only)

How many children does the client have age 5 oryounger?
Enter 0-30 or 99904=Unable to answer (Detox Only)

How many of the client's children age 17 and under are living with someone else hecause of 3
child protection court order? Enter 0-30 or 99904=Unable to answer (Detox Only)

Ifthe client has children living with sameone else because of a child protection court order, for
how many of these children aged 17 or under have the client?s parental rights been terminated?
Enter 0-30 or 99904=Unable to answer (Detox Only)

oo

_

Complete

Chart Review || 9948:5vBHPROD1/ 0911972012 01:38 PM

Data Fields & Elements
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Social Support: Enter the number of days in the last 30 days the client has participated in any social
support recovery activities.

e Enter 0-30
Current Living Arrangements: Select the client’s current living arrangement.

NOTE: Current Living Arrangements can only be ‘Homeless” when Zip Code at Current Residence

is ‘00000’
Living with Someone: Enter the number of days in the last 30 days the client has lived with someone
who uses alcohol or drugs.

e Enter 0-30

e Enter 99900 for Client Declined to State

e Enter 99904 for Client Unable to Answer
Family Conflict Last 30 Days: Enter the number of days in the last 30 days the client had serious
conflicts with their family.

e Enter 0-30

e Enter 99900 for Client Declined to State

e Enter 99904 for Client Unable to Answer
Number of Children Age 17 or Younger: Enter the number of children age 17 or younger.

e Enter 0-30

e Enter 99904 for Client Unable to Answer
Number of Children Age 5 or Younger: Enter the number of children age 5 or younger.

e Enter 0-30

e Enter 99904 for Client Unable to Answer
Number of Children Living with Someone Else: Enter the number of children who are living with
someone else.

e Enter 0-30

e Enter 99904 for Client Unable to Answer
Number of Children Living with Someone Else and Parental Rights Terminated: Enter the number
of children who are living with someone else and parental rights are terminated.

e Enter 0-30

e Enter 99904 for Client Unable to Answer

Once you have completed entering the CalOMS Standard Discharge, Click the Submit/Save icon.

IMPORTANT: After submitting the system will save the data and load the next option of the bundle. This
may take several seconds, DO NOT EXIT option. Wait for the next screen to load

D. CalOMS Youth/Detox Discharge:

Avatar will not allow you to open the CalOMS Youth/Detox Discharge form unless a CalOMS Admission
form has been submitted for the Client and the client is under 18 years old.
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AVPMLIVE (LIVE) - TESTONE, TEST (000930000)/Cal-OMS Youth/Detox Discharge =]
File Edit Favorites Awvatar PM Awvatar OwS  Avatar M5O Help

Page 1 of2 m m ‘: @Lj d@

| TESTONE,TEST (000930000) Episode: 44 Date Of Birth: 05/08/1999, Sex: Male
i Cal-0M5 Youth,; Detox Discﬁarge

Record to be Submitted

Employment Status
2 Employed Full Time (38 hrs or maore)

® Discharge 0 Discharge Update )
v Employed Part Time (less than 28 hrs)
Discharge Status 2 Unermployed Loaking Farwark

|'| 2 Unemployed - (Mot seeking)
Comsent (Select "NO") 20 Mot in the labor force (Mot seeking)
Q@ No © Yes Enralled in School
Disability Mo O Yes
] Nane 2 Client declined to state 2 Client unable to answer
S\:s:::]g Murnber of Arrests Last 30 Days
[] Speech Mental lness
[ Mobility 2 Mo 0 Yes
] Mental 2 Mot SureiDion't Know
[] Developmentally Disabled
L] other Murmber of days, in the last 30, client paricipated in social
[ client declined to state suppon recovery activities? (0-30) -

[] Client unable to answer o
Current Living &Arrangernents

. ' Homeless ) Dependent Living
Current First Mame TEST | O e ERRLE
Current Last Mame
TESTORE | Zip Code At Current Residence
Ejnplete
Chart Review | l8s68:5vBHPROD1|09/1912012 01:42 PM

Data Fields & Elements
Record to be Submitted:
e Default is Discharge
e Discharge Update: If updating an episode without having received a CalOMS Error Correction
report contact the designated CalOMS Admin Staff to verify if discharge was accepted at the
State. Wait for response prior to continuing the update for further instruction on selecting this
radio button
Discharge Status: Select status from the list.
Consent: Select whether the client has given consent to be contacted in the future.
* No
* Yes
Disability: Select the client’s disability or disabilities from the multiple-selection data element.
Current First Name: This is a 20 character free-text data element. This information defaults from the
client’s admission episode.
e Enter client’s current first name
e Enter 99904 if the client is unable to answer
NOTE: If middle name or initial is present in this field, remove the middle name and ONLY leave
client’s Current First Name.
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Current Last Name: This is a 40 character free-text data element. This information defaults from the
client’s admission episode.
e Enter client’s current last name
* Enter 99904 if the client is unable to answer
Social Security Number: This is a special-text data element. This information defaults from the client’s
admission episode and can be edited.
e Enter the client’s social security number.
e Enter 99900 to indicate that the client declines to state their social security number
e Enter 99902 to identify None or Not Applicable
e Enter 99904 if the client is unable to answer
Employment Status: Select the client current status
Enrolled in School: Select the correct option for the client
Number of Arrests Last 30 days: Enter a number 0-30 or 99904 = Client Unable to Answer (Detox or
Developmentally Disabled only)
Number of Days in Past 30, Client participated in Social Support Activities: Enter a number 0-30
Current Living Arrangements: Select 1 (Note: if Homeless zip code MUST be 00000)
Zip Code at Current Residence: This is a zip code data element.
e Enter 5-digit zip code of the client.
e Enter 00000 (all zeroes) to indicate that the client is homeless (Also use this code if Client is in a
Homeless Shelter)
* Enter XXXXX to indicate that the Client Declines to State their zip code.
Enter ZZZZZ to indicate that the Client is Unable to Answer.
NOTE: Zip Code at Current Residence can only be ‘00000’ if Current Living Arrangements is
‘Homeless’
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E. CalOMS Administrative Discharge:

0 00930000 al-0 Ad ative D arge k|

File Edit Favorites Awatar PM Avatar CWS  Avatar M30 Help

Page 1 of 1 m @j @@. &

| TESTONE,TEST (000930000) Episode: 44 Date Of Birth: 05/08/1398; Sex: Male

l/lZaI—IIIMS administrative Discharge |
Record to be Submitted

Prirmary Drg (Code)

@ Discharge ) Discharge Update | |v|
Discharge Status Prirmary Drug (Crther)
| 4

Disability

[ Mane Primary Orug Frequency {0-30 or 99802=Unknown)

o visual Prirnary Drug Route of Administration

[ Hearing ) Oral

[[] Speech i Smoking

[C] Mability i Inhalation

[] Mental i Injection (W ar intramuscular

[] Developmentally Disabled 2 Mone or Mot Applicable

[] other 2 Other

[] Client declined to state

[ Client unable to answer Fregnant At Any Time During Treatment

® Mo i ves
2 Mot SuredDon't kKnow

Current First Mame TEST |

Current Last Mame
TESTONE |

_

Complete

Chart Review

8548:SVBHPROD1 |09/20/2012 11:05 AM

Data Fields & Elements
Record to be Submitted:
e Default is Discharge
e Discharge Update: If updating an episode without having received a CalOMS Error Correction
report contact the designated CalOMS Admin Staff to verify if discharge was accepted at the
State. Wait for response prior to continuing the update for further instruction on selecting this
radio button
Discharge Status: Select status from the list.
Disability: Select the client’s disability or disabilities from the multiple-selection data element.
Current First Name: This is a 20 character free-text data element. This information defaults from the
client’s admission episode.
e Enter client’s current first name
® Enter 99904 if the client is unable to answer
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NOTE: If middle name or initial is present in this field, remove the middle name and ONLY leave
client’s Current First Name.
Current Last Name: This is a 40 character free-text data element. This information defaults from the
client’s admission episode.
e Enter client’s current last name
e Enter 99904 if the client is unable to answer
Primary Drug: Select the Primary Drug (This field controls the following fields)
* Primary Drug (Other): May be required depending on what is selected in the Primary Drug
field.
* Primary Drug Frequency: Enter a number 0-30 or 99902=Unknown
* Primary Drug Route of Administration: Select 1 from the list (If more than one applies, select
most frequently used)
Pregnant at Any Time During Treatment: Defaults to “No” if client is Male, otherwise select one.

F. Remove from Caseload — Use AOD Caseload Assignment:

Path: Avatar PM-> New Options - AOD Caseload Assignment

When a Client is discharged from your program, s/he should also be removed from the caseloads of all
Counselors assigned. When the Avatar episode is discharged, the Client will be removed from the
caseloads of the Primary Counselor and Supervisor. To remove other Counselors assigned to the Client,
open the AOD Caseload Assignment form.

Once you select the correct episode, the Pre-display screen displays listing all the Counselors assigned to
this client. Highlight a Counselor’s name and click on the blue DELETE button at the bottom of the
screen. Continue highlighting counselor names and deleting them until the Client is removed from all
caseloads.

G. AOD Continuing Care Plan: You will use the form you are currently using at your program. Be
sure to scan this document into Avatar! See Section 19, Scanned Documents regarding scanning.

H. AOD Exit Survey: You will use the form you are currently using at your program. Be sure to scan
this document into Avatar! See Section 19, Scanned Documents regarding scanning.
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Section 9: CalOMS processing in Avatar

If your program is NOT required to collect and report CalOMS data for your clients (e.g. DUl and DEJ
programs), you will not use Outside Provider CalOMS. Proceed to Section 11, Assessments and
Treatment Planning.

A. Clients opened before Avatar “Go-Live” date

In the transition from Daisy to Avatar, your program has a number of clients who were admitted in Daisy
and will be discharged in Avatar. In the transition to Avatar, AOD Client IDs were changed - however
CalOMS expects the same Client ID on CalOMS annual updates and discharges as was used for the
admission. The term “mid-stream clients” applies to this set of clients.

The Avatar team has (or will) supply your program with a report and a spreadsheet of all mid-stream
clients. The report and spreadsheet will contain all the information your team will needs to enter
CalOMS information via Outside Provider CalOMS — specifically, client name, admission date, Avatar ID,
Daisy ID and CalOMS FSN.

NOTE: For Discharges prior to your Avatar Go-Live date, complete the client’s discharge process in
DAISY.

The outline of the process to track and discharge mid-stream clients is below:

1. Report of your open clients up to the day before your Avatar GO-LIVE date will be provided
a. Report will include necessary information that will be needed to match client record at
the state level (this information must be entered exactly as provided)
2. Complete the Outside Provider Cal-OMS Discharge form. See Section 13 for instructions on
Outside Provider CalOMS. (all fields must be completed prior to saving form)
3. Complete the Avatar form “Discharge (Outpatient)” to close the episode for your team.

B. Clients opened on or after Avatar “Go-Live” date

Clients admitted/opened to your program using Avatar will follow the standard Admission and Discharge
procedures.

1. Provider completes Cal-OMS form as part of the Admission, Annual Update, and Discharge
bundles.

2. Weekly (Monday), run a Provider Cal-OMS Error Report for your agency via Avatar. This report
displays any errors found in any CalOMS Admission, Annual Update and Discharge forms for the
last week.
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3. Correct errors indicated in the file by returning to the appripriate Cal-OMS form and correcting
the data as indicated. Use CalOMS Admission, CalOMS Annual Update or CalOMS Discharge
forms as needed.

C. Private Pay clients opened on or after Avatar “Go-Live” date

If your program is required to collect and report CalOMS data on admission, annually and on discharge,
County Clients will be admitted, tracked and discharged in Avatar. Private Pay clients will NOT be
admitted, tracked and discharged in Avatar using standard forms.

However, the State still requires you to report CalOMS data on Private Pay clients. Avatar supplies the
functionality to record the information using Outside Provider CalOMS Admission, Outside Provider
CalOMS Annual Update and Outside Provider CalOMS Discharge.

Outside Provider CalOMS Admission requires a unique Client identifier. Because a unique identifier will
not be assigned automatically by Avatar, you will have to assign and keep track of the unique identifier
for each Private Pay client. To ensure that the identifiers you assign will not overlap with identifiers
from other agencies, the beginning of the identifier should include the System Code used for your
agency. For example, if your system code is “AOD”, each of the unique identifiers you assign will start
with “AOD” such as AOD10001.

Your agency will be responsible for assigning and tracking the identifier for each Private Pay client. The
Avatar team has a sample Excel spreadsheet available to every agency to track identifiers and the
necessary CalOMS information.

1. Provider completes needed Cal-OMS form
a. Outside Provider Cal-OMS Admission
b. Outside Provider Cal-OMS Annual Update
c. Outside Provider Cal-OMS Discharge
2. All Information needs to be available prior to beginning form entry. (Avatar will not allow you to
complete the form unless all information is complete)
3. Once form is submitted you will be unable to edit the form

E. CalOMS Error Correction

CalOMS Error Reports are available every two weeks for agencies to review and correct any errors found
in their CalOMS data submissions.

The menu path for this report is:
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Avatar PM = Client Management = Client Information = CalOMS Information = CalOMS Provider
Error Report

A screen shot of the report form is below:

i AVPMLIVE (LIVE) - CalOMS Provider Error Report M[=1E3]
File Edit Faworites Awatar PM Awakar CWS  Awatar MSO Help

Page 1 of 1 E"( m

f CalOMS Provider Error Report |

Compile Date (Use Date provided by BHRS Administration) | Select Program

 FE @4

Every agency has at least two contact people who are notified via email whenever BHRS “compiles” a
CalOMS report. The email always includes the “Compile Date” required to select the Error Report.

Enter the date from the email as the Compile Date. In the field “Select Program”, select the program
from the drop-down list. Only programs for your agency will display. Both the Compile Date and
Program are required to run the error report.

Use the error report to correct CalOMS entries as directed. The corrections should be made within ten

days of the compile date. If you have questions or problems with the error report, please contact your
BHRS Contract Analyst.
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Section 10: Private Pay Clients — Outside Provider CalOMS

A. Outside Provider CalOMS Admission:

Path: Avatar PM - Client Management = Client Information = CalOMS Information = Outside
Provider CalOMS Admission

The Outside Provider CalOMS Admission form has the same requirements as the standard CalOMS
Admission form. See Section 9 Client Intake, E. CalOMS Admission for specific instructions.

B. Outside Provider Annual Update:

Path: Avatar PM - Client Management = Client Information = CalOMS Information = Outside
Provider CalOMS Annual Update

The Outside Provider CalOMS Annual Update form has the same requirements as the standard CalOMS
Annual Update form. See Section 13 Assessments and Treatment Planning, G. CalOMS Annual Update
for specific instructions.

C. Outside Provider Discharge:

Path: Avatar PM - Client Management = Client Information = CalOMS Information = Outside
Provider CalOMS Discharge

The Outside Provider CalOMS Discharge form has the same requirements as the standard CalOMS
Discharge form. See Section 10 Client Discharge, B. CalOMS Discharge for specific instructions.

D. Outside Provider Reports:

Path: Avatar PM = Client Management = Client Information = CalOMS Information
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Section 11: Assessments and Treatment Planning

Admission Assessment Forms (ASI, AC-OK) are not part of the Admission Bundle

A. ASI - the ASI form in Avatar is used only with Adult Clients. See the instructions below for the

Adolescent ASI.

Path: Avatar CWS = ASI

Complete the form as you normally would. The ASI has nine (9) tabs. The last tab labeled “Composite
Score/Close ASI”, calculates the ASI scores and allows you to Close the assessment. Once an assessment
is closed, you can no longer change any of the answers.

Screenshots of the first and last pages of the ASI are below:

“General Information” tab, Page 1 of 3

File Edit Favorites Avwatar PM Avatar WS Avakar MSO

Fage 1 of 3 ‘E} Ei(

i AVPMTEST (LIVE) - TESTONE,TEST {000930000)fASI Input

S

| TESTONE,TEST {000930000) Episode: 41 Date Of Birth: 05/081962; Sex: Unknown

E Family History r Family Social Relationship Status |/ Psychiatric Status |/ Composite Score / Close AST |

G4, Date of Admission

05/04/2012 :‘

G5, Date of Interview

07HE2012 E" —

G6, Tirme Begun

oz | [ et ]

G7. Time Ended

il DR

G2, Class

® Intake ) Fallowe-up
G9, Contact Code

® |n persan i Telephane

General Information I/ Medical Status r Employment /Support Status r Drug and Alcohol Abuse r Legal Status
G1. ID Mumber 930000 G10. Gender
2 Male 2 Female
G2, Social Security Number 222-55-8994
G11. Interviewsr Code Mo fInitials D
3, Program 410700 SMMC INPATIENT | | :
G12, Special

i) Patient Terminated

i) Patient Refused

i Patient Unable to Respond
22 Mot Applicahle

G132, Client Address
1245 BYE STREET - INFOSCRIBER TEST TEST

G14. How long have you lived at this addrass?

G15. Is this residence owned by you or your family?

) Mo

0 Yes 0 Mot Applicable

G16, Date of Birth

05/08/1 962

[ & =

G17. Of what race do you consider yourself?

Samoan
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Composite Score/Close ASI, Page 1 of 1

Wl AVPMTEST (LIVE) - TESTONE, TEST {000930000)/AS] Input

File Edit Favorites Awvatar PM o Avatar CWS  Avatar MSO

Help
n & &
| TESTOMNE,TEST (000930000) Episode: 41 Date Of Birth: 050081 962, Sex: Unknown |
Family History r Family Social Relationship Status r Psychiatric Status r Composite Score / Close ASI |
General Information r Medical Status r Employment /Support Status r Drug and Alcohol Abuse r Legal Status |

| Calculate Composite Score |

Composite Score For Medical Status 833
Composite Score For Ernployrnent Status A
Composite Score For Alcohol Use GAA
Composite Scare Far Drug Use 14
Composite Score For Legal Status 0
Composite Score For Farmily fSocial Status 41
Composite Score For Psychiatric Status 447
Do you want to close this Addiction Severity Index entry?
0 es @ Mo
Ejnplete
Chart Review 4784:SVBHPROD1 | 07/15/2012 01:43 PM

B. Adolescent ASI— continue using the same tool for Adolescent ASI as you did with DAISY. When the
assessment is complete, please scan the report into Avatar.

C..AC-OK COD for Adults

Path: CWS—> Assessments—> AC OK COD for Adults

If the client has more than one episode with your agency, Avatar will display the Episode Selection
Screen. Select the episode for which the AC OK is being done. If the client has another AC OK
assessment in Draft, Avatar will show the Pre-Display screen.
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e Add a new assessment, select ADD at the bottom of the screen.

e Edit an assessment — highlight the assessment to be edited and select EDIT at the bottom of the
screen.

e Delete an assessment — highlight the assessment to be deleted and select DELETE at the bottom
of the screen. Only assessments in DRAFT can be deleted from the Pre-Display. Once an
assessment is saved as “Final”, it cannot be deleted.

e Cancel out of the assessment — select CANCEL at the bottom of the screen.

If the client has no other AC OK Assessments in DRAFT, the Assessment will open to the first page of the
form. AC-OK COD for Adults is a 1 Tab, 2 page document

AC-OK COD Adults Tab 1, Page 1

&% AVPMTEST (LIVE) - FOOTER,FRANK JR (000938797)/AC OK COD for Adults M=
File Edit Favorites Avatar PM Avaktar OWS Awatar M30 Help

Page 1 of 2 E} m gy c@p & A

| FOOTER,FRANK JR (000938797) Episode: 2 Date Of Birth: 04/1411944, Sex: Male

l/ AL OK COD for Adults |

Client MName Screening Date

FOOTER,FRAMNK JR 07/05/2012 E“ E| :|

Date of Birth

0471471944 E :‘

READ THE FOLLOWING QUESTIONS AS: "In the past year...”

1. Hawe yau heen preaccupied with drinking alcohal andiar using 4. Doyou, attimes, drink alcabol andfor uzsed other drugs to alter
other drugs? the weay yau feely

® Mo ) Yes ' Mo ® Yeg

2. Hawve you experienced problems caused by drinking alcohol B. Have yvou tried to stop drinking alcohol andfor using other drugs,
andfor using other drugs, and you kept using? but couldnt?

) Ma ® Yes 2 Ma ® Yes

3. Doyou, attimes, drink alcohol andior used other drugs maore . . .
than you intended? T. Have you experienced serious depression (felt sadness,

hopelessness, loss of interest, chanoe of appetite or sleep
Mo Yes
e ® pattern, difficulty going about your daily activities)?

4. Have you needed to drink more alcohol andior use more drugs ) Mo ® Yes

i 2
1 s SRI0E PR ol ek 19, "l ISt 2. Have you experienced thoughts of harming yourself?

0 Mo ® Yes Mo i Yes

_

Complete

Chart Review 5156:SVBHPROD1 || 07/05/2012 05:21 PM
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Enter the screening date.
Select the correct answers for questions 1-8

GotoTab 1, Page 2

AC-OK COD for Adults Tab1, Page 2

% AVPMTEST (LIVE) - FOOTER,FRANK JR (0009387 97)/AC OK COD for Adults [ [=1[:3]
File Edit Fawvorites dwatar PM Awvatar CWS Awatar M5S0 Help

{E’ Fage 2 of 2 ﬁ g? d@g e e

| FOOTER,FRANK JR (000938797) Episode: 2 Date Of Birth: 0401 4015944, Sex Male |

ALC OK COD for Adults

13 Hawe vou experienced hallucinations (heard or seen things

9. Have yvou experienced a period oftime when vour thinking others do not hear or sea)?

; ) 5
speeds up and you hiave trouble keeping up with vour thoughts & Mo o ves
Mo Yes
® < 14. Have vou ever been hit, slapped, kicked, emotionally or
10, Have you attempted suicide? sexually hurt, or threatened by someone?
@ Mo 0 ves Mo W es
11. Have you had periods oftime where you felt that you could not 15. Have you experienced a traurnatic event and since had
trust family or friends repeated nightmaresidreams andior anxiety which interferes with
Mo W Yes vou leading a normal life?
&} i
12. Have you been prescribed medication for any psychological or Obe O¥ee
ermotional problem?
2 Mo ® Yes
TOTALS:

Calculate Scores

Substance abuse Score

Total Score 9

Mental Health Scare AC-0K Status

11

@ Draft  Final
Trauma Score
Complete
Chart Review I 5156:SVBHPROD1 | 07/05/2012 05:27 PM

Select the correct answers for questions 9-15

Click on Calculate Scores. If this is the first time you’re calculating a score for any AC-OK, there will be a
pop up.

il AVPMTEST (LI¥E) - Download Report

EI Report does not exist for workstation, Download report from server?

I 0K I | Cancel |

Click “Ok”. It may take a few minutes to calculate.

The report will look like the screen shot below. Enter the values from the report into the Substance
Abuse, Mental Health, Trauma and Total boxes on the form.
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f“:“:’g AC-OK-COD Scores By Domain
ﬁ'l

gy ) for Adults
i A
Enter scores for each domain in Substance Abuse
the cooresponding fields on the Mental Health
AC-OK-Adult Trauma
TOTAL: [o
Scoring:

One {1} "¥es" answer on any of the three {3} domains (Mental
Health, Traurma Related fFMental Health Issues, and Substance
Abuse) indicates that an additional assessment(s) is
neaded Iin that domain.

Select the AC-OK Status — either “Draft” or “Final”. Save the assessment as Draft if you plan to come
back to it to finish it at another time. Save the assessment as Final if you are finished answering the

guestions and calculating the scores.
g % —7

Save the AC-OK by clicking on the Submit icon

D. AC OK COD Adolescents/TAY

Path: CWS— Assessments—> AC OK COD for Adolescents/TAY

If the client has more than one episode with your agency, Avatar will display the Episode Selection
Screen. Select the episode for which the AC OK is being done. If the client has another AC OK
assessment in Draft, Avatar will show the Pre-Display screen.

e Add a new assessment - select ADD at the bottom of the screen.

e Edit an assessment — highlight the assessment to be edited anad select EDIT at the bottom of the
screen.

e Delete an assessment — highlight the assessment to be deleted and select DELETE at the bottom
of the screen. Only assessments in DRAFT can be deleted from the Pre-Display. Once an
assessment is saved as “Final”, it cannot be deleted.

e Cancel out of the assessment — select CANCEL at the bottom of the screen.

If the client has no other AC OK Assessments in DRAFT, the Assessment will open to the first page of the
form.
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AC-OK COD Adolescents/TAY Tab 1, Page 1

p PAR DE (000938 AC OK COD for, Adolesce A - m
File Edit Favorites Awaktar PM Avatar OWS Avatar M30 Help

Page 1 0f 2 E} x m @7 @9 e

| PARTYWILDE (000938799) Episode: 1 Date OF Birth: 07/15/1952; Sex Male
[ AC DK COD for Adolescents / TAY |
Client Marne Date of Screening

PARTY WILDE ’745" III :‘

Date of Birth Last grade completed
07/151852 B =

READ THE FOLLOWING QUESTIONS AS: “In the past year have you...."”

1. Feltreally sad, lonely, hopeless; stopped enjoying things,

6. Tried to stop drinking alcohol or using other drugs, but couldn?
wwanted to eat more ar less, had prohlems sleeping, or doing what 2 £ 0 b=

vou need to at home or school? ) Mo o Yes

@ No 0 Yes 7. Been prescribed medication for you feslings?
2. Heard voices ar seen things that other don't hear or see? ) No i) Yes

' Mo i ves

8. Gotinto trouble with the law, schoal, parents, ar lost friends
because ofyour drinking alcohal or using other drugs, and

i 2
2. Drink alcohal ar used other drugs more than you meant to? contMen 10 usa?

 Ma i) Yes 3 Mo i) Yes

4, Burned or cut yourself? 9, Drink alcobal or used drugs to change the way you fesl?
1 Ma i) Yas I Ma i) Yas

5. Have you experienced a very bad thing happening (a traumatic 10, Had thought about hurting yourself or wanting to die?
event) where you continue to feel scared, worried, or nervous, or 2 Mo 2 Yes

ewen had nightmares 11, Tried to kil yourself?

 Ma i) Yas Q@ No Q@ ves

_

Complete

Chart Review 5756:SVBHPRODA | 07/06/2012 03:27 PM

Enter the Date of Screening and the Last grade the client completed.

Select the correct answers for questions 1-11
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Goto Tab 1, Page 2

AC-OK COD for Adolescents/TAY Tab1, Page 2

ﬁ AVPMTEST (LIVE) - PARTY ,WILDE (000938799)/AC OK COD for Adolescents f TAY |Z“E| SE |
File Edit Fawvorites Awatar P Awatar CWS Avatar MSO Help

<:5| Page 2 of 2 m gj i@. = A

| PARTYWILDE (000938799) Episode: 1 Date Of Birth: 07/15/1952; Sex Male |

1’ AC OK COD for Adolescents / TAY |

12, Have you ever been afraid of vour parent, caretaker, or a farmily 14. Changed your friends or planned your free time to include
member? drinking alcohaol or using other drugs?
Mo . res Mo . Yes
13, Have you ever been hit, slapped, Kicked, touched in a bad way, 14, Meeded to drink more alcohol or use more drugs to get the
cursed at, wvelled at or threatened by someone? same buzz or high as when you first stated using?
Mo . res Mo . Yes
TOTALS:
Substance Abuse Score 5 Total Score gl
Mental Health Scare 3 SCORISHgS
® Draft 2 Final
Traurna Score 1

Complete

Chart Review |[5756:5wBHPROD1][07/06/2012 03:37 PM
Select the correct answers for questions 12-15

Click on the blue Calculate Scores button. If this is the first time you’re calculating a score for any AC-OK,
there will be a pop up.

¥l AVPMTEST (LIVE) - Download Report

El Report does not exist for workstation, Dowenload report from server?

I 0K I | Cancel

Click “Ok”. It may take a few minutes to calculate.

The report will look like the screen shot below., Enter the values from the report into the Substance
Abuse, Mental Health, Trauma and Total boxes on the form.
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2z

f"’:“"%& AC-OK-COD Scores By Domain

w3 for Adults

—

Enter scores for each domain in Substance Abuse
the cooresponding fields on the Mental Health
AC-OK-Adult Trauma
TOTAL: [9 |

Scoring:

One (1) "Yes" answer on any of the three (3) domains (Mental
Health, Trauma Related Mental Health Issues, and Substance
Abuse) indicates that an additional assessment(s) is
needed in that domain.

Select the AC-OK Status — either “Draft” or “Final”. Save the assessment as Draft if you plan to come
back to finish it at another time. Save the assessment as Final if you are finished answering the

guestions and calculating the scores.
g-' % —7

E. Diagnosis: If applicable to your program
The PM Diagnosis form has 1 Tab and 3 Pages

Save the AC-OK by clicking on the Submit icon

Path: Avatar PM-> Client Management-> Client Information—> Diagnosis

If you do not have an active client in “My Session”, the “Select Client” screen displays. Enter the client’s
ID number and click “OK” to select the client.

The episode selection screen displays for you to select the correct episode for the client’s diagnosis.
Once you have selected the client and episode, the Diagnosis form pops up

Or
Right click on the Client name in My Caseload or My Session.
Path: Avatar PM- Client Management—> Client Information-> Diagnosis

Select the correct episode from the episode selection screen.

AOD INTRO LAS20120712_v11l.doc Page 99



PM Diagnosis Tab 1/Page 1

% AVPMLIVE (LIVE) - TESTONE,TEST (000930000)/Diagnosis

File Edit Favorites Awatar PM Avakar CWS Avakar M3 Help
oot ¢ @ 8 = .
B
| TESTOMNE,TEST (000930000) Episode: 44 Date O Birth: 05/08/1 352, Sex: Male
l/ Diagnosis r Supplemental Diagnosis Axis T r supplemental Diagnosis Axis IT r sSupplemental Diagnosis Axis ITT |
Type Of Diagnosis Diagnosis - Axis IT - 1
O Admission| 0 Discharge 0 Onset 2 Update |
Date Of Diagnosis | | - |
M@ @ A
Tirme Of Diagnosis Diagnosis - Axis II - 2
[ e o w o awem
Diagrosis - Axis I - 1 | | |
| R
| =
Diagrosis - Axis I - 2 | | |
[ Processsearan || Diagnosis - ssds Tz - 1
= | | [ process search |
Diagnosis - &xis I - 2 | |v|
]
ijplete
Chart Review 6604:SVBHPROD1 || 06/15/2012 08:12 AM
Tab 1/Page 1:

Select the type of Diagnosis: Admission, Discharge, Onset, Update

Enter the Date of Diagnosis — the date diagnosis was made.

Time of Diagnosis - If you know the time the diagnosis was made, enter it in the field. If you do not
know the time of diagnosis, click on the blue button labeled “Current”.

Diagnosis Axis | — 1 (primary) is a required field. This field is a Process Search so enter a diagnostic code
or a few letters of the diagnosis description. Click the blue Process Search button and select the correct
diagnosis from the displayed list so that it fills in the blue box.

Following Axis I-1, are two additional Axis | diagnosis fields. Enter Axis |, second diagnosis (Axis I-2) and
Axis 1 third diagnosis (Axis I-3) (if applicable) following the same procedure as for Axis I-1..

Diagnosis Axis Il — 1 is not a required field. This field is a Process Search so enter a diagnostic code or a
few letters of the diagnosis description. Click the blue Process Search button and select the correct
diagnosis from the displayed list so that it fills in the blue box.

Following Axis II-1, are two additional Axis Il diagnosis fields. Enter Axis Il second diagnosis (Axis 11-2) and
Axis Il third diagnosis (Axis II-3) (if applicable) following the same procedure as for Axis IlI-1.
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Diagnosis Axis lll — 1 is not a required field. This field is a Process Search so enter a diagnostic code or a
few letters of the diagnosis description. Click the blue Process Search button and select the correct
diagnosis from the displayed list so that it fills in the blue box. The entry fields for a secondary or third

Axis Il Diagnosis are on Page 2

PM Diagnosis Tab1/Page 2

ﬁ AVPMLIVE (LIVE) - TESTONE, TEST (000930000)/Diagnosis
File Edit Favorites Awatar P Awatar OWS  Avatar MSO

£ e B3

Cl

& &

EBX

Help

| TESTONE,TEST (000930000) Episode: 44 Date Of Birth: 050819632, Sex: Male

f Diagnosis | Supplemental Diagnosis Axis I | Supplemental Diagnosis Axis II | Supplemental Diagnosis Axis ITT_ |

Diagrosis - Axis IIT - 2

| [~
Diagnosis - Axis IIT - 3
-]
Principal Diagnosis
[~]

 Yes Mo
Axis v, Social Environmment

) Yes Mo
Axis Tv: Educational

) Yes ) Mo
Axis I Ocoupational

) Yes ) Mo

Axis IV Howsing

O es O Mo

Axis IV, Economic

O es O Mo

Axis W, Health Care Services

O es O Mo

Axis IW: Legal System/Crime

O es O Mo

Axis W Other Problerns

O es O Mo

Diagniosis - Axis ¥ Current GAF Rating

| [ processsearch

| [~]

GAF - Highest Level Last 12 Months

| [ ocess seareh
[~]

_

Complete

Tab 1/Page 2:

Chart Review

6604:SVBHPROD1 || 06/15/2012 08:30 AM

Principal Diagnosis is a required field. Click on the down arrow on the right hand side of the box to
display all of the diagnoses entered for this client in Axis | and Il. Select the client’s Principal Diagnosis

from this list.

Axis IV: Select Yes or No to rate each dimension.
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Axis V: Diagnosis/Current GAF: Enter the number, Click Process Search and select the correct rating to
fill in the blue box.

GAF- Highest Level 12 Months: Enter the number, Click Process Search and select the correct rating to
fill in the blue box.

PM Diagnosis Tab 1/Page 3

&7 AYPMLIVE (LIVE) - TESTONE, TEST {000930000)/Diagnosis =13
Fil= Edit Fawvorites Awatar PM Awatar CWS  Awatar MSO Help

ﬁ Page 3 of 3 m g,\‘j .@D =

| TESTONE,TEST (000930000) Episode: 44 Date Of Birth: 05081962, Sex Male

Diagnosis r Supplemental Diagnosis Axis I r Supplemental Diagnosis Axis IT r Supplemental Diagnosis Axis 111 |

GAF - Lowest Lewvel Last 12 Months Diagnosing Fractitioner
H | [ processsearch | | | | [ process search |
| |'| @ MameD Mumber 0 Unigue Practitioner 1D

| [~]
Estimated Discharge Date

M@ @ A

Frogrnasis
Trauma {CSI) Substance Abuse f Dependence (CSI)
O Wes 2 Mo 2 Unknowen O ves

) - 2 Mo
General Medical Condition Summary Code (CSI)
T Allergios = 0 Unknown / Mot Reported

[] Anemia Substance Abuse jf Dependence Diagnosis (C51)

[] Arterial Sclerctic Diseaze
[ Arthritis
[ Asthrma - | | |

_

Complete

Chart Review || 6604:5vBHPROD1 || 06/15/2012 08:40 AM

Tab 1/Page 3:

e GAF- Lowest Level 12 Months: Enter the number, Click Process Search and select the correct
rating to fill in the blue box.

e Prognosis: Enter Prognosis

e Trauma: Select the correct response; this is a CSl field..

e General Medical Condition Summary Code: Select any that apply to the client and for which
there is evidence from an MD or equivalent. This is a CSl field.

o Diagnosing Practitioner: Enter the name or few letters of the name of the diagnosing
practitioner. Click Process Search and select so that the practitioner name populates into the
blue box.

e Estimated Discharge Date: Enter the Date
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e Substance Abuse/Dependence: If you answer “yes”, the field becomes required and you must
provide an entry for the next question: Substance Abuse/Dependence Diagnosis. This is a CSI
field.

e Substance Abuse/Dependence Diagnosis: You must enter a diagnostic code or a few letters of
the dependence diagnosis, Click Process Search and select the diagnosis so that it fills in the blue
box.

F. CalOMS Annual Update

Click on the Submit icon to Save the form.

If you have clients who continue in treatment for one year or more, complete the CalOMS Annual
Update on the client’s anniversary in treatment. The Documentation At A Glance will indicate the due
date for this document.

The menu path for the annual update is:

Avatar PM = Client Management = Client Information = Cal-OMS Info = Cal-OMS Annual Update

G. Update Client Data

Generally Clients’ demographic information is recorded by support staff. Counselors/clinicians have
access to the same form to Update Client data.

Path: Avatar PM- Client Management-> Client Information—> Update Client Data or
Avatar CWS- Other Chart Entry—> Update Client Data

This document has 1 Tab and 2 Pages:
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Update Client Data, Page 1

= AVPMLIVE (LIVE) - TESTONE, TEST SR (000930000)/Update Client Data =13

File Edit Faworites Awatar PM Awakar OWS Awvakar MSO Help

o e B ) & & 2

| TESTONE,TEST SR (000930000) Date Of Birth: 05/05/1 862, Sex: Male

Update Client Data

Client Mame Client's Address - Street
[rESTOME,TEST SR | 1245 BYE STREET
Client Last Mame

[TESTOME |

Client First Name

|TEST | Client's Address - Zipcode 94402

Client's Middle Initial Client's Address - City [5aM MATED |
S Client's Add B | -
® sr o3 o ient's ress - County SAN MATED |
O o [=h Client's Address - State [caLFoRNIA ~]

[PTEH | T | ciient's Home Phone [650-588-1172 |
Sex .

} Femnale  Male 3 Other 2 Lnknown Client's Work Phane |555-1258 |
Date Of Birth Client's Cell Phone [650-258-3698 |
04081962 ﬂ ﬂ il Frirmary Fhone
Scciallseciitiinmbe QQ}SS'QQQQ @ yWoark Phone » Cell Phone 3 Home Phone
Alternate Social Security Mumber
Frimary Language (Access Only) |TONGAN = |
Smoker | Lnknown If Ever Smoked - |
Client Race (Access Only) [gamaan -
Client's Email Address Ethnic Origin (Access Onkd | Mot Of Hispanic Origin ~ |
| option |
Complete

w= Chart Review

Update client data as applicable on page |
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Update Client Data Page 2

2, AVPMLIVE {LIVE) - TESTONE,TEST SR (000930000)/Update Client Data

File Edit Faworibes  Awakar PM Awakar CWS  Awakar MSO

il <

Cl

| TESTONE,TEST SR (000930000) Date Of Birth: 05/08M1 962; Sex: Male

[ Update Client Data
Place Of Birth Alias 3
[ [TESTY
Country OF Origin [ United States ~ | Alasd
Maiden Mame |
| | Alias 5
Marital Status | Separated - | f—
ias
Education (Access Only) | 12 Years or GED hd | |
Ernploviment Status (Access Only) | Parttime =35hrs per wk (no... ¥ | |A”35 7
Qeccupation (Access Only) | Farming, Forestry, And Fishi... ™ | -
ias
Alias |
testioe | s s
Alias 2 |
|r0dney mytest | alias 10

l Cption

Complete

Lii

Update Client Data as applicable on page 2.

&7

Click Submit to save changes
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Section 12: AOD Consent and Compliance Tracking

The purpose of this document is to record that important clinical documents are completed and the date
each document was completed. The documents tracked by this form are:

Consent for Treatment
Consent to Share ASI
Client Treatment Plan
Adolescent ASI

Remember that even thought these documents are not a separate form in Avatar, they are still required.
When information for these documents is entered, Avatar reports can display what documents are
complete, what documents are missing and what documents are expiring. After the document is
reviewed with the client and signed, it is ready to record in the Consent and Compliance Tracking form.

Path: PM Client Management-> Client Information - AOD Consent and Compliance Tracking

If the client has previous documents entered into this option, a Pre-Display screen will appear first. You
have the option to Add a new entry, Edit an existing entry, Delete an entry or Cancel out of this screen.
Remember: You cannot edit an expired entry!

You can add a new entry by selecting ADD

il AVPMTEST (LIVE) - TESTOMNE,TEST (000930000)/A0D Consent and Compliance Tracking (=13

Page 1 of 1 L]

Pre-Display

|pata Entry Date [ Type of Document |Expiration Date |>ata Entry By (Login) |
|oefz4fz012 | Comsent ko Treatrent |osfz1/z015 |TRGALL BULL |
05/ Z4/2012 0&/24/2013 IMGALL BLILL

[ Add | [ Edit ] [ Delete | [ Cancel

Checking pre-displawy...

Cal-OMS Admission Chart Review [[[ezan:svEnPRO...|[07/052012 05:21 ...

When you select ADD, a new blank form will display similar to the screen shot below.
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e Type of Document (required )— select the type of document whose information you’re entering.

e Data Entry Date (required) — date you’re recording the information. Click on the blue button
labeled “T” to enter today’s date.

e Obtained/Signed Date (required) — enter the date the document was signed.

e Expiration Date (not required) — if the document has an expiration date, enter it here. An
example of such a document is the Treatment Plan.

Save the form by clicking on the Submit icon.

Follow these same instructions for all document types listed on the Avatar AOD Consent and Compliance
Tracking document.

%l AVPMTEST [LIVE) - TESTONE,TEST (000930000)/A0D Consent and Compliance Tracking (=113
Fil= Edit Fawvorikes Awvatar PM Avakar CWS Aavatar MSO Help
L =
| TESTONE.TEST (000930000) Episode: 43 Diate Of Birth: 05/02/1 962, Sex Male
l/ Consent and Compliance Tracking |
Twpe of Document Data Entry Date
2 [Cansent to Treatrment QF03za12 IE1-—.— :I‘
2 Consentto share ASI - II'
0 Consentto Release Information
2 Treatment Plan
0 Adolescent AS|
Obtained/Signed Date I Expiration Dat=
=1 - = -
I = | =
MNotes
[
Complete
Cal-OMS admission Chart Review [[leza0:svBHPRO...|[ 07032012 05:23 ...
- —_——_— —_—

Remember to scan the paper document into Avatar.
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Section 13:

A. Service Charge Entry:

Service Delivery

Use the Avatar “Service Charge Entry” form to record Outpatient Services provided to clients.

Path: Avatar PM - Ancillary/Ambulatory Services = Client Charge Input

To enter services faster, organize the service charge slips in order by client, date of service and

counselor.

AVPMTEST (LIVE) - Client Charge Input

File Edit Favorites Awatar PM Avatar OWS  Awatar M5O

oror 3

¢ & @

Client Charge Input

Date Of Service

07/ 4/2012 ‘3 -

Client ID
20000

| Process Search

i Bocial Security Number
0 Alias
) Soundex

® Name/D Number

2 Facility Chart Mumber
2 Unigue ClientID

2 Clairn Nurnber

[TESTONE TEST (930000) =]

Episode Murrber |Episoce # 42 Adrmit: 06051, [+ |

Program [410421 s0UTH cO. TOTAL ... [ +|

Service Code

Practitioner

anees | [ rocesssearch |
@ Mame/D Mumber 2 Unigue Practiioner I
[SHEETS LORRIE (000004) [~]

| Display Managed Care Authorization Data |

Duration (Minutes) 78

Location [oFFIcE [~]
Co-Practitioner

| |

@ Mame/D Mumber 2 Unigue Practiioner I

| [~]

E [ Pracessearch |
|ASSESSMENT o) |'| Co-Practitioner Duration (Minutes)
Cost Of Service 264.00
amplate
5068:SVBHPROD1 | 07/15/2012 04:48 PM
L

Bl WuTof=] M | =] =18

Even though the form has three pages in one tab, fill out the information on Page 1 only.

e Date of Service — Enter the date of service

e Client ID — Enter the client’s Avatar ID or last name then click the blue “Process Search” button.

Select the client from the list displayed.
AOD INTRO LAS20120712_v11.doc
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e Episode Number — Click on the down arrow for a list of all active episodes for this client. Select
the appropriate episode.

e Program — When the episode is selected, the Program/Team name automatically fills in.

e Service Code — Enter the service code or the first few letters of the service code description and
click the blue “Process Search” button. Select the service code from the list displayed.

e Practitioner — Enter the Counselor’s ID or last name and click the blue “Process Search” button.
Select the Counselor from the list displayed.

e Duration — Enter the number of minutes for the service.

e Location — This field will be populated with the default location for the service. If the location is
different, click on the down arrow to display a list of locations. Select the appropriate location
for this service.

e Co-Practitioner — If another counselor participated in providing the service, enter the Counselor’s
ID or last name and click the blue “Process Search” button. Select the Counselor from the list
displayed.

Click on the Submit icon to save the service. Avatar displays a pop-up window giving you the option of
returning to the form to enter the next set of service information. If you have additional services to
enter, click on “Yes”. If you are done entering services, click on “No”.

Dpliun Return

E Subrnitting has completed, Do you wish £o return to option?

I Yes I | No

B. Recurring Client Charge Input:

The Avatar form “Recurring Client Charge Input” is used mostly for Intensive Outpatient and Residential
services. It can be used for Outpatient Services only if one client has the same service provided multiple
days in a row for the same duration, provider and location.

Recurring Client Charge Input is a fast method to record the same service provided to a client over
multiple days. An example of this type of service entry is: Client Adam Apple attended Intensive
Outpatient Services every weekday for a week. Using Recurring Client Charge Input allows you to enter
the information once and apply it to all five days of the week.

Path: Avatar PM = Services = Ancillary/Ambulatory Services = Recurring Charge Input

Often these services are organized by attendance slips. To enter services faster, organize the service
charge slips in order by client, date of service and counselor.
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This Avatar form has two tabs: Tab 1 is “Recurring Client Charge Input” and Tab 2 is “Client Charge
Input”.

Tab 1 “Recurring Client Charge Input” has one page.

§ AVPMTEST (LIVE) - Recurring Client Charge Input
File Edit Favorites Awatar PM Awatar WS Awvatar MSO Help

Page 1 of 1 m @j c@p [is) Ay

Recurring Client Charge Input r Client Charge Input |

Fram Date Select Dates
0BI01/2012 r—a [¥] [ 2012-06-01 - Friday B

[] 201 2-06-04 - Monday

Through Dat
JELE BELS [] 2012-06-05 - Tugsday

= =
DB/30/2012 EI :I [O] 201 2-06-06 - Wednesday
Exclude Weekends [[] 2012-08-07 - Thursday
® fes 2 Mo [ 2012-06-08 - Friday

[ 201 2-06-11 - Monday
[]2012-06-12 - Tuesday

[] 201 2-06-13 - Wednesday
[] 201 2-06-14 - Thursday
[] 2012-06-15 - Friday

[C] 201 2-06-18 - Monday

[ 201 2-06-19 - Tuesday

[] 201 2-06-20 - Wednesday
[[]2012-06-21 - Thursday
[[]2012-06-22 - Friday

[ 201 2-06-25 - Monday =

oamplete

4156:5VBHPROD1 07/152012 04:42 PM

Enter the “From Date” or starting date and the “Through Date” or ending date for the services you are
recording. You have the option to include or exclude weekends in the display of dates.

After entering data in the three fields, the “Select Dates” box will be populated with the date and day of
the week specified in the From/Through Dates. Click on the check box next to the dates to include a
service for that date. If you want to include ALL of the dates, click the box next to the first date then
press CTRL + A. If you want to include some of the dates and not all, click on the box next to the dates
services were provided.

When you are satisfied the dates are correct, click on Tab 2 “Client Charge Input”.
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Tab 2 Client Charge Input

i AVPMTEST (LIVE) - Recurring Client Charge Input |
File Edit Favorites Awatar PM Awatar OWS  Avatar MSO Help

FPage 1 of 3 E} E ‘; @? ‘:@9

Recurring Client Charge Input If Client Charge Input_|

Date Of Service Practitioner
emizoiz |27 [¥] - | |
GlientiD ® Name/ID Number ) Unigue Practitioner 1D
| | =]
h
® Name/ID Numhber ) Social Security Number
 Facility Chart Mumber 0 Mias | Display Managed Care Authorization Data |
0 Unique Client ID 0 Soundex Duration (Minutes)
r Claim Number
| [+| Loation | [~]
Co-Practitioner
| = | | [processsearch |
R | |v| ® Name/ID Number ) Unigue Practitioner 1D
Service Code | |v|
|

| |v| Co-Practitioner Duration (Minutes)

Cost Of Service

“omplete

s156:5veHPROD1 [ 071572012 04:42 M

Record the service information on this page. The information requested is the same as requested for
Client Charge Input.

e Client ID — Enter the client’s Avatar ID or last name then click the blue “Process Search” button.
Select the client from the list displayed.

e Episode Number — Click on the down arrow for a list of all active episodes for this client. Select
the appropriate episode.

e Program — When the episode is selected, the Program/Team name automatically fills in.

e Service Code — Enter the service code or the first few letters of the service code description and
click the blue “Process Search” button. Select the service code from the list displayed.

e Practitioner — Enter the Counselor’s ID or last name and click the blue “Process Search” button.
Select the Counselor from the list displayed.

e Duration — Enter the number of minutes for the service.

e Location — This field will be populated with the default location for the service. If the location is
different, click on the down arrow to display a list of locations. Select the appropriate location
for this service.
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e Co-Practitioner — If another counselor participated in providing the service, enter the Counselor’s
ID or last name and click the blue “Process Search” button. Select the Counselor from the list
displayed.

Click on the Submit icon to save the services. Avatar displays a pop-up window giving you the option of
returning to the form to enter the next set of service information. If you have additional services to
enter, click on “Yes”. If you are done entering services, click on “No”.

ﬂpliun Return

E Subrnitting has completed, Do you wish £o return to option?

I Yes I | No |

If you select to continue entering services, you have the option of setting new From/Through Dates or
leaving the dates entered for the previous set of services.

C. Urinalysis (UA):
Whatever form or process used by your program will continue. There is currently no Avatar option to
capture UA’s,

D. Request/Receive Referral

AOD Referral Process Options:

1. AOD Referral
2. AOD Proof of Enrollment
3. AOD Proof of Discharge

These three options are used to record the entire referral process electronically, capturing referral,
proof of enrollment, and proof of discharge information for the client. These three options need to be
completed in order shown above so that information flows from one to the next correctly. All three
forms are “Client Based” and are not attached to a specific episode of care. Due to the requirements of
42 CFR, once these documents are filed as final they will no longer be editable and will be blocked from
view by staff except those that have been sent a notification. There are specific reports that will allow
AOD staff to access past referral information.

All the forms required for this process are located in the following menus:

Path: Avatar CWS/Other Chart Entry/AOD Referrals
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AOD Referral (Initiated by AOD Staff)

All fields in RED are required to be able to complete this form.

“Referral Information” tab, Page 1 of 2

% AVPMTEST (LIVE) - TESTONE, TEST (000930000)/A0D Referral
File Edit Favorites Awvatar PM Awatar CWS  Awatar MSO

Page 1 0f2 E} X m g? C@D & A

| TESTONE, TEST (0009300 Forvard | o Birth: 05/08/1962; Sex: Male |

Referral Information

Referral Date Client is to enrol by f Referral Expiras by

07122012 ‘3 ] o WE [v] o

Client Marne
TESTOME, TEST

Referral Type

@ Achieve 180 ) BASH 0 Adult Drug Court 0 Juvenile Drug Court
) Choices ) Pathways oul ) DEJ

) AB109 ) Parale 2 Adult Probation 2 Juvenile Probation
) Child Protective Services ) General Azsistance ) CAL-Works ) Ryan YWhite

) Physician Referral ) Peer Program o Other

Other

Lewel of Treatment referred to
) Residential @ Outpatient 0 Day Treatment ) Soher Living Enviranment
2 Other

Crther

_

Complete

Chart Review || 8096:5vBHPROD1|| 0711212012 11:27 PWA
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“Referral Information” tab, Page 2 of 2

@ AVPMTEST (LIVE) - TESTONE, TEST (000930000)/A0D Referral

File Edit Favorites Awvabar PM o Awatar CWS  Awatar M5O

g e

Cl

tOX

& &

| TESTONE,TEST (000930000) Date Of Birth: 05/08/1 962, Sex: Male

Referral Information

Program being referred to
[] Free &t Last

[] Asian American Recovery Services [] sitike
] Palm Detox

[[] OHS Occupational Health Service

Social Worker

[] Service League
[] Latino Commission [ Starvista
[BAART.

[] El Centro de Libertad

Probation / Parole Agent

Froject 80

[ Sur Camman Ground
[]'wamen's Recovery Association
] Pyramid Alternatives

[Ingai Butl

| | lLanie shests

Phone # 5551212

Referral Commmernts

Phone #

555-1212 |

THe comments section is for any additional informwation not captured in the prewious fields W

Send To

INGALL BULL
[] JEAMNMINE MEALEY
[] JORGE MONTZ

® Draft

Tl

Select Provider to Notify and Finalize Form (You will not be abl eto edit this document once it is submitted as Final)

Draft / Final (Motification anly sent with Final)

) Final

|

Complete

Chart Review

8096:SVBHPROD1 || 07/12/2012 11:32 PM

Before saving the form, be sure to select the name(s) of the Providers to notify.

In the field “Draft / Final”, if you select Draft, the form will be saved in its current state and will NOT
send notifications to any provider. Saving an AOD Referral as Draft means you want to return to the

form to edit it before sending the referral.

In the field “Draft / Final”, if you select Final, the form will be saved once you click on the “Submit” icon
and the people selected in the “Send To” field will be notified. You will not be able to edit this document

after this point.

Once the form is saved as Final, the selected recipient(s) will receive a To Do List notification.

The referral recipient will double click on the To Do list item for more information.
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My To Do List

b= Sent: Tuesday June 19, 2012
b= Sent: Thursday July 5, 2012
Sl lSent: Tuesday July 10, 2012

B 09:4Z PM AQD Referral TEST TESTOMNE (000930000) A USER-DEFINED: ACDREF notification has been received, Sent By: INGALL BULL
o= = Sent: Wednesday July 11, 2012
o= = Sent: Thursday July 12, 2012

After double-clicking on the notification, the recipient will see a display similar to the screen shot below:

&% AVPMTEST (LIVE) - TESTONE, TEST (000930000)/Review To Do ltem

File Edit Faworites Awatar PM fAvatar CWS Avakar M5O

Page 1 of 1 w él E‘_] ‘3@9
| TESTONE,TEST (000930000)

l/ Review To Do Item |

To Do Information

Date Sent : 07/10/2012 F
Time 5Sent : 0%9:42 PM

Sent By : INGALL BULL

Option

: AOD Referral

& TSER-DEFINED:AQNDREF notification has been receiwved.

Set To Do Item to Reviewed
[ ] Reviewed

| Yiew Detail

Click on the blue View Detail button to review the complete referral.
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L OX
BusincssObjocts )

SAN MATEO COUNTY
BEHAVIORAL HEALTH AND RECOVERY SERVICES

TESTOMETEST (930000) Gender:
1245 BYE STREET - INFOSCRIBER TEST v
TEST
SAN MATECQ, CALIFORNIA 94403
AOD Client Referral - Achieve 180

Referral Date: 7/12,/2012 Treatment Level: Outpatient

Client must enroll in program on or hy: 7/31,2012 Referred To: Project 20

Referral Comments: The comments section if for capturing any information that is not covered in the
previous fields that may be important for providers to receive.

Social Worker: Ingall Bull PO Parole AgelsnD REFERRAL referral_comments (String)|

555-1212

Completed By: INGALL BULL on 7/13/2012

AOD Proof of Enroliment (Completed by Provider)

Once the Client arrives at the Provider’s program, the provider completes the AOD Proof of Enrollment
form. Pre-selected information will automatically flow into this form from the last referral on file. The
first page of this tab displays basic information about the referral. Click on the blue “Referral

Information” button for more information.

The first page displays the information contained in the original referral.
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&% AVPMTEST (LIVE) - TESTONE, TEST (000930000)/A0D Proof of Enrollment

Avatar PM o Awakar OWS Awatar M30

File  Edit

Favorites

Fage 1 ofZ E} w

o & & .

| TESTONE,TEST (000930000) Digte OF Birth: D6/0271 962, Sex: Linknown

Proof of Enrollment

Referral Date

071202012 :|

Client is to enrall by § Refarral Expires by

07/31/2012 :|

Cliert Marne
TESTOME,TEST
Referral Type
@ Achieve 180 22 BASN
0 Chaoices ) Pathways
O AB1D9 O Parole
O Child Protective Services 0 General Assistance
) Physician Referral ) Peer Program

Program being referred to

[ Free &t Last [ El Centra de Likertad
[ Asian American Recovery Services [ sitike

1 Palm Detox [ gerice League

[ Lating Cammission [ starvista

[ oHs Gccupational Health Service OeAART.

Lewel of Treatment referred to
2 Residential

@ Outpatient

) Day Treatment

) Soher Living Environment
2 Other

| Referral Information |

2 Adult Drug Court 2 Juvenile Drug Court
ol (2 DEJ

r Adult Probation 2 Juvenile Probation
F CAL-Warks 2} Ryan Yyhite

) Other

Praject 30

[ Qur Comman Graund

[ wamen's Recavery Association
[ Pyramid Alternatives

OART.

- EX

Complete

Chart Review 8740:SVBHPROD1 | 07/13/2012 11:50 AM

The report of referral information will look similar to the screen shot below:
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171 i [85% ~ BusifiessOblocts

SAN MATEQ COUNTY

BEHAVIORAL HEALTH AND RECOVERY SERVICES
TESTOMNE,TEST (930000) Gender:
1245 BYE STREET - INFOSCRIBER TEST e
TEST
SAN MATED, CALIFORNIA 94403

AQD Client Referral - Achieve 180
Referral Date: 7/12/2012 Treatment Level: Outpatient
Client must enroll in program on or by: 7/312012 Referred To: Project 50
Referral Comments: The comments section if for capturing any information that is not covered in the
previous fields that may be important for providers to receive.
Social Worker: Ingall Bull PO Parole Age1AoD_REFERRAL,referraI_comments (String)|
555-1212

Completed By: INGALL BULL on 7/13/2012

| *

&
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On page 2 of “AOD Proof of Enroliment”, document the Date and Status of the enroliment. Use the
enrollment comments to document any information about the enrollment that should be
communicated back to AOD Staff.

&% AVPMTEST (LIVE) - TESTONE, TEST (000930000)/A0D Proof of Enrollment
Ele Edit Favorites Avatar PM Awatar CW3 Avabar MSO

ﬁ Page Zof 2 Eﬁ ﬁ @7 c@'

| TESTONE,TEST {000930000) Diate Of Birth: 05/08/1 962; Sex: Unknown

Proof of Enrollment

ENROLLMENT INFORMATION
Erralment Date Erralment Status

07132012 ‘E E = ® Enrolled ) Mot Enralled

Enrolment Comments
ze the enrollment comments to document any information about he enrollment that should be W

conmunicated back to AOD Staff

Select AOD Staff and Finalize (Uncheck yourself from List / You will not be ahle to edit this form once saved as Final)

Send To Draft { Final (Motification only sent with Final)

INGALL BULL [« | ® Draft O Final
[] JEANNMINE MEALEY E
[ JORGE MONT2 =
Complete
Chart Review 3092:SVBHPROD1 | 07/13/2012 11:25 AM

In the field “Send To”, select the recipient.

In the field “Draft / Final”, selecting Draft will save the form in its current state and will NOT send
notifications to any provider. Saving an AOD Proof of Enrollment as Draft means you want to return to

the form to edit it before sending the referral.

In the field “Draft / Final”, selecting Final will save the form when you click on the “Submit” icon and the
people selected in the “Send To” field will be notified. You will not be able to edit this document after

this point.

Once the form is saved as Final, the selected recipient(s) will receive a To Do List notification.
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The referral

recipient will double click on the To Do list item for more information.

e =

b Sent: Tuesday June 19, 2012
b Sent: Thursday July 5, 2012
I Sent: Tuesday July 10, 2012
b Sent: Wednesday July 11, 2012
b Sent: Thursday July 12, 2012
¢ b Sent: Friday July 13, 2012
P 11:15 AM ACD Referral TEST TESTONE (000930000) & USER-DEFINED: AODREF natification has been received, Sent By: INGALL BULL

> |1 1:31 AM AOD Proof of Enrollment TEST TESTOME {000230000) & USER-DEFINED: AODREF notification has been received. Sent By: INGALL BULL

My To Do List

From “View Details” in the To Do List, the report of referral information will look similar to the screen

shot below:

SAN MATEO COUNTY
i BEHAVIORAL HEALTH AND RECOVERY SERVICES

£

TESTOME, TEST (930000) Gender:
1245 BYE STREET - INFOSCRIBER TEST
TEST

SAN MATEOD, CALIFORNLA 94403

AQD Client Referral - Achieve 180
Referral Date: 7M2/2012 Treatment Lewvel: Outpatient
Client must enroll in program on or by: 7A31/2012 Referred To: Project 90

Referral Comments: The comments section if for capturing any inform ation thatis not covered inthe
previous fields that may be important for providers to receive.

Social Worker: Ingall Bull PO/FParole Agent :
855-1212

Completed By: INGALL BULL an 701242012

Proof of Enrollment

Date: 7H1372012 Enrallment Status: Enrolled
Enrollment Comments: Usethe enmliment comments to document any inform ation aboutthe enrollme nt th at
should be communicated back to ADD Staff

Completed By: INGALL BULL on 713202012
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AOD Proof of Discharge (completed by Provider)

This form is used to document when the client is discharged from your program. Clicking on the blue
“Referral Information” button will give you more information about Referral and Enrollment
Information. Fill out as much information as you have regarding the client’s discharge. On Page 1, the
fields at the top of the form are filled in automatically. In the “Discharge Information” section, the fields
“Date of Discharge” and “Discharge Status” are required.

&% AVPMTEST (LIVE) - TESTONE, TEST (000930000)/A0D Proof of Discharge X
File Edit Favorites Avatar PM Avakar OWS  Awatar M5O

Page 1 of 2 E} m @7 @p & Ay

| TESTONE,TEST (000930000) Date Of Birth: 05/08/1 962, Sex: Unknown |

Proof of Discharge

Referral Date Enrallment Date

071202012 E :| 07352012 E :|

[TESTONETEST

Referral Type

® Achieve 180 2 BASN 23 Adult Drug Court 2 Juvenile Drug Court
O choices ) Pathways 2 ou ) DEJ

2 AB109 ) Parale 2 Adult Probation 2 Juvenile Probation
2 Child Protective Services 2 General Assistance O CALWOrkS 2 Ryan White
 Physician Referral 7 Peer Program O Other

DISCHARGE INFORMATION
Date of Discharge Discharge Status

07132012 r_sl = @® [Completed Program

) ReferredTransferred to Another Program
) Did Nat Complete Program

I Free At Last ] El Centra de Libertad [ Project 90

[ Asian American Recovery Services [ sitike [ our comman Graund

[ Palm Detox [ service League Owaren's Recavery Association
[ Latina Commission [ starvista [ Pyramid Alternatives

[] OHS Occupational Health Service O BAART. JART.

-

Complete

Chart Review || a180:svBHPROD1||07/13/2012 11:55 AM
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On Page 2, the only required field is “Draft/Final Status”. On Page 2 you can enter the number of

positive and negative urinalysis results. In addition, the “Discharge Comments” field provides room to
communicate any additional important discharge information to AOD staff. Be sure to select a recipient,
select “Final” and submit the form. The AOD staff selected in the “Send To” field will be notified of the

discharge.

@ AVPMTEST (LIVE) - TESTONE, TEST (000930000)/A0D Proof of Discharge

Favorites  Awvatar PM - Avakar CWS Awatar MSO

File

ﬁ Fage 2 of 2

Edit

COX)

| TESTONE,TEST (000930000) Date Of Birth: 05/08/1 962; Sex: Unknown

Proof of Discharge

| # of Megative LA ResLlts 3

# of Positive LA Results

o
Discharge Comments

Document any information ghou the client discharge in this spaced

Select AOD Staff to Notify and Fianlize (You will not be able to edit this form after it is saved as Final)

Draft f Final (Motification only sent with Final)

Send Ta
® Draft ) Final

INGALL BULL
] JEANMINE MEALEY
[] JORGE MONTZ

(M|

_

Complete

Chart Review 9180:SVBHPROD1 | 07/13/2012 12:04 PM
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Referral Tracking Report (for AOD Use Only)
This report will track the status of all of the referrals in the system for all AOD clients.

i AOD Referral Status. rpt EE}@
il | 15 o o9 [93% BusivessOnjocts

Preview I

Ay
f St SAN MATEOQO COUNTY
3 BEHAVIORAL HEALTH AND RECOVERY SERVICES
AOD Referral Status

REFERRALS FOR THE WEEK OF: 7/8/2012

Referal Date PATID Name Provider Expires Enrolled Status Discharge Status
7i8/2012 930000 TESTOMNE, TEST Free At Last 8/7/2012 7/8/2012  MNotEnrolled 7110/2012 Did Mot Complete Program

7/8/2012  MNotEnraolled T/12/2012 Completed Program
711172012 Enrolled

71212012 830000 TESTONE,TEST Project 80 7/31/2012 7132012 Enrolled 7132012 Completed Program
71812012 938747 FOOTERFRANK JR Service League 712212012 No Enroliment on File Mo Discharge on File
REFERRALS FOR THE WEEK OF: B/24/20112

Referal Date PATID Name Provider Expires Enrolled Status Discharge Status

B/2B/2012 930000 El Centro de Libertacl 702012 6/26/2012  Enrolled Mo Discharge on File

Client Referral Tracking (for AOD and Provider Staff) (not created yet)
This report will allow staff at agencies to view the referral status of clients referred by AOD to their

agency. AOD Staff will be able to run this report for any client. Provider Staff will be restricted to clients
they are currently serving.

E. MCE Authorization Request/Approval

The MCE authorization process is managed within Avatar. The process is initiated by the client’s
treatment team/agency using the form “MCE Authorization Request”.

Path: Avatar CWS = Other Chart Entry = Authorizations = AOD Authorizations = MCE Authorization
Request.

Because the authorization is related to a Client, you must have a client selected or select a client as the
first step.

The authorization is also related to a Client’s episode so the second step is to select the correct episode
for the Authorization.
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MCE Authorization Request Episode Selection

i Avatar - Loading MCE Authorization Request

Fage 1 of1 (1]
| |
MName: TEST TESTOME
1D 930000
Sex: Iale I
Date of Birth: 05/0&8/1992
Episode Program Start End
45 AD411201 EL CEMNTRO COASTSIDE OPT 07172012 O7120/2012
44 AD9952 WAITLIST PRCIECT MIMETY 071192012 07/19/2012
43 AD413201 PROJECT MIMETY RES GE 31 DAYS 0Siz1jzoiz
42 410421 SOUTH CO, TOTAL WELLMESS PROGRAM 06/05/2012
37 410405 FAIR OaksS INTERFACE 11j10f2011
36 410401 SOUTH COUNMTY ADLLT 104082011
51 007000 WESTWOOD MANOR. 03092011
25 410301 CEMTRAL COUNTY ADLLT 11415/2010
24 410101 NORTH COUNTY ADLLT 1111502010
23 410311 YOUTH TRAMSITION SERVICES 10J07 /2010
22 929401 CANYOMN OAKS YTH CTR-OUTPT 09/14/2010
21 991502 YOUTH ICT CHILD WELFARE 09/01/2010
20 9915842 YOUTH ICT - PRETO3 09012010
19 004200 CRESTWOOD REDDIMG IMD 057212010
17 929400 CAMNYOMN QAKS ¥TH CTR-RES, 0712712010
16 415506 BADEM TDS DAY TREATMENT 0ef01/2010
15 419000 SERRAMOMTE TDS QUTPATIENMT 06212010
14 410315 ACCESS FOLLOW-LR CLIMIC 06f28/2010

_

Chechking Security...

11148:SVBHPROD1 | 07/20/2012 02:48 PM

MCE Authorization Request Pre-Display
If the client has existing authorization requests, the next screen is a Pre-Display of previous authorization

requests for your episode. From the Pre-Display you have the option to ADD a new authorization, EDIT
an existing authorization, DELETE an authorization, or CANCEL out of the form.
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&4 AVPMTEST (LIVE) - TESTONE, TEST (000930000)/MCE Authorization Request

Fage 1 of 1

Pre-Display

Authorization Request Date

ADD Provider

Authorization Type

Data Enktry Date

07j20jz012

Free at Last

Initial Authorization

07202012

07j19jz012

Free at Last

Initial Authorization

07/19/z012

07 19/z01z

Free at Last

Initial Authorization

07/19/z01z

Add | | Edit | | Delete | | Cancel

_

Checking pre-display...

& 11148:SVEHPROD1 || 07/20/2012 02:48 PM

Authorization Request Information

The Authorization Request has one tab with three pages. On page 1 (see screen shot below), every field
EXCEPT “Secondary Drug of Choice” is required.

Authorization Request Date — enter the correct date.

Authorization Type — either Initial or Re-Authorization.

MCE Funding Source — either AB109 or County Funded.

MCE Insurance Verification — choose how you verified MCE coverage.
MCE Member ID # - enter number on card

MCE Eligibility Start Date — enter date coverage begins

MCE Eligibility End Date — enter date when coverage is ending
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e Level of Treatment — Indicate the correct level of treatment requested.

o Expected Discharge Date — if applicable, enter expected discharge date

e Requested Start Date — enter the authorization start date. For Re-Authorizations, the date is one
day after the expiration of the previous authorization.

4 AVP O D00930000)/A0D A s ation Regue m

File Edit Favorites Awatar PM Avatar CWS  Avatar MSO Help

Fage 1 of 3 E} m ‘; @? C@’ &

| TESTONE,TEST (000930000) Episode: 47 Date OF Birth: 05081 862; Sex Male

l/nuthurizatiun Request Information |

Luthorization Request Date Autharization Type
51 II| :‘ 2 Initial Authorization 2 Re-Authorization
MCE Verification
MCE Funding Source MCE Member ID # |
2 AB10M 2 County Funded
MCE Eligikility Start Date

MCE Insurance Werification ()| s

T
[ MCE Card Provided [ MCE match Report Q EI :I
[] Access Call Genter [[] HPSM website MCE Eligibility End Date

_ FE M A

Authorization Request

{Ifyou are subrmiting a "Re-Authorization” then the "Authorization Start Date" MUST be for the day after the last "Authorization End Date™)

Lewel of Treatment Expected Discharge Date
) Outpatient [ :
) Residential EI :I
@ Day Treatmant Requested Start Date
0 Medication Assisted Treatment E :l
) Petinatal Services Requested End Dats
) Detay ’7E :
I [ A
_
Complete

Chart Review 4916:SVBHPROD1|09/19/2012 01:12 PM

On page 2 (see screen shot below), every field EXCEPT “Secondary Drug” text box is required.

e Requested End Date — enter the authorization end date.

e AOD Provider — select your program.

e Medical Necessity — select one or more Medical Necessity criteria that apply to the client.
e Primary Drug of Choice — enter client’s primary drug of choice.

e Secondary Drug of Choice — enter client’s secondary drug of choice if appropriate.

e Authorization to release PHI scanned into Avatar? — select “Yes” or “No” as applicable.
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File Edit

{5’ Page 2 of 3 E} m ‘j @j .@’ &

0 D00930000)/A0D A 0 ation Reque k. |

Favaorikes  Awatar PM Awvatar CWS Avakar MSO Help

| TESTONE,TEST (000930000) Episode: 47 Date OF Birth: 05081 862; Sex Male

l/nuthurizatiun Request Information |

20D Provider

Prirnary Drug of Choice

2 Free at Last 2 El entro de Libertad ) Project 90

) Asian American Recovery Services ) Sitike ) Qur Comman Sround

) Palm Detox ) Sevice League ) WWomen's Recovery Association
0 Latino Commissian () Starvista ) Pyramid Alternatives

O BAART

Medical Mecessity

[] Evidence of Tolerance /Withdrawl [ Unsuccessful attempts to stop use

[] Significant ammount of time using AOD [] Unahle to fulfill major life obligations

[] Megative Consequences due to A0D Use [C] Sign. Family Hx of AOD uselproblems

[] Continued AOD use despite problems [] Cther ADD use symptoms

asutharization to release PHI Obtained [ Scanned into Avatar?

2 Yes 2 Mo

Secondary Orug of Chaice

_

Complete

Chart Review 4916:SVBHPROD1|09/19/2012 01:12 PM

On page 3 (see screen shot below), every field EXCEPT “Comments or Relevant Information” text box is
required

AOD Diagnosis — Abuse of — required for re-authorizations. Free text field. Enterin the
appropriate answer.

AOD Diagnosis — Dependency of — required for re-authorizations. Free text field. Enter in the
appropriate answer.

Client Attendance — select the radio button indicating appropriate answer.

Client Participation -— select the radio button indicating appropriate answer.

Treatment Goals Completion — select the radio button indicating appropriate answer.
Comments or Relevant Information — free text field to enter comments or information relevant
to the request.

Send To —select the recipient from the list. If the person you want to send the list to is not in the
list, submit a Help Desk ticket to request the person be added to your list.

Status — select Draft or Final. The recipient will be notified only after you save the form as Final
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AVP 0 D00930000)/A0D A 0 ation Reque k. |

File Edit Favorites Awatar PM Avatar CWS  Avatar MSO

{ﬂ Page 3 of 3 x m @7 q@, &

Help

| TESTONE,TEST (000930000) Episode: 47 Date OF Birth: 05081 862; Sex Male

l/nuthurizatiun Request Information |

AOD Diagnosis (Re-Authorization Only) Client Progress (Re-Authorization Only)
Abuse of Client Attendance
| | ) Excellent O Good i Fair i Poar
Dependency of Cliert Participation
| | i) Excellent ) Good i Fair i) Poar
Treatrnent Goals Cormpletion
0 Excellent O Good i Fair i Poar

Other Information

Cormments or Relavant Information f RE-AUTHORIZATION - Focus of Treatrment and Other Diagnostic Information

Notify AOD and Finalize Form {Notification Only Sent for Forms Set to FINAL)

Send To Status
[] CHUMRMY SEVILLA @ Draft ) Final
[ INGALL BULL
[] JEAMNMINE MEALEY
[] JORGE MONTOYA,
[[] LORRIE SHEETS

_

Complete

Chart Review 4916:SVBHPROD1|09/19/2012 01:22 PM

MCE Authorization Approval

The recipient of the Authorization Request will receive a notice in his/her To Do List. To review the

details, double click on the To Do list item.

e = ~——

My To Do List

b Sent: Tuesday June 19, 2012
b Sent: Thursday July 5, 2012
b Sent: Tuesday July 10, 2012
b Sent: Wednesday July 11, 2012
b Sent: Thursday July 12, 2012
¢ b= Sent: Friday July 13, 2012
P 11:15 AM ACD Referral TEST TESTONE (000930000) & USER-DEFINED: AODREF natification has been received, Sent By: INGALL BULL
> |1 1:31 AM AOD Proof of Enrollment TEST TESTOME {000230000) & USER-DEFINED: AODREF notification has been received. Sent By: INGALL BULL

———
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By double clicking on the blue “View Details” button in the To Do List, the report of referral information

will look similar to the screen shot below:

Ao 5,
f = SAN MATEO COUNTY
e BEHAVIORAL HEALTH AND RECOVERY SERVICES
g

TESTOME, TEST (930000) Gender:
12458 BYE STREET - INFOSCRIBER TEST o
TEST

SAMN MATEOD, CALIFORNLA 94403

AOD Client Referral - Achieve 180
Referral Date: 7THZ/2012 Treatment Lewvel: Outpatient
Client must enroll in program on or by: 70342012 Referred To: Froject Q0

Referral Comments: The comments section if for capturing any inform ation that is not covered inthe
previous fizldz that may be important for providers to recehe.

Social Woarker: Ingall Bull POJ/Parole Agent :
585-1212

Completed By: INGALLBULL on 7413452012

Proof of Enroliment

Date: 78352012 Enrollment Status: Enrolled
Enrollment Comments: Usethe enmllment comments to document any information aboutthe enrollment that
zhould be communicated back to ADD Staff

Completed By: INGALL BULL on 7M3/2012
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Before opening the MCE Authorization Approval form, make sure you have the client selected. When
the form is opened, if the Client has more than one episode for your program, step one is to select the

episode for the authorization (see screen shot below).

Highlight the correct episode and click on the blue “OK” button at the bottom of the window.

i Avatar - Loading MCE Authorization Approval

FPage 1 of 1

Name:
ID:
Sex:

Episode Selection

TEST TESTOME
Q30000
Male

Date of Birth: 05/03/1992

Episode Program Start End
45 AD411201 EL CEMTRO COASTSIDE OPT 071742012 072002012 -
44 AD993Z WAITLIST PROJECT MINETY 07ilafz012 0712012
43 AD413201 PROJECT MIMETY RES GE 31 DAYS 05/21f2012
42 410421 SOUTH Co, TOTAL WELLMESS PROGRAM 060512012
41 410700 SMMC INPATIENT 0S5i04§2012 05/3102012 =
40 QA0300 ACCESS CALL CENTER ICI 040242012 040902012
39 Q29406 CANYOMN OAKS DY TREATMEMT 04/09f2012 041972012
35 417000 COASTSIDE ADULT 1211502011 040712012
37 410405 FAIR OAKS INTERFACE L2011
36 410401 SOUTH COUMTY ADULT 10/0&/z011
39 410205 PEMINSULA HOSPITAL IMPATIENT 0443002011 05062011
34 410205 PEMINSULA HOSPITAL INPATIEMT 06f28/2011 07/01j2011
33 410205 PEMINSULA HOSPITAL INPATIEMT 06132011 062312011
32 415600 HAWTHORME HOUSE 0500272011 05/0572011
31 007000 WESTWCOD MAMNOR 03022011
30 410103 NORTH COUMTY ¥OUTH 02182011 02/18/2011
29 4103504 ¥OUTH CASE MAMNAGEMENT L2fz7iz010 03092011
28 410702 SMMC PES 11192010 11/20/2010
27 920103 CAMINAR REACH L7z010 111772010
£ 411 100 %7l ITH SFRYTEES CEMTER 1152010 A Aeath] 1=

Chechking Security...

4616:SVBHPROD1 | 07/20/2012 02:51 PM

AOD INTRO LAS20120712_v11.doc

Page 130



If the client has existing authorization requests, the next screen is a Pre-Display of previous authorization
requests for your episode. From the Pre-Display, select the authorization to review for approval and

select the blue EDIT button at the bottom of the window.

&4 AVPMTEST (LIVE) - TESTONE,TEST (000930000)/MCE Authorization Approval

Page 1 of 1 Y i ]

Pre-Display
Authorization Request Date Authorization Type
o7 f20fz012 Initial Authorization

Add | | Edit | | Delete | | Cancel

_

Checking pre-display...

4616:SVBHPROD1 || 07/20/2012 02:51 PM
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Information on the first tab “MCE Authorization Request Information” is a display of information
contained in the Authorization Request. Review the information on the two pages of this tab.

MCE Authorization Approval, Page 1 of 2

AVP 0 D00930000)/A0D A 0 ation Approva k. |

File Edit Favorites Awatar PM Avatar CWS  Avatar MSO Help

Page 1 of 2 E} x m gj C@ ]

| TESTONE,TEST (000930000) Episode: 47 Date OF Birth: 05081 862; Sex Male

l/ 1. MCE Authorization Request Information ﬁ

Authotization Request Date Lewel of Treatment
= z O Outpatient
| T - utpatien
T o T II' :‘ ) Residential
AR (e N 2 Day Treatment
2 Initial Authorization 2 Re-Autharization © Wedication Assisted Treatment
MCE Funding Source (2 Perinatal Services
(0 ABT04 ) County Funded 2 Detox
0D Provider
) Free at Last ) El Centro de Libertad ) Project a0
) Asian Ametican Recovery Senvices ) Sitike 2 Our Cammon Graund
) Palm Detox ) Sevice League 2 Wiomen's Recovery Assaciation
2 Latino Cammission ) Starvista ) Pyramid Alternatives
O BAART.
Requested Start Date Requested End Date

= & = = ] =

Medical Mecessity

[] Evidence of Tolerance /Withdrawl [ Unsuccessful attempts to stop use
[ significant ammaunt of time using A0D [ Unable to fulfill majar life obligations
[ Megative Consequences due to AOD Use [ Sign. Family Hx of A0D useiprablems
[ Continued A0OD use despite prablems [] Other A0D use symptams

Complete

Chart Review 9684:SVBHPROD1| 09/19/2012 01:23 PM
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MCE Authorization Approval, Page 2 of 2

L L) D009 30000 AL L) A 0 atio L

DProYa ™
File Edit Favorites Awatar PM Avatar CWS  Avatar MSO Help
Page 2 of 2 p m @j @9
& P &
| TESTONE,TEST (000930000) Episade: 47 Date Of Birth: 05/08/1962; Sex: Male
l/ 1. MCE Authorization Request Information [ Z. Authorization Approval |
Expected Discharge Date Secondary Drug of Choice
] =
Primary Drug of Chaice authaorization to release PHI Obtained [/ Scanned into Avatar?
0 Yes 2 Mo
AOD Diagnosis (Re-Authorization Only)
Abuse of Dependency of
Client Progress {(Re-Authorization Only)
Clignt Attendance Treatrnent Goals Cormpletion
(0 Excellent ) iGood 2 Fair i Poor O Excellent O Good ) Fair ) Poor
Clignt Participation
{0 Excellent 3 Good 2 Fair 2 Poar
Cormmnents ar Relavant Infarmation [ RE-AUTHORIZATION - Focus of Treatrment and Other Diagnostic Infarmation
Iy
Complete
Chart Review 9684:SVBHPROD 1| 09/19/2012 01:23 PM
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Authorization Approval tab - Based on the information submitted for the Authorization Request,
complete the Authorization Approval. See screen shot below.

Fields to Complete
e MCE Insurance Verification — May pre-populated with information from provide

e MCE Start Date - May pre-populated with information from provide
e MCE End Date - May pre-populated with information from provide

e MCE member ID - May pre-populated with information from provide
o Level of Treatment being authorized

e Approval Status

e Authorization Number — Automatically generated by Avatar

e Start Date

e End Date

e Comments

Authorization Approval, Page 1 of 2
AVP 0 0009230000 : 0 ation Approva i |
File Edit Favorites Awatar P Awatar CWS Awvakar M5O Help

Page 1 of 2 E} @ gj C@ (e} oy

| TESTONE,TEST (000930000) Episode: 43 Date OfBirth: 05/08/1199%; Sex Male

r MCE Authorization Request Information h’ Authorization Approval |

MCE Insurance Yerification
MCE Insurance Yerification MCE Start Date
L] MCE Card Provided [] MCE Match Report E EI :l
[l Access Call Center [] HPSM Wehsite
MCE End Date
MCE Mermber D # | | r—'°1 =
Authorization
Lewel or Treatment Being Authorized
2 Outpatient ) Residential 0 Intensive Outpatient
i Medication Assisted Treamtrnent ) Petinatal Serices 0 Detox
Lpproval Status Start Date
2 Approved ) Denied 2 Modified E :l
Authorization Nurmber 4 End Date
= =
B ] 4
Comments
i
Complete
Chart Review | 4616:5vBHPROD1 | 07/20/2012 02:52 PM
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On the second page of the Authorization Approval tab, select the recipient of the authorization action
and select whether to leave the authorization in Draft or Final.

If you select Draft, you expect to return to the form to complete it. No notification is sent to the
selected recipient.

If you select Final, you have completed the authorization. The notification is sent to the selected
recipient and the authorization can no longer be edited.

Authorization Approval, Page 2 of 2

0 D00930000)/A0D A 0 ation Approwva k|

File Edit Favorites Awatar PM Avatar CWS  Avatar M30 Help

L rorer: 5 ) & o

| TESTONE,TEST (000930000) Episode: 47 Date Of Birth: 05/08/1962; Sex: Male

[ 1-MCE Authorization Request Information | 2. Authorization Approval |

Finalize Approval

Send To Status

[C] CHUMMY SEVILLA ® Draft ) Final
[] INGALL BULL

[] JEANMINE MEALEY
[[] JORGE MOMTOYA,
[[] LORRIE SHEETS

_

Complete

Chart Review 9684:SVBHPROD109/19/2012 01:26 PM
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F. Group Registration and Group Member Assignment

You register counseling groups and assign members to the group to track group membership and
attendance.

Path: Avatar PM = Appointment Scheduling = Group Management = Group Registration

Using the Select Group Screen for a New Group

When you select the Group Registration command, the first screen you see is the Select Group screen,
as shown in the following figure. This is where you begin the process to register a new group or update
an existing group. If Avatar does not find the group name, as shown in the following figure, you proceed
to create the new group.

NOTE: Groups with similar names may appear in the Select Group list at the bottom of the screen. Make
sure your new group name is unique before you start the new group. Within the Group Name, include
your System Code (e.g. “EC” for El Centro, “P90” for Project Ninety), day(s) the group meets, and a short
descriptive title. For example, a group that meets every Thursday afternoon at Star Vista for Parents in
Recovery would be named “SV THURS PARENTS IN RECOVERY”.

A IMPORTANT

You must enter the group name in all caps in order for it to carry over to the Group Registration screen.
If the group name is not in all caps in the Group Registration screen, when you click the Submit icon,
Avatar displays an error message asking you to enter the group name.

Select Group

Group MamefID# Alternate Lookup
[MOTHER'S SUPFORT GROUF | (W |

b Alternate Lookup Type
Select Group NamenD# Search | = |

‘A AVPMTEST (SAMPLE) - Lookup

® Mot found.
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Assigning a Group ID Number

When you begin creating the new group, Avatar offers to auto assign the next group ID number. Click on
the blue “Yes” button.

-~ ~ Group

Auto Assign Mext ID Mumber?

Yes ‘ ‘ Ho

Group Registration Tab
This is where you register the group name and the date the group is created.

@

5. AVPMTEST (SAMPLE) - NEW Group (000028)/Group Registration [Z]\El[g]-
File Edit Favorites Awvatar PM Help
E L ] %
ﬁ Page 1 of1 m m @7 c@y (] y
| Hew i28) |
rGruup Registration r Group Member Assignment |
Group Mame Group Registration Date
A— [MOTHER'S SUPFORT GROUF | | oort7rzos | [ ] = B
FIELD DESCRIPTION
A) GRour NAME THE GROUP NAME MUST BE IN ALL CAPS.
B) GROUP REGISTRATION THIS IS THE DATE THE GROUP IS CREATED.
DATE
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Group Member Assignment Tab

Once you enter the group name and registration date, you are ready to add members to the group. You
use a multiple entry table to add clients to the group and to specify the episode number to which the

client’s group sessions will be billed.

r

B AVPMTEST (SAMPLE) - NEW Group (000028)/Group Registration

File Edt Favorites  Awatar PM

< | ] Fage 1 of1 [ |l>

New (28)

|/Grnup Registration r’ Group Member Assignment ‘

& ®

A— Group Member Assignment
Client: |Episode Mumber ‘Group Assignment Skart Date |Group Assignment End Date
MARICRAN, MARIORIE (437) |t j03/17}2003 |o317/2009
Add New Item ‘ | Edit Selected Item | | Delete Selected Item
|C"9m Episode Number [Episode # 1 Admit: 0713 ¥ B
hiARJORAR
| [_Process search_| Group Assigniment Start Date
® Name/ID Mumber ) Social Security Mumber ogizizo0s | ] [v] = C
8 Eac.\my(ér:.antl\llgmber ggl'asd Group Assignment End Date D
nigue Clier oundex ’7 _
3 Claim Murnber 03172019 E ’E :‘

| MARJORAM MARJORIE (4373

|

FIELD

DESCRIPTION

A) GRoUP MEMBER ASSIGNMENT

A CLIENT MUST HAVE AN ACTIVE EPISODE TO BECOME A
GROUP MEMBER.

B) ErisoDE NUMBER

CHOOSE THE EPISODE TO WHICH THE BILLING WILL BE
ASSIGNED.

C) GROUP ASSIGNMENT START
DATE

THIS IS THE START DATE OF THE CLIENT’S ASSIGNMENT
TO THE GROUP.

D) GRouP ASSIGNMENT END DATE

THIS IS THE END DATE FOR A SELECTED MEMBER’S
PARTICIPATION IN THE GROUP. YOU MIGHT ENTER A
DATE HERE FOR A CLIENT WHO IS ATTENDING A COURT-
MANDATED THERAPY GROUP THAT MUST BE COMPLETED
WITHIN A SPECIFIC TIME FRAME.

Adding a New or Removing an Existing Permanent Group Member

If a client wants to join a group on a full-time basis after the group is created, go back into Group

Registration and add the person via the Group Member Assignment tab.

If a client wants to permanently drop out of a group after the group is created, go back into Group

Registration and delete the client via the Group Member Assignment tab.
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Printing a Group List

See the Quick Reference Guide—Registering Therapy Groups for the procedure for printing a roster.

Task

Procedure

Menu Path—Print the List of
Group Members

Avatar PM— Appointment Scheduling— Group
Management— Group Member Listing

Printing a Roster

1.

v ok~ w N

© 0 N o

10.

Choose Avatar PM—Appointment Scheduling—Group
Management— Group Member Listing from the Menu
Frame.

Click the Individual radio button.
Conduct a Process Search to locate the group.
Click the Process icon on the Option toolbar.

When the roster appears, click the Print button at the
bottom of the screen.

When the Print dialog box appears, click the Print button.

When the Printing Complete message appears, click OK.

Click the Stop/Dismiss button at the bottom of the screen.

When the Option Return message appears, click Yes.

Click the Close icon on the Option toolbar to close the
window.

AOD INTRO LAS20120712_v11l.doc

Page 139



Section 14: AOD Chart Review

A. How to Find the AOD Chart Review Screen

The blue title bar of the client window below shows that this is the Face Sheet report window. On the
bottom left section of the window is the Face Sheet and on the bottom right in light blue is Chart
Review. When you click on Chart Review it becomes dark blue and is active. Chart Review will always
appear at the bottom right hand side when another document gets opened in any window you are
working in. Any client related report or form that you open will bring up the Chart Review screen.

You can switch between screens.

Face Sheet Report window

= AVPMTEST (SAMPLE) - APPLE ,ADAM (000D000390)/Face Sheet

J Eil=  Edit  Favori tes Awvatar PP Avatar WS Help
~ e
ﬁ FPage 1 of 1 Ej> Eﬁ m <@> '5 o
(&= A
| APPLE,ADAM (0D00D0390) Client's Home Phone: 650-256-8466; Date Of Birth: 01/01/1 954, Sex Male |
| Face Sheet |
Select Client Select Episode Murmber
| | Process search | || ~]
JEpisode # 1 Admit: 07/06/2008 Discharge: NOMNE Frogram: 410101 NORTH COUNTY ADULT ]
@ Mame/D Mumber l=] TaT T AT
21 Facility Chart Murmber 0 Alias
3 Unigue Client ID 0 Soundex
2 Claim Mumber
|[aPPLE,ADAM (3803 -
|| option |
Complate
B i Chart Rewiew

You can also Launch Chart Review as stand alone function without having to first open another option!
The Menu Path is CWS-» Reports—> Chart Review. You can also Right click on a client either in “My

Caseload” or “My Session” and select Chart for Chart Review.

From Chart Review, you can exit the screen by clicking on Dismiss.

My Caseload (7) 2
. - @ ISLA BARAS (000000007]
RIGHT click on the client’s ® EC BERRY (000000006)
. . A ERIC BERTHOLD (00000000
name in either My Caseload :

A BlEX CAREY (D0@OO0001])

. & MARTIMN SUERRERC (00000
or My SeSSIon . & JEHHY MARTIM (QO000000s, 2::::: zr:MS :
& KAREN SMITH (OgO0000027
A , You can select Chart
fivatar MSO > Review from this Pop
Zhart —
\ Session = \ Up

& Client
A ERIC EERTHPLD [000000004)
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B. Information in the Chart Review Screen
Chart Review shows a quick view of the client’s entire chart. You can view episodes of treatment and
finalized documents within the episodes. Documents for release get printed from Chart Review.

* Abstracts: These are reports that pull together information from multiple areas of the Avatar system.
A report from Abstracts will include all information and companion documents. For example,
Assessment includes MSE, Diagnosis, LOCUS, Substance Abuse Assessment if indicated- all will show for
date selected.

* Client Level Documents: These are forms connected only to a client, not any particular program or
episode.

* Episodic Level Documents: Episodes are displayed by episode number, admit and discharge dates, if
the episode is open then the discharge date will display “NONE”. Episodic documents include treatment
plans, ASI, and diagnosis.

C. Chart Review Screen Shot

Abstracts are reports that pull

together information from multiple
areas of the system. We have added
new assessment reports that will pull
all of the assessments on file for a
client in reverse chronological order.
This will eliminate the need to search
through the episodes for the
assessments on file. These reports
also include all of the information in

TESTONE, TEST (000930000)

art Review
o b Abstracts

b ASSESSMENTS Adult (All
I ASSESSMENTS Child [ Youth (All)
I ASSESSMENTS P.LN. (Al

| ASSESSMENTS Pre to 3 Admission
I Call Intake History
= Diagnosis

| 3
= Progress Motes .

« Episode # 38 Admit: 12/15/2011 Discharge: NONE  Program: 417000 COASTSIDE ADULT the assessment and the companion
© Episode # 37 Admit: 11/10/2011 Discharge: NONE  Program: 410405 FAIR OAKS INTERFACE documents.
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Chart Review

TESTONE, TEST (000930000)

® Chart Review

o= = Abstracts
b To Do Lj

({Abnormal Involuntary Movement Scale)

BHRS Client Relationships

b CALOCUS

b Care Coordinator

I CONSENTS Application for Services/Consent to Treatment

I COMNSEMTS Authorization for use or Disdosure of PHI

- Day Treatment Authorization Approval

I ICI Contacts Note

I Initial Contact Screening (ICI)

stance Use Assessment

I Episode # 38 A - ischarge: NONE Program: 417000 COASTSIDE ADULT

b Episode # 37 Admit: 11/10/2011 Discharge: NOME Program: 410405 FAIR. OAKS INTERFACE

I Episode # 36 Admit: 10/06/20 11 Discharge: NOME Program: 410401 SOUTH COUNTY ADULT

b Fnisnde # 35 Admit: 04302011 Nisrharae: N5/M6/2011 Proaram: 410705 PFNTNSLT A HOSPTTAI TMPATTFNT

Chart Review Screen, continued

|+ Episode # 26 Admit: 11/15/2010 Discharge: 05/26/2011 Program: 411100 YOUTH SERVICES CENTER
¢ b= Episode # 25 Admit; 2010 Discharge: NONE ~ Program: 410301 CENTRAL COUNTY ADULT
mission Assessment
ADULT Annual [ Update Assessment
© ADULT Spedial Assessment
I BHRS Client Treatment and Recovery Flan
= BHRS Diagnosis
© CHILD [ YOUTH Admission Assessment
© CHILD / YOUTH Annual / Update Assessment
© CHILD / YOUTH Special Assessment
|+ Contractor Treatment Plan
| Diagnosis
© Managed Care Authorizations
© Medication Recondiiation
© PRETO 3 Admission Assessment
ogress Note Viewer
= Trans :
= Episode # 24 Admit: 11/15/2010 Discharge: NONE Program: 410101 NORTH COUNTY ADULT
|+ Episode # 23 Admit: 10/07/2010 Discharge: NONE Program: 410311 YOUTH TRANSITION SERVICES

D. How to Open and View Chart Review Documents

CLIENT LEVEL

Client Level forms are not associated
with any particular program or
episode; they are connected only to
the client.

EPISODE LEVEL

Episode level documents include
Treatment Plans, Assessments,
Diagnosis and others.

e A green triangle by a document means there is more information.

e A small circle means there is no information.

e Clinical documents now have “print ready” reports associated with them.

e Inthe DOCUMENTS Section of Chart Review, you can view documents that have been scanned
into the client’s Avatar chart. The DOCUMENTS Section is located below Abstracts and the “To
Do” List when the Chart Review window opens. Double click on DOCUMENTS- you can select to
view: All Documents (A very long list, documents not sorted by date or type); All Form
Categories (Documents are listed by category); or All Forms (Documents by form name in alpha

order, a very long list).

/\ I this feature DOCUMENTS, does not work, you can go to the Avatar Clinical Document Viewer
(Section 19) so you can search for and view scanned documents.
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Section 15: Scanned Documents

A. Scanning and Importing Documents

Avatar provides Point of Service (POS) scanning and document importing, which is scanning on demand.

POS indicates that you can easily scan documents into Avatar just at the time you need to.

Scanning client episode-related documents into Avatar assures that key clinical information can be
electronically shared throughout the organization. It eliminates the cost of managing and storing paper-
based records, and it improves client quality of care by providing access to one comprehensive source of
client information, the electronic health record.

The following list provides examples of documents that you would typically scan into Avatar.

Assignment of Benefits
Insurance Cards
Driver’s Licenses
Adolescent ASI
Consent Forms

Signed Client Treatment Plans

Menu Path: Avatar CWS—Document Management—POS Scan

DOCUMENT IMAGING AND ARCHIVING — POS WINDOW

Use this window to describe the document you are scanning or importing.

AOD INTRO LAS20120712_v11l.doc

Page 143



File
A ScanfImport 1o
B \ Client
Type:
\ \ |client |
C Client
N\ | [eriEaoan =] B
Episode:
D | Episock # 7 Admi - 0706200, ~ |
N\
\Document
E \ Origination Dake:
\ 11/11/2009 v}
Forrin:
]App Far Sves & Consent to Treell
Description:
"\
G \ § Scan |
Impork |

FIELD/BUTTON | DESCRIPTION

A) Type Select Client from the dropdown list to view documents related to a specific client or
select Staff to view documents scanned by a particular staff member.

B) Client Type the last name of the client whose record you are attaching the scanned document
to and tap [Enter] to retrieve the full client name. If there is more than one client with
the same last name, use the dropdown list to select the correct client.

C) Episode

A IMPORTANT

Make sure you select the correct episode to scan these documents into. ALL documents
will be scanned or imported into an Episode.

D) Origination

The Origination Date is the date of the document. If a document requires signatures of

Date both the clinician and the client and the client signs at a later date than the clinician, the
date of the clinician’s signature is the document date.
E) Form e
IMPORTANT
Select the category that matches the type of document you are scanning. Choosing the
correct form category is essential to allow others to retrieve the document in the future.
F) Scan Click the Scan button to begin the scanning process
G) Import Click the Import button to import a document
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Scanning Documents

Clicking the Scan button in the Document Imaging and Archiving — POS window displays the dialog box

shown in the following illustration. Clicking the Scan button in this dialog box begins the scan.

NOTE: The document should be face down in the scanner.

. TWAIN Driver (32)

o1 2 3 4 & & 7
IIII|IIII|IIII|IIII|IIII|IIII|IIII|IIII|II

mmﬂmuhmm_a
R T TR ERRTTATII

S

i

14

Scanning Areal inch |

\ Left: 0.000 Top: 0.000
“wiidth: a.500 Length; |11.000

Freview |

Claze | Reset |

Image Scanner: fi-61304d) #2 Browsze...
Setting Files: |DD : Current Setting j Config...

Besolution Scan Type:
300 = 300 j ADF [Front Side] ﬂ
j . Paper Size:
I Predefine ‘ Letter [2.5:11in) j
r [ Enable Multi Image
Front ] r
Image Mode: Brightness:

Black & white

|
Black Avfhite: Threshold:

|5itatic: Threshold | -i 128
LContrast:
g

Jr—

Advance...

Tt driver. Press [F1] ke to show help.

Optior... | Help | About... |

D ata Size about: 1.1MB
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When the scan is complete, you see the scanned document displayed in the Document Imaging and
Archiving — POS window. Verify that the quality of the scan is readable.

Avalar Dacumen! Imaging and Archiving - POS

oF sy ; _
Type: fﬁ San Mateo County Behavioral Health and Recovery Services
— =l g APPLICATION FOR SERVICES AND
T T CONSENT TO TREATMENT
Eplsods: Confidential Patient Information:
EpEode 4 T Ao ; OTDEI00, - See California Welfare and Institutions Code Section 5328
Document [Client Name:  APPLE ADAM DO 1/1/1884
Crighnaton Date: |Socza| Security # 555-12-1234 MH Record # 390
e -
Forni; - -
|—|C I, hereby make application for myself, or my minor child, to receive care and treatment
Epplae By to Treg = wvoluntarily from San Mateo County Mental Health Services

Description:

1 understand that such care and trealment may consist of an evaluation process, mental
A health services, case management, and, in some instances, medication
It uu,», 1pphmnn is accepted, San Mateo County Mental Health Services is authorized to

B§ ibed above. Such consent, however, does not

\ waive my :n\ul rights; | resenve lns- right to decline treatment against medical advice.
C L 1 further d that | have the continuing right to an ion of the tobe
\ Serve File Lo Avatar administersd, and that | may address complaints about services to Mental Health
\ Advocacy Services, B00-388-5188. | further understand that my records are confidential
SR8 DooE under Federal and State law, and will not be released 1o outside individuals or agencies
withaut my expressed written authonzation However, | realize that certain information may
be releasad without my ion undar £l in the: Mental Health

Natice of Privacy Praclices.

| hawve read the above and | agree to accept reatment for myselfimy child, and | further
agree to all conditions set forth herein, | acknowledge that | have received a copy of this
agreement.

PN Arele

ClientiParant of Guardian Date 10/21/2009 -

Page 1 |
——

Tistart. B £ & | Mweelo. | £ raopks.. | B arsero.. — o, | . S EE T &R e

BUTTON DESCRIPTION

A) ADD PAGE TO USE THIS FEATURE IF A PAGE IS MISSING FROM A DOCUMENT, IF A PAGE IS

CURRENT DOCUMENT | DAMAGED DURING THE SCANNING PROCESS, OR IF THE SCANNED IMAGE OF A
PAGE IS POOR QUALITY.

B) SAVE FILE TO USE THIS BUTTON TO SAVE THE SCANNED DOCUMENT INTO AVATAR.

AVATAR

C) CLOSE DOCUMENT | IF THE SCANNED DOCUMENT QUALITY IS POOR, CLICK THE CLOSE
DOCUMENT BUTTON AND RE-SCAN THE DOCUMENT.

B. Viewing Scanned Documents

Avatar allows any authorized user to search for, view and print scanned documents.

C. Understanding the Clinical Document Viewer Window

e Path: Avatar CWS — Document Management — Clinical Document Viewer

e Access: Any BHRS staff member can access Clinical Document Viewer. However, some documents,
such as HIV status, are restricted to certain staff only.

Clinical Document Viewer has 2 tabs:

e Screen Shot of Clinical Document Viewer Tab 1 — Search
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AVPMTEST (SAMPLE]) - Clinical Document Viewer |
File Edit Favorites Awvatar PM Awvatar OWS Help

Document Viewer

Select Search Criteria

—_— Select Type: | Client - Program: [] San Mateo Medical Center
[ Test program

| Select all or Individual Client: Al ) Individual
— Select Clienk: ﬂ.F'F'LE| | - | Episode: - & E
APPLE ADAM (300}
APPLE,PEAR B {255)
> User: | | - |
Dacument Status: [ZI Final Document Source: [ pog Scan / Import -
[CJ Void [[] Batch Scanning Module

[C] web Service API
[_] Document Routing

Document Origination Date Start End

Form Selection Form Restrictions Include Exclude
() Entire Chart Da Mok Print ] 0]
) Legal Medical Record Do Mok Releass ] [C)
w4 ) By Categories | Forms _ archived Documents (] [0}

F [process |[ oo |

(B () oocurent vemer AN

Complete
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e Tab 1: Search Tab (A)

« Select Type of Search: Select Client for documents related to this client or Staff for documents
scanned by specific staff. (B) Then Select All (scanned by all staff) or Individual Client (C).

. Select Client: Enter a few letters of the client’s name, if more than one name appears click to
make it populate the select client field (D).

. Episode: Select a specific episode or to see all documents for this client, select ALL (E) is pre
selected.

« Form Selection: You can search for a document by Entire Chart, Legal Medical Record or by
Categories/Forms (F).

« Click Process (G). Please be patient; this may take some time!

¢ Screen Shot of Clinical Document Viewer Tab 2 — Results

A B

-

S AVPMTE [T {SAMPLE) - Clini tal Document Viewer
File Edit Flvorites Avatar PM 4

Documer t Viewer

Search

7 Search Results
¢- T2 client:
o~ 71 GHOST, CASPER.
¢ U7 Form Categaries
¢ T Carrespandence
GHOST,CASPER (50} - |
GHOST,CASPER (500 - &
GHOST,CASPER (500 - &

May 4, 2009 Final o[RAND MIYASH...

JCA

50 GH Hanepisadic

50 GHOST.CASPER | Manepisodic pdf May 4, 2009 Final Letters, Emails to/...[RAND MIYASH..,

50 GHOST,CASPER | Monepisadic FHF May 4, 2009 Fimal Letters, Emails ta /... RAND MIYASH..,

Complete

e Tab 2: Results Tab (A)
« Lockicon (B): Document is restricted and not available to view or print.
. Document Viewer Tab (C): Bottom left - brings you back to the search screen; you can
perform another search or click the close icon to exit and return to the Avatar homepage.
« View button (D): You can view the scanned document on your screen
« Print (E): You can print a paper copy of the scanned document; some restricted documents
can be viewed but not printed.
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Section 16: The AOD Client’s Electronic Medical Record and AOD Avatar Reports

A. About AOD Reports

If you imagine a client’s paper chart that has sections for assessments, consents, treatment plans,
medications and progress notes, Avatar reports is how you can view these completed documents.

You request a report through Avatar CWS = Reports; slide your cursor horizontally and/or vertically to
select the report you need. Look to see what is required to submit the report you are requesting; some
reports require a certain date range, a specific program, episode selection or clinician ID. The Client
Dashboard Report and Chart Review include most of the clinical, fiscal and administrative client
information.

B. The Crystal Report Application

Crystal Reports is a software application that gathers information already entered into Avatar and
presents it in a comprehensive, easy to view report format. You can select a report to view a section of
the chart or a specific document and can print the document or section from the Avatar report screen.
Sometimes there may not be any information when you run a report. For example, if a client is not on
any medication, the Avatar medication report would be blank — the same as in a paper record where
there the medication sheets would be blank.

C. The Crystal Report Submit Icon and Report Pop Up Messages

j Click on this Report Submit icon when you are requesting a report. The Report Submit icon has a
squiggly line and will be present on many reports that you request. The first time you request a report
from your computer, Avatar will display the pop-up message below:

2 AVPMLIVE (SAMPLE) - AVPMLIVE (SAMPLE) - Download Report x]

El Report does not exist for workstation, Download report from server?

[ ox || cancer |

Click OK to this pop up message to download the report.

Then, this following pop up message may appear to let you know the report is in process:

ANVPMLIVE (SAMPLE)

\f Loading report file from servrer...

FPlease WWWait. ..

AOD INTRO LAS20120712_v11l.doc Page 149



D. Standard Report Toolbar

Reports use a standard toolbar as shown below:
Print Text Size 1st Back page # #pages Next Last Search

Fact: Sheet.rpt

¥ & & - 1 of1l itk

Preview Episode Histony l

You can print from the report screen, increase the screen size, view the total number of pages in the
report and the current page you are viewing; you can also move forward and back through the pages
and search for words or phrases within the report.

When you run any report it may take some time to download as all the information is being gathered
from various places in the Avatar system. Be Patient!
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Section 17: The AOD Client Dashboard Report

A. Understanding the Client Dashboard Report

The Client Dashboard Report gives you a snapshot of your client’s critical clinical information in one
page. This report is designed to be viewed “live” in Avatar and has links to more information about
your client than is displayed on this page alone. This document explains the various sections of the

report and how to read the information presented. Below, is an example of the report as it will appear
when you run it in Avatar.

B. Screen Shot of the Dashboard Report

g AOD_Client Clinical Dashboard 20120625. pdf - Adobe Reader EH LEX
File Edk WYiew Document Tools ‘Window Help x
= o) @] 1] & @ (s - = -
f“f“\ SAN MATEO COUNTY Note:
BEHAVIORAL HEALTH AND RECOVERY SERVICES tems Displayed in RED need atiention
b *ltems Displayed in GREEN are coming due
e o* AOD CLIENT DASHBOARD
Client Demographic Information URGENT CARE PLAN ON FILE
TESTONE,TEST (930000) D.O.B. (5/8/1962) Start Date:  2/15/2012
Gender: Male SS# 222.55-000F Age Today: 50 CONCERNED ABOUT CLIENT HE FELL 3 DAYS AGO think
Address: 1245 BYE STREET - INFOSCRIBER Language: TONGAN g‘i::"sj‘l']f mes;]‘f&:gig?gr‘]if"'"g toe much please observe
g:ﬁiﬁ\h‘?ED CA 94403 Preferred Language: Unknown / Not Reported Start Date: 6/2/2012
) 650-589 1'1 72 Ethnicity: Unknown / Not Reported The quick brown fox jumped over the lazy sleeping dog
hy oo Race: Black or African American, Caution:
(c) 650-258-3698 Gramanian @ :
(w) 555-1256

AKA 1 : test joe
AKA 2 : rodney mytest
Living Situation: Adult Resident Facility

Guarantor Info Funding Source
1) NON-RECOVERABLE Pol#

Emergency Contact Info: (Contact Type: G=Guardian; E=Emergency; K=Next of Kin) View all Contacts  Cal-OMS Status ASI Status
Name Type Relationship / Contact Info:
Bull Mama G E Mother (h) 650-550-1212 (w) 650-573-2563 (c) 415-647-1942
Bull PAPA GEK Father (h) 415-123-1234 (w) 650-445-2266 (c) 650-456-4567
Bull Lotta PCP (h} 416-555-1212
SHEETS - COUNTY PROBATION E Parole/Probation Officer  (w) 650-222-3333 (c) 650-333-2222
LORRIE
Testone Marla G K Daughter (h) 415-555-1212 (w) 408-555-1212 (c) 650-555-1212
Current Medications (mnformation is up to by 24 hours out-of-date. Please check for up-to-date 1on profile) Allergy Info
Order Date _Refills_Drug / Dose / Prescriber / Pharmacy
67212012 0 Valium ; - 10 mg, TAB, PO {1)ea BID Prescriber: Cabaj, Robert Pharmacy: Walgreens Drug Store 00083
49612012 0 Jithium ; - 300 mg, CAP, PO (1)ea BID Prescriber: Cabaj, Robert Pharmacy: Walgreens Drug Store 00063
1182012 0 Adderall XR ; - 10 mg, ERC, PO (1)ea BID Prescriber: Cabaj, Robert Pharmacy: Walgreens Drug Store 00063
172011 0 Celexa - 40 mg, TAB, PO (1)ea QAM Prescriber: Scherer, Brendan Pharmacy: Walgreens Drug Store 00063
10/24/2011 0 Prozac ;- 20 mg, CAP, PO (2)ea QAM Prescriber: Scherer, Brendan Pharmacy: Walgreens Drug Store D063
Current Open Epi ! Tx Plan (as of 06/25/2012) Other Assigned Staff
EP Admit Date Program Primary Staff Secondary Staff
43 5721/2012 AD413201 PROJECT NINETY RES BULL,INGALL No Entry
6/25/2012 9:43:57AM CONFIDENTIAL PATIENT INFORMATION

Page 1 of 1
See California Weffare and Institutions Code Section 5328

C. Details of the Main Sections and Links to More Information (in blue)

1. Client Demographics - Includes information on the following: Client Name, Date of Birth, Age,

Address, Phone Numbers, Race, Ethnicity, Language & Preferred Language, Gender, Social Security
Number, Living Situation, Alias/AKA Names,

2. Urgent Care Plan - If a client has an Urgent Care Plan on file it will display in the upper right corner.

(This report will only pull the most recent, open Urgent Care Plan) *See Section 25 re: Client
Alerts/Urgent care Plan

3. Guarantor Information - Shows the current BHRS financial information on file.
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4. Funding Source — Shows the current Funding Source selected for the client at your team.

5. Emergency Contact Information - Displays information that has been entered in the Client
Relationships form in Avatar. Individuals included have been flagged as one of the following:

Guardian (G), Emergency Contact (E), and/or Next of Kin (K). In addition, it lists individuals who are

designated as urgent contacts (e.g., Probation Officer, Primary Care Physician, etc...)
» View All Contacts - This link will display all collateral contacts entered into Client

Relationships. You can find Client Relationships at Avatar PM/Client Management/Client

Information.

6. CalOMS Status — Displays whether or not a client’s CalOMS admission record has been submitted

and whether or not a CalOMS Annual Update or Discharge form must be submitted.

7. ASI Status — Displays whether or not an ASI has been completed for this client and the date it was

completed.

8. Current Medications - Displays currently prescribed medications from Infoscriber. Information

includes the date prescribed, # of refills left, medication name, dosage, prescriber, and pharmacy
(pharmacy phone number will be added later). Prescriptions that have been discontinued will not

display in this section. (NOTE: Infoscriber information can be up to 24 hours old.)

» Allergy Info - This link will display all medication and non-medication allergies that have been

entered into Infoscriber.

9. Current Open Episodes /Tx Plan Status - This section displays information about the client’s open

episodes. Information for each episode includes episode number, admit date, program name,
primary clinician, psychiatrist, primary diagnosis, last service date, and treatment plan status.

a. Treatment Plan Information - If the client’s Treatment Plan for an episode is almost due, it

will display in GREEN. Treatment Plans that are overdue will display in RED.

b. Last Service Date - Displays in RED if the last service occurred more than 90 days ago. This
information will be included only for those clients for whom services are recorded in Avatar.

Generally, only fee-for-service clients will have service information for your team.

c. Additional links in this section:
i. Other Assigned Staff — Displays the names and roles of other staff who have this client

on their caseloads and each staff member’s program/team.

D. Dashboard Report Locations Abstracts Section

of Chart Review and Avatar CWS/Reports

Tasks Favorites Avatar PM | Avatar CWS | Avatar MSO
= AVPMLIVE {LIVE) - TESTONE,TEST (000930000)/BHRS Assessments 4
Consents }

Chart Review

TESTONE,TEST (000930000)

® Chart Review
¢ b= Abstracts
b= ASSESSMENTS Adjfult (All)
b ASSESSMENTS CHild / Youth (Al
= ASSESSMENTS PJL.N. (All)
b AS MENTS e to 3 Admission

Call Intake History
| CLIEMT DASHBOARD
b ICI
- Progress Motes

@ RADplus Clent -

{ ¢
\m Progress Notes

I atment Planning b
Reports
M

@ Select Client

® My Appointments
® My To-Do List

@ My Applications
& My Favorites

@ My Preferences
& My Courses

@ Logoff

Progress Note Reports b
AssessmentReports B
Medical Reports »

Treatment Plan Status Override
+em

Final to Draft Override




Section 18: AOD Documentation at a Glance Report

A. Documentation at a Glance Report

The Documentation at a Glance Report is a helpful report for both clinicians and supervisors. This report
will provide you with information about the current status of Client Treatment Plans, Assessments,
Diagnosis and Last Service information for a program or primary counselor’s caseload. This report will
also indicate items that are overdue or coming due by wrapping a box around the item needing
attention. It is the best way to get a quick look at your caseload and the status of each client’s
documentation and due dates!

B. Path: CWS Reports-> Documentation Status Reports > Documentation at a Glance.

You may select the report by
Location: shows all clients by all clinicians for a selected program,
Staff: shows all clients assigned to a specific staff person for all programs, or
Staff and Location: shows all clients for a selected staff person at the selected program.

To request the report, click on the Report Icon :l
The report may take some time and there may be one or more pop up windows that ask if it’s ok to

“download from the server” or if you “want to return to the option”. You can answer “Yes” to these pop
up windows. Please use this report frequently!

C. Screen Shot of AOD Documentation at a Glance Report

oF Say
f‘ﬁ SAN MATEO COUNTY
L

BEHAVIORAL HEALTH AND RECOVERY SERVICES

AQD Programs: Documentation At a Glance Report

for AD419601 ADDICTION RESEARCH TREATMENT
AD419601 ADDICTION RESEARCH TREATMENT

BULL,INGALL

Client AdmitDate  Treatment Consent Cal-OMS Status AS| Status Treatment Plan
330001 61112011 &141/2011 Admission: /1412012 Start Date: 6/20/2012
TESTINGTHREE,TEST # of Days Annual: 6114/2012 End Date: 6/20/2012
DOB: 6151877 77

38355 DAK 5T San Mateo
SAN MATEOQ, CA 94403
th) 650-573-2541

Total for BULL,INGALL : 1
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D. Report Headings

e Client - Includes the Client Name, Avatar ID#, Date of Birth, address and phone numbers.

Admit Date - Admit Date to the program and the number of days since admission.

¢ Treatment Consent - Date the Consent to Treatment was signed.

¢ CalOMS Status — Displays the type of CalOMS document and the date it was submitted.

e ASI Status - Displays information regarding the last ASI for the client. Information included is
Assessment Status (Final, Draft), the Date of Assessment and who completed the document. If
an assessment is left in draft then it will have a draft indicator in red.

e Treatment Plan: Displays the Start and End Dates of the current Treatment Plan.

¢ Primary and Secondary Drugs of Choice — Displays drug names entered in CalOMS for primary
and secondary drugs of choice.

e Last Service: Displays the last service date and indicates if that service is more than 90 days old.
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Section 19: Units of Service

A. Units of Service Report

The Units of Service Report is a helpful report for administrators and financial staff. This report will
provide you with information about the type and number of services provided to your clients during the
report period selected. This report is a good way to check that all services have been entered correctly.
Use it to compare to the service reports submitted to BHRS. In addition, it shows the type and number
of services provided by Financial Class assigned to clients.

B. Path: Avatar PM - Reports-> AOD UoS by Program and Funding Source.

You select the report by
Program: select from a drop down list of your programs,
Start Date: beginning date of service to include, and
End Date: last date of service to include.

To request the report, click on the Report Icon :l

The report may take some time and there may be one or more pop up windows that ask if it’s ok to
“download from the server” or if you “want to return to the option”. You can answer “Yes” to these pop
up windows.

C. Screen Shot of AOD Units of Service by Program and Funding Source
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Section 20: AOD Caseload Report

Program/Clinician Caseload Report:

You can request a Caseload Report through Avatar CWS— Reports—> Caseload Reports— and request by
Program or Clinician.

If you select Program the report does display the caseloads by program and also by clinician. A total
Program Client Count and then a Clinician Client Caseload Count is listed. If you select Clinician, the
report displays only the clinician’s caseload with the same count information.

Things to consider:

Is there any field in “red” indicating missing information?

Look at the last service date; is there active service within the past 6 months?
Is the clinician assignment of cases on this report correct?

Correction to the Caseload may have occurred after review of the Documentation at a Glance Report.
Reviewing the Caseload Report ensures that all cases at your program are active. If any of the fields in
the Caseload Report need to be updated, (e.g., a diagnosis), then update using the BHRS Diagnosis
through Avatar PM - Client Information - Diagnosis.

If information needs to be added, (a client to a caseload), and/or deleted, (a client from a caseload), this
function can be delegated to the admin or the clinician through Avatar PM- Client Management->
Episode Maintenance—> BHRS Assign to Caseload or BHRS Remove from Caseload.

Please run another Caseload Report to be sure the necessary changes have taken place.
The Caseload Report reflects the current information in Avatar. An accurate Caseload report can help
determine caseload assignment when a new client is admitted. A clinician’s caseload that includes active

clients with services provided within the last 6 months, and includes current primary/co-occurring
diagnoses meets BHRS QM compliance standards.

AOD INTRO LAS20120712_v11l.doc Page 156



Section 21: Additional Reports

Admission and Discharge Report

This report will list all clients Admitted to and Discharged from a selected program between the
Start/End dates entered by the report requester. Users are required to select a Program and to enter a
Start and End date for the report.

Menu Path: Avatar PM = Reports = Admission and Discharge Report

AOD Provider Waitlist

Menu Path: Avatar PM = Reports = AOD Provider Waitlist

AOD DATAR

Menu Path: Avatar PM - Reports - AOD DATAR
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Section 22: AOD Workflow — The Function of the “To Do” List

The “To Do” List or “My To Do List” is considered a Workflow Management Tool. The “To Do” list helps
you keep track of, view and manage Draft documents that need to be completed and submitted as
FINAL. Only finalized documents are considered part of the client’s formal electronic medical record and
appropriate for billing; the To Do function makes sure to remind you of a document’s status.

To be sure you are current and up to date with finalizing and obtaining co-signatures for your
documentation always set your “preferences” to have your Avatar homepage open with the “To Do”
screen.

A. System Message Pop Up

When you log on and open to Avatar, you may see there is a system message pop up that states “There
are one or more open items within your Workflow Management To Do List”. This lets you know there
are draft documents to be completed and finalized. You can click “ok” to clear the pop up.

System message pop up

\3 ~ ~ AVPMLIVE (LIVE) - System Message(s) ::

h’here are one ar maore newy iterms swithin your Workflow Management To Do List.
IMFOSCRIBER USERS: Faxing of prescriptions is down. See email dated 47352012 (04037201 2
01:56 Ph

Click ok to clear the pop up =

B. “To Do” Draft Documents

e The “To Do” list is arranged by date with the most current at the top.

e There can be multiple documents that were submitted as DRAFT on the same date that need to
be finalized; until you open the “To Do” item you will not know if the date represents a single or
multiple documents that need to be finalized.

e Asdocuments get reviewed and finalized they will fall off or clear from the “To Do” list.

e Anitem on the To Do list shows by time submitted, type of document, client name/ID#,
comments or specifics about the document and the clinician/staff who submitted the document.

C. “To Do” Co-Signature:

The Avatar “Workflow” feature is also used when a document must be approved or co-signed by a
supervisor before it can be submitted as FINAL. Trainees are able to look at their To Do List to track
documents sent for co-signature and/or track documents returned from a supervisor.

This is true for the treatment plan and assessment documents. Once a document that requires a co-
signature is submitted as DRAFT, a “To Do” list item is generated for the supervisor responsible to

review, approve/co-sign the document so that it can be Finalized. When the supervisor co-signs and
finalizes the document, no further changes to the document can be made. If the supervisor does not
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approve/co-sign the item because there is some change (s) to be made by the trainee, the supervisor
will send the item back to the clinician. The clinician will receive this document back as a “To Do” list
item with a message from the supervisor of what needs to be done. The document must then be re-
submitted to the supervisor for approval/co-sign so it can be finalized.

D. Viewing the Contents of a “To Do” Item
» Right click on the green triangle of a To Do Item and three choices are presented:
o Enter Post it Note - this is NOT used.
o Enter Option - click this, and the DRAFT document that created the “To Do” entry will open.
— The document can be completed and submitted as Final.
— The entry will automatically be removed from the “To Do List” once the screen is refreshed.
- To refresh, click refresh on the bottom left hand side of the homepage.
e Open - click this and the “Review To Do Item” report will open; users can manually clear the

entry.
Right Click on an item and
Click the My To Double-click on date to see items se;lect Enter Option” to
Do Ljst command. needing your attention. directly open the screen that
\ needs attention.
T\sks Favarites  fAwatar PM AvatarCV* / Help

& My ANpoinkments

[# My To-Do List
& My Applications

9 b Senl: Thursday August 20, 2009

@ My Favarites J 09:33 AMEHRS Client: Treatment/and Recovery Plan ADAM APPLE (000000390} BHRS Client Treatment and Recovery Plan 'Treatment and Recovery Plan' Is Due For Re
& My Preferences
& My Courses

& Logoff

@ APPLE,ADAM (000000390)
@ BANANA,BARRY (000000351)

@ CARROT,CAROL (000000337)

@ MANGO MARY (000000392)

@ PAPRYAPABLO (D00000393)

@ STRAWEERRY,SALLY (000000408)
@ TOMATO, THOMAS (000000334)

® Client
9~ @ APPLE,ADAM (D00000390)
Raview To Do Dtem

0O

AYPMTEST (SAMPLE) 09/1109 02:42 PM

[« [+]
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E. Reviewing “To Do” Items

If you just need to review an item on the “To Do” list, you can double click on the item, then click View

Detail. Once the item is viewed, click the Reviewed checkbox under the red Set To Do Item to Reviewed,
then submit.

Review To Do tem |

To Do Information

Date Sent : 03/20/2012 F
Time Zent : 0l:00 AM

Sent By : TEMPORARY 3Y3TEM ADMINISTRATOR

Option : Client Treatment and REecowvery Plan (New)

Client Treatment and Recowery Plan (New) 'practice mumber two' Is Due For Rewiew On 0570172012

SetTo Do ltem to Reviewed

Yiew Detail
[ Reviewed | g

View Detail provides a view of the document in report form through Crystal reports. No changes will be
able to be made to the document in this view.

To refresh and see that the item has cleared, click the refresh button on the bottom left hand side of the
homepage.

You will find the “To Do” list feature saves time and is less tedious. It provides a short cut so that you do
not have to navigate through many menus, or episode selections, just to get to a Draft item to complete.

My “To Do” list Items can also be viewed from Chart Review.
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Section 23: Client Alerts
A client alert is created to address a special problem or concern about a client. It allows others to be
aware of the situation when they open or view the client’s electronic medical record.

A. Client Alerts

Client Alerts are similar to Post It Notes that have been used on a paper chart. The Client Alert is a way
users can view important information or issues that need attention. The alert may be set by any Avatar
user; once created there will be a pop up window that contains the alert message, for example, “Client
enrolled in Total Wellness”. AOD users will notify the Access call center and request to have a client
alert created

The Client Alert pop up window will appear upon opening any document or report. A Client Alert can
display for certain periods of time, such as a week or months. Client Alerts do not end until they are
disabled.

Client Alerts may be simple and non clinical statements or requests, for example, “Client is GPO” or
“Update client demographics”. Other Client Alerts are clinical concerns that may be urgent and require
the development of an Urgent Care Plan (high priority).

It would be inappropriate for the Client Alert pop up window to contain the sensitive client information
regarding the specific clinical risk, concern and/or instructions as Avatar screens may be seen by a
client/guardian who is present when the clinician is working in Avatar.

When the clinician wants other practitioners, but not the client/guardian, to know of the concern, a Care
Message or Care Alert type of Client Alert will direct a user to the Urgent Care Plan to view this sensitive
information. The Care Message or Care Alert is usually enabled by clinicians.

Care Message: Includes a routine concern or information about the client that other clinicians should be
aware of, for example, “the client is refusing to take meds”. This message will not show in the Care
Message Alert pop up window. The Care Message pop up window includes this direction: “Please
Review Urgent Care Plan for Information”. The Urgent Care Plan describes the alert information/
concern and may include instructions regarding what needs to be done.

Care Alert: Includes information about a more urgent concern or safety issue, for example, “monitor
client as danger to other”. The Care Alert pop up window includes this direction: “High Priority- Please
Review Urgent Care Plan in Chart Review” The clinician will view the Urgent Care Plan as soon as
possible and without the client/guardian viewing!

Client Alert

The Client Alert categories are:

Assignment of Benefits Due Financial Interview Due Stop do not link to episode 1
Care Alert GPO Total Wellness

Care Message insurance Application UMDAP Financial Due

Client is Deceased Stop do not link this episode Update client demographics
Error (custom) Stop do not link to episode 1 or 2 Warning (custom)
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Example of the Client Alert Pop Up Window

— — Client alert Example of Care Alert
Wwarning: HIGH FRICORITY-Flease reviews the Urdgent Care Flan in SThart Rewviews pop up Warning -
4 Click OK, then go to
— SeeE Chart Review screen!

How to View an Urgent Care Plan (as directed by the Care Alert or Care Message pop up window)

« The Urgent Care Plan is located above the latest episode (A) in the Chart Review screen.
. * Remember, in order to get to the Chart Review screen you must open any document or
report!

« The Urgent Care Plan is listed by date with the most current date at the top. Click on the green
arrow (B) to view and read the Urgent Care Plan.

Chart Review Screen Shot: Shows View of Urgent Care Plans

=, AYPMLIVE (LIVE) - TESTOME, TEST (000930000)/Face Sheet

Chart Review

TESTONE, TEST (000930000)

® Chark Review
b Abstracts
b To Do Lisk
I AIMS (abnormal Involuntary Movement Scale)
I BHRS Client Relationships
© BHR.S Treatment and Recovery Plan
e CALOCUS
b Care Coordinatar

3
¥ Day Treatment Authorization Approval "=

b ICI Contacks Mote
I Initial Contack Screening (ICI)

= LOCUS
B I MEMTAL STATUS EXAM (Adult + PIN)
© Problem List
~ b Substance Use Assessment
\URGENT CARE PLAN

> 01/30/2012 MICHELE FRIEDMAM Open
> 01/30/2012 01/30/2012 MICHELE FRIEDMAMN Closed
> 01/04f2012 01/04/2012 JEAMNMINE MEALEY Closed
> 12/14f2011 01/04/2012 JEAMNMINE MEALEY Closed
> 12/07fz2011 01/04/2012 JEAMNMINE MEALEY Closed
> 06/15/2011 LORRIE SHEETS Open
> 04/12/2011 LYMNDA FRATTAROLL Open

/’Episode # 38 Aadmit: 12/15/2011 Discharge: NOME Program: 417000 COASTSIDE ADULT

I Episode # 37 Aadmit: 11/10/2011 Discharge: NOME Program: 410405 FAIR OAkKS INTERFACE

I Episode # 36 admit: 10/06/2011 Discharge: NOME Program: 410401 SOUTH COUMTY ADULT

I Episode # 35 Aadmit: 04/30/2011 Discharge: 05/06/2011 Program: 410205 PEMINSULA HOSPITAL INPATIENT

I Episode # 34 admit: 06/28/2011 Discharge: 07/01/2011 Program: 410205 PEMINSULA HOSPITAL INPATIENT

I Episode # 33 Aadmit: 06/13/2011 Discharge: 06/23/2011 Program: 410205 PEMINSULA HOSPITAL INPATIENT -

A_—

[ Refresh |

Face Sheet
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Screen Shot: Example of an Opened Urgent Care Plan

= AVPMLIVE (LIVE) - TESTONE, TEST (000930000)/BHRS Outpatient Progress Note

Report: 01 /31 /2012 MICHELE FRIEDMAN Open

Beport Date: 0L/31/2012

Urgent Care Plan

Atatus: Opern

Primary Diagnosi=:

Therapist/Caseworker:

Caution:

Page 1 of 1

SAN MATEOD COUNTY

BEHAVIORAL HEALTH &« BRECOVERY SERVICES

URGENT CARE PLAN Inquiry

Start Date: 0l/31/2012

Date of Birth: 05/058/1962

MAJOR DEPRESSIVE DIZORDEER, 3INGLE EFISODE, ZEVERE WITH

PATCHOTIC FEATURES (Z2596.24)

FRIEDMAN ,MICHELE (053394)

TUrgent Care Treatment Plan:
Client iz posszible danger to others. He has been hostle, aggressiswe and
argquuentative with others. Becomes agitated and has threatened wague harm
to others on one occasion

client has not taken his meds for 1 week and i=s at risk.

[(3View | @ search | @ PDF Config
Page: |1 - of 1

|” @ PDF Viewer |

| 100%

sTop

EHR.S Qukpatient Progress Mote
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Opening Option:
Progress Notes Report

~ AVPMCONY (LIVE) - Client Alert

L
_—

/

* When any document or report in Avatar is opened, this alert will pop up. Click OK.

Once the Access call center has created an Urgent Care Plan and Alert, you will see the warning pop up
ALERT whenever any document or report is opened. The pop up screen will warn users:
“HIGH PRIORITY - Please Review the Urgent Care Plan in Chart Review.”

~ ~ Client Alert

Warning: HIGH PRIORITY-Please review the Urgent Care Plan in Chant Review

0K Cancel

/

/7

Click ok to this message AND
BE SURE TO VIEW THE URGENT CARE PLAN THROUGH THE CHART REVIEW SCREEN!

How to VIEW the Urgent Care Plan

The Urgent Care Plan is viewed through the Chart Review screen. You must open any document or
report in order to get to the Chart Review window or you can right click on the name of a client in My
caseload or My Session and click on Chart for Chart Review. The Urgent care plan will sit above the last
episode.
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Urgent Care
Plan

Last Episode

Chart Review

TESTONE, TEST (000930000)

® Chart Review
o~ = Abstracts
= To Do List
= AIMS (Abnormal Involuntary Movement Scale)
= BHRS Client Relationships
= CALOCUS

CONSENTS Authorization for use or Disdosure of PHL
I Day Treatment Authorization Approval
= ICI Contacts Note
I Initial Contact Screening (ICI)
b= LOCUS
= Substance Use Assessment
= URGENT CARE PLAN
J= Episode # 38 Admit: 12,/15/2011 Discharge: MONE Prgfiram: 417000 COASTSIDE ADULT
Episode # 37 Admit: 11/10/2011 Discharge: NOMNE ogram: 410405 FAIR OAKS INTERFACE
igode ¥ 36 Admit: 10/06,/2011 Discharge: NOI Program: 410401 SOUTH COUNTY ADULT
Ardmit: 04430/2011 Nisch, #TSINAI7011 Prooram: 410205 PFMNTNSLI A HOSPTTAI TMPATTFNT

Z\ IMPORTANT: To Close/Disable an Urgent Care Plan
« Contact the Access Call Center and request to Close an Urgent Care Plan and/or Disable a
Client Alert that is no longer valid .
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Section 24: Appendices

1. Select Client Screen and Alternative Lookup Methods

To add a client to the My Session Frame, you must use the Select Client command from either the Tasks
Frame or Task Bar or Picture Icon.

The screen shot below shows Select Client is highlighted in blue, in the upper left. The Select Client
screen requires an entry in the Client Name/ID# field. Enter the client name with last name first,
followed by a comma (no space), and then the first name. Use the following examples as a guide when
entering client names:

e LAST,FIRST
e LAST,FIRST JR (type a space before the title)
e LAST,FIRST Ml (type a space before the middle initial)
e |D# - This number refers to the client’s Medical Record Number, also known as MR # or Client
ID. If you know the number, you can type it here
You can use hyphens for names such as MARIA LOPEZ-CANTERA. You can use an apostrophe for names
such as ANGELO D’MARCO.

Once the client name is entered, click on the blue Select Client ID Search, the client’s name will appear in
the Select Client box below. Sometimes more than one client pops up with the same last name and you
will need to narrow down your search.

The Avatar 2010 Select Client Screen: Client search results now show in the bottom half of the screen;
alternative look-up is still there. The Up and down arrows on the keyboard can be used to scroll through
names and the Enter key can be used to highlight a row.

Select Client

Client Marme ID# Alternate Lookup Here’s the Alternative
e || T P Look Up Search
| Select Client Mame,/ ID# Search | Alternate Lookup Type

| Sorcial Security Mumber (6) / | - |

| Process Alternate Lookup Search |

Client Search Resulks

Name // Enter Key will
ISLA BARAC (000000007 . .

EC BERRY (0000000067 hlghllght the row
ERIC BERTHOLD (000000004)

AOD INTRO LAS20120712_v11.doc Page 166



You can narrow your search for a client by trying any of these alternative lookup methods:

Item

Description

Social Security
Number

Search for client by social security number.

Facility Chart Number

This is the SMMH MR#. The latest entries are from December,
2009. This list is not currently kept up to date.

Alias

Search for a client by alias. If possible aliases are entered in
Avatar in this format:

LASTNAME,ALIAS

Unique Client ID

BHRS does not use this item.

Soundex

Search for client with similar sounding names. For example, if
you enter Brown, Soundex would also locate clients named
Browne.

Client Name Shortcut

If you are not sure how to spell a client’s name, you can use
shortcuts to display a list of clients to choose from. For
example, you can type S,J for all clients whose last names
begin with S and first names starts with J, or type SM to see all
clients whose last name begins with SM.

Select Client

Client
lignt MNarne, 0 #
Name \ﬁ.
Shortcut

Select Client Name/lD# Search

Select Client

SMITH.JOHN {000000219)

121211912 Male >

'SMITH,JOHN (000000219)
'SMITH,JOHN {000000327)
'SMITH,JOHN (000000338}
SMITH,.JOHN (P63}

1211211912 Male

Male
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2. Quick Reference for Favorites

Task

Procedure

Add Commands to My Favorites

Choose Help -Search for Option from the Menu Frame.
The Option Search screen appears.

In the Enter Text to Find in Option Name field, type the text
string you are searching for.

Click the Search button.

Click the row in the results table for the command you want
to add to My Favorites.

Click the Add to Favorites button at the bottom of the
screen. The Add Favorite window appears.

Click OK.

Repeat steps 2 — 5 to add more commands to your
favorites.

When you are finished adding commands to your favorites,
click the Dismiss button at the bottom of the Option Search
screen.

Organizing Favorites into Folders

Click the My Favorites link in the Tasks Frame on the left
side of the Avatar Homepage.

Right-click the Favorites folder icon and choose Add Folder
from the popup menu. The Input dialog box appears.

Type the name of the new folder and click OK.

Place the mouse pointer over the favorite you want to add
to the new folder.

Click and drag the favorite just below the new folder and
then release the mouse button.

Repeat step 5 for each favorite you want to place in the
folder.

The folder has a small icon in front of it. Clicking that icon
expands and collapses the contents of the folder.

Click the Save button at the bottom of the My Favorites
screen.

If you right-click a client name in the My Caseload Frame or
the My Session Frame, you will now see a Favorites
command in the popup menu, which you can use to access
your favorites if you wish.
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Most commonly Used Favorites

Lookup ONLY

Administrative Staff

Clinical Staff

Face Sheet

Call Intake Bundle

Initial Contact Screening

Chart Review

Admission Bundle
(Outpatient)

All Admission Documents

Urgent Care Plan
Bundle

Discharge Bundle

Consents

Update Client Data

Client Treatment/Recovery Plan

Episode Display

BHRS Outpatient Progress Notes

Face Sheet

Reports: Dashboard

Diagnosis

Documentation at a Glance

Contractor Treatment Plan

Chart Review

Contractor Locus Entry

Face Sheet

Client Ledger

BHRS Client Financial Report

Payer UMDAP Report

POS Scan/Document Viewer

AOD Staff
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3. Using Shortcuts

The following table displays several shortcuts you can use in navigating through Avatar windows.

Keyboard Shortcuts

Action

[Ctri]+[E] Exits window without submitting
[Ctri]+[S] Submits (saves) window

[Page Down] Moves one page forward on current tab
[Page Up] Moves one page back on current tab

[Ctrl]+[Page Down]

Moves one tab forward on current window

[Ctrl]+[Page Up]

Moves one tab back on current window

[Fe] Move from tab to tab within a window

[Enter] Same as clicking OK or Yes

[F5] Clears the selected value from a dropdown field
Arrow Keys Arrow through dropdown menu to select command
[Tab] Move forward one field

[Shift]+[Tab] Move backward one field

[Spacebar] Selects radio button option if your cursor is on it.

Keyboard Shortcuts for Text Fields

Action

[Home] Moves cursor to the beginning of text in a field
[End] Moves cursor to the end of text in a field
[Ctri]+[Home] Moves the cursor to the beginning of the next field
[Ctri]+[End] Moves the cursor to the end of the field

[Ctri]+[+ Moves cursor to the beginning of next word
[Ctri]+[ = Moves cursor to the beginning of previous word

[Shift] with any arrow key

Selects (highlights) text one letter at a time

[CtrI]+[Shift] with arrow key

Selects (highlights) one word at a time

[Ctri]+[C]

Copy selected (highlighted) text

[Ctri]+[X] Cut selected (highlighted) text
[Ctri]+[V] Paste selected (highlighted)text
[F7] Spell check
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Field Proper Convention
Date Avatar always saves dates in MM/DD/YYYY format.
You can type shortcuts as follows:

020609 becomes 02/06/2009

112308 becomes 11/23/2008
Time Avatar always saves times in HH:MM AM/PM.
You can use military time as follows:

0123 becomes 01:23 AM

1345 becomes 1:45 PM
Phone Numbers Must be typed in the following format:

650-555-1212
If you don’t type the dashes, Avatar adds them for you.
Social Security Numbers Must be typed in the following format:

555-12-4345
You must type the dashes for social security numbers. If
not, you will see a message prompting for the correct
format.
Address — Street Do not use punctuation or special symbols, such as the
pound sign (#) in addresses.

123 MAIN ST APT 3
The following abbreviations are accepted:

ST, AVE, BLVD, WAY, CT.

Address — City Type the full name of the city with no abbreviations.
SAN MATEO
Address — State Always a 2 letter abbreviation (CA, OR, NV).
Address — Zip Always a 5 number code (94501).
Red field Field is required and must be completed before a window
can be submitted.
Black field Field is standard and should be completed if possible.
Grey field Field is not available. This can be because information is

populating from another screen or you must complete a
field or select a checkbox somewhere in the current
window before inputting.
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4. How to Connect to the VPN

VPN Client v.5.0.0.2 Installation for Contractors
How to Uninstall Manually the Cisco VPN Client 5.0.0.2 Windows XP/Windows 7 - Cisco Systems — 32-bit

machines

Complete these steps in order to install the Cisco VPN Client:

1. Exit all Windows programs and disable any Antivirus software.

2. OK. If you have the installer on your local hard disk, navigate to it and double-click to run the installer.
The program displays the InstallShield Setup window.

Double click on
vpnclient_setup.exe.

3. Accept Cisco license.

AOD INTRO LAS20120712_v11l.doc

File Edit “iew Favorites Tools  Help

OEa:k M > ] ? /.-“Ssarch [ Folders EI‘

Address |[2) ExiHew YPNIYPNIWindows XP - WP Client v.5.0,02

- Monkhly Repart Microsoft Corporation

lid
ofbware San Mateo County.pof
t w Carninar PCF File
1KE

tor Credentialing
tors
nkory

wpnclient_fc.mst

Folders X
instmsiv, e
raining ~ Installer for the Windows Inst,..

MST File
- SOKE
Reports
Reports Forms
er Group
nkImaging
nts File Version: 5.0.2.0
i Date Created: 5/31/2011 8:15 PM

Size: 55.5 KB
T

g

Crystal Reports e ;;r;d;elnt?setup.sms
oo 1KE

< >

i5)

License Agreement

“Y'ou must agree with the icense agreement below to proceed,

T mel4sf.LOG
= Text Document
=1 1k

| 5i3:08E
DAT File
2KB

wpnclient_jp.mst
MST File:
S1KE

e " wvpnclient_setup.ini
) Configuration Settings
ZKl

Il - venclient_setup.pdf
Adobe Acrobat Document
1KE

Client Software License Agreement of Cisco Systems

THE SOFTWARE TO WHICH Y0OU ARE REQUESTING ACCESS IS THE
PROPERTY OF CISCO SYSTEMS. THE USE OF THIS SOFTWARE 15
GOVERNED BY THE TERMS AND CONDITIONS OF THE GREEMENT
SET FORTH BELOW. BY CLICKING "YES'" ON THIS SCREEN, YOU
INDICATE THAT YOU AGREE TO BE BOUND BY THE TERMS AND
CONDITIONS OF THAT AGREEMENT. THEREFORE, PLEASE READ THE
TERMS AND CONDITIONS CAREFULLY BEFORE CLICKING ON '"YES".
IF YOU DO NOT AGREE TO THE TERMS AND CONDITIONS OF THE
AGREEMENT, CLICK "NO" ON THIS SCREEN, IN YHICH CASE YOU

WILL BE DENIED ACCESS TO THE SOFTWARE.

()| accept the license agreement
()1 do not accept the license agreement

[ Reset ] l < Back " Mext >

l [ Cancel ]

B Windows XP - VPN Client v.5.0.02 EJ@
'lIt

v ﬂGu
A
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4, Program will install to C:\Program Files\Cisco Systems\VPN Client — click next, next and allow the

program to install.

Once the program has installed you will see this message, click Finish (depending on your system if may

Li|

require your computer to reboot.

Cisco Systems VPN Client
5.0.02.0090 has been
successfully installed.

Click the Finish buttar to exit this installation.

5. Once the machine has re-booted, go to Start, All
Programs Cisco VPN Client, click on the yellow padlock.

6. The status box will appear.

atus: Disconnected | VPN Client - Version 5.0.02.0090 !E
Connection Entries  Status Certificates Log Options Help
:’E UJ >__?j lllllllll
Connect News Import Modity Delete cisco
Connection Entries I Certificates 1 Log ]
{ Cannection Entry I Host Transport
4

Mot connected.
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£

i= Installer, Information X

‘Y'ou must restart your system for the configuration changes made
to Cizco Systems VPN Client 5.0.02 0030 to take effect. Click
ez bo restart now or Mo if you plan to restart manually later,

Accessories
@ Attachmate Sessions
CutePDF
edlinicaliworks LLC
@ Imprivata Onesign
McAfes
AWS Herring Micrasoft Office
@ Microsoft Silverlight
Internet Metsmart
s Internet Explorer Novel GraupWise

- E_ETE?IGI’EUpW\SE @ Rstauard

Startup

‘.'5 Paink BN Adobe Reader 2
@ FaxPress

w7l
Ay Micrasoft Excel 2010 Novell

W ticrose wiord 201
erpsart e Novell ZENworks
b [T Crystal Reports 2008
‘}-= Adobe Acrobat X Pr i "

@ Adobe LiveCycle ES2
Lg Calculator Y Adabe Acrobat Distiler X
All Programs »

[= Adobe Acrobat 2 Pra

s
13
) Movell casa r
13
»
3

i2 start DCe
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7. Select import — go back to where you have the Cisco installation files and select San Mateo
County.pcf, then click Open

Look in: [ (= VPN Client = cF BE- I
: co
‘_-3 Iyaccessible
| Certificates —
My Recent ICiHelp
Documents =)y e I
7;:' - IC)Languages
| iLogs
Desktop |75 prafiles
3 [CJResaurces
_J I search
IZhsetup
My Documents S)shared
|hupdates

-
My Netwark File name: ‘ _-J Open
Flaces
Files of type: JF‘loliIes [".pci] j Cancel

VPN Client | Select connection entry to import

Look ir: ‘ |3 windows %P - PN Client +.5.0.02

~| « @k E-

=} I2) {871 DF2BE-41D2-4334-AC33-839AF 1 6FCEFE}

W |=m t ocf

My Recent
Ty c
Date Mod| 2008 116 PM
Size! 717 byte

Documents

Deskiop

My Daocuments

My Computer

My Netwark

‘San Mateo County. pcf
Places

File name:

Files of type: | Profiles [* pef]

8. The VPN Client should read was imported successfully, Click Ok and the Connect

Connection Entries  Status  Certificates Log Options Help

o, 1 £
=3
Caonnect MHew Irpart b adify

Connection Entries lCe[tificates ] Log ]

= A

Delete

|III|III|
CISCO

| Connection Entry

I Huost

J Tranzport

San Mateo County

gateway.co zanmateo.ca. us

IPSec/UDP

<]

Mat connecked.
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Connection Entries  Status Certificates Log Options Help

S @ ﬁ i

Cancel Connect Mew Import b dify Drelete CISCO

Connection Entries ]Eertificates |Log ]

| Connection Entry | Host | Tranzport

San Mateo County gateway.co.sanmateo.ca.us  IPSec/UDP

<

# VPN Client | User Authentication for "San Mateo Cou...

|| Authenticating user ...

The zerver has requested the following information to complete the uzer
authertication.

vlien] e Usemame: Ifkgislfislfgi

TR Password:

o

_Connection Entries Status Certificates Log  Options  Help

&, £ — . |
<3 @3 % e
Dizconnect Mew Import b odify Delete CISCO

Connection E ntries lCe[tificates ] Log |

| Connection Entry | Host | Tranzport

& San Mateo County gateway_co_sanmateo.ca.us  |IPSec/UDP

UNAUTHORIZED ACCESS 15 STRICTLY PROHIBITED. This system is provided for authorized
uze only and may be monitored to facilitate protection against unauthorized access. Evidence of
any such violation collected during monitoring may be used for administrative, criminal or ather
adverze action. Use of thiz system constitutes conzent to monitoring for these purpozes.

4

Connected to "San Mate:

The izdhealth-contractor profile iz in use.

Contirue | Disconnect |

Now you are ready to connect to Avatar. — Go to Iffernet Explorer and type in —
http:// svmid1/ntst.radplus or click on your desk@p Avatar icon.
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Agency Waitlist Program Names and Codes

AD9907 WAITLIST OCG ADULT PROGRAM

AD9910 WAITLIST FREE AT LAST CENTER

AD9912 WAITLIST EL CENTRO DE LIBERTAD

AD9914 WAITLIST LATINO COMMMISSION RES.

AD9918 WAITLIST SITIKE

AD9920 WAITLIST STARVISTA — INSIGHTS

AD9921 WAITLIST STARVISTA — ARCHWAY

AD9924 WAITLIST OCG ADOLESCENT RWC

AD9932 WAITLIST PROJECT NINETY

AD9934 WAITLIST HILLSIDE HOUSE-PERINATAL

AD9935 WAITLIST WOMEN'S RECOVERY ASSOCIA

AD9936 WAITLIST PALM AVE DETOX

AD9937 WAITLIST HOPE HOUSE

AD9940 WAITLIST FREE AT LAST RESIDENTIAL

AD9950 WAITLIST FREE AT LAST RESIDENTIAL

AD9963 WAITLIST STARVISTA FIRST CHANCE

AD9971 WAITLIST PYRAMID ALTERNATIVES

AD9973 WAITLIST AARS

AD9985 WAITLIST OCCUPATIONAL HEALTH SVCS

AD9995 WAITLIST BAART

AD9996 WAITLIST ART
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