myAvatar’

Scan and View Documents




Table of Contents

UNDERSTANDING SCANNING AND IMPORTING DOCUMENTS ......cccuviiiiiiieiiieiiieesiiesssineesineesneessssessnneesnsneens 3
What Documents Will 1 SCANT .....coiviiiiiiiiie ittt nnbae e 3
WHO CAN PERFORM THIS FUNCTION? ......oooiiiiiiieiiie e itie e sieeeeeestte e et e e s e e snte e e snte e snteeeneeesnaneenneeennneennes 3
V1 N Y 1 PSPPSRI 3
Document Imaging and Archiving — POS WINAOW..........ccoeiiiiiiiiiiiiiicc et e e ssirrneen e 4
SCANNING DOCUMENTES 1iiiiiiiiiiiicii e 5
CLINICAL DOCUMENT VIEWER .....oooiuviiiutieeitieeeteeesteeesateessteeesseeessteessseessnsesansesessansssssessssesssesssssessnsessnsens 7
WHO CAN PERFORM THIS FUNCTION? ......cuiiiiiiieiiieeciec e site e st e st e e stte e st e et e e snte e s snaeesneeesnteeennteennneeenneas 7
IVIENU PATH ..ottt sttt ekttt sat e et e e b e 4 s ke ek b e e s b e e e ek b e e sn b e e eabe e e sbbe e e nbeeennbeean 7
The Clinical Document VieWer WINAOW .........cccviiiiiiiie it snae e 7
FOrms Selection DY CategOrIES. . ..uiiiiiiie ittt e e s re e e e st e e e e etae e e e enees 9
Clinical Document Viewer Search Results WindOW ..........ccoociiiiiiiiiiiiiiiccciice e 10
Viewing and Printing a Scanned DOCUMENt........cciiiiiiiiiiiiiieice e 11

San Mateo BHRS
Avatar for Administrators i August 2, 2018




LESSON SCENARIO

Maria Montoya is an administrator at a BHRS clinic. She scans a client’s consent to
treatment into Avatar in order to maintain a complete electronic record for the client
and to ensure that the client’s signature is on file.

Avatar Document Imaging and Archiving - POS

Fil=
@ 8 | & Ernn
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Client oF Say, =
Type: {:ﬁ% San Mateo County Behavioral Health and Recovery Services
(o ~ | g APPLICATION FOR SERVICES AND
T — J “Oyggn ¥ CONSENT TO TREATMENT
Episode: Confidential Patient Information:
Epode # 1 Admi - GABRE00, ~ See California Welfare and Institutions Code Section 5328.
Do:UnGnT: Client Name: APPLE,ADAM DOB 1/1/1984
Origination Date: Social Security # 555-12-1234 MH Record # 390
11f10/2009
Farm:
’ﬁ 1, hereby make application for myself, or my minor child, to receive care and treatment
App for 5 v 4 : .
e for Srcs Reomeent o Ire voluntarily from San Mateo County Mental Health Services.
Description:
| understand that such care and treatment may consist of an evaluation process, mental
health services, case management, and, in some instances, medication
If this application is accepted, San Mateo County Mental Health Services is authorized to
administer the treatment/services described above. Such consent, however, does not
waive my civil rights; | reserve the right to decline treatment against medical advice.
Add page t d £
MI | further understand that | have the continuing right to an explanation of the treatment to be
administered, and that | may address complaints about services to Mental Health
Advocacy Services, 800-388-5189. | further understand that my records are confidential
Close Docurent under Federal and State law, and will not be released to outside individuals or agencies
without my expressed written autherization. However, | realize that certain information may
be released without my authorization under circumstances described in the Mental Health
Notice of Privacy Practices.
| have read the above and | agree to accept treatment for myself/my child, and | further
agree to all conditions set forth herein. | acknowledge: that | have received a copy of this
agreement
—
FONN APele
Client/Parent or Guardian Date 10/21/2009 F
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myAvatar” Scan and View Documents

In this lesson you will learn to scan
documents into Avatar. The need to
scan documents relates to documents
that are available in paper form only,
such as a client’s driver’s license, pay
stub, proof of insurance, and so forth.
It also includes paper based
documents where a signature is
needed, such as consents and Payor
UMDAP reports.

You will also learn to view and print
scanned documents.

Lesson Objectives

Perform the steps needed to set up a
document for scanning

Use the document scanner to scan
documents into Avatar

Use the Clinical Document Viewer to view
and/or print documents
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UNDERSTANDING SCANNING DOCUMENTS

Avatar provides Point of Service (POS) scanning, which is scanning on demand. POS
indicates that you can easily scan documents into Avatar just at the time you need to.

Scanning client-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.

WHAT DOCUMENTS WILL | SCcAN?

The following list provides examples of documents that you would typically scan
into Avatar.

e Assignment of Benefits

e Insurance Cards

e Driver’sLicenses

e Signed Payor UMDAP Reports
e Consent Forms

e Signed Client Treatment Plans

WHO CAN PERFORM THIS FUNCTION?

Administrators scan documents into Avatar.

MENU PATH
Avatar CWS =» Document Management =» POS Scan or
Avatar CWS =» Document Management =» POS Scan64 for 64 bit machines
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DOCUMENT IMAGING AND ARCHIVING — POS WINDOW

Use this window to describe the document you are scanning.

rehiving - POS.

File
Scan/Import

\ Client

N

Client

=]

|4PPLE, ADAM
Episode:

el |

m O O W>

rigination Crate:

\ Document
N

Farm:

| Epode # 7 Admit - 6705200, ~ |

\ [11p10/2008  ~

Descripkion:

|P.p|: For Svcs & Consent to Treej

Scan

Irmpork

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 for 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

For Progress Notes and Treatment Plans, be sure that you select the
correct episode to scan these documents into.

For all other scanned documents select Non-Episodic.

D)
Origination
Date

The Origination Date is the date of the document. If a document
requires signatures of 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.
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FIELD/BUTTON | DESCRIPTION
E) Form A
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

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.

5. TWAIN Driver (32)

1} 1 2 3 4 5 6 T Ed
IIII|IIII|IIII|IIII|IIII|IIII|IIII|IIII|II

L L N R S

14

Scanning Areal inch |

\ Left: 0.000 Top: 0.000
width: | 8.500 Length: |11.000

Preview |

Cloze | Feset |

Image Scanner: fi-65130dj #2 Browse...
Setting Files: |DEI : Current Setting j Corfig...
Resolution

Scan Type:

300 %300

if Paper Size:

ADF [Front Side]

‘@ Letter [2.5411in) j

T'wAIN driver. Press [F1] key to show help.

[ Predefine
I~ [~ Enable Multi Image
Frant l r
Image Mode: Brightness:
M | —
Black Mhite: Threshald:
|static Threshold | : 12
|
LContrast:
| Ef =
L —
Advance...
Option... | Help | About... |
[rata 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 scanned document
is readable, and the signature is legibly.

Type:

| Cherit -
[APPLE AT - 5
Episode:

Evisodie i 1 Aok 1 OTDEDN0, ~
Dacument

Coigiruation Dt

T

Farmn;

o fon Svcs B Conwent: Lo Tres =
Descnpbon:

Frm—

N

\\mmwww

\\: Sirve Files b fovkar I
st DOCUment.

~d [ Xl

Wl Avatar Dacument Imaging and Archiving - PUS

San Matea County Behavioral Health and Recovery Services

APPLICATION FOR SERVICES AND
CONSENT TO TREATMENT

fﬁ

Confidential Patient Information:
See California Welfare and Institutions Code Section 5328,

[Client Mame APPLE ADAM

Socl Security #  555-12-1234

DOB 1111884
MH Record # 330

I, herety make application for mysel, or my minar child, to receive care and treatment
voluntarnily from San Mateo County Mental Health Services

1 understand that such care and trealment may congist of an evaluation process, mental
health services, case and, in some i

It uu,», 1pphmnn is accepted, San Mateo County Mental Health Services is authorized to
d ibed above. Such consent, however, does nol
waive rmy cl\ul rights: | reserve Ins- right to decline treatment against medical advice

o be

| further understand that | have the right lo an ion of the
administered, and that | may address complainis abaut services 1o Mental Health
Advocacy Services, B00-388-5188. | further understand that my records are confidential
under Federal and Stata law, and will not be releascd lo outside individuals or agencies
without my expressed written authorization. However, | realize that certain information may
be releasad without my ion wnder in the Mental Health
Netice of Privacy Prachces

| have: read the above and | agree to accept treatment for mysalfmy child, and | further
agree to all conditions set forth herein, | acknowledge that | have received a copy of this
agreement.

PeN Arele

Client/Parant of Guardian

Page 1 |

[rapohs.. [ @@aveso.. @

[ [l 4‘__.'!? 1M

Date 1012172009 2

BUTTON

DESCRIPTION

A) Add Page to
Current Document

a page is poor quality.

Use this feature if a page is missing from a document, if a page is
damaged during the scanning process, or if the scanned image of

B) Save File to
Avatar

Use this button to save the scanned document into Avatar.

C) Close Document

Document button and re-scan the document.

If the scanned document quality is poor, click the Close
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CLINICAL DOCUMENT VIEWER

Administrators use the Clinical Document Viewer to view documents scanned into
Avatar, such as consents, scanned insurance documents, and so forth.

WHO CAN PERFORM THIS FUNCTION?

Administrators and clinicians have the ability to view, print and void scanned documents.
The documents you can view depend on your level of permissions in Avatar. For
example, documents indicating HIV status are restricted to specific staff members.

MENU PATH

Avatar CWS =» Document Management = Clinical Document Viewer

THE CLINICAL DOCUMENT VIEWER WINDOW
Use this window to view documents that were scanned into Avatar.

A B

= AYPMTEST (SAMPLE) - Clinic 1l Document Yiewer
e Edt Favorites  Awvatar PM

Document Viewer

Search | Results |
Select Search Criteria

Select Type: | Client / - Pragram: [ San Mateo Medical Center
7/ [ Test program /

O Inp. Child Psych.

c Select All or Individual Client: O an ® Indiidual

N Select Client: IAPPLE,ADAM (390) | v‘ Episode: |Episnde # 2 Admit : 11/03/2009 Dischar... v|

N User: | |
E \ WILL MURPHY - CLINICIAN (JILLCL) - ‘
Docurnent Skatus: [ Final Diocurnent Source: [ POS Scan / Import a
] Woid [] Batch Scanning Module =
[ web Service API ] J
F [ Document Routing - /
\ N—— Document Origination Date Start | 07/0142009 |E| End [12/01/2009 |E|
™ Form Selection Form Restrictions Include Exclude
() Entire Chart D Mot Print ] @
' Legal Medical Record Do Mot Release 8] 0]
@ By Categories / Forms Select Archived Documents O -
Process Close

| |24 Documert Viewer

Complete
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FIELD/BUTTON

DESCRIPTION

A) Select Type

Select Client to search for documents related to a specific client or
choose Staff to locate documents that were scanned for a particular
staff member.

B) Select All or
Individual Client

Normally you will select Individual.

C) Select Client

Type all or part of a client’s name and tap [Enter]. If more than one
name appears, select the desired name from the list.

D) User

Choose yourself as the user.

E) Document Status

BHRS does not use this field.

F) Document
Origination Date
(Start/End)

Enter dates here to select a date range for documents you want to
view.

G) Form Selection

If you wish to narrow your search, choose By Categories/Forms and
click the Select button to display a list of document categories
including, Restricted, Correspondence, Consent, Financial,
Emergencies, and Assessments, as shown in the figure following this
table.

NOTE: If you need to print a restricted document, contact Quality
Management.

H) Episode

To search for documents related to a particular episode, choose the
episode from this list.

I) Document Source

POS Scan/Import is the only category BHRS uses.

J) Form Restrictions

Choose either Include or Exclude to narrow your search. Archived
Documents is not used by BHRS at this time.

San Mateo BHRS
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FORMS SELECTION BY CATEGORIES

Choosing By Categories/Forms in the Form Selection area and clicking the Select button
displays the following window, which lists document categories. Clicking the
Expand/Collapse button to the left of the category name expands or collapses the
category listing. Clicking a checkbox defines which documents the viewer will retrieve.

=]

Select Categories/Fonms

|
¢ [] All Forms
o [C] Restricted
o= [] Correspondence
\? [C] Consent
[¥] &uthorization For Yerbal Releass PHI-Spa
] &pp For Sves Consent to Treatment-Span
[] Authorizatio For use or Disclose PHI-Spa
[ Consent far Observation-English
] Consent for Observation-Spanish

\\ [] Consent to Use Electronic Signature-Engl

\ ] Consent ba Use Electronic Signature-Span
[¥] &pp For Sves Consent to Treatment-Engl
[] Authorizatio For use or Disclose PHI-Eng
[] &uthorization For Yerbal Releass PHI-Eng
o= [] Legal
¢ [ Financial
[#] &ssignment of Benefits
[C] Bank Skatements
[ Child Care
] Consumet Incorne Cocument
] Dependent: Care
[T Fee Adjustment
[ Fee Adiustment - &drin
[] Housing Statement
] Medical Expenses
[ Proof of Address
[ Insurance Cards
o [[] Consent_to_Medication
o~ [] Physical_Health
o= [C] Emergencies
o [] Consults_Evals
o [[] Assessments
o~ [] Special_Ed-26.5
o[ ccP
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CLINICAL DOCUMENT VIEWER SEARCH RESULTS WINDOW

This window displays a list of all documents that qualify based on the criteria chosen in
the Clinical Document Viewer window.

2. AVPMCONY (LIVE) - Clinical Document Viewer

File Edit Favorites Awatar PM Avatar OWS Awvakar MSO

M Search

[ Search Results
o [ client
&= [ Faorm Cateqories

920000 TESTOME,TEST Monepisodic Restricted - Other Jul 1, 2010 Final
930000 TESTOME.TEST Monepisodic  [Youth Forensic Assessment Jun 28, 2010
920000 TESTOME,TEST Monepisodic Court Documents /Subposnas Jun 24, 2010
930000 TESTOME.TEST Monepisodic Court Documents /Subpoenas Jun 24, 2010
930000 TESTOME,TEST Monepisodic Court Documents/Subposnas Jun 24, 2010
930000 TESTOME.TEST 12 IEF - Annual Jun 14, 2010
930000 TESTOME.TEST 4 [Consent to Treatment May 27, 2010
930000 TESTOME, TEST 3 Consent to Treatment May 27, 2010
930000 TESTOME.TEST Monepisodic TMITIAL CONTACT INFORMATION - P... May 25, 2010 Final
930000 TESTOME, TEST Monepisodic Psychalogical Testing May 25, 2010 Final
930000 TESTOME,TEST 7 Progress Motes Apr 22, 2010 Final
930000 TESTOME,TEST Maonepisodic LUMDAPS Apr 22,2010 Final
930000 TESTOME,TEST Monepisodic  Physician Initial Hote (PIN) Apr 20, 2010 Final
930000 TESTOME,TEST Monepisodic |Annual Assessment Apr 5, 2010 Final
930000 TESTONE.TEST Monepisodic Physician Initial Hote (PIN) Apr5,2010 Final
930000 TESTOME.TEST Monepisodic Initial Asseszment Apr 2, 2010 Final
930000 TESTOME.TEST Monepisodic Medication Record of Drug Prescribed Apr2,2010 Final
930000 TESTOME,TEST Monepisodic  Physician Initial Mote (PIN) Apr 1, 2010 Void
930000 TESTOME.TEST Monepisodic  Physician Initial Mote (PIN) Apr 1, 2010 Final
930000 TESTOME.TEST Monepisodic Information Provided By Family Member Mar 31, 2010 Final

o vow lH Qlost All Decuments l

ITEM

DESCRIPTION

A) Search Tab

Click this tab to conduct another search or to return to the Search
window where you can close the window.

B) Lock Icon

If a lock icon appears in this column, it means that the document is
restricted, based on your Avatar permissions and you cannot print or
view the document.

NOTE: If you need to print a locked document, contact Quality

Management.

San Mateo BHRS
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ITEM

DESCRIPTION

C) Buttons

e View—View the selected document.

e Print—Print the selected document. If the Print button is grayed
out when you select a document, it means the document is
restricted and you do not have rights to print it. If you must print
the document, contact the ISD Help Desk at 573-3400 or Quality
Management.

e Void—Void the selected document. (Not everyone has rights to
void scanned documents. Administrators have the rights to void
documents.)

e Close All Documents—Close all documents you opened during
this session.

VIEWING AND PRINTING A SCANNED DOCUMENT

The following figure displays a document view. You can print the document, if needed
from this window. , I

B sYPMTEST (SAMPLE) - Clinical Document Yiewer (=13

File Edit Favorites Avabar FM Awabar CWS

Document Viewer

Search || Results |

[ Search Results
¢ [ Client

o= 71 All Farm Categories
o= [ all Farms
o [ Form Categariss

o T APPLE,ADAM
¢ [T All Documents

App Far Sves & Con
App for Swes & Con
App Far Sves & Con
Letters, Emails koffr
Letters, Emails boffr
Letters, Emails boffr

t@ o e [ECREHE

Treatment-Engl

of Say

f x—--"‘{g San Mateo County Behavioral Health and Recavery Senvices
%«__ ."3 A APPLICATION FOR SERVICES AND

Vasrig”

CONSENT TO TREATMENT

Confidential Patient Information:
See California Welfare and Institutions Code Section 5328.

Client Name: APPLE ADAM DOB 11171984
|Socia| Security #  555-12-1234 WMH Record # 380

|, hereby make application for myself, or my minor child, to receive care and treatment
voluntarily from San Mateo County Mental Health Services.

| understand that such care and treatment may consist of an evaluation process, mental
health services, case management, and, in some instances, medication,

If this application is accepted. San Mateo County Mental Health Services is authorized to
administer the treatmentiservices described above, Such consent, however, does nat
waive my civil rights: | reserve the right to decline treatment against medical advice,

| furiher undetstand that | have the continuing right to an explznation of the treatment to be
administered, and that | may address complaints about services to Mental Health
Advocacy Services, 800-388-5189. 1 further understand that my recerds are confidential
under Federal and State law, and will not be relaased Lo outside individuals or agencies
without my expressed writtan autharization. However, 1 realize that certain information may

1 A witheut o avtharlzation under circumstances deseribed in the Mental Health =

Document List l 1| APPLE,ADAM (390) - App Tor Svcs & Consent to Treatment-Engl |

Print Close all Documents

|_ @ Document Wiewer |

Complete

| Clinical Docum
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CONCEPT REVIEW

See appendix for answers.

1.  When scanning a document that is not related to a specific episode, what do you
choose in the Episode dropdown list?

a. Episode #1
b. Non-Episodic
c. The most recent episode
2. When scanning a document, what do you enter as the Origination Date?
a. The date of the document
b. The current date
c. Theclient’s admission date
3.  Should you place a document you want to scan face up or face down in the scanner?
a. Faceup
b. Facedown

4. If you are using the Clinical Document Viewer, what do you do if you need to print a
restricted document?

a. Find someone in your office who has access to the document and have them
print it.

b. Forgetaboutit.

c. Contact Quality Management.

San Mateo BHRS 12 August 2, 2018
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APPENDIX—CONCEPT REVIEW ANSWERS

1. b

2. a

3. b

4. o
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