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Introduction to Avatar - Clinician Users

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. This is a companion to the
online Internet and LMS “Introduction to the BHRS Avatar Electronic Medical Record Training” which is
narrated and includes step by step demonstrations. The online training is located at:
http://www.smchealth.org/onlinetraining. Clinical Users are also required to take the LMS/on-line HIPAA
for BHRS- Mental Health, Progress Note, Client Treatment and Recovery Plan Trainings; The Assessment
and Infoscriber trainings will be posted soon!

This 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 reports.

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

You will learn how to create a Client Alert and Urgent Care Plan.

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.

Section 1: What is Avatar?

* San Mateo BHRS's Electronic Medical Record/Information System.
*+ Meets federal mandate to convert from paper to electronic medical records by 2015.
* Integrates clinical, fiscal, administrative and management information in one place.

* Provides access to client information 24/7- helps clinical teams make decisions & handle
emergencies.

*  Provides client care coordination for the treatment team.

s Improves quality & continuity of care.

*  Minimizes time managing paper records and finding lost charts.

* Avatar software application from NetSmart Technologies is used by 28+ California counties.

Has been operational in San Mateo County for more than 1 year; paper records for all clients
open since 2004 have been scanned into the Avatar record.

» Clients with a Medical Record/ID # greater than 930000 have never had a paper chart.
* May need to request paper chart if looking for documentation prior to 2004.
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Section 2: How Do | Login to Avatar?

Clinician User Login, About Passwords, Help Desk, Ethics/Your Relef/Your Password

A. Clinician User Login —all BHRS Avatar Clinician Users

First:
Log-On to Windows.

Second:
Look to see if you can find the Avatar icon to determine if the Avatar application has or has

not been installed on your computer.

AL
This is the Avatar icon. 74@

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 You will be sent this
User ID YOUR USER ID
!
PESSWDI‘E,I i'l'l'l"l'lul"l'l"l'lllll J

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.

s  Write down your password; Avatar gives you 3 tries, 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.

* Avatar automatically locks you out 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. Windows will lock you out after 10 minutes of no use and you will need to re-enter your
Windows password.
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B. About Passwords

When you are sent your password and log-on for the first time, you will need 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:

Minimum 8 characters
Must contain at least one numeric and one alpha character
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 you password has expired it
will not work and if you try and fail 3 times you will need to get your password reset through
the Help Desk.

C. Help Desk

A Forgot your password? Got locked out?

Contact ISD Help Desk at 650-573-3400 ISDHelpDeski@ co.sanmateo.ca.us

D. Ethics/Your Role/Your Password

The Password that you generate is YOUR signature.
No one has Access to your password; however, it can be reset if you are locked out.
NEVER give out your password; itis 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.

While clinicians have access to the electronic medical records of all BHRS clients, off caseload
activity can be monitored and access can be restricted if necessary.

© Now you know how to Log-in to Avatar and get HELP!
Next, let’s look at some of the language and terms used in Avatar and the Avatar Menus, Task
Options and Commands.
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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 .

Menu Frame (A) Tasks, Favorites, Avatar PM, Avatar CWS, Avatar MSO and all the way to the far
right is Help. Each option contains menus and sub menus that you will select to do your work.

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

-~ e o 1
@\-- 07| hikpsffsvmid® 2080iradphusi ”’l 3R | It arch \ P~
A. Menu Fir Edt Wew Fovortes Toos  Help liks (1 ATKS = pwotar Raoplos @8 ms [T Netarcess. = Test AvarorRtadphus
T — = = \ % S
Frame 5 G ‘ fvatar RADplus 2010 [ BLILD-385] ‘ | i~ B - o= - [iFPage + & Tooks ~

Tasks FEavorites Awvakar PM Avakar CwS  Avakar M5O Help

B. Task Bar Eﬁ ﬂ /'y & C@ =
. , DB B 6 =
Picture Icons 0
 —
EE! Select Clet |y roe—.0 7R
C. Tasks il My Appaintments .
Frame NOW E: My TE DL 150) My To Do List ; Not
. E! | My Applications 5
includes B4 My Favoritss : Used
picture icons g’g MMy Preferences
S My Coursss I Bent: Wednesday October 5, 2011 | et
? Switch System Codes I Sent: Friday October 7, 2011 2
'\‘E b= 3ent: Thursday Movember 10, 2011 :
r ¥ Sent: Monday Movember 14, 2011

b Sent: Tuesday Movember 29, 2011

D. My » b Sent: Wednesday December 14, 2011
¥ Sent: Monday March 19, 2012
Caseload @ AEPLE ADEM imm] b Sert: Tuesday March 20, 2012
Frame © RANANSBARRY (00000351
& CHRRCTCARCL (000337

# GHELICROSEMART (20000)
E. My —»

Session

@ CARRDT CAROL (001

Frame
@ BAANA AT (D000 The Avatar HomePage
@ APOLEADAM (o000 showing To Do items from the

“Preferences” set up tab

Refresh Dismiss |

AVPMTESTDEY {LIVE:SMMH) 6076:5VYBHPRODI | 04/12/2012 02:00 PM

%4 Local intranet Ho100% v

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

My Caseload Frame (D) Displays all active clients assigned to a clinician. Only clinicians have this
frame. Clients remain in this frame until they are discharged or transferred to another clinician. 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 curser 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:

If the client is new to your caseload the client name will be highlighted in yelfow.
If there are NO To Do items older than 24 hours there willbe a2 H.

If the client HAS To Do item(s) that are over 24 hours old, there will be 4.

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 Casetoad (7) -
24 hours {not shown)

® I5LA BARAS (00000000T)

® ED BERR'Y (000000008
New Client highlighted and With —— A ER I R TH D

P eI E Rl ERIC BERTHOLD {000000004)

TO DO more than 24 hours MARTIN GUERRERD (00000 4, obow Fipg 4

@ EMNNY MARTIMN I:[IEIEIEI[I[I[I[IS

/ ® KAREN SMITH (Doogopopzy| abar CFMS g You can select

Chart has To Do items over 2 Aakar LUt ¥ Chart Review
hours old frvakar MS0 P/./

from this Pop Up
by right clicking

-~

Chart

Charts have one or more client “To - on client either
Do” Items A ERIC EERTHOLD (00000000<) From My
= Caseload or My
Session
Expand with your curser to see all clients Right click on the client name for menu options

My Session Frame (E)

You can also right click on a client name in ‘My Session’ (E) for the pop up window that shows the menu
options as 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.

In the “My Session” frame of clients you are currently working on, the ACTIVE client will appear in
ORANGE.
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The Menu Frame Tasks Favorites  Awabtar PM Avabar CiiS Help

iz vaive

® Clicnk
ATESTON _ _
" . — TESTOME,TEST (000930000}
Right click on :
client name for Favorites b
options Aeatar PM b
Avatar CWS 3
Avatar Ma0 3
hart

44— You can select Chart
Femove from My Session for Chart Review, or

i other options

You will learn about “To Do” Items later in this manual, See page 15 and Section 12

Section 4: Avatar Menus

Tasks Menu Options, Select Client, Favorites, Lock, Log-Off, ?, HELP, My Session, Refresh

1. The Menu Frame has menus that contain every command in Avatar.
(A) (B) (€ (D)

P YR 9 §S L

/

(A) Tasks Menu Options - The Tasks Menu in the Menu Frame, is a drop down menu that includes:
Select Client, My Appointments (not used by BHRS), My “To Do” List, My Applications (not used by
BHRS), My Favorites, My Preferences, My Courses {not used by BHRS), Lock, and Logoff

* The menu options in bold are discussed in more detail starting on page 14.
(B} Favorites Menu - This menu is a shortcut that allows you to go directly to a form or report you use
most frequently. Once you have selected your “favorites” and saved them, they are stored and available
to you from any BHRS computer. 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 now right click on a

client name in My Caseload or My Session and select a “Favorite” that you have saved.
* Please see Page 15 and Appendices # 2 on page 55 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 example: business/billing, call intake, admission,
family registration (UMDAP) and discharge tasks.
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(D} Avatar CWS Menu - Clinical Work Station - this menu contains the clinical features: Assessments,
Treatment Plans, Progress Notes, Infoscriber and Reports. Any document or report open through CWS
will also provide access to Chart Review where you can view the entire client’s chart. For clinicians, 90%
of your work is through this menu; CWS provides a multidisciplinary, integrated view of client
information. Remember, you can always right click on a client name in My Caseload or My Session, and
select Chart for Chart Review from the pop up.

2. 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.

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 client’s face sheet report!)

Avatar Document Imaging Menu - This menu allows Electronic Scanning of information. For example, if
external clinical information is received from the hospital, it must be scanned in to the client’s Avatar
episode; or, if the client signs a paper version of the treatment plan, this plan must be scanned into the
client’s Avatar episode.

Help Menu - this menu links to online documentation and search options.

A Im portant: 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

¢ R}.ﬁplus Client - - Windows Internet Explorer

v | bttmfJswidfnkstracpl it %] [ P
Fle Edb Vew Favortes Toos Hep  Like (50 ATES 2 Avatar RADDIs @LMS FNetnccess 2 Test hvatarRAdplus

B ok | ] — \ . »
WA Eraphs it ™ -0 8-k G-

Stay below this tab.
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Frame

Section 5: Tasks Options

Details of the TASKS MENU (A} in the Menu Frame (1);
the TASK BAR/PICTURE ICONS (B} and the TASKS FRAME (C}

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

3 lasks bavontes Avatar P Avatar Ui Avater M0

B. Task Bar

Picture Icons

C. Tasks Frame

D. My
Session

7 select Cient

il My Appoirtroents
B My To-DoLis: (300)
I_Z' My Applicaticns
Elkj‘ My Fawcrites

iy My Preferences
& My Courses

Bl Logout

My Caseload (1) &

& TESTONE, TEST {000330000)

® Cient

A TESTOE.TZST (000330006)

@ Select Client
This is a quick way to look up clients, 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.

b Sent: Thursday February 3, 2012
b Sent Thursday March 1, 2012
¥ Sent: Thursday March 15, 2012
I Sent: Monday March 19, 2012

I Sent: Tuescay March 20, 2012
b Sent: Friday Apel 27, 2012

Refresh Dismiss

B &

4 = :
4l @ Didyou know... R
| Mo informatior avalable:

Hed

You can Select a Client by entering: *Medical Record Number, *LastName, *LastName,First (no space),
*LastName,First IR (space only before title), ¥LastName,First M| (space only before middle initial), ¥Hyphen (Maria
Lopez-Cantera), ¥Apostrophe (Angelo D’Marco), *Birth Date; or *Alternate Look Up: Social Security #; Alias -

LastName,Alias; Soundex-Similar Sounding Name {e.g. Browne vs. Brown).
A\ Please see Appendices #1, for a step by step “how to” select a client.

1aM\Ql-AvatarTrainingintorAvatarCLINICIAN June 2012
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My “To Do” List
Alist of To Do items will appear on your Avatar Homepage once you set Tab 3 in the “My Preferences”
sub-menu. “My To Do List” is a reminder that you need to review or complete an important item. (ltems

left as DRAFT or pending co-signature that need to be finalized). “My To Do” function can also notify if a

client has been added/deleted from clinician’s caseload.
* Please see page 16 for setting up “To De” in Preferences; Section 12, has more detailed information about “To Do”
workflow functions.

e

B My Favorites
The “Favorites” function is for you to create a short cut to YOUR most often used documents or reports.
You create “favorites” by clicking on the “favorites” option until a folder appears on the Avatar
homepage. Right-click on the “favorites” folder icon and choose “Add Folder” from the pop up menu. An
Input Dialog box appears for you to type the name of the new folder, and then click OK. Next, place the
mouse pointer over the “favorite” document or report you want to add from the Avatar CWS Menu. Left
Click and hold down, while you drag the “favorite” document or report to just below the new folder.
Then release the mouse button. Click the save button on the bottom of the screen. You can repeat this
for each favorite you want to create for this folder or you can create additional folders and then add

documents/reports to them.
* Please see Appendices 2, for other alternatives for creating ‘Favorites”.

)

— My Preferences

This Avatar feature links to a window where you choose options for spell check and can specify which
window opens first and appears on your Avatar homepage after you log in to Avatar.

Click on My Preferences and 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. Click Apply.

Skip the Printer Fonts Tab: Itis NOT used by BHRS because changing these settings results in reports
printing incorrectly!

Under the Startup Tab, Select Either My “To Do"” or “Favorites” for the initial view that you will see on
your screen when you open Avatar. The setting of My “To Do” is recommended!
When you are finished, at the bottom of the My Preferences window,

Always Click Apply to save your changes,

Click Apply and Dismiss to apply the changes and close the window, or

Click Dismiss to close the My Preferences window without making any changes.
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My Preferences Wy

[ Spell Checking | Printer || Startup |

oo may custormize thie initial wiewse wehen oo lodin by selecting wiewes from the categories belowne
Tasks

EBw cletaul, no initial task wieww iz displayed. IT wou wwish to display an initial task wiew wwhen wou lodin,
select cne of the followwing or Sselect Poms if vou oo ot seant ans initisl task wisses

o by Lppoirtment=

O ry To-Do List Select either one
e Py Applications

20 hely Fawvorites

™ lore Not working and will
not be used.
HIEE e / Uncheck to turn off
E/:l Showe MO o Foraoeees M
YA
|Tﬁ/ [ Apply and Dismiss |\rﬁ ismiss |

E Lock Application

If you click on the “Lock” application, client information will be protected and cannot be viewed if you
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.

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 i in the upper right corner of the Avatar window. Once you Logoff, 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 - this is currently under construction.
The question mark provides a hyperlink that connects you with the most current versions of Avatar
reference guides used for CWS functions. You will find the Assessment, Progress Notes, Client Treatment
& Recovery Plan and others if you click on the question mark and select the guide you want to view, or
you can go directly to: http://smchealth.org/avatarguides .

Refresh

There is no icon for this option. This command will allow any new report or feature that may have been
added to Avatar, while Avatar has been in use, to become available in your menu or on your screen once
you have refreshed your screen.
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© You now know about Avatar Menus, Tasks Options and Avatar terms! You know How to Select a
Client; Manage your work through “To Do"”; Create Favorites and Preferences, Lock and Logoff!

Next we’ll look at Avatar Navigation Features. You will need to use these features to enter client
information for any clinical document, to request reports and/or to create a Client Alert or Urgent Care
Plan if you need to communicate about a client issue or concern.

Section 6: Navigation Features in Avatar

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

foeatar PM | Avatar CWS
CZlient Management . #| Episode Management _ b Call Inkake
Practitioner i k| IP/Residential Management i ¥ Admission (Outpakient)
Services k| Bccounk Management ¥ Adrission (Inpakisnt)
Billirvg ¥ Client Information ¥ Discharge
Appaintrment Scheduling B Census Management Reparks k| Discharge (Outpatient)
Y — ¥ w __» ¥

—_—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 any document a Client Window will open. Many documents may be
open within that 1 client window. For example, the screen shot on page 17 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 MR# 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, 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 view information on the
correct client. (Client name is orange/active in “My Session”; it matches with client name in blue title bar
and 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. This screen shot shows only 1 Tab. (E)

You may notice a “Flag” Ashows on a Tab. The “flag” indicates one or more of the required fields is
missing an entry or contains an incomplete entry. 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, 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 on
the next page shows there are 2 Pages. (F)

E. Screen Shot Windows/Tabs/Pages

F. Pages C. Client Name B. Window Name
D Client >

= AVPMLIVE {LIVE) - T.STONE,TEST [000930000)/URGENT CARE PLAN
Name File Edit Faworibes Awvafar B Avatar CWS  Awatar MSO Help

[ TESTO

L, TEST (000930000) Date O Birth: 050811 962, Sex: Male
Tab Urgent Care Plan |
I 1denkifying Information I Treatment Plan and Caubion

’StanDate ; .
4 M’ | | o -
F tatus

Pages [@en - |

Client Information Update Diagnosis if needed

Date of Birth Prirmary Diagnosis

osmensez | W] [ — | | [ Processsearch |

| 286 74 MAIOR DEFRESSIVE DISORDER, SINGLE EPISOD . = |

Treatment Providers

TherapistiCa=zeworker Peyehiatrist
‘ ‘ Process Search | | Process Search
@ MamedD Mumber 1 Unigue Practitioner |0 ) MamelD Murnber O Unigue Practitioner ID
FRIEDMAN, MICHELE (052395) = | || =
Redion
These are open Documents within the || =
Client’s window Team | |
[ owen | [\ )
Complets \ \

B URGENT CARE PLAM A4 Client Alerts Tl\.‘ Chark Review ‘
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F. The Option Toolbar The option toolbar appears at the top of all windows in Avatar.
1 2 3 4 Not Used 5 6

Ej> 1. Back/Forward:
ﬁ Click these icons to move back and forth between multiple pages in a tab.

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

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

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

5. Lock:
c@v 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.

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

@G. Selection Screens

1. Episode Selection Screen: When you try to 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.

2 RADplus Client - Loading BHRS Outpatient Progress Mote

File Edit Faworites #&watar PM Awatar WS swatar M5O Help

1071
Episode Selection

Mame: TEST TESTOMNE Select Only
ID: Q30000
B Malz from an open
Date of Birth: 05/08/1962 / episode
: P (End
417000 COASTSIDE aDULT 12/15)2011 -
410405 FAIR OAKS INTERFACE 111002011
10401 SOUTH COURNTY ADULT 10/06/2011
<415600 HAWTHORKME HOUSE 050212011 05105 2011
007000 WESTWOOD MAMOR 0z/09;2011
410103 MORTH COUNTY Y¥OUTH 0z2/18j2011 02/15/2011
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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.

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 progress notes that have been
made. Sometimes it shows a document in Draft that needs to be finalized; sometimes it shows other
documents and their status (urgent care plan/client alerts). This pre-display screen of outpatient
progress notes will open if there are previous progress notes when you select Progress Note from the
CWS Menu. 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 an item not yet finalized; 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.

[ ]

...... AVPMLIVE (LIVE) - TESTONE, TEST (000930000)/BHRS Outpatient Progress Note

File Edit Faworites &Awatar PM Avakar CWS  Awatar MSO

4 o B B _
I |

Pre-Display

Date of Mote |Mate Type Data Entry Date |Diata Entry Time Eniry Person
zj15/2011 (2] BHR Standard Mote{Co-sign ... |12(15/2011 0337 P JORSE MONTZ
02/09/2012 (1] BHR. Standard Mots 02/09/2012 03:42 P MICHELE FRIEDMARN
0z/09/201Z {17 BHR3 Standard Mote 0z/09/z012 06245 Pl MIZHELE FRIEDMARN
03/16/2012 i1) BHRS Standard Mote 03f16/2012 11:55 AM INGALL BILL

Checking pre-display...

B BHRS Outpatient Progress Mats

1aM\Ql-AvatarTrainingintorAvatarCLINICIAN June 2012

20



=% |
8 duan

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.

If you are working in a document and a field or command is Gray 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 B 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!
/ \ -

< I Fage 1 af1 = 8 j[? f ‘63 \'1' '
=3 F—— ' .

* 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.

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 O Service
H | I B =

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

CZ00BPM (LIVE) - JENNY MARTIN (000000005 )fA dmission
File Edit Faworites Awvakar P Awatar CFMS  Avatar CwwS Avatar MSO

Page 1 of3 @ m

| JENNY MARTIN (000000005)

[ Admission | Demmographics | Other Client Data | Inpatient/Partid

Facility 1

Select Date
May 2010 B

Sun Mon Tue Wed Thu Fri Sat
1

3 4 5 b i B

0 11 12 13 14 15

Epizode Mumber 2
Cliert MNames
MARTIN,JENNY

Sex
® Famals

Age i6 17 18 19 20 z1 ZZ
23 24 25 26 27 28 29
30 31

1 Current H = = ampem April |"HZUIU |V|
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3. Single Select Entry Choice: You are only able to select one from the radio buttons/drop downs or check box.

DirattPending Approval/Final
() Diraft
2 Pending Approval

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

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

Treatment is being provided to address, or prevent, significant deterioration in an important area of life functioning
[ School i wiork Functioning [¥] Social Relationships [#] Daily Living Skills
[w] Aility to maintain placement [#] Syrmptam 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.

Presenting Problems-Primary
[ Thought Disarder |

You can clear a dropdown field if you click once in the light blue area and tap the [F5] key.

If the entry is with a required (red) dropdown list, you must make a selection and the entry cannot be
cleared!

6. Process Search Entry:

Process Search requires you to make an entry in the blank white box; then click Process Search, and then
click the correct selection so that it populates the blue box. Process search entries are common in
Avatar; some require 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 process search is clicked, a pop up
box requires a selection to be made or requires you to validate that what is in the pop up box is correct.
Once you answer ‘OK’, or select the entry, it will populate the required blue Avatar field. 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.

Some BHRS Staff may have their name listed twice with two different ID #s {e.g., one |D # 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 operations. You sheuld always choose the lower of the two numbers.

You can enter a name or ID in the white

-

Primary Therapist @

[BuLL

PR rem—

- NamerlDMr

_—

2 Unigque Practitioner D

[BULLIMGALL (mooc ey,

-

B
/Search by name or ID#

Primary Therapist @ K

[1s

| | Process Search |

& Mame/ID Mumhber

i Unigue Practitioner D

| BULL,IMNGALL 00001 B)

i
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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.
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

N ¥ Window lcon

This iz a progress note for Adam.|\ w

In scrolling and non scrolling text fields, any misspelled words will have a visual cue, similar to
Microsoft Word or Outlook. “Name” and “Process Search” do not have these indicators.

C2008PM (LIVE) - JENNY MARTIN (000000005)/Intake Assessment
File Edit Favorites avatar PM deatar CFMS  Avatar OWS Avakar MSO

LG e <O TR A
f‘fz: ny
[ JENNY MARTIN {000000005) Episode. 1 |

| Primary | Secondary | Iteration |

Trestrnent

Here i= an exampl of the spell checkr working sutomsticaly. F

/

Mis-Spelling
CUE Prognosis
0F
S .\
Does this require medical interventian: Medical st
® ves 2 Mo | 1t warks in Seraling and nan scralling feilds,
Complete
Chark Review {332032;JROBILOTTA-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
\ | /

] vext Eurtor i

Thiz is a progress note for Adam,

Be sure to save.

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.

Close

~
Click and drag here to change size of window.

8. Multiple Entry Table Entry: A multiple entry table 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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Selecting a row and clicking Selecting a row and clicking
the Edit Selected Item button the Delete Selected ftem
opens the related fields for button removes the row from
editing. the table.

S AVPMTEST (SAMPLE) - APPLE,ADAM (000000390), BHRS Client Relationships
clicki ng the Add NeW Bls Edt Favorites Awatar PM Avaktar CWS Help

Item button adds a o e o ) ) @j v‘ @ Ef m;

new blank row toghe | o

table. | Entry Date | Relationahips |

List of All Client Relationships

N Tes of Rislationsh Last Hare _|First Mame | Cell Phons | |Relstionshin Start Date
hizr AFPLE ARTHUR 650-456-5. ] [Birth

Sibh APPLE =1L 650-504-9. ) [Birkh

1300y Client's Home Phone: 650-28§ 8466, Diate OT Eirth: 01/01/1984; Gex Male

Emergency Contact? |Neat oFKi
fes Mo
Mo M

m et e o e e
| geletesdectediltem

«f

Add New Item Edit Selected Item

Type of Relationship LastMame

Fatriet = | | [ePrLE |
Ot Relatonshi Firstarne

| [sRTHUR |
Address - Bireet Clty [SANMATEQ ‘
[2130 EL caming REAL |
State

Address - Strest 2 |3J;2'P«LIFDHN\.& - |
| | Tip Code 944 01

| ogion |

Complete

Chart Review

To Add, Edit and Delete Entries in the Table
When you select a row you want to edit and then click the Edit Selected ltem button, the related fields

become active so you can make changes. You can select a row and click the Delete Selected ltem button
below the table to remove a row from the table.

9. Other Helpful Tips:
B At top right of document: DO NOT USE the RED X in Avatar; it is ok to use it for Crystal reports.

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

Bundle: Documents in a bundle are grouped together in windows serially that are related within a
process, such as the Admission Bundle (Outpatient) which contains all the assessment documents,
LOCUS, Diagnosis, Master and MSE.

Light Bulb {EI is a Help that provides more information for a subject area for example, Service Types
and Service Locations. You can hover over the light bulb to see information or click on it.
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Home OJ returns you to the Avatar homepage without closing the current window that is open.

A Important

« Always look at the screen and the command you have selected to see what you are being
asked to do: save, file, apply, dismiss, add, ok or cancel?
e Usually a left click is to select an option and a right click is to perform 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. You are now
ready to view the Client’s Electronic Medical Record and locate the documents and reports that have
been entered into Avatar!

Section 7: The Client’s Medical Record and Avatar Reports

A. About Reports

If you imagine a client’s paper chart that has sections for assessments, consents, treatment plans,
medications and progress notes, well, Avatar reports is how you can view these completed documents.

You request a report through Avatar CWSlReports; 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’s
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.
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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. Once you click on the Report Submit
icon these report pop up messages may appear:

2 AVPMLIVE (SAMPLE) - AVPMLIVE (SAMPLE) - Download Report ]

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

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)

\(" Loading report file from servrer..

Filea g2 Wait. ..

D. Standard Report Toolbar

Reports use a standard toolbar as shown below:
Print Text Size 1st Back #pages Next Last

Face:_Sheet.rpt

X & & [100% ] (4| 1 of1 b ) Y

Preview Episode History |

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.

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 8: The 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, there is an example of the report as it will
appear when you run it in Avatar.

B. Screen Shot of the Dashboard Report

neview | View all Contacts | Alleray Info | Other Assigned Staff | Dx History | Ta History | Episode Hx | Progress Motes | IC1 Mates |

A5

Note:
*ltermns Displayed in RED need attention
*lterns Displayed in GREEN are coming due

SAN MATEO COUNTY
BEHAVIORAL HEALTH AND RECOVERY SERVICES
CLIENT DASHBOARD

Client Demographic Information
TESTONE.TEST {930000} D.O.B. {5/8/1962)

URGENT CARE PLAN ON FILE
Start Date: 2/15/2012

Gender: Male SS #: 222-55-3929
Address: 1245 BYE STREET - INFOSCRIBER TEST
SAN MATEO, CA 04403 ’
(h} B50-589-1172
(c) 650-258-3694
(w) £55-1258
Language TONGAN
Preferred Language: Unknown / Not Reported
Ethnicity: Unknown / Not Reported

Age Today: 50

CCP Coordinator: MEALEY JEANNINE
Anniversary Date: 05/01

Treatment Consent: 6/2/2012

AKA 1:testjoe
AKA 2 : rodney mytest
Living Situation: Homeless, no identifiable

CONCERNED ABOUT CLIENT HE FELL 3 DAY S AGO thin
he s self medicating and is taking too much please abserve
Cautien: should not drive

Start Dave: 5/2/2012

The quick brown fox jumped over the lazy sleeping dog
Caution:

Guarantoer Info
1) NON-RECOVERABLE Pol#

Race: Amencan Indian or Alaska Native,
Asian Indian, Black or African
American, Cambodian, Guamanian

Emergency Contact Info: (Contact Type G=Guardian; E=Emergency; K=Neit of Kin)

residence

Visw sl Contact: Authorization For Use of PHI Assessmnt Status

IN-\Iue Type Relationship / Contact Info: Date Persan / Organization
Bull Mama G E Mother (h) B50-550-1212 (w) B50-573-2563 (c) 415-647-1942 B/2/2012 hello thers testing
Bull PAPA G EK Father (hy 415-123-1234 (w) B50-445-2266 (c) 650-456-4567 Sr23/2012 ingall bull

Bull Loita
SHEETS - COUNTY PROBATION E

FCP (h) 416-555-1212
Parole/Probation Officer  {w) 650-222-3333 (¢ 650-333.2222

5A16/2012 Jeanning

1173720011 TESTING123
8732011 MICHELLE TREHAN
8/32011 ME

2772011 ingall

CORRIE LORRIE SHEETS

Testane Marla s K Daughter (k) 415-555-1212 (w) 408-555-1212 () 650-555-1212

School Bazed M zntel Health Info:
Due: 1033010

Current Medications (informationis up 10 by 24 hours out-of-date Please check Infoscriber for up-to-date medication profile) Allergyw Info |CA/LOCUS

(Order Date  Refills Drug /Dose / Prescriber / Pharmacy

B/272012 0O Valium ; - 10 mg, TAB, PO {1)ea BID Prescriber: Cabaj, Roberl Pharmacy: Walgreens Drug Store O00E3 Score: 7
4552012 o lithium , - 300 mg, CARP, PO (1)ea BID Prescribes: Cabaj, Robert Pharmacy: Walgreens Drug Siore 00063 © TNENTARY
1/18/2012 ] Adderall XR ;- 10 mg, ERC, PO (1)ea BID Prescriber: Cabaj, Robert Pharmacy: Walgreens Drug Store 00063 .
Current Open Episodes / Primary Dx / Tx Plan Status (as of 06/07/2012) Other Ascigned Staff Dx History TxHistary Episode Hx Progress Notes ICI Najes
| EP Admit Program Primary Clincian Psychiatrist Dx Last Service Tx Plan Status
37 11AG201 410405 FAIR OAKS INTERFACE BULL INGALL 309.81 W 1/2012 I
36 10&2011 410401 SOUTH COUNTY ADULT BULL INGALL SHEETS LORRIE 30520 6422012 IE raft 012 - 5/1/2013 I
31 3m201 Q07000 WESTWOOD MANOR FRIEDMAN MICHELE 799.94 Mo Tx Plan Required
25 114520310 410301 CENTRAL COUNTY ADULT SHEETS LORRIE 3013 2/2012 I‘-Je::, Due 5/1/2012 l

C. Details of the 9 Main Sections and 7 Links (in blue) to More Information

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, CCP Coordinator, Anniversary Date, Living Situation, AKA Names, Treatment Consent Date
(Avatar Consents only at this time.)

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.)

Guarantor Information - Shows the current payer information on file.
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4. 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.

5. Authorization For Use of PHI - This section displays the current status of the consent form
“Authorization for the Use of PHL” Consents for the last 18 months will display and items that are
over a year old will display in RED to indicate that the consent has expired.

6. Assessment Status - Displays the current assessment status. If the client’s assessment is almost due
it will display in GREEN and assessments that are overdue or left in “Draft” will display in RED.
(NOTE: Documents left in draft are not considered complete, or part of the client record.)

7. 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.

8. School Based Mental Health Information - Displays current information regarding authorized School
Based Mental Health services (formerly 26.5 Info.)

9. Current Open Episodes/Primary Dx/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 or left in “Draft” will display in RED.
Last Service Date - Displays in RED if the last service occurred more than 90 days ago.

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.
ii. Dx History - Displays the complete history of primary diagnoses by episode entered
into Avatar.
iii. Tx History - Will display 90 days of service information by episode.

iv. Episode Hx - Displays client’s episode history since 7/1/2004. (Run time up to 1+ min.)
v. Progress Notes - Displays 6 months of progress notes. (Run time up to more than 1
min.)
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=— AVPMLIVE (LIVE) - TESTONE, TEST /500930000)/BHRS

Chart Review

TESTONE, TEST (000938400)

@ Chart Review /

§ b Abstracts
I ASSESSMENTS Adult (All)
b ASSESSMENTS Child [ Youth (All
b ASSESSMENTS PLLM. (Al
J [5 Pre to 3 Admission

P+ CLIENT DASHBOARD

Lo
b ICI
I Progress MNotes
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Avatar CWS | Avatar MSO\

Tasks Favorites Avatar PM

& My To-Do List
& My Applications
@& My Favorites
& My Preferences
@& My Courses

@ Logoff

B E

Assessments ]

Consents ]
Progress Notes ]

CLIENT DASHBOARD

-

Progress Note Reports #
Assessment Reports P Lot
Medical Reports 3
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Treatment Plan Status Override

¢ PM
Final to Draft Override
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Section 9: Chart Review

A. How to Find the Chart Review Screen

The blue title bar of the window below shows that this is the client’s 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 report or form that you open will bring up the Chart Review screen. You can switch
between screens.

Face Sheet Report window

2 AVPMTEST (SAMPLE) - APPLE . ADAM (0O0D00DD390)/Face Sheet

J Ei=  Edit Favoritss  Avatar PM Awvatar CWS Help
— — s = ™ %
Page 1 of 1 - m ‘ (@»
S| == J &
| APPLE,ADAM (D00000390) Client's Home Phone: 650-286-8466; Date Of Birth: 01/01/1 984, Sex Male ]
[ Face Sheet |
Salect Cliant Select Episode Mumbsr
[ | [ Process search | | [ ~]
|Episode # 1 Admit 07/06/2008 Dischargs: NONE Program: 410101 NORTH COUNTY ADULT |
@ pamedID Number O SUTTAT TETUTIY TYUTTIET
© Facility Chart Number O Alias
< Unigue Client ID > Soundex
O Claim Numbsr
[APPLE aDEM (380) -]
[1_optien
Compiste
ace Sheet , [E Chart Review

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.

Ny Caseload (7) =
= § ® TSLA EBARAG (000000007
RIGHT click on the client’s ® EC BERRT (00000000E]
name in either My Caseload T e

A ALEX CAREY (00000010

¥ @ MARTIM GUERRERC (00000
or Mv Session. ® JENMY MARTIN (400000005
® KoREN SMITH (0§0000002)

ERIC BERTHOLD {000000004) |

Avakar P
Avakar CFMS
Caipertem &5
A~vabar M5O
Chart

You can select Chart

Review from this Pop
e Up

r¥YTrTvw

A ERIC EERTHELD (000000 00<]
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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
ONLY 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. (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, e.g. consents, LOCUS/CALOCUS, ICI's, Substance Use Assessment.

* Episodic Level Documents: Episodes are displayed by episode number, admit and discharge dates, if
the episode is open then NONE will show for the discharge date. Episodic documents include treatment
plans, assessments, and diagnosis. (All} means all components connected to assessment documents will

be present (e.g. MSE, LOCUS/CALOCUS, Diagnosis, Substance Abuse Assessment, and Assessment

Master)

C. Chart Review Screen Shot

hart Review
Chart Review

TESTONE, TEST (000930000)

art Review
9 I Abstracts

b ASSESSMENTS Adult (Al
I ASSESSMENTS Child | Youth (All)
J ASSESSMENTS P.LN, (Al

| ASSESSMENTS Pre to 3 Admission
b Call Intake History
| Diagnosis

4
I Progress Notes

¢ Episode # 38 Admit: 12/15/2011 Discharge: MONE ~ Program: 417000 COASTSIDE ADULT

¢ Episode # 37 Admit: 11/10/2011 Discharge: NONE ~ Program: 410405 FAIR OAKS INTERFACE
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ABSTRACTS

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
the assessment and the companion
documents.
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Chart Review

TESTONE, TEST (000930000)

® Chart Review

@ = Abstracts
k= To Do Lj

‘Abnormal Involuntary Movement Scale)

¥ BHRS Client Relatonships

= CALOCUS

b Care Coordinator

I CONSENTS Application for Services/Consent to Treatment

b= CONSENTS Authorization for use or Disdosure of PHI

b= Day Treatment Autherization Approval

B ICI Contacts Note

= Initial Contact Saresning (ICI)

2 arge: NONE Program: 417000 COASTSIDE ADULT

|- Episode # 37 Admit: 11/10/2011 Discharge: NONE Frogram: 410405 FAIR QAKS INTERFACE

I Episode # 36 Admit: 10/06,2011 Discharge: NOMNE Program: 410401 SOUTH COUMTY ADULT

b Frisnde # 35 Admit: 0430711 Discharoe: N5/06720711 Prooram: 410205 PENTNS] I A HOSPTTAI TMPATTENT

Chart Review Screen, continued

J Episode # 26 Admit: 11/15/2010 Discharge: 05/25/2011 Pragram: 411100 YOUTH SERVICES CENTER

¢~ b= Episode # 25 Admif; 10 Discharge: NONE ~ Program: 410301 CENTRAL COUNTY ADULT
g,

ULT Annual [ Update Assessment

© ADULT Spedal Assessment

[ BHRS Client Treatment and Recovery Plan

| BHRS Diagnosis

© CHILD / YOUTH Admission Assessment

© CHILD {YOUTH Annual [ Update Assessment

© CHILD / YQUTH Spedal Assessment

o Contractor Treatment Plan

[ Diagnaosis

© Managed Care Authorizations

« Medication Recondiliation

© PRETO 3 Admission Assessment
ogress Note Viewer

= Trane ! [

| 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. These forms include
consents, LOCUS or CALOCUS, ICI's,
Substance Use Assessment and
others.

EPISODE LEVEL

Episode level documents include
Treatment Plans, Assessments,
Diagnosis and others.

e Agreen triangle by a document means there is more information.

« 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); Alf Form Categories
(Documents are listed by category); or All Forms (Documents by form name in alpha order, a very

long list).
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A\ If this feature DOCUMENTS, does not work, you can go to Section 13, for instructions about the
Avatar Clinical Document Viewer so you can search for and view scanned documents.

/\ When you are looking for a Treatment Plan in Chart Review, the green arrow in the episode may
indicate BHRS Client Treatment and Recovery Plan. This refers to an ofd plan.

¢ [Ifthereis a green arrow next to Plan Dates and Information, this refers to the new client plan
implemented 9/1/2011.

Section 10: Documentation at a Glance

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 primary clinician’s caseload or program. 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 lcon :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 Documentation at a Glance Report

410401 SQUTH COUNTY ADULT

Anniv. Date  Cere Azsesament Prirrary Diagmosis Last
Clent Admit Jate  Coordinator Treatmant Flan Status Coda | Descrintion Sarvice

P BANKS MEHAELA Drad ) a57
= AiuliSpausl dagmt
Sisha: Firg

Py eI T L b

418300 EA ST BAYSHORE ADULT

Anniv. Dote  Cere A SSES SN Prirrary Diagnosis Last
Clent Admit Date  Couidingw Stams Codz | Deseriation Survice
830003 KT ELULES TN =ARA NG ETEY HEAZIT
TESTTESTIWO T

NOR: 41011833

21 WY B
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D. Report Headings

e (Client: Includes the Client Name, Mental Health #, Date of Birth, address and phone numbers.

« Anniversary Date / Admit Date - Current Anniversary date on file in Avatar and the Admit Date to
the program. *Please see Appendices #3 for more information about Anniversary Dates.

« Care Coordinator: Person assigned as the Care Coordinator in Avatar.

e Treatment Plan: Shows the Type of Treatment Plan, (Initial or Annual) and the current
Treatment Plan Status (Final, Draft, or Pending). If this Item is wrapped in a box, it indicates that
the plan is either OVERDUE or COMING DUE and these Items need to be addressed first. ltems
appearing with no box are in compliance. If a client is newly admitted, this section will tell you
the date their first Treatment Plan is due.

e Assessment Status: Will show information regarding the fast assessment for the client.
Information included is Type of Assessment (Initial, Update or Annual), Assessment Status (Final,
Draft or Pending), 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. Reassessments are due by the indicated
anniversary date of each calendar year.

e Primary Diagnosis: Displays current Diagnosis Code and Description for the client in the
identified program. If “No Entry” you need to complete a diagnaosis for this client in this program
using BHRS Diagnosis.

e Last Service: Displays the last service date and indicates if that service is more than 90 days old.

« Now includes LOCUS/CALOCUS scores
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Section 11: The Face Sheet Report
A Report Submit lcon

= AVPMTEST (SAMPLE) - APPLE ADAM (000000390)/Face Sheet =113

J| Bile Edit Favorites Avatar PM - Avatar CWS Help
raaeior [ ) S @) =l . .
ﬁ =] Ax
| APPLE,ADAM (000000360 Client's Home Phone. 650-266-0466, Dale Of Birth: 01/01/1984; Sex Male J
| c
Sealect Client Selecl Episode Number isod
B [ | | Process search | | | ~| Episode
= JEDiSnt}E # 1 Admit 07/06/2009 Discharge: NONE FProgram: 410101 NORTH COUNTY ADULT | /
Client @ Name/ID NMumber O SoTTar SETOTIY TIUTTTIET
O Facility Chart Number O alias
) Unigue Client ID 0 Soundex
O Claim Mumber
[APPLE.ADAM (390) =
Complete
E| F: ek Chart Review

A. Path: Avatar CWS |, Reports = Face Sheet, click

You can see that this report requires the Client Name (B} and Episode (C} to be entered. You will then go
to the Report Submiticon (A) in the toolbar and click.

B. Details of the Face Sheet Report: The Face Sheet Report opens to the Preview Screen tab.

Preview Tab This top portion includes demographic information, language, therapist, and diagnosis.

WA Face_Sheet.rpt =153
: & & ooz - LI 1 of 1+ P M ] “wérf'dfgtal oo
Prefview ]
OF Sag,
f 1’% San Mateo County BHRS
- r' FACE SHEET
q , r- ?#

Client'Episode: - 390 - 1 58 #: Pseudo S8 #: Sex: Male DOB: 1/1/1934
Family Number:

MName: APPLE,ADAM Home Phone #: 6150-286-8466 Language: English

AKA 1:DOUBLE A Work Phone #: Preferred Lanzuage: Endish

AKA 2: Cell Phone #: Parent's Language: Fnglish

Age: 25 Years Education: Mo Entry

Address: 714 ORCHARD LANE CCP Coordinator:

SANMATEO, CALIFORNIA, 94401

Admit Date: 7//2009 MOS: Admit GAF: Group 1: Group 2: Group 3:

Provider: 410101 NORTH COUNTY Assigned Therapist: BECHER MATT

Diagnosis Effective Date:  10/7/2002 Doctor:

Primary Dx: 100D - TRAUMATIC STRESS DISORDER.

Secondary Dx:

Conservatorship /Court Status: No Entry 3
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The bottom portion of the Face Sheet Report includes the name of the coordinator, 26.5 eligibility,
guarantor information, emergency contacts, and client relationships.

Guarants ¥ Mame: Kank: Poley #:
HON-EECOVERABLE 1

Motiee of PP:
Comsent ts Tx:
[ndital Assessmmend: 061 52011

CiP Coordinador: MEALEY JEAHHINE
CCP Intake Date; | 101 522010
Anniversary Date: 0201

26.5: Yes 26.5 E ligibikity Dave: | LI32010 Mext IEP Due: 11972011
Schoen |l Ditrict: BRISEAME ELEMENTARY Chsed Dates 6/26/2012
Contact Info: Nea Emesg
T e Relationskip: Cuardizn of Kin Comndaet
LORRIE SHEETS - COUNTY Parole/Probation Officer  (w) 650.222.35333 (c) 650-333.2222 Ho Mo Tes
FROBATION

Mama Bull

Marda Testons Daughter (k) 415-5335-1313 (w) 408-333-1212 () 630-335-14l3

C. Episode Data Drill Down Reports

/\ Data Drill Down categories are highlighted in blue; when you click on a category link, a report is
generated which will open a new tab on the face sheet screen, next to the Preview tab.

Episode Data Dill Down
Epizgode Higtory Diamiosis History Ti eatinent Higtory Client Pelationglips

Demograplu ¢ Histarv  Pevcuatnst Historv  Proeress Notes (Last 6 Mouths) Medication History

Details of the Episode Data Drill Down:

+ Episode History: Shows all episodes, open and closed; it is better to view from CHART REVIEW,
Section 9, page 30.

« Demographic History: Shows past and current demographic status.

« Diagnosis History: Shows entry date, which person entered, diagnosis, principal diagnosis and
diagnosing practitioner.

+ Psychiatrist History: Shows date assigned, practitioner type, practitioner name, date entered
and who entered.

+ Treatment History: Shows service date, service type/code, practitioner, practitioner ID,
duration, location for the selected episode.

e Progress Notes (Last & Months): Shows progress notes for past 6 months across episodes.

¢ Client Relationships: Shows contacts, next of kin and if releases are on file.

¢ Maedication History: Shows order date, drug and dose, prescriber, pharmacy, refills, when Rx
ends, instructions; may be out of date by 24 hrs; it is better to check Infoscriber Report.
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Face Sheet.rpt
X & & 100z ] ( 4| 1 of1 - @4

Previ Episode History
> review

Click here to return to full view/select new link New tab

D. View Reports from Episode Data Drill Down

To view a report, click on a link, the report will process and then open, you will also notice that a new tab
opens next to the Preview tab. The Episode History link was selected and here is the tab. The Preview
tab will bring you back to the full view of the Face Sheet where you can close the report or select
another drill down link.

E. Z0\ Important Use ONLY the Preview tab to access other Data Drill Down reports. If the Ed|is used,
you will be kicked out and will need to re-order the Face Sheet Report! GO TO PREVIEW TAB!

You can print information from the Episode Data Drill Down screens but NEVER consider the information
to be appropriate for a legal release of information.

For legal releases you MUST select and print documents from the specific Avatar report menu.
(Progress Note Report, Assessment Report, etc)

F. Closing the Face Sheet Report:

When you are ready to close the Preview screen of Face Sheet Report, you can close Crystal Reports

with the B,

When you close the Crystal Report window, the following message appears.

= AVPMLIVE (SAMPLE) - Option Return

2 Processing repart has completed. Do you wish to retun to option?

[5a] (]

Always click “Yes”.

Click the & Close button in the upper-right corner of the Face Sheet window to exit the report. Then you
will be at the screen where you first requested the Face Sheet report and you can/should close this

window by clicking the Closeicon.
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Section 12: 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 the pop up.

System message pop up

\;j ~ ~ AVPMLIVE (LIVE) - System Message(s)

h’here are one ormare new iterms within your Workflow Management Ta Do List.
IMFOSCRIBER LSERS: Faxing of prescriptions is down. See email dated 47372012 (040372012
01:56 Phi

Click ok to the pop up o

B. “To Do” Draft Documents
The “To Do” list is arranged by date with the most current at the top.

« 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.

¢« 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” ltem
» Right click on the green triangle of a To Do ltem and three choices are presented:
s Enter Post it Note - this is NOT used.
e« 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 S?IECt Enter Option” to
Do Ljst command. needing your attention. directly open the screen that

needs attention.

\

T‘sks Favorites  Avatar PM AvatarCV\&

Help

W _
s &

: My Tc Do List
® Seley lient

& My AMCointments o i Torkik
[# My To-Do List . o

® My Applcations & b Sent: Thursday August 20, 2009
@ My Favnrtes b 09;33 A1 BHRS Client TreakmentAnd Recavery Plan ADAM APRLE (0000003500 BHRS Client Treatment and Recovery Plan ‘Treatment and Recovery Plan' Is Due For Re

@ My Preferences
& My Courses
® Logoff

My Caseload (7)

® APPLE, ADAR (000000290)

& BANANA BARRY (000000331
® CARRGT,CARCL (D0D00D397)
@ MANGOMART (000000352
@ PRPAYA,PABLO (100000 393)
@ STRAWBERR YV, ZALLY (000000408)

B TOMATC THOMAS (0000033 F

@ Clisrt
- ® APPLEADAM (000000330) | [q[EE
Review Ta Do Itemn

Refresh Dismiss

AYPMTEST (SAMPLE) 0971109 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 ltem |

To Do Infarmation

Date Sent : 03/20/2012 ¥
Time Zent : Ol:00 AM

Sent By : TENMPORARY IFV3TEM ADMINIZTRATOR

Option : Client Treatment and Fecowvery FPlan (MNew)

Client Treatment and Recovery Flan (Iew) 'practice number two' Is Due For Beview On 05/01/Z01Z

SetTo Do ltem to Reviewed

VYiew Detail
[[] Reviewed I w

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 13: Scanned Documents

A. Viewing Scanned Documents
Avatar allows any authorized user to search for, view and print scanned documents.

B. Understanding the Clinical Document Viewer Window
« 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:

« Screen Shot of Clinical Document Viewer Tab 1 — Search

Z, AVPMTEST (SAMPLE) - Clinical Document Viewer

File Edit Favorites Awvatar PM o Avakar Ci's Help
i " Results |
Select Search Criteria
—» | celect Typs: ||:]ient - Prograni [] San Mateo Medical Center
[ Test program
; Select All or Individual Clignt: 2 an @ Indhadual u,_‘f‘ i Cli Pyl
—l Select Client; APPLE‘ ‘ -v.l Episode: |AII -l E
APPLE, ADAM (390
APPLE,PEAR B {255)
» User; | ‘ ._'l
Document Skatus: [ Final Dcumenk Source ] POS Scan !/ Import -
[ void [[] Batch Scanning Module =
[71 web Service API B
[[] Document Routing -
Document Origination Date Stark End EI
Form Selecktion Form Restrictions Inchuds Exclude
(®) Entire Chart D Mot Print 0 [CY
) Legal Medical Record D Mt Relzase ] W
|y () By Categories | Forms P Archived Documents O 10
Complete

1aM\Ql-AvatarTrainingintorAvatarCLINICIAN June 2012



Tab 1: Search Tab (A)
Select Type of Search: Select Client for documents related to this client or Staff for documents

Scre

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!

en Shot of Clinical Document Viewer Tab 2 — Results

A B

T — ——
S AVEMTE 5T (SAMBLE) - Cliri cal Document Viewer
Eil= Edit Fpvorites Awatar PM Rvaktar CWS

it Viewer

7 Search Results
g B0 clent

o= [ GHOST,CASPER
4 [ Form Cateqories

o T Correspondence
GHST, CASPER, (501 -
GHOST,CASPER (500 - £
GHOST,CASPER (500 - &

L] GHOGET,CASPER | lMonepisadic il May 4, 2008 + Emails tof,.. RAND MI¥ASH, .,

50 GHOST.CASPER | Monepisodic pdl May 4, 2009 Final Latters. Emais to/...RAND MITASH. ..

Ealle ==

50 GHOST,CASPER | Manepisodic N May 4, 2009 Final Letters, Emals tof..[RAND MITASH, .

Tab 2: Results Tab (A}

Lock icon (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 14: Urgent Care Bundle (Client Alerts and Urgent Care Plans)

Aclient 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”.

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!
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Example of the Client Alert Pop Up Window

1 - — Client alers Example of Care Alert
Woarning: HIGH PRIORITY-Please review the Ulrgent Care Plan in Chart Review pop up Warning -
N | Click OK, then go to
i ! LT let] Chart Review screen!

B. How to View the 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

= AVPMLIVE (LIVE) - TESTONE, TEST (000930000)/Face Sheet =153

Chart Review

TESTONE, TEST (000930000}

® Chart Revisw
b= Abstracts
b= To Do Lisk
= aTMS (Abrormal Invaluntary Mawement Scale)
b= BHRS Client Relstionships
< BHRS Treatment and Recovery Plan
I CAaLOCUS
b= Care Coordinator

B Day Treatment authorization Approval )

B 1CT Contacks Mote
b= Initial Contact Screening (ICI

b LOCLIS
B b MEMTAL STATLS EXAM (Adult + PIN)
< Problem List
~ b= Substance Use Assessment
\“URGENT CARE PLAM

| 3 01/30/z012 MICHELE FRIEDMAN Open
| o 01/30/2012 01/30/201 2 MICHELE FRIEDMAN Closed
b o1fod)z012 01/04/2012 IEAMNMINE MEALEY Closed
| 2 1z/14jz011 01/04/2012 JEAMMINE MEALEY Closed
= 12fo7jz011 01042012 JEAMMINE MEALEY Clased
- Oe/15/2011 LORRIE SHEETS Open
| o Od4/1202011 LYKD& FRATTARCLI Open

,..-—""Episnde # 38 Admit: 12/15/2011 Discharge: NONE Program: 417000 COASTSIDE ADLILT

b= Episode # 37 Admit: 11/10/2011 Discharge: NONE Program: 410405 FAIR QakKS INTERFACE

b= Episode # 36 Admit: 10/06/2011 Discharge; NOKE Program: 410401 SOUTH COUNTY ADULT

b= Episode # 35 Admit: 04)30/2011 Discharge: 05/06/2011 Program: 410205 PERMINSLILA HOSPITAL IMPATIEMT

¥ Episode # 34 Admit: 06/28/2011 Discharge: 07/01/2011 Program: 410205 PERNINSULA HOSFITAL INPATIEMT

b= Episode # 33 Admit: 06/15/2011 Discharge: 06/23/2011 Program: 410205 PEMNINSULA HOSPITAL INPATIEMT =

A_,_..-—

Face Sheet

1aM\Ql-AvatarTrainingintorAvatarCLINICIAN June 2012 45



Report: 01 /31 /2012 MICHELE FRIEDMAN Open

Feport Date: 0173172012 Page 1 of 1

SAN MATEQ COUNTY
BEEHAVIORRL HEALTH & RECOVERY SERVICES

URGENT CARFE PLAN Inguiry

Urgent Care Plan
dtart Date: 01/31/2012

Status: Open

Date of Birth: 05/08/186E

Frimary Diagnosis: MAJOR DEPRESIIVE DISZORDER, SINGLE EFISODE, SEVERE WITH
PEYCHOTIC FEATUFES (=96.24)

Therapist/Caseworker: FRIEDMAN,MICHELE (053396)

Urgent Care Treatment Plan:
Client iz possible danger to others. He has heen hostle, aggressiwve and
grounentative with othees. Becomes agitated and has threatened wague harm

to others on one occasion

Caution:
client has not taken his meds for 1 week and i= at risk.

" @Search | 3 PDF Config | & PDF Viewer |

Fage: |1 >| ofi “Iﬂmi? ki"l H

STOP ‘

BHR:S Qutpatient Progress Mote || ‘
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C. How to Create a Client Alert and Urgent Care Plan

1. CLIENT ALERT

Select the client.
PATH: Avatar CWS — Other Chart Entry - Urgent Care Plan Bundle

Screen Shot: Client Alert Pre-Display Screen v

The bundle will open to the document to create a Client Alert; if other alerts have been made, there
will be a Pre-Display Screen (shown below) that lists the other Client Alerts that have been created.
The Client Alerts Pre-Display screen includes: the Description or Alert Type, the Custom Message,
the Date of Entry and if the Alert is Enabled/Active or Disabled/Closed.

At the bottom of this screen there are options for you to select:

o ADD s to add a new Client Alert.
o EDITis to edit an alert that is active and/or to disable an active alert.

¢ DELETE is to delete an Alert.
o CANCEL will cancel this option and return you to the homepage.

1 0f1

2 AVPMCONY (LIVE) - APPLE ADAM (000930026)/Client Alerts (=113
File Edit Favorites Avatar PM  Avatar CWS  Avatar MSC Help
Page 5 S i) e
- . 2 & W % . .

]

-.‘-"-'1'- . >

Client repea{edlyasks for benzos, CON...

Pre-Display I

03/08/2010

Yes

client AWOL from Board and Care if pre. ..

03/03/2010

No

This is a test Warning message.

03/06/2010

Yes

Checking pre-display...

Select ADD; the Client Alert document will open.
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Custom Message
_M—HGH PRICRITY-Please review the Urgent Care Plan in Ghart Review

Type OF Alart CARE ALERT v_J.\

Disabled
@ Aetive for Date Rang 2 veg LC X Tl -
End Date
01/30:201 2 = ==
Applicable Options
pisodeis)
[ All Egizodes = |
] Episade # 1 Admit: 120372009 Discharge 080742010 Program 4104071 SOUTH COUNTY ADULT ]
] Episade # 10 Admt: 05 372010 Discharge: 07F1 202010 Frogram: 894800 PATHWATYS (21
] Episade # 11 Admit: 051 452010 Discharge: 080503010 Frogram: 41 BHOO PATHWAYS =

IL, Cpticn

Complata

Chart Review

How to Complete a Client Alert

The Client Alert document has 1 tab (A} and 1 page (B); Select the Type of Alert (C)

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}

e The Alert will fill in the custom message (D) box if custom is not a selection. Do NOT select custom error as

it will lock you out of all functions and you will need to call the help desk. If Warning is selected then there
must be an entry in the custom warning in the custom message box (red/required).

Select Active or Active for a Date Range: If Active (E) is selected you will be unable to make an entry for
the start and end date. The warning remains active until a status changes.

If Active for Date Range (F) is selected, the Start Date (G) and End Date (H) will automatically be entered
with today’s date. The End Date (H) can be changed manually for however long you set it.

Disabled: (1) this is how you close an active alert that has no end date.

Applicable Options: (J) allows you to set how the Alert will appear. Select All options.

Episodes: (K) allows you to select which episodes will be impacted by the Alert.

Submit: (L) you will know the Alert has been set once you reopen Avatar. The pop up will appear and
require you to click OK.
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2. CLIENT ALERT that DOES NOT REQUIRE an Urgent Care Plan

Select Financial Interview Due from the description or alert type drop down options.

The Custom Message Box will fill in automatically with “Ask Client to Make Appointment for a
Financial Interview”.

Active for Date Range will fill in automatically.

Disabled Defaults to No; select “YES” to close an active Alert or an Alert that had no End Date.

The Start Date and End Date are filled in automatically with today’s date.

You can change the End Date manually for however long you want the Alert set for.
The fields Applicable Options and Episodes are pre-set to ALL.

There is no further action required except to SUBMIT the Alert.

Opening Option:

Progress Notes Report

~ AVPMCONY (LIVE) - Client Alert

Waming: Ask Client to make appointment for a financial Interview

* When any document or report in Avatar is opened, this alert will pop up. Click OK.

3. CARE ALERT that DOES REQUIRE an Urgent Care Plan

« Select “Care Alert”.
« The Custom Message Box fills in automatically, for example
“HIGH PRIORITY - Please Review the Urgent Care Plan in Chart Review".
«» Active automatically is filled in; Disabled Defaults to No.
« Select “YES” to close an active Care Alert.
« The fields Applicable Options and Episodes are pre-set to ALL.
« SUBMIT.
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D. How to Create an Urgent Care Plan

* Once the Care Alert has been submitted, the Urgent Care Plan screen will automatically pop up with

the Urgent Care Plan document, or if there have been other Urgent Care Plans, an Urgent Care Plan
Pre-Display screen will appear.

2% AVPMLIVE (LIVE) - TESTONE,TEST (000930000)/URGENT CARE PLAN

Eil Edit  Favoribes  Awvatar P Avatsr CwS

| e | I . & W

2 :
[ e
(I ]

Pre-Display

§ T _ .:-_ s Diak= Ent P,E%; -::--n = Stab

oL/047/2012 0L/047/2012 JEAMNMIME MEALEY Closed

127142011 Q102012 JEAMNMIMNE MEALEY Closed

12/07/2011 oLf042012 JEANMIME MEALEY Closed

O6/15/2011 LORRIE SHEETS Open

04/12f2011 LYMDA FRATTARCLT Open

Cliznt Alerks

« The top of the Urgent Care Plan Pre-Display screen displays Start Date, End Date, Data Entry
By and Status of the Urgent Care Plan as Open or Closed.

« At the bottom of the screen are options for you to select:

ADD is to add a NEW Urgent Care Plan.

EDIT is to edit an Active Urgent Care Plan or change the STATUS and CLOSE an Urgent
Care Plan.

DELETE is to delete an urgent care plan.
CANCEL is to cancel this option and return you to the homepage.

« Select ADD
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The URGENT CARE PLAN contains 1 Tab (A) and has 2 pages (B} and (C).
Screen Shot of Urgent Care Plan Page 1: Identifying Information

D

E —™cpen -~

F e ] @ @ =

—p Start Date

A B Click to Page 2

2 AVPMI IVE (LIVE) - TESTONE, TEST (000930000)/JRGENT CARE PLAN
Fil=  Edit |Favorices  aSvatar PM SWavatar CWsS Avatar MSO Help

| TESTONH TEST {000930000) Date OTEirth 05/08/1 8962, Sex Male

\*’ﬂrn'rrti.-!"ﬂ‘ﬂl "

Identifying Information I Treatment Plan and Caution

pipizoz] [ = B

Status

Client Information Update Diagnosis if needed

Date of Birth Primary Diagnosis ;: I

‘ | Process Seardi™

| 296.24 MAJOR DEPRESSIVE DISORDER, SINGLE EPISOD.. ™ |

Treatment Providers | ..'
TherapistiCaseworker Poychiatrist
| | ‘ Progess Search | ‘ ‘ | Process Search ‘
»
\5,‘ MamerD Mumber 0 Unigue Practitioner D ) MarmedD MNumber O Unigue Fractitioner 1D
| PRYE DM AN MICHELE (053396) = ||| =
Regioh
| - K
Teatn |
| apten |
Completa
B Client Alerts ” Chart Review

Page 1: (B} ldentifying Information

« Entry fields on the left side of the form are red/required fields.

«» Start Date: (D) Date of Birth (F) and Primary Diagnosis (1} will automatically fill in.

« Select Status: (E} Status will default to Open; Select CLOSED to close an Urgent Care Plan that
has been open.

» Therapist/Caseworker: (G} A process search entry, enter letters of the last name or entire last
name of person in the white box, click process search, select the correct Therapist/Caseworker
so that the name populates the blue box.

« The right hand side of the Urgent Care Plan includes entry boxes that are optional.

« End Date: (H) You can enter a date or leave this blank.

« Diagnosis: (I} This fills in automatically, you can update the diagnosis if needed by entering
the code in the white primary diagnosis box, click process search, then select the correct
diagnosis so that it appears in the blue box. If you update the diagnosis, the next box,
psychiatrist, will become a red required field to enter who updated the diagnosis.

« Psychiatrist: (J} Optional process search type entry, enter psychiatrist if diagnosis was
updated.

» Region (K}: You can select the region from the drop down.
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= AVPMLIVE (LIVE) - TESTONE,TEST (000930000)/URGENT CARE PLAN

File Edit Favorbes  Awakar PM O dvater OWS Asakar MSO

=1

B -} Lrgenl Care Treatment Plan

hopsitalization

ezt iz refuzing to take his medications because his favorite football team did not make 1t Lo
the superbowl.Plan is to encourage test to continue with meds to awold deconpensation and

D = aution

threatening to nthersl

TEST Describes being upset with neighbors who don't like hinm to swoke in the entrance way of his
apartmwent and is upset about his team not going to the superbowl. Has become aggressiwve and

Client Alerts

Help
v
iy
g e B K O & s
= i i Ay
Il TESTONE,TEST (000930000) Date CF Birth: 05/08¢1 862, Sex. izale ‘
| Urgent Care Plan v
| Identifying Information [ Treakme d Caution 1 | e c

H Chart Review ‘

Page 2: Treatment Plan and Caution (A)

» Urgent Care Treatment Plan: (B) This is a free text box for a narrative description of the

concern.

» Text Editor: (C) This provides an expanded view of the text and spell check.
» Caution: (D) This is an optional free text box to include cautions.

« Submit: (E} Submits the Urgent Care Plan.
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Once the Urgent Care Plan and Alert have been completed and submitted, the warning pop up ALERT
will appear with any document or report that is opened. The pop up screen will warn users:
“HIGH PRIORITY - Please Review the Urgent Care Plan in Chart Review.”

~ - Client &lert

Warning: HIGH PRIORITY-Please review the Urgent Care Plan in Chatt Review

OK Cancel

/

/7

Click ok to this message AND
BE SURE TO VIEW THE URGENT CARE PLAN THROUGH THE CHART REVIEW SCREEN!

E. 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. The Urgent care plan will sit above the last episode.

TESTONE, TEST (0D00930000)

Urgent Care i

PI an o b= Abstracts
- To Do List
b ATMS (Abnormal Involuntary Movement Scale)
B BHRS Client Relationships
I CALOCUS
I Care

COMSENTS Authorization for use or Disdesure of PHL
I Day Treatment Authorization Approval
= ICI Contacts Note
= Initial Contact Sareening (ICI)
B LOCUS
- Substance Use Assessment
B URGEMNT CARE PLAM
& Episode # 38 Admit: 12/15/2011 Discharge: NONE Pr:
Episode # 37 Admit: 11/10/2011 Discharge: NONE ogram: 410405 FAIR OAKS INTERFACE
igode # 36 Admit: 10,/06,/2011 Discharge: NOI Program: 410401 SOUTH COUNTY ADULT
WNRIPN 11 Proarsm: 210705 PENINSI I A HOSPTTAl TMPATTFNT

Last Episode

am: 17000 COASTSIDE ADULT

2\ IMPORTANT: To Close/Disable an Urgent Care Plan
+ Always remember to Close an Urgent Care Plan and/or Disable a Client Alert.
«» Select Stop or Dismiss to get out of the screen.
« To Deactivate or Disable Urgent Care Plan/Care Alert, SELECT the Urgent Care BUNDLE.
+ Select EDIT: Change Status to CLOSE; enter today's date.
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Section 15: 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 lcon.

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
s LAST,FIRST JR (type a space before the title)
s LAST,FIRST MI (type a space before the middle initial)
o |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 resulits 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 scrofl through
names and the Enter key can be used to highlight a row.

Select Client a3

’ N
Clisnk Mame D Alkernats Lookup HEI’E s the Alternatlve
e 1] gl ™ Look Up Search

Alternate Leckup Type
| Social Security Mumber (&) & | - |

| Select Client Name /ID& Search

] Process alternate Lookup Search

Client Search Results

Mame

151 A BARAC (OOOD00007)
EC EERRY {000000006)

ERIC BERTHOLD (000000004

L Enter Key will
highlight the row
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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 5,/ 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
-.-.,,gh_e‘nt Marme 10 #
Name B
Shortcut

‘Salect Client HameD# Search

Select Client

SMITH.JOHM (000000219}

12112/1912  Male >

SMITH.JOHN (000000219)
SMITH.JOHN (000000327)
SMITH,JOHN (0D0000338)
SMITH.JOHN (P63)

12121912 Male

Male
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2. Quick Reference for Favorites

vagve

Task Procedure

Add Commands to My Favorites 1.

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 | 1.

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

vagve

Lookup ONLY Administrative Staff Clinical Staff
Face Sheet Call Intake Bundle Initial Contact Screening
Chart Review Admission Bundle All Admission Documents

(Outpatient)

Urgent Care Plan Discharge Bundle

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

.
¥ You can create a Favorites folder for Reports/Tools suggested for monitoring:

Compliance Reviews

Documentation at a Glance

Caseload Report

Notifications/Alerts
Transfer/Discharge Bundle
Assign/Reassign Practitioner

BHRS Assign/Remove from Caseload
BHRS Units of Service Summary Report

Quality Reviews

Client Dashboard
Client Relationships
Update Cient Data
BHRS Diagnosis
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3. About Anniversary Dates

INTAKE DATE

The Intake Date is the first date of claimed outpatient services for a “new” client. A “new” client is any
individual admitted for outpatient services for which there is not a current outpatient treatment
episode. The individual may have received previous services from BHRS and still be considered a “new”
client.

INTAKE PERIOD

The Intake Period is two months following the Intake Date. During this time, a thorough assessment is
completed, a CA/LOCUS is completed, and a Client Treatment & Recovery Plan is completed. The
availability of community resources and social support systems to meet the individual's needs are
evaluated. Generally, Assessment and Plan Development services are provided until the client care plan
is completed. However, other services may be provided and should be coded based on the service
provided.

ANNIVERSARY DATE
The anniversary date is the date an updated treatment plan, Annual Assessment, and CA/LOCUS is
completed. These documents must be completed every year while the client continues to receive
services.
¢« The Anniversary Date is the first day of the month of intake.
e The Anniversary Date follows the client throughout a continuous course of outpatient treatment
anywhere in the BHRS system of care.

WINDOW PERIOD for DUE DATES

The window period for completing the Annual Assessment and all other Treatment/Recovery Plans is 6
weeks prior to the Anniversary Date. Plans and Annual Assessments completed and signed during the
window period are effective for one year. Writing required annual documents earlier than 6 weeks
before the anniversary date is too soon! The requirement to update documentation annually is not
met when written prior to the window period.

SUMMARY
A chart must have all of the following items completed on time to avoid disallowance of services:
*  Admission Assessment and CA/LOCUS completed within two months of the Intake Date.
* |nitial Client Treatment and Recovery Plan completed within two months of the Intake Date.
* When an existing client is opened to a new team/program the new provider must complete a
Client Treatment & Recovery Plan within two months of the opening.
* Annual Assessment and the CA/LOCUS updated annually during the 6 week window period prior
to the anniversary date.
# The Client Treatment and Recovery Plan updated annually during the 6 week window period
prior to the anniversary date.
These timelines are mandated and fixed for each client. Assessments may be amended or have
additional material added at any time and Treatment & Recovery Plans may be amended at any time.
These subsequent changes do not affect the established timelines and new dates shall not be entered
into the computer.
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4. 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

[F6] Mave 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] Maove forward one field

[Shift]+[Tab] Maove 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]

Maoves cursor to the end of text in a field

[Ctrl]+[Home]

Moves the cursor to the beginning of the next field

[Ctrl]+[End]

Moves the cursor to the end of the field

[Ctri]+[

Moves cursor to the beginning of next word

[Ctrl]+[ ]

Moves cursor to the beginning of previous word

[Shift] with any arrow key

Selects (highlights) text one letter at a time

[Ctrl]+[Shift] with arrow key

Selects (highlights) one word at a time

[Ctri]+[C]

Copy selected (highlighted) text

[Ctrl]+[X] Cut selected (highlighted) text
[Ctrl]+[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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5. Example of a Caseload Compliance Review Tool

Date of Review
Type of Review

Review Area

yes

no

nfa

comment

Documentation at a Glance

Are Caseloads for each clinician current and correct

Are Clients missing from report, have they been added?
Are there Clients that need to be discharged have they been?
Are there any items “boxed” or in “red” or “green” and have
they been assigned for correction?

Are draft documents assigned to be FINALIZED?

Is the Last service date active within the past 6 months?
Are Anniversary Dates and Start Dates correct?

Does each client have an assigned care coordinator?

If Diagnosis has “No Entry” or Deferred has this been assigned
for resolution?

Transfer
Do clients need to be transferred to another program, or
clinician?

Discharge
Have clients with no services for more than 90, 120 and/or 180
days been assigned to be closed or discharged?

e Isthere a reason to remain open?

e Have there been attempts to re-engage client?

Utilization Units of Service

Do you notice trends in billing across clients or clinical staff?
Is the Units of Service Report accurate for billed/non billed
services?

Error Correction

If you notice any errors, have they been assigned for
correction?

Have previous requests for correction of errors been resolved?

Notifications, Alert, To Do

Have Clinicians been notified of need for carrection?
Have Alerts for missing documentation been created?
Has YOUR “To Do” list been reviewed and cleared?
Have any Unnecessary Alerts been Disabled?

Day Treatment Authorization Report
Have All services have been authorized?

Clients Re-Opened within 45 Days
Have any clients returned within 45 days of closing?
Has the Closing been rescinded?
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6. Example of Quality Chart Review Tool

Date of Review

Type of Review
Name of Reviewer
Client

Clinician Responsible

Review Area

yes

no

nfa

comment

Dashboard - is Client Relationships

Are the relationships, phone numbers correct and up to date? All
Demographic info current?

Has information been updated?

Are there items identified as “CHECK STATUS”? Have they been checked?

Assessment

Assessment was completed on time and final, co-sign if appropriate?
Describes functional impairments, signs & symptoms exhibited by
client and match Diagnosis?

Diagnosis

Primary Diagnosis - Meets Medical Necessity?

Is current and appropriate, co-signed if appropriate?

Not deferred longer than 6 months?

Appropriate for symptoms, behaviors & functional impairments exhibited
by the client?

Treatment Plan

Was completed on time? Has co-sign if appropriate?

Meets medical necessity & is consistent with diagnoses?
Includes substance abuse goals, if applicable?

Measureable Goals/Objectives and address barriers to client’s
success? At least one goal addresses Primary Dx?

Client has signed/plan was given or progress note describes why
not?

Consents for Treatment, Release of Info, & Medication (if needed)
All 3 types of consents are current & entered in Avatar?

Is an updated in Avatar consent needed?

Are med consents consistent for all meds currently prescribed?
{yearly)?

Release of information (yearly- don’t forget school)

Urgent Plan/fAlert
Is there an Urgent Plan or Alert that needs to be Disabled/Created?

Financial
Are any financial updates needed?

Medications
Medications are current, client is compliant?

Review Progress Notes for Standards and Quality

= Are there Billed service notes for Non-Billable activities?

= Are Codes for Service Type Correct — any notes up coded?

= Are Location Codes correct?

= Does the service provided/documented match with the Duration for the
service? Too long?
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Any non-billed service that could have been?

Are staff interventions appropriate?

Is there evidence that the client is responding/benefitting from the service?
Are there too many acronyms that you can’t understand?

Are all caps, abbreviations used?

Are other staff/clients mentioned?

Have error corrections heen submitted? Resolved?

Date:

Date:

Date:

Date:

Date:

Date:

Date:

Date:

Date:

Date:
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7. Correct Your Work: Finalize Draft Documents, Close, Transfer, and/or Assign Care
Manager(s)

A. FINALIZE: Documents in Draft as Priority
For any document that needs to be Final, select the client, select the document, select the episode;
At the pre-display window, select the document and then select edit, the document will open. Make
your entry and then submit as final.
If a co-signature is necessary for an assessment or treatment plan, save as draft, send to supervisor
where indicated on the form, send an e-mail to supervisor to inform co-sign is needed ASAP for any
outdated documents.
Progress notes are no longer required to be saved as draft. They can be submitted as final with the
“send to” the supervisor selected from the drop down as indicated. If the supervisor agrees with the
note, there is nothing more to do. The note is final.
If the supervisor wants some change to the note, it will be sent back to the clinician in Draft form and
the note will appear as a clinician’s to do item. The clinician will make the changes; submit as final with
the “send to” to the supervisor. The process will repeat.
Go to Documents in Chart Review; Review Progress Notes for any left in draft or Run a Progress Note
report for Episode and Date Range. Finalize any DRAFT Progress Notes.

B. Correct the Caseload by Closing or Transferring a case and you MUST request from your
supervisor.
Avatar CWS=> Other Chart Entry=> Transfer/Discharge Bundle

The Transfer/Discharge Bundle includes the BHRS Diagnosis which must be completed in order to
discharge a client from the caseload. The Transfer/Discharge request has 4 tabs. Tabl,
Transfer/Discharge Request:

= AVPMLIVE (LIVE) - TESTONE,TEST SR (000930000)/Transfer/Discharge Request
Eile Edit Fawvoribes  Awatar PM Avatar CWS Awakar MSO Help

’; 3 ., 2 "l ’W BT - : B %
P % Paga 1 afi | < ™ E: i @ b *
| TESTONE.TEST SR (000930000) Episode: 23 Date Of Birth: D5/08M1 9632, Sex: Male

|i Transfer | Discharge Request | Supervisor Authorization Status | Receiving Clinic Approval Status | Hotify |

Type of Request If client requests services in future
2 Discharge 3 Transfar 2 Return Directly to Region
i Re-svaluatsd by ACCESS
Transfer To
R T2 Unahble to Determineg At This Time
Current Treatment Information and Alerts
=F
Transfarf Discharge Reasnn
=
Reguested By Date of Reguest
[ | [ Process search__ | |usszarzon 2 | T * =
@ ramesD Number 2 Unigue Practitioner 1D
| |

I option |

Complats

E=| TransferfDischarae Pequest [ chart Reviews
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The Requesting Clinician completes information on the first tab, Transfer/Discharge Request tab.
Type of Request, Discharge or Transfer is selected;
If Transfer, Enter Transfer to location; Select if client requests services in the future, if applicable;
If Discharge, Select if client requests services in the future, if applicable;
Enter Current Treatment Information and Alerts;
Enter Transfer/Discharge reason;
Process Search entry, requested by you;
Date of Request fills in automatically
Click the submit button; the clinician’s request will appear on the Supervisor's My To Do List
Once the submit button is selected, the BHRS Diagnosis document appears.
¢ In anticipation of approval by the supervisor, complete the BHRS diagnosis.
e If your discharge request is later approved, remember to create a progress note documenting the
discharge and the reason for it.

Tab 2, Supervisor Authorization Status:

This tab is completed by the supervisor after the supervisor has reviewed the Discharge/Transfer Request
submitted by the clinician that is on their To Do list.

The supervisor will select the Authorization Status: Accepted or Rejected. If rejected enter Comments in the
Comment box.

Enter authorized by through Process Search entry;

Enter Date of Authorization

Submit

Is this is a transfer request, the supervisor navigates to Tab 4 Notify and selects the supervisor of the receiving
clinic and clicks submit.

= AVPMLIVE [LIVE) - TESTONE, TEST SR (000930000 TransferiMischarge Request

Eile Edit Faworices Awvaktar FM Swatar WS Avatar MMSO Help
- T et :
4 = (==
| TESTONE.TEST SR (D00930000) Eplsode: 23 Date Of Birth: 05/08/1 962, Sex: Male
[ Transfer / Discharge q '/ Supervisor Authorization = | iving Clinic Approval Status | Notify |
Authorization Status
i Accepted i Rejected
Comments
¥
Authorized By Date of Autharization
| [ Process search | [ | T ¥ -
W M amedD Mumber 2 Unigue Practitioner 1D
\ =
b seien |
Complate

Charkt Revisw |
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Tab 3, Receiving Clinic Approval Status:

The Request of Transfer by the clinician’s supervisor will appear on the receiving Clinic’s Supervisor “To Do” List.
After reviewing the request and information related to the transfer, the receiving Clinic’s Supervisor completes
Tab 3. The receiving Supervisor selects if they Accept or Reject the Transfer Request; Comments are entered if
rejected; Process Search entry is made for Approved/Rejected By; Date of Approval/Rejection is entered; Process
Search for “Assigned To” clinician at the receiving transfer location is entered.

The receiving Supervisor navigates to Tab 4, Notify, and enters the name of supervisor who made the request and
if possible, the clinician who made the original request and submits.

2 AVPMLIVE (LIVLC) - TESTOHML.TEST SR (000930000)/ Transfer/Discharge Reguest

Eile Edit Faworites JAwstar PR Avakar CWu'S  Awatar RSO

[1=STONE. 1ES1 SH (UUUYSSUUOY) Episode: 23 Liate LT Sirh: USIUEN Y5 Sex: T

| Transfe: [ Discharoe Reauest | Supe wisor Aullion icalion Stalus | Receivimg Chnic App oval Status | Hotine |
Request Appr ol

Cournnrernls

[
Aporoved f Reiected Sy = Assioned To
[ | [ Eros =i | | [ Pruoiess Scarcls |
@ MdamedD rMumber = e Mractit & rarmesD Murmber 3 Unigue Cractitioner 1D

| = |
Crato of ApprovaliRojostion

[ . N =

|

Chark Rowvicwes

This is Tab 4, Notify and is completed by the clinician’s supervisor to accept or reject the discharge
and/or transfer of a case. Tab 4 is also completed by a receiving clinic’s supervisor when accepting and/or
rejecting a case for transfer to notify the Supervisor and/or Clinicians who submitted the request.

= AVPMLIVE [LIVE) - TESTONE, TEST SR (000 230000)/TransferiDischarge Request

Cile=  Cdit  Favorites  Awabar P Awvebar CWS Awakar MSO

| lelp
— P [
5 - = = gy L Y
- e B = = & 2w >k
| TESTONE,TEST SR (000930000} Episocde: 23 Date Of Birth: 05/051 90Z; Sex: Male B |
[ Wranefor / D e R I sup i Authori ot

Statuse | Receirving Clinic Approval Status [ Moty |
Sernd ur Appruwsl

Send for Approval Cutgoing Comimients

| Gplion |

Compiats

Chark R eview
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The Transfer/Discharge Request BUNDLE to correct the caseload also includes the BHRS diagnosis that must be
entered for any client transferred/discharged.

Sometimes “To Do List “notifications will continue after the supervisor has authorized and sent the
Transfer/Discharge document along. The Check boxes on the notification list do NOT clear when the form is saved.
You must clear the User Notification selections to avoid sending redundant notifications

If bundle is selected the BHRS Diagnosis document will appear once the Transfer/Discharge request is submitted.
To do the BHRS Diagnosis: Avatar CWS-> Assessments—> BHRS Diagnosis

C. Correct a Caseload by BHRS Assign to Caseload.

BHRS Assign to Caseload: Avatar PM-> Episode Management-> BHRS Assign To Caseload

1 Tab, Caseload Assignment, Pagel Adds a Clinician to a Treatment Team

S AVPMLIVE (LIVE) - TESTOME, TEST SR (000930000)BHRS Assign To Caseload

Eile Edit Favorites Avstar P Avatar CWS  @wabar MSO

Cﬁ] Faoe 1 of 2

| Caseload Assignment |
Initial Assignment Date

o] [ W

| TESTONE.TEST SR (000930000) Episatie: 23 Date OTB

1. D5/081 962, Gex. Male

Case Managar/Other

Family Partner/Other

‘ | Process Search | ‘ Process Search
\ ||| =]
Motes Motes
= 7
MurgefOther ARM Clinician/Other
‘ | T Frocess search | [ | [ Pracess search |
\ | | |l =]
Motes Motes
= ]
I
COther Practitioner Other Practitioner
‘ | ‘ Process Search | ‘ | Process Search
\ = |||l =l

|| omon |

Complete

Chart Feview

Client must be active in My Caseload, Process Search for team member, add a note to explain the
assignment including the reason for the assignment and the assignment date. Click Submit.
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Caseload Assignment Page 2, if needed!
= AVPMLIVE (LIVE) - TESTONE,.TEST SR (000%930000)/BHRS Assign To Caseload

FEilz Edit Favorites &wakar P Avatar OWSs Awvakar M5S0

Help
— gy € * " *
L A
Il TESTONE, TEST SR (000930000) Episode: 25 Dalte Of Birlh: U5/08/1 962, Sex. Male | |
| Caseload Assignment |
Other Practitioner Other Practitioner
[ | [ Process Gearch [ | [ ProcessSearch
| =1l -1
rotes

|@'

Chart Review

D. Correct a Caseload by BHRS Remove from Caseload

BHRS Remove from Caseload: Avatar PM-> Client Management-> Episode Maintenance-» Remove
from Caseload

1Tab, 1 Page Removes a Clinician from a Treatment Team

2= AVPMLIVE (LIVE) - 1 ES IOME,IES 1 SH (000930000 )/BHRS Hemowe From Caseload
Eile Edit Favorites Avatar i Avatar Cuviy Awatar Moo Help
— v} I L b
Page 1 of1 E b < y &&_’ —iCaal- 5 :
] s B &3 =7 o bes
| TESTONE,TEST SR (000930000) Episude. 23 Dale O Birlh. DS/08/1 962, S, Male |
| Rermowe Clicnl From Cascload |
Datc Rornoved ARM Clinician Removed On
lodiz4rz201 2 T - == | |
Rermove Case Manager Family Partner
\ =] ~|
Murse Other Practitioner
- =il
1 semsnn
Complots

we From eload [ hart Hewview

Client must be active in My Session. In blue drop down field, click the name of the clinician once; press the [F5]

key on the keyboard to remove the clinician’s name. If there is a note related to the team member, delete it.
Click submit to save the change
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E. Correct a Caseload by Caseload Assign/ReAssign Practitioner

Avatar PM-=» Client Information-> Assign/ReAssign Practitioners-> Attending Practitioner
1 Tah, 1 Page

Z. AYPMLIVE (LIVE) - TESTOME, TEST SR (000930000)/Attending Practitioner

File Edit Fawvorites awatar P Avatar WS Awakar MSo

R

[ TESTONE,TEST SR (000930000) Epi 36 Date 11962; Sex Male
| Attending Clinician Assignment Form |

Date Of Assignment Atternding Practitioner @

| = = | | [ Processsearch |

Tirme Of Assigniment i MarmelD Number ) Unigue Practitionar |D

L | [ carrent o= ow = oamew = | ~]

Practitioner Type [

|

I.L Cption |

Complete

Chart Reviews

F. Correct a Caseload by Discharging Clients

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

Enter information on the Discharge tab and add a comment if appropriate. Click Demographics tab,
enter any changes to the client’s demographic information; Click Submit to save the changes
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8. Assure Current and Accurate Client Data

A. Update Client Data

Generally Clients’ demographic information is recorded by Admins but Clinicians also have a form
Update Client data. The form is the same for both users.

Avatar PM-» Client Management-> Client Information-» Update Client Data or
Avatar CWS- Other Chart Entry=> Update Client Data

The form has 1 Tab, 2 Pages

Tab 1 Page 1

2. AVPMLIVE (LIVE) - TESTONE, TEST SR (000930000)/Update Client Data
Fil= Edit Faworites Awvatar PM - Awatar CWS  Avatar M5O Help
T w
i e < o 1 = | = s
ﬁ o : / T e A
[_ TESTONE,TEST SR (000930000) Date Of Birth. 05/021 362, Sex. Male
| Update Client Data
Client Mame Client's Address - Street
[rESTOME TEST BR | 1245 BYE STREET
Client Last Mame
[TESTOME |
client First Mame
|TEET | Client's Address - Zipcode 54402
Client's Middle Initial Client's Address - City [sar maTED |
Suffix Client's Add c [ ]
4 -
@ 5r Db ) ient's ress ounty SAMN MATED |
=R Oy 2w Clisnt's Address - State [caurorma -]
Elatx | T Client's Home Phone [an-s89-1172 |
Sex .
1 Fernale @ male ) Other O Unknown Client's Wark Fhone [555-1256 |
Diate OF Birth Client's Cell Phone [650-258-2698 |
psoavioez | [N (B = Prirmary Phone
Social Security Mumber 222-55-99594 @ Wark Phone ) Cell Phone EBitioma Bhona
Alternate Sacial Security Murmber
Primary Language (Access Onhkyd |TONGAN - |
Smoker | Unknown IF Ever Smoked - |
Client Race (Access Onkd |Eam:-.a_n "'-|
Client's Email Address | Ethnic Origin (Access Oniy | Mot Of Hispanic Origin - |
1| opton |
Complete
=] Chart Review |

Activate the client in My Session, Update client data on pages | and 2. Click Submit to save changes
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File Edit Favorites &vaksr PM o Sevatar OWS Avatar M5O Heln

& e B | B4

I| TESTONETEST SR (000930000) Crate Of Birth: 05/08M1 962, Sex: Male |

Place Of Birth T ERE

I TESTY |

Country OF Origin | United States - | Alias 4

Maiden Mame | |

| | Alias 5

hWarital Status |$E;ﬁ'}ara19d - | | . |
Allas B

Education (access Gl |12 Years or GED = | |

Employment Status (Access Only |=P:a'rt-'fi-mg =36hrs perwhk o, | AlasT

Cccupation (heeess Only) | Farming, Forestry, &nd Fishi.. ¥ | Aligs g

EB
Alias | |
|1es1,me | Allas 9
Alias 2 | |
[radney mitest | aias o

[ owion

Complete

Chart Rewview |

Activate the client in My Session, Update client data on pages | and 2. Click Submit to save changes
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9. Client Relationships
Avatar PM-> Client Information-> BHRS Client Relationships

Client Relationships is the repository of all non-treatment team people involved in the Client’s 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 feel is important to have information about and exist within the client record. The client’s
Face Sheet and the Dashboard Report pull from this document.

Tab 1 Entry Date

= AVPMLIVE (LIVE) - TESTONE,TEST SR [(000930000)/BHRS Client Relationships
File Edit Favorites &watar PM Avatar TS Awatar MSO

| TESTONE, TEST SR (D00930000) Date Of Birth: 05/05/1362; Sex: Male

|| Emtry Date | Relationships |
Entry Date

ozl

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

PROCEED TO NEXT TAE TO ENTER INFORMATION

I option |

Complete

BHRS Clisnt Relstionships Chart Review

If information isn’t correct or reported in Client Relationships, it can’t be reported out. Information is
entered and stored in multiple entry tables. You need to add a new row to the table and then complete
the related data fields below the table so that you do not overwrite existing information.

Make sure the client is active in MY Session, then

To Add a Row, 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 a Row, select the row you want to edit, click Edit, the related fields below the table become
populated and you can make changes directly in the fields.

To Delete a Row, click on o 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 Submit so the changes will be saved.

Do not leave blank rows in the table; blank rows must be deleted before you can save the form!
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Z AVPMLIVE (LIVE) - TESTONE, TEST SR (000930000)BHRS Client Relationships

Elz Edit Faworkes Auatar P Avatar CWS awakar MSO Help
-\ e B Ed ' s =
e ne

=]

| TESTONE,TEST SR (000330000) Diate Of Bith: 0508/ 862; Senc Mal

Father Eiull [Ralaal 415-123-1251 |650-456-%... [Ves (Limited)

Daughter Testone rlarla 415-555-1712 |AS0-555-1...|Ves (Limited) 11052011
PCP Eull Lotka 4156-555-1212 Yes (Full) 03152012
« 2

Add New Itens

Edit Selected Itam

Delets Selected Itam |

Type of Relation=hip

Last Mame f Agency Mame

=l | | |

Other Relationship

Address - Street

Address - Sireel 2

First Mame

City | |
State
| =

Zip Code

Tab 2 Relationships; Page 1

Complete

Chart Revisw

To Add, click new item, a new row appears, complete fields on Page 1 and 2
To Edit, highlight the row, click edit, fields on Page 1 and Page 2 populate, change then submit

= AVPMLIVE (LIVE) - TESTONE, TEST SR (0009 30000)/BHRS Cli

Fils Edit Favorites Awatar PM Avatar CWS Awakar FSO

ent Relationships

Help
Lo oo & = (> *
P . e d
| TESTONE.TEST SR (000930000) Date OF Birth: O5/08/M1 962, Sex: Male

| Entry Date

Hatme Phone

Cell Phone

WwWark Phone

Release Available?

\ =l
Release Start Date

= =
Release End Date
-

Motes

Email Address

Best MumbenTime to Gontact

Legal Guardian?

2 ves 2 Mo 3 Unkniown
Emergency Caontact?

2 ves r Mo

Mlext of Kin?

2 ves Zr Mo

Tab 2 Relationships; Page 2

Complete

Chart Review

2\ You can also Update Client Information through €SI Admission (PM- Client Info- CSI Admission)
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