myAvatar Upgrade for Current AVATAR Users

CURRENT AVATAR USERS:

1. Why the change to myAVATAR? 4. Sign In/Help

2. New Terms and Definitions 5. Home View & Navigation
3. What are the most important changes? 6. Chart View & Navigation

1. Why the Change to myAVATAR?

We are upgrading to myAvatar to take advantage of enhancements to the “look and feel” as well as to
take advantage of some new functions and enhanced features. Generally, myAvatar’s access to
information is easier.

2. New Terms and Definitions:
Let’s go over some of the new terminology associated with myAvatar.

e Options are now called Forms

e Tabs are now called Sections

o Pages are now called Sub-sections

e My Caseload is now called My Clients

e My Session is now called Recent Clients

e My Favorites are now called My Forms

¢ Independent Chart Review is now called Chart View

e Home and Chart Views are views of information set up for you based on where you work, the
functions you perform and the privileges you’re assigned in Avatar. For example, clinical staff
have a Clinical Home View and a Clinical Chart View. Administrative Support staff have an
Admin Home View and Admin Clinical View. Home Views are a new look for your opening screen
and provide cross-caseload information, including clients, forms and reports used most frequently.

Chart Views provide access to client specific information such as alerts, listings of progress notes and
current prescriptions.

e Widgets are windows/views of information that make up your Home and Chart Views that
display information stored in the Avatar system. Functions such as “Search Clients”, “My
Favorites” and “My Caseload” are in widgets also.

3. What are the most important myAVATAR changes?

® \When you successfully log on to myAvatar, Avatar opens to the Home View made up of
widgets/windows of information about your caseload.
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® \When you open a client’s chart, Avatar displays a streamlined Chart View made up of
widgets/windows of information about the selected client.

e Avatar forms (e.g. Client Relationships, Progress Notes, Assessments) present as scrolling
forms rather than as Pages within Tabs.

e Navigation buttons have moved. To File/Save, Submit and Process an entry or to request a
report, there is now a Control Panel on the LEFT side of a document.

® Functions (ex. Search Clients) and/or information (ex. Client Episodes) are now displayed in
boxes or windows called Widgets, (new term).

4. Sign In/HELP

When you click on the Avatar icon, a new looking Avatar start screen appears; click Start Avatar button in
the middle of the window.

Warning - Security M
The application’s digital signature cannot be verified. '
Do you want to run the application? / e\

Name: Avatar 2011 |

Publisher: MNetsmart Technologies Inc,

From: hittp://10.35. 174.203:3080
Always trust content from this publisher.

([ |

O A

|‘ || Part of the application is missing a digital signature. Only run i

\ f More Information...
\o/  youtrustthe crigin of the application. re fermaten

The first time you open myAvatar, you may be asked to install or run software. Answer “YES” if a pop up
asks if you want to “RUN” the application.

Your System Code, User Name, and Password are the same as what you used to log in to the older
version of Avatar.

V4 Avatar.,.

Q3

SErver
Test Server AVPMLIVEDEY

System Code
SMMH

sernarme
CLIMICTAM

Password
********l
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If you need HELP or forgot your password, contact ISD Help Desk at 650-573-3400 or fill out the ISD Self
Service Request form found at http://isdservicerequest.co.sanmateo.ca.us/genrequest.do

4. Home View & Navigation: The Home View YOU see is based on where you work and your
role/user privileges (credentials).

Example of the Home View for the Clinician user role: My Clients, Forms & Data and My To Do’s; See

page 5 for specifics about each widget.

| # Home § Courses  Prefersnces Lock  Sign Out Switch Help (9% | CLINICIAN

Client (e Formis & Data = B My ToDo's All (2)

My Clients =dic | My Forms =it e
bl S A CHENT RinHbosRh Test Tes...  Review ToDoItem BHRS Outpabient P 08/1%j2013  Review Draft...  called the clisnt
>Testane, Test (O00930000) Documentation At £ Glance

EHR:S Outpatient Frogress Nate Test Tes...  Review To Do ltem BHRS Qutpatient P 08/21/2013  ReviewDraft... DO THIS NOW

Progress Mote Error Correction Requ
Append Progress Motes

Client Treatment and Recovery Plan
Print Treatment Plan

URGENT CARE PLAN Eundle

Day Treatment Daily Mote

Day Treatment Weekly Summary
Transfer|Discharge Request Bundle
BHRS Client: Relationships

Progress Motes Report by Clinician
Progress Motes Report

Authorization For Use or Disclosure of

Recent Forms

Recent Clients

Search Forms

Browse Forms w

Avatar PP

Search Clients Awatar TS b

a

Clase Open Clients

Icons and Navigation Features common to all Home Views:

The screen shot below is the Menu Bar across the top of the Avatar window. This Menu Bar always
displays at the top of the screen regardless of the Avatar forms that are open.

T 7
1 Home SSagGes Preferences Lok Sign Out Switch Help i) MFRIED

e | . -
Home Button: press to return to your Home View.

e Courses: Not used

® Preferences:
O Spell Checking: Check these settings to make sure you’re using the right Spell Checker and
that the “Option” is checked to “Check spelling from start of text.”
O Themes: Use this selection to choose one of four color schemes.

Themes

— T

Choaose a colar theme From one of the Following:

= ot [ |mmm | € Click APPLY for any changes you make;
S L] ] - changes will not take effect until you
: :,u:n %E::%: restart the application

My Avatar Guide_v2.doc Page 3



O General: Allows you to select Visually Impaired- Color Blind view. Instead of Required
fields displaying in Red, they will appear as BOLD. Click Apply for any changes you make;
changes will not take effect until you restart the application.

e Lock: Locks Avatar to prevent unauthorized access. Unlock the screen by typing in your System
Code, User Name and Password. When you unlock the screen, Avatar will be at the exact state
where it was before locked.

e Sign Out: Same as “Logoff”. Sign Out closes the myAvatar application.

e Switch: If you currently use this, switch functions the same. (Allows a user to move between
system codes). Do not use this feature to Sign Out.

e Help: Help provides links to online documentation and search options. The question mark
provides a hyperlink that connects you with the most current versions of myAvatar reference
guides.

= |Checkerboard Icon: Allows you to reload your Home View. If you have minimized a widget
(window) and can’t figure out where it went or how to get back to your Home View screen, click the
checkerboard, click reload home view, then apply and your Home View screen will be back with the
minimized section restored.
e Username: Your user name appears all the way to right in the menu bar.

Now let’s take a closer look at the widgets of the Home View:

As discussed above, the Menu Bar contains the Home Button that will return you to your Home View no
matter where you are within the system and displays Forms or Charts that you have open. You can have
multiple forms and charts open at once and they will all be listed in the Menu Bar so you can toggle back
and forth between them and the Home view without using the windows task bar.

Every Avatar user will have the My Clients Widget as well as the Forms & Data Widget on his/her Home
view (see screen shot next page). You will use these widgets to search for and access Clients and Forms
that you have rights to in the system.
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Client and Staff Widget

| # Home |

Wﬂ_“ —

My Clie
> Test, Testbwo (000930003
> Testone, Test (000930000)

Let’s look at the Client and Staff Widget.

e All of the clients on your Caseload are listed in “My Clients”.

e Any client you have selected during your session will be listed in
the section “Recent Clients”.

e At the bottom of the Client and Staff Widget is “Search Clients”.
Use this field to look up clients that are not in My Clients or Recent
Clients. This lookup is a Smart Search field which means as you
start typing in the search information, Avatar will display the list of
clients that match what you’ve typed in. You can search by name,
alias, social security number, Avatar ID or date of birth. When you
select the client, his/her name will populate in the Recent Clients
section.

e You can open the chart of any client listed in My Clients or Recent
Clients by either double clicking on the name or by right clicking
on the name and selecting Open Client Chart from the menu that
displays.

e OPEN a form/report by clicking once on a client to select him/her,
then clicking once on the form/report in the Forms & Data

=5 Widget.
Recent Clients
Recent Clients : You can Right click
Tesk, Teskttwo (D00230003) th lient
Testeig'* = vt eommmmmmast on the client name
Display Chart for Chart or to
Search Clients Remowe Fram List Remove

Close Open Clients

|
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Forms & Data Widget

Forms & Data

My Forms

CLIENT DASHECARD

Documentation AL & Glance

EHRS Cutpatient Progress Mote
Progress Mote Error Correction Request
Append Progress Motes

Client Treatment and Recowery Plan
Print Treatment Plan

URGENT CARE PLAM Bundle

Day Treatment Daily Mote

Day Treatment Weekly Summary
Transfer/Discharge Request Bundle
BHRS Client Relationships

Progress Motes Report by Clinician
Progress Motes Repart

&ukhorization For Use or Disclosure of PHI

a -
Recent Forms

Search Forms

Browse Forms

watar P »
Avatar O e
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e The top section of this widget is titled My Forms, which

contains what was your “Favorites” from the previous

system. All of your favorites will carry over and display in this
section of the widget after the upgrade. In order to edit
(organize) your My Formes, click Edit at the top right of the

widget.

e Also, any form that you access within your session (before

you log out) will remain in the Recent Forms section.

e Next let’s look at the Search Forms field. This is a Smart
Search field. In this field you can search for a Form by typing

in the entlre name or just part ofthe name of the form.

lesr 1es., EEVIEW 10 U0 irem LIEND | FEATMENT 8 L) 15} £ULe
SearchForms I ‘ Tesk Tes., Review To Do Ttem Client Treatment ai 03/15/2012
LaAiE Test Tes.. Review To Do Ttem Client Treatment a1 _03/19/2012

Many

Options,

Click on Update Client Data feeatar PM [ Client Management [ Clisnt Information

fO rm vou Cal-0oMs Annual Update Avatar PM [ Client Management [ Client Information [ Cal-OMS Inf...

t y Outside Provider Cal-OMS An{ s waall' =t ar PM | Client Management [ Client: Information | Cal-OMS Inf...
wan

ADULT Annual | Update Assessment
ADLLT Annualflpdate Assessment vz

Awatar CWS | Assessments [ ADULT Farms

Avatar CWS | Assessments [ ADULT Forms

e If you search for a client-specific form and do not have a
client selected, the Select Client screen will display. Select
the client from your list or use the Smart Search field. In this

field you can search for: Last Name (or just a portion of it), or

Last Name,First Name (or just a portion of the first name),

Patient ID #, Date of Birth, Claim Number, etc. Once you

select the client, Select the form and it will open. (notice the

client and form name in the menu bar).

e If you wish, you can also use the Browse Forms drop down

menu.

Search Forms I ‘
Assessments
Browse -onsents

Awaktar F Progress Maotes

Awvabar © o Treatment Planning
Avgatar [

Reporks
Other Chart Enkry

Zonkractor Document Enkry

YyYrYryvyvrvvyevw
=
o

Page



My To Do’s Widget

gl
Courses Prefersnces Lok SignCut Switch Help W% MFRI

B MyToDo's [GULELY]

Cliey Farm Sent o

Test Tes,..  Rewiew To Do Item BHRS Outpatient P 02/09/2012  Rewiew Draft ...
Test Tes,..  Rewiew To Do Item Client Treatment a1 03j01/2012  Client Treatm..,
Test Tes,..  Rewiew To Do Item Client Treatment a1 03/15/2012  Draft Chient Tr...
Test Tes...  Rewiew To Do Item Clienk Treatment a1 03/15/2012  Draft Chient Tr...
Test Tes...  Rewiew To Do Item Client Treatment &1 03)19/2012  Client Treatm...
Test Tes..,  Rewiew To Do Item Client Treatment & 032002012 Client Treatm...
Test Tes,,,  Rewiew To Do Item Clienk Treatment & 032002012 Client Treatm,.,
Test Tes..,  Rewiew To Do Item Clienk Treatment & 032002012 Client Treatm...
Test Tes,,,  Rewiew To Do Item Client Treatment a1 042702012 Client Treatm...
Test Tes,,,  Review To Do Item Client Treatment & 03j2002003  Client Treatm,.,

Click any document in the Form You can type a brief notation
column and it will bring you right to in the note-to-self column
the form and open it. regarding a document

More About Widgets...

Depending on your user role, and as BHRS identifies the need, other widgets will show up on your Home
View. Many Avatar users will have a “My To Do List” widget. Other widget examples are “Current
Medications”, “Document Compliance”, and “Client Demographics”. All widgets whether they appear on
the Home View or Chart View have some controls and features in common.

The icons below are available for most widgets. They are found on the top right hand portion of any
widget.

f:-’ Refresh: Allows any new information to become available in your menu or on your screen if it
was added during the session. Refresh brings any recently filed data into display.

ﬂ Minimize: Allows a widget or screen to be minimized temporarily from view. Click on the
minus sign at the top right of the widget/screen and it will move to a bar at the bottom of the
form/screen. To restore the widget, find the widget label at the bottom of the form/screen, click
on the restore icon. Please see checkerboard info if you get lost

Undock: Allows you to work on/view a document or form in a separate window for the

purpose of it being easier, less crowded and/or distracting to view or work on when the
screen is full. Just click on the undock symbol and the separate window with the document
appears.

ﬂ Re-Dock Just click on this symbol and the form will return to the position it was in before it
was undocked.
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Re-Sizing Widgets: To display more information in one widget, and reduce the size of another, you can
expand both the vertical and/or horizontal view by hovering over the edge of a widget. When you see
the double headed arrow appear<*=> gright click and hold. Then drag the mouse...

To increase a box horizontally, click and hold a left or right edge and drag the mouse left or right. To
increase vertically, click and hold a top or bottom edge then drag the mouse to make smaller or bigger.

The SCROLL Bar (s) will help you to see all the information within a widget

To open a form for a client:

Once the client is highlighted, click on the form from the My Forms section. Below is the Client
Treatment and Recovery Plan (you could also select a form and then select the client.)

LA Avatar 2011 ﬂ -0Ox
# Home f Test T Courses  Preferences Lock  SignOut Switch Help 7|  MFRIED
TESTONE, TEST (000930000) Ep: 25410301 CENT... A dlerges (3)
M, 14, 05/08/199% Problem P: - A
o, Ht: 5 6.0%, Wt: 128 bs, BMI: 20.7 DX P: 3013 (ICD9) EXPL...  Ad
Client Treatment and Recovery Plan #
a Client Treatment and RE(I . Plan Hame Plan Type =
2 Treatment Plan ltems practice rurber two ) Initial Annual Update
a Participation / Motificatior
Client's Stated Goal {what client wants from freatment)
—————, get it right
1 ¥ ] — 1 o a J b/
| © )l B ) | INATTENTION!!! Start Date is the approval date when the LPHA approved the plan
Plan Start Date Did Client sign the Treatment Plan?
Online Documentation 03/15/2012 ﬁ Signed Electronically Signed Printed Cc
Werbal Appraval Did Mot Sign
Plan End Date
It Id
0511/2012 = Was Client offered a copy of the Treatment Plan?
Yies-Accepted es-Declined Mo
Comments (Document the reason for the client nat signing or not being offered a copy of the plan)
r
h
Treatment Plan Status
_ Use the scroll
8 Draft Pending Approval
Firal bar to see all
Send To for Co-Signature -
w
1 4
AYPMLIVEDEY (LIVE) 05/08,/2013 03:00 PM 116% /2' B :

Z00M

:

|' #iHome| Home returns you to the Home View.
Test T

Active Client Name is highlighted.
TESTONE, TEST (000930000)
M, 13, 05/08/1999
Ht: 5'6.0%, Wt: 128 |bs, BMI: 20.7

Client Demographics now includes Height, Weight and BMI, the Episode number and
Program Name and Location, Diagnosis and Practitioner.
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A Allergies (3)

Anirnal -
Drug - A
Flank - active

Allergies are displayed if you hover or click on Allergies. (OrderConnect allergies are not
available here)

Sections Replace Tabs:

Clent Treatment and Recovery Plan 2 Instead of “Tabs” across the top that define the data
requirements of the document; there is a list of
Ot Treament ondRec bt (0 D0 ety -Sekios, OETeny- | Sections” displayed on the upper left side of the
o Treatment Plan Ttems . .
form. Click on the Section you want to go to.
You can also scroll through the form and/or use the
Tab & Arrow keys to navigate through the form.
F5 will clear/delete a field.

o Participation / Notificatior| | |

essssess—— | |

There is a “control panel” to submit the form

.
@ Press to save/submit data.

¢ Add Form to My Forms — Select to add this
=4 form to My Formes.

G [ | xﬁ- [| | Lo ¢ Close Form — Select this to close a form
without saving changes.

I =4 e Print Form — Allows you to print the form to
EHRS Diagnosis your default printer.

Online Documentaktion L
. # « Close All Forms for this client — If you have

multiple forms open for this client and you are
finished working with this chart, press this button to
close all.

"o Add Client to My Clients —You may add this
client to My Clients, for this session. If the client is
not on your caseload, s/he will be removed from
My Clients at Sign Out.

|
116% = @ I
Zoom: Located at the bottom right of an open form. To zoom, click and hold, then move the zoom slider.

Or, Click the plus or minus buttons. A zoom level screen will display; you can select a zoom percentage,
click OK. Note: The zoom settings are saved after logging out.

Chart Shows the Client Treatment and Recovery Plan is open

Client Treatment and Recovery Plan # _

a Client Treatment and Rec

Participant List (TO ADD entry - Select Role, TO EDIT entry - Se
a Treatment Plan Ttems

a Participation / Notificatior| | |
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To Open another form for the client, Click on the E PLUS; select the form you want to open. You
can open more forms the same way.

Notice to the left of the treatment plan document is Chart. This is another way you can access the Client’s Chart.
(Also double click on client’s name and/or within the My Client’s widget, Right click on client’s name)

BHRS Diagnosis
Online Documentation

Links to the BHRS Diagnosis, On Line Documentation and/or other links may be listed
on a form on the left hand side, under the control panel. When you click on the Diagnosis Link you can
add/update the diagnosis while you are working in a form. The Online Documentation Link takes you to
online HELP.

A\ Progress Notes/Assessments in “DRAFT” status will automatically display with DRAFT water marks in
the background.

6. Chart View & Navigation

Chart View provides a more detailed look at information specific to a client. Double click on a client name in My
Clients, Recent Clients or Search Clients box from your Home View and you can move immediately to the client’s
chart. User privileges determine what information can be accessed from Chart View.

To get back to Home View from Chart View click on the | #iteme Home button on the upper left Menu Bar.

Chart View (was Chart Review) displays all the finalized forms, documents and reports that exist for a
client. The Client’s Chart Overview may contain widgets such as: Client Demographics, BHRS Client
Relationships, Medications Client Episode History, and Progress Notes.

Example of Chart View for the Clinician user role: List of all reports and finalized forms by category are on the
left hand side; Use the scroll bar to see all.

Avatar 2011 — -0Ox

#Home | (estT Courses  Preferences Lock  Sign Out Switch Help 3% | CLINICIAN

TESTONE,TEST (000930000}
™ M, 14, 05/08/199%
Ht: 5 6.0%, Wt: 128 |bs, BML: 20.7
%

A allergies (3)

[*] Chart 2

BT et Client Demoaraphics Progress Notes
Updats Clisnt Data

Diagnosis

Application for Services and Conse
Authorization For Use or Disclosure
Werbal Authorization For Release o
Werification of Cansent to Medicati

Iﬁme.TET,TETONE |D:230000 = Previous 30 days

date Client Data Selection: GIEES

Address 1: 1245 BYE STREET - ISCSHADO724 {1) BHRS Standard Note - 06/26{2013 by MyAvatar =
Address 2: Clinician Deme 1D

fssessments AN Ambulatory Progress Notes
=t ’
Initial Contact Sereening (ICT) 5 e
BHRS Client Relationships e Progress Note For: New Service
10T Contacks Mote L2 Client Demographics g

ADLILT Initial Assessment v2 Draft/Final: Final
ADULT AnnualfUpdate Assessmer Medications
CHILD | ¥OUTH Admission Assessn Start = Date OF Service: 06/26/2013
CHILD f YOUTH Annual | Updats A Med Name Date Dosage Prescriber RefillsPharmacy Instructions
At | Multple: Vitamins with Minerals,  Cabisj SR Gt o) T (@
Treatment Plans -04-01 g : -
minerals ZF0N0T pp b0 (1) OD Robert 0 TEST-1SDOniy

Client Treatment and Recovery Pl: Service Program: 410405 FAIR OAKS INTERFACE

Cabaj, a Walgreens Drug Store

Contractor Treatment Plan Cogentin 2013-03-26 - 2 g, TAB, PO (1)ea OHS i ooues (410405)
EHR'S Client Treatment and Recow C:h:]’ Walgreens Drug Store
e ) .
S Tegratal 2013-03-26 - 200 g, TAB, PO (1)8a BID i) i} pieh £ Lacation: OFFICE -

0-3 Mental Health Assessment (Ve

26.5 Caongent to Assessmnt Flan (F
5150 Client Episode History
Adult Adrission nt (Purp

Adul: Referral Packst

AIMS Results twidget exceeded the time limit allowed to return results,
Annual Aszessment Please notify your syskem administratar,
AOD AIDSIHIY

A0D Certificates
A0D Client Plans
AOD Court Reports
ADD Exit Plans

AOD Fee Agreements

. -

AYPMLIYEDEY {SMMH) 06/27/2013 10:22 AM
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Once you select a report from the list you must click Process on the Control Panel.

]
y

1 | » | % |

/\ Documents for Release get printed from the Chart View.

Icons and Navigation Features common to all Chart Views:

wevew  Chart View Overview: Displays your main Chart View and all the widgets assigned
to you. Once you have viewed a document, form or report, click Overview to return to
your main Chart View.

Click to Refresh your screen if you’ve added information.

“ Click to close the chart.
E Click Plus to open a form, document and/or report while in Chart View.

Chart View also includes the UNDOCK/DOCK and CHECKERBOARD Icons and the SCROLL
Bar features already described.

LOGGING OFF
_D x

Courses  Preferences  Lock Switch Help  |&®  CLINICIAM

Click Sign Out on the Menu Bar.

E Avatar:s..

Sign-out Confirmaktion >

Username
? Are wou sure you wank ko sigrn-ouk?
P d

ssssss

Say “Yes” to the Sign-Out Confirmation pop up and then click EXIT /
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