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CLINICIAN’'S GATEWAY

What is Clinician’s Gateway?

+»+Clinician’s Gateway is an integrated “On-line Progress Notes System”.

++The primary objective of Clinician’s Gateway is to allow HIPAA-compliant electronic entry of
clinical notes.

++ Clinician’s Gateway is designed to reduce audit exceptions due to missing data or missing
notes, and assist management and staff in capturing all staff activity.

+»+ Clinician’s Gateway is a stand-alone front-end add-on to INSYST and is the first of a series of
add-on packages that can be used instead of the standard built in data entry screens for INSYST.

+» Web Based application utilizing Electronic Signatures.

+»+ Allows Clinic Managers and QA/QI staff to review the work of treatment staff; a daily log report is
available on demand to assist staff in capturing all staff activity.

++ Clinician’s Gateway integrates progress notes with the INSYST billing module and can be used
for approximately 100% of the data entry into INSYST.

< HIPAA-compliant “Password Security” to keep your password unique and confidential. This is
accomplished by allowing each User access to change their own Passwords whenever necessary.

New Modules

Treatment Plans - Coming Soon!

MHSA (Data Forms and Submission): installed 2008
MAA Claiming - Individual Staff Log Form: installed 2007

v1.0

o 5 - -
Have Questions? Need Help? Contact your Administrative 2/13/2009

Support Person.
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i " CLINICIAN’'S GATEWAY

Features

< Automated creation of direct services for individual, group and case review

+»Retrieval of notes for printing or review of work as well as for the sharing of information between
colleagues. May also be used by medical records personnel who assist in the administrative work
of treatment team members and by clinic managers to review the work of treatment staff

< Fully integrated with current system (INSYST)

«»+Built in timesheets to track service provider activity

«»Creation of client groups and group service notes with individual addendums
«*Multiple co-staff notes for case review

«»Medical spelling checker

«+Allows you to input correct Progress Note information into the computer and have it automatically
bill the State.

+Client information is available on any authorized computer with a few clicks no matter where the
client is located.

% Ability to track the number of completed Notes and view any Progress Notes for individual clients,
or view by any given date range.

“+»Ability to place uncompleted Progress Notes in Pending Mode to be completed at another time.
“»Addendums can be made to Finalized notes

< View interval (time lapse) between date of service and date recorded.

< View total hours accumulated per clinic, per staff, by month or day.

“*No lost Notes.

«*No more having to track down charts in order to review previous notes.

«»+All Progress Notes will be readable.

«»Reduced errors in billing.

++Be in compliance with audits (a note for each billing).

*+*MORE REVENUE.

v1.0

S o= - .
Have Questions? Need Help? Contact your Administrative —————

Support Person.

(ERRRRRRR RN nnnnnnnnnnn.
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Login — Security

FOR BHCS STAFF: Find the link to this page at http://achcsa.org/behavioral-health ,
click on Clinician’s Gateway in the left hand column.
FOR CBO STAFF: Find the link via the web portal at https://go.bhcsportal.org .

File Edit Yiew Favorites Tools Help | ,','
<o Back + = - ° @ | @Search Favorites ®| %v =h
Agdressl http:ffcg j @G |Links »
=
Staff ID#: I
Pazsword: I
Log In |
=
|@ Daone ’_l_l_l_l_ g Local inkranet

= Log on page — This invokes your digital signature.
= Keep your password secure — Important: To be kept as secure as a bank card pin number.

= Passwords must be at least eight characters — one uppercase and one lowercase alpha
character, and one numeric character.

= If you have three failed attempts at entering your password, your account will be locked,
and you will need to contact the helpdesk at (510) 567-8181 (tie line 38181) for assistance.

11


http://achcsa.org/behavioral-health
https://www.bhcsportal.org/

12



CLIENT INFORMATION
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Clinicians Gateway

Home
Natalie Courson Harne | Help | Log Out

Enter New Service:
Type of Service
Totart 3 new service note, seect ihe fype of senvice
Pending Services
Srv.#¥  Procedure Y Group Sve# Y Client#%  ClientName 57 Provider 7 Date 7 Soty Type¥Y
284101 381 Medication Support TR0ETTT TEST CINDYTWO 99991 West County Mental Heath Sv a0 Indiv. Update..
284103 351 Medication Support TS087TT2 TEST CINDYTWO 99991 West County Mental Heath Sv 2007 Indiv. Update..
204110 381 Medication Support TR0ETTT TEST CINDYTWO 99991 West County Mental Heath Sv a0 Indiv. Update..
288470 381 Medication Support 75087772 TEST CNDYTWO 89991 Vst County Menta! Heath Sv 81252007 Indiv. Update.
28931 45530853 GROUP PSYCHOTHERAPY 108 75130257 TESTY CNDY (111211 EDEN ADULT HEDICATION ONLY 3 THE2007 Group Update..
289363 455 50853 GROUP PSYCHOTHERAPY 107 75130257 TESTY CND'Y (/11241 EDEN ADULT HEDICATION ONLY 3 71812007 Group Undate...

Client Face Sheet

Clients

= 1-—To getto the client Face Sheet, select “clients” from the drop list.

= 2 — Type the client’s last name first, then first name. (with a space in between...do

not use a comma)

o Alternately, you could type in the client’s InSyst ID number.

o Alternately, you could type in the client’s Social Security Number preceded
by the # sign ( for example #123-33-3333)

= 3- Click on Search

15



' e e e ey

1 =
e I'@ B nttp://eq/CG/searchRe O = (& X & Clinician's Gateway version ... * [/ | L

File Edit View Favorites Tools Help
{__5 Suggested Sites ¥ Welcome - MixIt Up aRxNT-Aduanced ePrescri... Cwa\ghtwatchers‘com Plan... ” ﬁ - * [ [;é; v Pagew GSafetyw Tools~ |®|v

& Search Results [ SearchandTag | [Search|

Appointments | Homel Helpl Log Out |

Search for: test ci m m

Search Again

Clients -

.
 Clients, All

Client #57 Client Name <7 ) Status 7 Gender 7 Age 7 Services 57
Active F 53

75087772 € TEST, CINCIN (- -
B yrgn .
75087772 TEST, CINDYTWO T Active F View Facesheet
W AT

View Client Medication
~ Clients, Serviceable [l Start Individual Service
Client #57 Client Name 7 Status N7 Gender <7 Services <7
TS0EFTT2 2€ TEST, CINCIN Active F 1
75087772 TEST, CINDYTWO T Active F 1

http://cg/CG/searchResults.aspx#

= 1-3 - The search results screen will show the list of clients.
o 1. The list of “All” clients are all clients in Alameda County.
o 2. The list of “Serviceable” clients are those clients for whom you can write
a note.
o 3. Notice that these two clients are the same person, because they have the
same client number. The one with the icon is an alias name.

= 4-5-To get the Face Sheet, either
o 4 - click on the client’s name or
o 9 - hover over the “Action Bar” to bring up the menu and then click on
“View Facesheet” for that client.

16



s Gateway version 3.2 (Client Informa dows Internet Explorer

5@.’ - \g, http: ffcg{CE-Training/FaceShest  aspx?CLIENT_MUMBER=75122885 V‘ +| X ‘Goog\e ‘ Bl

File: 1 | Wigw Favorites  Tools  Help

Go\.se 3~ v| Search <+ @ © E?' 5] - % Bookmarks - |gFind o “q?Chack @ ﬁnutaﬁ\l © Q\, - 'Z_:'S\gn In~

7} & [@Chmcian‘s Gateway version 3.2 (Client Information Fa... l l @ B @ b @PEDE o @TDD‘S 9
-~

This site is for training only |
Clinicians Gateway Clients v
Client Information Facesheet
Natalie Coursen Horne | Help | Log Out
Switch to Account View
CONSUMER INFORMATION

Allazes

Hame TEST DAVE N Humber 75122885 (lzsued on 4/21/2005) Date of Birth 1111950 (Age 59)

Address 2008 UNKNOWN §5N 000-00-0000 Gender lale

OAKLAND 34808 Account [ TEST DAVE ) Language UnknowniNot Reported

Phone Marital Unknown Education Grade 12

Staff Staff General Disability None Ethnicity Unknown

RP Dwes 20.00 Problem None Ethnic Origin

Medicaid Coverage

Covered Number Eligible Date Special Reason

Insurance

# Company Policy # Effective Expires

SIGNIFICANT OTHER
Name Relation Address Effective Expires Phone
CLINICAL HISTORY

Status <7 Provider 7 Opened~7 Closed~F Prim.Diag.7  Clinician 7 Physician 57 Units 57  Last Service "7 Legal Status 7 Congent 7

Qpen 59931 West County Mental Heatth Svs J2BiZ007 28570 5624 SMITH AMBREE 0 5taff General 0 Voluntary Temporary Conservatorship

Open 01275 LA CHEM DAY QAK PARK INT 1012004 2 4 1221 DEFAULT CONVERSION 0 Staff General 1 115/2007 Not Guitty Unknown

TOTAL EPISODE COUNT: 2

MICROFILI INFORMATION:

TESTDAVE N (75122885)
ELECTRONIC PROTECTED HEALTH INFORMATION
FERSOMNAL INFO | SECURITY (PASSWORD) | GUIDESHELR =
v

= To print the Face Sheet, click on file (1),

17



£ Clinician's Gateway version 3.2 (Client Information Facesheet) - Windows Internet Explorer.

@‘\_/ﬁ - |@,http:,chJ‘CG-Train\ng)’FaceSheet.aspx7CLIENT_NUMBER=75122885 V‘ )| X | | Felid
G- Edit View Favorites Tools  Help
Mew Tab ChrtT | Search O 50 + H}' B] - €7 Bookmarks - @F\nd @ ?Check ¥ mnutoFiH © % v L_:_'S\gn In~
New Window el — = - g
Open... Chrl+0 Client Information Fa... | } @ " o QPBQE A {ﬂ' Taoks -
Edit with Microsaft Office Word
~
Save ... This site is for training only |
Close Tab Clrl4+4 Clients v
Page Setup... . .
Click on Print Client Information Facesheet
Print Preview. ..
Send 3
Import and Expart. ., Home | Help [ Log Out |
Properties
Wark Offline
Exit
CONSUMER INFORMATION
Aliazes
Name TESTDAVE N HNumber 75122885 (ls=usd on 4/21/2008) Date of Birth TS50 (Age 58)
Address 2008 UNKNQOWN SsH 000-00-0000 Gender Male
QAKLAND 84505 Account 855458 { TEST DAVE ) Language UnknowniNot Reported
Phone Marital Unknown Education Grade 12
Staff Staff General Disability Nons Ethnicity Unknewn
RP Owes S0.00 Problem Nons Ethnic Origin
IMedicaid Coverage
Lovered Humber Eligible Date Special Reason

e Click on print.

[ & print This site is for fraining only

— Clients ¥
Sl s [
Select Printer //L " { Lliant lnf lian Eargshaat

EAddPrinter .
L ISHEE0DN on covepn Click on the name of the
printer you want to use e | Ho| Logou |

<

Status:  Ready [P
I Location: - Across from Jennifer's Office

Comment:

Page Rangs
85 (l=aued on 4/21/2005) Date of Birth 111850 (Age 59)
. r
e urbeol cones 1000 Gender Wale

Selection Cunrent Page

eferences

CONSUMER INFORMATION

(TESTDAVE ) Language UnknowniNet Reported
O Pages Calate @ 3 n Education Grade 12
Enter either a single page number or a single 3 Ethnicity Lnknown
page range. For example, 512
Ethnic Origin

Click on Print

Special Reason

Insurance

# Company Effective Expires

e Then select the printer you want to send the form to, and click on “Print.”

18



Alternately, you can use the printer
printer....

File Edit “iew Favorites Took Help

2 Clinician's Galeway version 3.2 [Client Information Facesheet] - Microsoft Internet Explorer

icon and the Face Sheet will print at your default

| 2

™
b

Back - | ) - <) ¢ [ ) Search &' Favorites 402 P':v
W P O

Click on the icon to print
at the default printer.

Address I http://cg/CG/FaceShest aspr 7CLIENT_NUMBER=75114207

] EJEo | Links »

Robert Forsythe

Clie

Switch to Sccount View

=
Clients v
I—
Home | Help LUQOUI'

nt Information Facesheet

CONSUMER INFORMATION

19
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Client Services Search

Clinicians Gateway

l et tind]

Home Search And Tag | Search |
Natalie Courson Home | Help [ Log Out

Enter New Service:
Type of Service
I Seleet - vl To gtart & new service note, select the type of service
Pending Services
Srv.#57 Procedure 57 Group Svc #57  Client#7 Client Hame 57 Provider 57 Dates?  Type 7 Sort 57 Reviewer 57
284109 361 Medication Supnort TEORTFTZ  TESTCMDYTWD 93991 -West County Mental Heath Svs IB2007 Clinician's Progress Note Upitate...
284110 361 Medication Support TEOBT7TZ  TESTCMDYTAD 99991 -Wiest Courty Mentsl Heath Svs 30802007 Clinician's Progress Note Update...
288470 361 Medication Support TEOBT7TZ  TESTCMDYTAD 99991 -Wiest Courty Mentsl Heath Svs B252007  Clinician's Progress hote Update...
283361 456 90853 GROUP PSYCHOTHERARY 108 75130257 TESTY (DY (1244 - EDEN ADULT MEDICATION OWLY 545 THEROOT  Clinician's Progress Mote Updte...

e 1 - To create a list of Services for a client, select “Services” from the drop list.

e 2 - Type the client’s last name first, then the first name, (with a space in between...
do not use a comma) or the client’s InSyst ID #.

e 3 —Click on Search.

Services Search

Al = gervice |Anywhere 'I Rendered for Search
Search Services by Date Clidk day to see senvices perormed on that day

2 4 May 2004 Jure 2009 July 2009
Su Mo TuWe Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa

11 123 4 4§ § 113 4
Jo4 4 8 7T 8
011213 1415
7w n
LI I I T

a
-

I /IO AT I R T T T
LI | P - v [ VR N C R I LV
2R MBENTI0N NN MY
o IR I T

R —
[=J = =1
R

= 1 — Alternately, you can use the Services Search, or (2) Search Services by Date,
at the bottom of the Home Page

21



Search Results:

To read the notes, click on the Service # or click on the blue button.

Search: | _vizwrail |

vServices

Search Again
test cindy

Services

Client#  Client Name RrervTer
3 75087772 ST-eMOVTWO  9995CG - CLINICIAN GATE...  127/20M5
75087FFP=— TEST, CINDYTWQ  9999CG - CLINICIAN GATE... 11/412015
75087772 TEST, CINDYTWO  9S99CG - CLINICIAN GATE... S/25/2015
2275453 75087772 TEST, CINDYTWO  9S95CG - CLINICIAN GATE.. SH120M5
2266224  7S0BTTT2  TEST, GINDYTWO  9999CG - CLINICIAN GATE... S/2/2015
JIFIATETA JEQATTTY IE! T_ CIRIOTUAIY QOoor CLIMNICIARL O TF___ SN E
A48 JEnaTTIS IEQT fadlNIn¥aul.l/a} QOoor o CLIMNICIARL & T:___ armn4e
A4 C AL JEQoTTTY IEST fadiNini¥aul a) e w et CLIRLC I ARL TI: m_&
2226564  TSDETTT2  TEST, CINDYTWO  9995CG - CLINICIAN GATE... 7/23/2015
2206572 75087772 TEST, CINDYTWO  9S95CG - CLINICIAN GATE.. 7/23/20M5
247C490 JEQoTTTY IEST CRIO TRy Qoo CLIRLC LA RL TI: E‘q"" ?45
2168404  7S087772  TEST,CINDYTWO  9S99CG - CLINICIAN GATE.. S/312015
24 AGOCS JEnaTTIS IEQT fadlNIn¥aul.l/a} QOoor o CLIMNICIARL & T:___ E4304E
2142791 75087772  TEST, CINDYTWO  9999CG - CLINICIAN GATE... S7/2015
2142803 7SDETT72  TEST, CINDYTWO  9S99CG - CLINICIAN GATE... S7/2015
2142806 75087772 TEST, CINDYTWO  9S95CG - CLINICIAN GATE... S7/2015
2124941 7S0BTT72  TEST, GINDYTWO  9999CG - CLINICIAN GATE... 4/22/2015
2123082 75087772  TEST,CINDYTWO  9999CG - CLINICIAN GATE.. 4/21/2015
2030827 75087772 TEST, CINDYTWO  O1EE!- BONITAHOUSEH.. 1/28/2015
2T AIGA JEQoTTTY IEST fadiNini¥aul a) e w et CLIRLC I ARL TI: Aoamndc
2016198 75087772 TEST, CINDYTWO  9995CG - CLINICIAN GATE... 1/S/2015
2012542 75087772 TEST, CINDYTWO  01221-TRLCITYMHSAD..  1A3/2015
1998022 7S0BTT72  TEST, CINDYTWO  O1EE! - BONITAHOUSEH.. 12/28/2014

To look up a service by its service number, in the Global Search area, simply precede the

Pending
Pending
Pending
Draft
Pending
Repoips
Repoies
Firalizad
Pending
Pending

Panding
Pending
Firalizad
Finalized
Pending
Finalized
Pending
Pending
Pending
Braft
Pending
Draft
Pending

Search

read

Clinician Prog...
Clinician Prog...
Clinician Prog...
Child Assess. ..
Clinician Prog...
Adult Assess.
Child Assess. ..

Sl Claee Heo

Click on the Service #
or the blue button to

Procedure

the note

187 CG INFORMATION. ..
381 Group Rehabilitation

381 Group Rehabilitation

323 50791 Psychiatric Di...
381 Individual Rehabilitation
323 90791 Psychiatric Di...
323 50791 Psychiatric Di...

LT e XaloRINI=al=17 Daslaldl

C.J Class Hou...

Clinician Prog...
Clinician Prog...
Clinician Prog...
CdJ Class Hou...
Clinician Prog...
Clinician Prog...
Clinician Prog...
Clinician Prog...
SRFP Info Mote

443 S0837 Peychotherap...
22458454 Eshavioral Eval

197 CG INFORMATION. ..
311 Collateral
187 CG INFORMATION. ..
197 CG INFORMATION. ..
323 50791 Psychiatric Di...
311 Collateral

,, e
351 Group Rehabilitation
377 90838 Crisis Thpy 6...

Type
Individual
Group
Group
Individual
Individual

Speep
{pabrgual
Individual
Individual
{rabrgual
Individual
{rbddual
Individual
Individual
Individual
Individual
Individual
Individual
{pabrgual
Group
Individual
Document

Searching for a Single Service by Service Number

service number by the # sign. Click Search.

Home

Change search
parameter to Services.
Use the # sign before the
service number.
Click search.

)" Senices

Appointments

01198

[ Search And Tag ]

| Hnmel Helpl Log Cut

Search

22
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DISPLAYING THE MEDICATION LOG:

The Medication Log can be called up by two methods: either by using the Client Search/Action Bar or
by using the Client Medication Search.

Method # 1: “CLIENT SEARCH/ACTION BAR” SEARCH PROCEDURE:

1. Inthe Global Search field, leave Clients in the drop down, and enter the client’s name, click
Search.

Clients

test cindy two
Home [ SearchAnd Tag | [ Search | /

2. On the “Action Bar” click View Medication Log.

w Clients, Serviceable
Client#N7 Client Name 7 Status\Y GenderNY AgeY ServicesY

75087772  TEST,CNDYTWOT  Active F 51 0 m
View Facesheet
View Account

View Clent Medication

A\

Start individual Service

Method # 2: “CLIENT MEDICATION” SEARCH PROCEDURE:

1. Inthe Global Search area, choose Client Medication, and enter the client’s number (their name
is not specific enough), click Search. This will bring you directly to the Medication Log

Client Medlcaﬁon
12345678

Home [ seychAndTag | [ Search )/

Camille Peterson Home I Helpl Log Out |

23



MEDICATION LOG:

The Medication Log displays all of the client’s medications from E-Prescribing and from
the Physician’s Progress Notes.

The top section of the Log will import all the medications that were e-prescribed in
RXNT, an e-prescribing application that our physicians and nurses have begun using.

The bottom section imports the entries from the “Plan” section of the Physicians
Progress Note. History from all Physician’s Progress Notes will be displayed no matter
how old.

Sample of a Client’s Medication Log:

Connect to @

U

Q 14Jul-2011  benztropine 1 mg Tab take 1 tablet by oral route 2 times per day Luisito Roxas 2
Q 14-Jul-2011  haloperidol 10 mg Tab take 1 tablet by oral route 2 times per day Luisito Roxas 2
Q 14-Jul-2011  buspirone 15 mg Tab take 1 tablet (15 ma) by oral route 2 times per day Luisito Roxas 2
Q Q-Jumﬁ Kionopin 1 mg Tab take 1 tablet by oral route 2 times per day j Luisito Roxas 2

Svc, Number  Sve Date Primary Clinician Status Note
803419 TR02011 ROXAS LUSITO FINALIZED nia

800089 7142011 ROXASLUSTO enaczeo] Wl check hbs Refl senno pnmacy Uedum Habol 10 mg b Zypfexa 15 mg bid: Cogennn 1 mg w Depa 0
500 mg g am and 1000 mg q hs; Kionopin 1 mg bid: Buspar 15 mg bid; Lackulose 15 cc bid. RTC; 9/8@4:30
793 TH3011 ROXAS LUSTO FNALZED  na

The bottom section, from the physician’s note, should contain the complete medication
regimen for the client, if the physician has manually entered it.

Clicking on the Service Number will bring up the entire note.

24



Vital Signs:

Find Vital Signs log using the Action Bar: Search for the client first, then request the Vital
Signs Log or the Growth Chart from the Action Bar.

PERSOMAL INFO SECURITY (PASSWORD) GUIDES/HELP

Clinician’s Gate
Built: 17114/

vClients
—  Client #3] Client Name Status Gender Birth Date Age Serviceable  Services L 4
72087772 TEST, CINDYTWO T Active Female 02/02/1960 o6 Ui 1 — X
Start Individual Service
75226968 TEST, CINDY Mone Female 12121900 115 ]
—_— —_— Facesheet
View[20 ¥ | (== First] (= Prev) [Next =) (Last=>

Client Medication
Start Client Plan
Start Document

Account

x Vital Signs Log
Vital Signs - growth
Tnical summary

Vital Signs Loq: displays Vital Signs over the entire history of client. (data from medical staff Vital
Signs chart on notes)

~Vital Signs Log for TEST, CINDYTWO T (75087772)

— Service # Date Height Weight BMI BP Pulse

1410651 052002014

1182151 104272012

1182146 104252012 69.0 150.0 22 125092 78
1182141 10/242012

1182140 10232012 0.0 160.0 22 15075 7o
1182113 10/222012

264825 10042011 10 100 703 100M00 10
863396 10M 342011 70 150 21 110 65
863407 10M 342011 o 150 21 110 76
805825 07252011 70 170 24 110/60 7o
205828 07252011 7o 170 24 115/50 &2
805591 07242011 70 180 23 120080 60
805592 07242011 7o 150 27 145/50 62

Vital Signs Growth Chart: Plots Height and Weight against average percentiles for ages 2 — 20.

G A"

= A A Az 355 201
LARLEST == e 30% 7]
E —SU:_ — -~ e __—SD'
| E:25 - --""‘__ R 25:5
G --5(]__2{3 = - 20__ 50"
? I e = =401

_305215 e e 15:5‘"30“

e === 0=
Ib ::kg 1 1 1 1 1 1 1 1 1 1 1 1 ﬁlGlEl |{.|Y|E|Aiﬁ5|)| 1 1 1 1 1 1 1 1 1 1 1 1 1 1 Ing:E Ib
2 3 4 5 7 8 9 10 11 12 13 14 15 16 17 18 19 20
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Search and Tag

Search and Tag is used to collect, display and save sets of service notes so they may
be viewed in sequence, such as a client’s history of services. Notes can be filtered by

one or more parameters. (Client, Service Dates, Note Status, Text, Clinician, Procedure, Record
Type, Reporting Unit, Location)

DEFINE YOUR SEARCH CRITERIA

1. The Search and Tag button is found in the Menu listing on the Home Page.

Sandy TEST Home Lcrg out|
) Help |
/ Medication Lists r
Enter New Service: <_ ' Med llergy Lis
Type of Service To start a new service note, select the type of service '( E Search and -l:;g-x\)
Add client to my caseload: |Enter clientid or name Clinical Quality
File Encryption
Client # Client Name Status Gender Birth Date Age Serviceable Servic File Hashing
No Records Lab Results
View: | || | |:| | ” | View Orders
Problem List
Svc# Gsr# glient Client Name Provider Date Template Procedure Sort Inte Nir;t;oi:
424408 1350 12087772 TEST CINDYTVWO S900CC _ CLINICIAN GATE 141342010 Clinjcign Progr, 391 Group Behabilitation 7]

2. The Services radio button should be checked.

3. Select the first search parameter by clicking on the “Select Search Item” drop down menu. Click
on the parameter that you wish search, such as “Client.”

4. Click on “Lookup” and enter the specific search item

i.e. if client enter: last name first name-no comma, click “Search for Clients,” and wait
for the list of possible clients to appear.
Check the box for the appropriate client and click OK.

5. Choose your next parameter to narrow your search, by clicking on the “Select Search Item” drop
down menu. Click on the parameter that you wish search, such as “Service Date.” i.e.. choose
whether you would want to see services on, between, after, or before a certain date and click on
the calendars icons to define the dates.

6. Continue until you have narrowed your search as many ways as possible.

7. Click the Search button to assemble your results.

REVIEW, PRINT OR SAVE YOUR RESULTS

1. To sort your items by a certain topic, click the top of that column (e.g. Date of Service)

2. Check the items that you wish to view or save.

3. Click on one of the Review/Print buttons (all checked items or all results).

4. Choose “Open” to view them or “Save” as desired.

5. To read them, use the big blue arrows at the top of the page to move through the documents.
6. Click the Printer Icon or File/Print.



TO SAVE A COLLECTION

To retain your collection in Search and Tag for later reading, click the blue message “click
here to add a new collection name”

Enter the name of the collection and click OK

Click the “Save Tagged” button and all items checked will be moved to the collection. You
can do this multiple times or “tag” and move them all together.

N

TO RETRIEVE A PREVIOUSLY SAVED COLLECTION

1. Click on the words “select an existing collection name”

2. The Drop Down menu indicator appears. Click on the down arrow.
3. Click on the collection that you would like to view.
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Caseload Shortcut:

Build your custom caseload shortcut list on the Home Page. Use your caseload menu bar as a shortcut
to start documentation using the menu bar. (Does not alter InSyst records)

Enter New Service:

o)

Type of Service

~Caseload

note, select the type of

3 Click Add client

Click on client line or
menu button to launch

Add client to my caseload: |Enter clientid or name ’) the action menu
= Client# Client Hame Status Gender Birth Date Age Serviceable Services N
To087772 TEST, CINDYTWO T Active Female 02/02M 960 54 o [ -]
75130257 TESTY, CINDY Active Female 0372111966 48 o -]
75135366 TESTCASE, DAVE Active Male 01/01/1850 64 o [ -]

[rrerer] [ [ (]

e -> ! ht'lpcﬂﬂlmﬂd)fCGQNDefauﬂap ] E = !m‘ﬁiﬂl‘sGﬂE_ !Clinician's Ga... X

File Edit View Favorites Tools Help x Go 8|C - "' Search = More 3 = r
P » _
= |;| MU PQRS - Home ! C G QA version 3.5.2 (Log... = Identity & Access Manage... ﬁ v v [ m= v Pagew Safety v Tools~ @
~Caseload
Add client to my caseload: |Entgr clientid or name @
—
— Client# Client Name Status Gender Birth Date Age Serviceable F
75087772 TEST, CINDYTWO T Active Female 02/02/1960 54 Femowve from cazelosd
3 3 ) [
75130257 TESTY, CINDY Active Female 03/21/1966 48 Facesheer
75135386 TESTCASE, DAVE Active Male 01/01/1850 64
View‘ | et ” e | |:| | Mt - ” Lasle | / Medication List \

Client Medication

*Pending Services Lab Orders I||

— Svc# Gsr# gllent Client Name Provider Date 2]
422307 75135386 TESTCASE, DAVE  9999CG - CLINICIAN GATE. . 10/28/2009 i i
435990 1566 75087772 TEST, CNDYTWO  9999CG - CLINICIAN GATE.. 3182010 Click on menu choice |
831017 75135386 TESTCASE, DAVE  9999CG - CLINICIAN GATE...  11/8/2010 ] .
722518 75087772 TEST, CINDYTWO 99991 - West County Ment...  3/1/2011 |
1087324 75135388  TESTCASE, DAVE 90906 - Habiltative Day Tre... 7/19/2012 (hpq Start Document
1087027 75135336 TESTCASE DAVE  9999CG - CLINICIAN GATE.  7HO/2012
1090083 75130257 TESTY, CINDY 99991 - West County Ment... /232012 CFE School 197 CG INFORMATIONA...  CHDr
0112T1 - EDEN MHS ADUL... /2872012 Clinician Progr... 331 Assessment Vvital Signs
1268329 75087772  TEST, CINDYTWO 9999CG - CLINICIAN GATE...  1/31/2013 Clinician Progr... 377 90839 Crisis Thpy 6... Problem List
1277585 75135386 TESTCASE, DAVE  9999CG - CLINICIAN GATE...  2/7/2013 Clinician Progr... 442 90834 Psychothera... ) Di )
1278387 75087772  TEST, CINDYTWO 9999CG - CLINICIAN GATE 2712013 Clinician Progr 443 90837 Paychothera Oy Med Allergy List
1284113 75087772 TEST, CINDYTWO 9999CG - CLINICIAN GATE...  2/27/2013 Clinician Progr... 571 Brokerage Services Raconciliation
1304272 11105 75135386 TESTCASE, DAVE  9999CG - CLINICIAN GATE...  3/8/2013 Clinician Progr... 381 Group Rehabilitation -
javascript:__doPostBack(' ctll0$cpPageContentSuclCaseloadScolbCaseloadSuclClientGrid SmnuActicnMenuSmnuActionSbtnd',") #100%

Enhanced Filteri NQ can be done over multiple parameters at the same time.

e 1. Click the funnel (filter icon) to open the fields.
e 2. Then enter the texts you want to filter for.
e 3. Click the Arrow to activate the filter.

v Services

— Service# Client# Client Name Provider Date ] Status Template Procedure Type

< [ || | | | |2 | v]i2] | | H——
1410882 75087772 TEST, CINDYTWO GOUOCG - CLINICIAN GATEW. .. Gio201d Finalized PHO-5 197 CG INFORMATIONAL ... Individual 3
1410584 75087772 TEST, CINDYTWO S995CG - CLINICIAN GATEW... 6/3/2014 Finalized Clinician Progr... 197 CG INFORMATIONAL ... Individual 0
1410883 75087772 TEST, CINDYTWO S995CG - CLINICIAN GATEW... 6/3/2014 Finalized Clinician Progr... 581 Plan Development Individual 0
14106859 75087772 TEST, CINDYTWO S999CG - CLINICIAN GATEW... 5/28/2014 Pending Clinician Progr... 197 CG INFORMATIONAL ... Individual 0
1410856 75087772 TEST, CINDYTWO S995CG - CLINICIAN GATEW...  S/20/2014 Finalized RequiresReview 300 No Show Individual 0
1410654 75087772 TEST, CINDYTWO S993CG - CLINICIAN GATEW... S/20/2014 Finalized CFE School 197 CG INFORMATIONAL ... Individual 0
1410881 75087772 TEST, CINDYTWO S995CG - CLINICIAN GATEW...  S/20/2014 Finalized RequiresReview 571 Brokerage Services Individual 0
1410658 75087772 TEST, CINDYTWO S993CG - CLINICIAN GATEW... S/20/2014 Finalized RequiresReview 323 50791 Psychiatric Dia...  Individual 0
1410653 TS087772 TEST, CINDYTWO S993CG - CLINICIAN GATEW...  S/20/2014 Finalized CFE School 197 CG INFORMATIONAL ... Individual 0
1410675 75087772 TEST, CINDYTWO S993CG - CLINICIAN GATEW. S/20/2014 Finalized Clinician Progr... 197 CG INFORMATIONAL ... Individual 0

view[10 V] CEEIEEEEE ]
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Remove Filters by clicking on the E[ button.

- rvice# Client# Client Name Provider Date Status Template Procedure Type ?

| | | || || | | | | v | | | | | V]2

ddinsa FoooTT TECT CIMC T gooors IS ARL SUATEL SIE A A Finalizad CHM O A87 S INEADMATION AL

Enhanced Sorti NQ can be done over multiple columns, in ascending or descending order.
Sort Order will be retained for the next time you search!

e First click = ascending. A second click = descending. Third click = remove the sort.

e Click(s) on the column you want to be the first sort.

e Click(s) on the next column you want to be the second sort, etc.

e Your custom sort order is retained and applied to future searches of the same type.

e Minus button clears the sort order and restores date order as default.

e NOTE: All Status notes are now listed together (Finalized, Draft and Pending together)

First (1) sorted into

Second (2] sort

Service groups by Provider in Provide by Status status 3] 1z
293552 ascending order (A-E) 011211 ascending (A-Z) Finalized
201549 011201 |- EDEN AD Finalized
01547 75130257  TESTY, CINDY 0112M1 |- EDEN ADULT MEDL.. S/2%/2007 2
1080083 75130257  TESTY, CINDY (BBOGT - WWest County Mental ...  7/23/2012

1093249 75130257  TESTY, CINDY 99991 - West County Mental . 7/25/2012

1093242 75130257  TESTY, CINDY 59951 - West C.uunt'_,r Mental .. T/25/2012

1410665 75130257  TESTY, CINDY 595991 - MWest Cou ; Finalized
544040 75130257  TESTY, CINDY 99991 - MWest Cou Finalized
1225510 75130257  TESTY, CINDY 99991 - West Cou LR Pendmg Finalized
1198962 75130257  TESTY, CINDY 59951 - \West Cou and Finalized Finalized
1182150 75130257  TESTY, CINDY 99991 - MWest Cou combined list Finalized
1275353 75130257  TESTY, CINDY 59956 - Habiltativs Draft
352207 T5130257 TESTY, CINDY DOooE - -|at:-|lrtﬂt|'.f& Dy Treat... Finalized

Remove Sort Order by clicking on the - button.

- rvice# Client# Client Name Provider Date Status Template Procedure Type '?

| | | || || | | | | v | | | | | V]2

ddinsa FoooTT TECT CIMC T gooors IS ARL SUATEL SIE A A Finalizad CHM O A87 S INEADMATION AL
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INDIVIDUAL NOTES USING CLIENT
NAME OR NUMBER
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Individual Notes Using Client Name or Number

Clignts 'I
Search

Natalie Courson Home | Help | Log Out

Enter New Service:

Type of Service

Celect I. To start & new service note, select the type of service

Pending Services

S #Y  Procedure 57 Group Suc # 57 Client #%7 Client Hame 7 Provider ~7 Date &7 Sort7  Type 7

263470 361 Mecication Suppart TEORTTT2 TEST CIMDY T 95591 West County Mertal Health Sv Br25/2007 Inedive Upctate
268361 456 80853 GROUP PSYCHOTHERARY 106 75130257 TESTY CINDY 011201 EDEM ADULT MEDICATION ONLY S THE2007 Group Updlate
289363 456 90853 GROUP PSYCHOTHERARY 107 78130257 TESTY CIDY 0112kt EDEN ADULT MEDICATION ORLY & 7HER007 Group Update
259364 456 90853 GROUP PSYCHOTHERARY 107 75135366 TESTCASE DAVE 0112kt EDEN ADULT MEDICATION QKLY & 7HER007 Group Update
203490 456 80853 GROUP PSYCHOTHERAPY 180 75130257 TESTY CINDY 01121 EDEM ADULT MEDICATION OMLY S 10/4/2007 Group Update
20349 456 90853 GROUP PEYCHOTHERAPY 160 75133366 TESTCASE DAVE 0112071 EDEM ADULT MEDICATION ONLY S 10/472007 Groug Update
295244 444 90804 Inciiy Py 20-30 min 7a130257 TESTY CIDY 0112kt EDEN ADULT MEDICATION ORLY & 1072972007 Inefiv. Update
283095 444 80504 Incliv Py 20-30 min 75130257 TESTY CIMDY 011201 EDEN ADULT MEDICATION ONLY S 12H0/2007 Ingiive. Upeate
a238m 274 Peych Sery Medicare Component 75135366 TESTCASE DAVE 95896 Habiltative Day Trestment 92472008 Inciive. Update
343508 571 Brokerage Services Ta0TIT2 TEST CINCY WO 0112kt EDEN ADULT MEDICATION QKLY & 101472008 Ineliv. Update

<< First < Prev -1- -2- Mext » Last »»
Advanced Search
For Type Status Provider

Date
clients 7] [Any =l [any 7] [Everywhere =] [Anvtime =] " Search |

Services Search

All T ServiceIAﬂ\‘WthE 'I Rendered for Search

Search Services by Date Click day to see services performed an that day

< March 2003 Boril 2003 May 2009
S0 Mo Tu We Th Fr %a 5 Mo Tu We Th Fr 8a Su Mo Tu We Th Fr %a
12 3 4 12
1 3 4 5 6 7 § 6 ¥ & 9 w N 3 4 3 8 7 5 48
£ |1 R A N E A A S N F N | S LR - S T 6 B A KA T
1§ 16 17 18 19 0 M 19 I M I o M M7 18 19 0 1 oI
01 M ¥ OMW IO OO MWW 14 15 6 37 18 28 0
M 0w A 3

= 1 - This is your home page.

= 2 — Click on the drop arrow to select “Individual” for the type of service.
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Clinicians Gateway Clients b
Home Search |

Matalie Courson Home | Help | Log Out
Enter New Service:
Type of Service Primary Clinician Clirt Mote Template

IInd\wdua\ - TEST MATALIE 'I |test cindy |Clinician‘s Progress Mote j Start Indiv Service

Edlit Primary Clinician List

Pending Services

Sr.#57  Procedure 57 Group Svc 257 Client # 57 Client Hame 57 Provider 57 Date 57 Sort 57 Type 7

266470 361 Medication Suppart TI0ETTTE TEST CIMDY TWhic 93991 YWwest County Mental Heafth Sv 2372007 Il Update...
288361 456 90353 GROUP PSYCHOTHERARY 108 79130257 TESTY CIMDY 011201 EDEN ADULT MEDICATION ONLY 5 Ti 82007 Group Undate...
269363 436 80853 GROUP PSYCHOTHERAPY 107 79130257 TESTY CINGY 011201 EDEN ADULT MEDICATION QHLY 5 THB/2007 Group Update...
288364 456 90353 GROUP PSYCHOTHERARY 107 79135386 TESTCASE DAYE 011201 EDEN ADULT MEDICATION ONLY 5 Ti 82007 Group Undate...
2834490 436 80853 GROUP PSYCHOTHERAPY 160 79130257 TESTY CINGY 011201 EDEN ADULT MEDICATION QHLY 5 10i4/2007 Group Update...
283491 456 90353 GROUP PSYCHOTHERARY 160 79135386 TESTCASE DAYE 011201 EDEN ADULT MEDICATION ONLY 5 100472007 Group Undate...
285244 444 80804 Inciv P=y 20-30 min 79130257 TESTY CINGY 011201 EDEN ADULT MEDICATION QHLY 5 1062972007 Il Update...
208095 444 90304 Incliv Psy 20-30 min 79130257 TESTY CIMDY 011201 EDEN ADULT MEDICATION ONLY 5 124102007 Incl Undate...
323301 274 Pzych Serv Medicare Component 75133366 TESTCASE DAYE 93996 Habilitative Cay Treatment 9i24/2008 Incliv Update...
343508 571 Brokerage Services 15087772 TEST CIMDYTHC! 011201 EDEN ADULT MEDICATION ONLY 5 1041442005 Incl Undate...

<< First < Prev -1- -2 Mext » Last =»
Advanced Search
For Type Status Provider

Date
Clients =] [any =l ey =] [Evenswhere | |anyime x| | Search

Services Search

IPC\‘I h SerwcelAn\"W'herej Fendered for Search

3 March 2009 Bpril 2009 May 2009

Su Mo Tu We Th Fr %3 50 Mo Tu We Th Fr %3 Su Mo Tu We Th Fr Sa
11 1 4 112

i 4 65 6 7 6 6 7 &8 0 011 2 4 5 6 7 8 0

L N | A RO VA O € 2 O C R TR S A 1- B U O S KA R I L]

16 16 17 18 19 20 M 18 m M & 1 o4 5 7 1@ 10w 1 1 1

2013 M M OIF OIT OB OIT O oMW 4 0I5 I oI OB oI903

Search Services by Date Clisk dayto see semvices performed on that day

= 1 - Verify the Primary Clinician name is correct.

= 2 - Enter the client name (Last name then First name with no commas, ex. Mouse
Mickey) or the client number.

= 3 - Select the template name from the drop list.

= 4 - Click on “Start Indiv Service.”
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—
Client, Provider and Tille

Home |_ﬂ| Log Out

Servicable Clients Matching, "test cindy"
Search For Different Client

ftest cinay ﬂl

Clients Matched 3 4 5
Client &7 Client Hame 57 Status <7 Gender 57 #ge~7 Services 57 Select Provider Select Title

TERTTT TESTCNDYTAD  Active F 9 0 90993 Take Care Case Management = [Cinician's Progress hote = Gelect

1 record found.

el RRUESCHD bob R IR i s s i il

= 1 - Verify the client name.

= 2 — Verify the status for that client. “Active” indicates that the client has an open
episode.

= 3 - Verify the appropriate provider name is indicated.
= 4 - Select the Title of the type of note you will enter.

= 5 Click on “Select”
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The Note Entry page looks like this:

Service Entry, Individual

Ho

Interventions

Service #: New Title: Clinician's Progress Note
Service date: 02/02/2016

Humber Last Name First Name Client opened: 2/1/2007 Closed: 9/6/2014

Client: 5087772 |[TEST | [eNDvTWE

Util. review date::

Procedures: SelectProcedure - Client Plan due date:

KTA ELIGIBLE (Nov 17 1858) Lastassessment: 10/28/2012

Service Location: SelectLocation -

Med. Compliant: MN/A - Side Effects: N/A -

Emergency? D Pregnant? |:|

Staff Time
Primary Clinician: 18821 - Chen, Lester ~ Provider: 99995 - Short Term House

Add Additional Clinicians,

Primary Total Time: 00:00

E/M Plus Psychotherapy or Additional Crisis: None * 2nd FF Time:
2nd Tot Time:
Interactive Complexity: Mot Present -

Instructions
Respond to problems/goals/objectives of treatment plan and signs and symptoms related to diagnosis. Include treatment interventions and address changes in the client's functioning. If there is little progress,

include an explanation of the limited progress.
Episode Diagnosis Information

Services were provided in English -
Primary FF Time Hours:Minutes Auxdis | Auds 1 Axis Il Axis IV Axis V
byl:‘ interpreter or [ clinician DSM-IV: 296.60 V71.09 2899 A 099
ico-10: F31.60 203.89
Allergies

Alert for Last Assessment Date displays the last Child, Adult or Physician Assessment. The date

links to the assessment, opened on a new tab, for easy access.
(**** Remember to close the tab after viewing the assessment. An unused tab can time out - logging

out your Clinician's Gateway session. You could lose your unsaved work. ****)

Service # New Title: Clinician's Progress Note

Service date: l:l :ﬁ

Client opened: 2/1/2007

Number Last Hame First Hame
Client:  Gepgrrre |fEST | GnDvTWo |
Util. review date:
Procedures: | Select Procedure V| Last Assessment Date _\___'C‘I'rentp_l_a_ll_n_u\_e_ﬁ e: 12/31/2014
links to the assessment Last assessment 1/1/2014

Alert for Katie A eligibility on note entry screen.

Service #: New Title: Clinician’s Progress Note

Number Last Mame First Name
Client [TSDS???2 HTEST | |CINDYTWO | Cpened: 21172007  Closed: 8/30/2014
Procedure_s;LSBle&i—PrUCEﬂm‘E_ —_— v| Service Date:
ure -

- - ) i
/ N Utilization review date:

\_ EEERGHEEE ) _ Client Plan due date: [JJEZN]  Client Plan has expired!

EE— T— —

36



1 - When writing a progress note in Clinician's Gateway, first choose the Primary
code matching the Face-to-Face time and complexity of the service. Enter the time
spent on that code’s activity, including charting and travel, in the “Primary

Clinician Time” field. Codes have minimum time requirements. For Crisis: record
ALL Charting and Travel time in the Primary Clinician time field.

2 - Enter the Face-to-Face time in the ‘“Primary FF Time” field below the
“Instructions” line.

3 - Choose the Secondary add-on code for E/M Plus Psychotherapy or Additional
Crisis. Enter the times spent on that activity into both the “2" Face-to-Face” and
“2Md Total Time” fields. For Crisis: 2" FF time = 2" Total time (NO charting/ travel time)

“Primary Clinician Time” + *“2" Total Time” = Total time for entire service.
“Primary FF Time” + “2" FF Time” = Total Face-to-Face time for entire service.

= 4 - Some Procedures allow coding to indicate Interactive Complexity (no time
recorded).
Number  LastName First Name
Client [75087772 | [TEST | [enovTwo | E B Openad: 3/8/2007
Procedures 377 90839 CriThpy B0 min "——f—v- — 1. Choose Primary Code. Enter Primary code Face to Utiizati Service :E:E_ 312712014
. Face time + Charting and Documentation time - ‘5;:&;?:; d:t:;
Service Location: Office - Emergency? [C]  Prel chlin B ”““"-——-J.lgg.ﬁg_u_ liant: N/A A
Primary Clinician: 10904 - Peterson, Camille E *  provider 9999CG - CLINICIAN GATEWAY TESTMHS AD - Primary Climcia%e: 1:45
Add Additional Clinicians
E/M Plus Psychotherapy or Additionsl Crisis; 378 90840 Crisis Therapy Addifional minutes v ondfrTime: 2:°00 oy TntThg 2:00

Allergies

O Yes

@ No NEw

peanuts from adult assessment [10/26/2012; Peterson, Camille E] -
dust mites from child assessment [10/26/2012: Peterson, Camille E]
t £0045 D P

Interactive Complexity. Mot Present hd '(-,.___
i

3. Choose Secondary Add-on Code if needed. Enter time spentin b o
secondary activity in 2nd FF and 2nd Total time fields. (For additional
Crisis code, do not add any charting or documentation time here. ) }//

TNo T UNKNOWN

Add Interactive Complexity if |
appropriate (no time).

shellfish from phys [
2. Enter Primary Code
Instructions /‘ Face to Face time
Respond to prub\erns.fguals.fubjgdﬁv mptoms related to diagnosis. Include treatment interventions and address changes in the client's functioning. If there is little progress, include an expla
IZI k Services were provided in English - . Episode l_);agnom
. y 1:00 - Axis | Axis |l Axis Il
Primary FF Time - Hours:Minutes
by [ interpreter or [ cinician 29644 799.9 99
For Psychotherapy, choose the add-on code that most closely Enter Face to Face time and Total time in
matches the face-to-face time for that activity. 2ndary activity. (for Crisis both times are
For Crisis: Add-on code is used for additional face-to face time equal to Face-to-Face time)

E/M Plus Psychotherapy or Additional Crisis: 485 90833 Psychotherapy 30 minutes with patientfamily member when performed with E/M Sevice = 2nd FF Time, Uig 2nd Tot Time: U:;.S

Interactive Complexity: NotPresent -

Allergies

O Yes

MNone

465 90833 Psychotherapy 30 minutes with patientfamily member when performed with EM service
467 90836 Psychotherapy 45 minutes with patientfamily member when performed with EIM service
468 90838 Psychotherapy 60 minutes with patientfamily member when performed with EM service
378 90840 Crisis Therapy Additional minutes
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1. Both total Primary Clinician Time and total Secondary Add-On code time and will
be transferred to InSyst for billing.

Number Last Name First Name
Client: [75087772 | [TEST | empyTwo | E Opened: 3/8/2007
Procedures: 377 90838 Crisis Thpy 60 min - Service Date:
Primary Total time will be transferred to _— . . - . .
the Staff Log and o InSyst tilization review date: Utilization review has expired!
Client Plan due date: Client Plan has expired!
Service Location: Select Location A Emergency? [ Pregnantz [ Wed. Cnmg. MIA * Side Effects: MM -
Primary Clinician: 10904 - Peterson, Camille E +  proyider: 9999CG - CLINICIAN GATEWAY TEST MHS AD ~ Primary Clinician Time: 1:00
Add Additional Clinicians Secondary Totzal time will be transferred into
E/M Plus Psychotherapy or Additional Crisis: 378 90840 Crisis Therapy Additional minutes ESv=HbutNOTicsoith el AP e ot e Time: 0:20 ZnaTotTime:  2:48
—_—— Staff Log ot this time. Write secondary time on a

Interactive Complexty: Not Present h separate paper staff log stapled to the Daily Staff

Log. Add the times together before writing final
indirect admin time notes

2. Only Primary Clinician Time is reported on the Daily Approval and Daily Staff
Log at this time. In the future, secondary time will be included. Report secondary
time on an old-style paper staff log form (MAA form) stapled to staff log.

v Da||y App[oval SBervice Date: .‘

Srv.®  Date Type Client# Client Name Reporting Unit Procedure Siatus  Approve Time #InGroup Approve Time

1277585 27213 Indiv. 75135386 TESTCASEDAVE  9999CG CLINICIAN GATEWAY TEST MHS AD 442 90834 Psychotherapy 45 min PENDNG  Pending 00:50 1 00:50

1276867 2072113 Indiv. 75087772 TESTCINDYTWO  9899CG CLINICIAN GATEWAY TEST MHS AD 377 90839 Crisis Thpy 60 min PENDNG  Pending 01:00 1 01:00
Primary Code Time

lyincluded | ) i
L Tezares Imafuratmanimeu{utsu.

Q ALAMEDA COUNTY Behavioral Health Care Services

Home | Help | Log Out

Individual Staff Log

Service Date: 10/26/2012

Time
Svc #| Type RU Client # | Client Name Procedure H:M %tp Loc Rec. | Flags
01028 BACS MHS ]
1182862 | Indirect | ADULT SERVICE sie '"fD'hTHA;:“ AbAUL) popo | 4
TEAM
9899CG .
1182148 Indi CLINICIAN 087772 TEST . . wos0 | 1 Cdl.gr_enth_r, FI‘_rlmzrt-;r 5
eV | GaTEWAY TEST CINDYTWO ssessmen : Codetime is listed but
MHS AD Secondary Code time
8a0acG ;5 r1c|t|.:I tn th;uttu_rE.
) CLINICIAN TEST econdary Code time
1182148 Imdiv. SATEWAY TEST 7H087TT2 CINDYTWO 331 Assessment 0030 1 will be added
MHS AD
3 service records on 10/26/2012 for a total time of | 04:00{4 4|

| hereby certify, under penalty of perjury, that the information contained in this document is accurate and free from fraudulent

claiming.
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Interactive Complexity: Not Present -

Instructions

Respond to problems/goalsiobjectives of treatment plan and signs and symptoms related to diagnosis. Include freatment interventions and address changes in the client's functioning. Ifthere is little
progress, include an explanation of the limited progress.

Episode Diagnosis Information
Senvices were provided in English -
Primary FF Time Hours:Minutes Axis | Axis I Axis Il Axis IV Axis V
by [ interpreter or [ clinician  py 20660 V7100 2809 A 099
ICD-10: F31.60 Z03.89
Allergies
© Yes O No © Unknown

@ No new allergies reported

peanuts from adult assessment [10/26/2012: Peterson, Camille E]
dust mites from child assessment [10/26/2012: Peterson, Camille E]
shellfish from phys assessment [10/25/2012: Peterson, Camille E]
penicillin fron med-supp e-prescr. [10/23/2012: Peterson, Camille E]

]

] Complete PHQ-9 Questionnaire?

Presenting Problem(s) ious Entries: (Select Note)

Use the "Previous
Entries" drop list to view
the last 5 notes entered

for this client

Evaluation Previous Entries: (Select Mote)

= Complete all of the progress note fields.

= Utilize the “previous entries” drop list to review or use information from the last
five notes.

» Click on “Note is Complete” if available and “Save as pending” at the bottom of
the page.

Mote is cnmp@

—— i

Spell Check Save as Pending l Save as Draft
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2 Clinician’s Gateway version 2, 3a (Home) - Microseft Internet Explorer - (E- r)?
Fle Edt  Yew Favortes Jooks Heb o
- ) \ A 3 \
. ) A =B = p 2
Qs - O x| @ ) Psewor Yirroms @ 2~ 15 # I R
Address | ) etp:ficovenat]CGIDe sk aspuYINDV._SERVICE_SA!  NUMEER =283116 v .GO ks *
~
| Clients v
Home
Dr. Dekittie Home | Helo | Log Ot
1 Service record 283116 was succesiully saved
Enter New Service:
Type of Service
Select— v To start & new service note, select the type of service

Pending Services

Sav. 27 Procedne 7 Group Swe 257 Chert 257 Clierit Hamve 7 Prowider 7
263114 361 Mediceton Support 0786 Sharky Jowrs
283118 445 90805 NDV PSYCOH 45.50 MIN 6438567  Mickey Mouse
2 1ecords 1ound
Advanced Search

For Type Kedus Loceton

Cherts v Ay ~  Any v | Everywhere

Services Search

Al ¥ Service AMYWHEre ¥ Rendered for
Search Services by Date Cis cay b see sarvions peroimad on that day

< At 2006 008

WMo TuWe ™ Fr fa Su Mo TuW ™
1 2 3 4 6§

e 7 8 0 BN 3 4 6 ¢ 7

B W B BT R L N LI - S I ]

VN DN TN DN

N NN MU 2N

PERSOMAL INFO | SECURITY (PASSWORD) | GUOESHELP

YNZETe=-2

EUSe~y

01051 OANLAND AD MEDICATION OMLY SVS
010873 OANLAND ADILT SERVICE TEAM 3

¥

Usew

Date 7 Type 7
10122006 nalv Update
102520086 nav Update

Oate

) i ()

"
n

g

1 — The system message at the top of the window notifies you of a successful

entry. If you do not see this message, your entry has not been saved.
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Notes: Draft versus Pending, Archive, and Finalize?

Drafts: Save as Draft when you have incomplete information. Perhaps you need to
leave the note before finishing it. Perhaps you are writing a note for a client before they
are registered or may never be registered (Pre-episode Note). Drafts can be found on your
Home page Pending list or the View Staff page Draft list.

Pending: Save as Pending when the note has been completed, including client ID #.
This note is ready to be finalized. Be sure to check the “Note is Complete” box before
saving.

Archive: Save to the Archive when you want to store a Draft you probably will not
need to retrieve. This will unclutter your Home page Pending list. Only Drafts may be
stored to the Archive. Think of the Archive as an attic, a place to store things you
probably will not need, however, you are not 100% sure. Drafts may be retrieved from
the Archive via a services search or from the Drafts list on your View Staff page.

Finalized: When you are sure all of the information on a Note is correct and complete,
including the client account # and your time, you may finalize. This will seal it with your
electronic signature and add it to your services that are transferred nightly to InSyst for

claiming.
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Draft Notes

Draft Notes are extremely flexible, can be saved before all the information is input, retrieved
later and amended in multiple ways.

Choose Individual Service as you normally would on the Home page.

Enter the client’s name or number (Name format is Last Name First Name with a space, not a
comma), or leave it blank if the client does not have or has never had an open episode in
your RU.

Choose your template and

Click the begin service button.

On the Service Entry Screen, if you did not already enter the client name, fill in the Last Name
and First Name fields. You can also delete a client using the [X] button, or search for a new
client using the Ellipsis [+++] button. You will only be able to enter clients who have had
episodes in your RU.

The Procedure Code, Location and Clinician’s time must be entered in order to save it as a
draft

Fill in as much or as little of the form as is appropriate.

Incomplete forms may be saved as a Draft! Just click “Save as Draft” in the lower right hand
corner of the note.

When you know more information:

1.
2.

Find the draft note in multiple ways.

It will be listed in the author’s Home page Pending Services List.

Alternatively, using the Search Box in the upper right hand corner, choose Services, enter the
name or client #, and click the Search button.

You may also use the Services Search in the middle of your Home page.

Changes to the note can be made in the fields of:

The client’s name and account # can be updated: Use [+++] to search for (enter last name first
name, click Search, and wait) and choose another client from the search results list.

Procedure

Location

Clinician (after building your customized Primary Clinician List)

Provider (RU = Reporting Unit)

Clinician’s Time

Face-to-Face Time

Additions to the text of the Progress Note

When the Note is complete:

When the note is complete, check the “Note Complete” box at the bottom.
Click the Save as Pending button.
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Archiving Draft Notes

Draft notes that will not be needed immediately can be sent to the Archive to remove
them from your pending list. They can be recalled using a Services Search by client

name.

Archiving the Note:

1.
2.
3.

Write up your Draft Note as completely as possible.

Click the “Save as Draft” button.

Find the Draft Note in your Pending List on your Home Page or in the Draft List
on your View Staff Page

4. Click “Update” or the specific Service # that you want to archive.
5.
6. The service is no longer listed in your pending services list.

Click the “Archive” button in the lower right hand corner.

Recalling the Archived Note:

1.

abswn

You can find the note in three ways:

a. Do a Services Search from your Home Page (found in the middle of the
page) using the client name (last name first name with no comma).

b. Do a services search using the Search Box in the upper right hand corner by
choosing “Services”, entering the client name (last name first name no
comma) and clicking “Search”

c. Look for the service in the Draft List on your View Staff page.

A search results list will appear. Find the service in the list.

Click on “View” or the service # of the desired Draft note.

Click the “Edit” button in the bottom right hand corner.

Make changes as needed. (Use the [+++] button to search for a new client if they
now have a client account #. Use the [X] button to delete a client first if you need
to replace one client account # with another).

Click the “Save as Draft” button to save changes and return it to your Pending List.
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Informational Notes — Procedure Code 197 - No time to be
claimed

Informational only Notes can be used to write notes for clients using
procedure code 197 and claiming zero minutes. Your time is billed as an
indirect service. The procedure varies according to whether the client has an
open episode or is registered.

To write a note for a registered client with an open episode in your Reporting Unit:

Write a progress note as usual, using Procedure Code 197, Informational Note
Enter zero minute’s time. (actual data entry of O minutes required)
Write the note, check Note Complete and Save as Pending.
This note can be finalized and so will show up as a finalized service in the Electronic Health
Record for the client.
It will show up on the Staff Log with zero minutes.
Write an Indirect service for your time.

el A

oo

To write a note for a client who is not yet registered (Outreach — Treatment Refused by Prospective
Client):

1. Choose Individual Service as you normally would on the Home page but
2. Leave the Client Name/ID field blank.

Clinicians Gateway I Clients j -
L, . I—
Home Search And Tag | Search | |}
Camille Peterson Home | Help | Log Qut |
Leave name/lD field empty when
writing a note for an unregistered
Enter New Service: client
Type of Service  Primary Clinician Cliert Mote Template
| PETERSON CAMILLE > |[Enter Client Marme or ID or leave blank | Clinician's Progress Note ~|  Startindiv e
Edit Pritnaty Clinician List ]

Choose your template
Click the Start Individual Service button.

oW
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8.
9.

On the Service Entry Screen, enter the client’s Last Name and First Name in their respective
data field boxes.

USE PROCEDURE CODE 197 — INFORMATIONAL NOTE and enter 0 MINUTES time.
Designate the Provider Reporting Unit from the drop down menu.

Senice #: Mew Title: Clinician’s Progress Note

Numbeer Last Hame First Name
Client:  Unknown IDUCI-( |Daﬂ‘y

Procedures:| 197 GG INFORMATIONAL NOTE _~|[Enter Code 197 Service Datel[12/20/2008  |)

Ltilization review: date:

Service Loca{ion:l Office j Emergency? | Pregnant? [~ [ Enter Reporting Unit hed. Compliantl T, 'I Side Effec

Primary Cliniciar:[ 10804 - Peterson, Carmille ] provider: [9999CG - CLINIGIAN GATEWAY TEST MHS AD ¥| Primary Clinician Time:[0:00

Add Addditional Clinicians Enter 0:00 minutes

Instructions

The Procedure Code, Location, Provider, Date, and Clinician’s time must be entered in
order to save it as a draft.

Fill in as much or as little of the form as appropriate.

Save as a Draft! Write an Indirect Service for your time.

To recall the Draft note: (To add the client’s # when available)
10. Find the note in one of three ways:

Use the Global Search box in the upper right hand corner by choosing “Services” from the drop
down menu and entering the client name (last name first name — no comma). Click the “Search”
button.

Look in the author’s Home Page Pending List (or Staff View page Drafts list).

Use the Services Search in the middle of the Home Page.

3 Clinician’s Gateway version 3.4 (Home) - Microsoft Internet Explorer = IEIIﬂ
File Edit “iew Favorites Tools Help | :,'
N Iy ; S0
G Back = e - d @ Cul | > ) search . Favarites @)‘. | = W] - ii
Address [ http:jca/Ca/Default, aspx7INDY_SERVICE_SAVED=rusBSERVICE_MUMBER=448514 /:I-B{ | Links >

|»

Clinicians Gatesary IServices 'I
i |duck dar

earch And Tag | Search |

Home

Camille Peterson

Service record 443514 was succesfully saved.

Enter New Service:
Type of Service

I Select - vl To start & new service note, select the type of service
Pending Services

Sre. Group Suc  Client Clhient

B Procedure 57 2 2 Hame 7 Provider 57 Date 57  Twpe 57 Sort 57 Reviewer 57
- 9999 - CLIMICIAN GATENMAY Clinician's Progress ; e
422752 391 Group Rehahbiltation 1187 75130257 TESTY CIMDY TEST MHS A0 10425/2009 Mote Crvait Update...
381 Inclividual TESTCZASE 999905 - CLIMICIAN GATENAY Clinician's Progress .
422807 Rehabiltation 75135386 DAVE TEST MHS AD 10428/2009 Mote Cravait Updlate...
444625 321 Evalustion 7soETTI2 L) I08TY - OAKLAND ADULT 12182009 E:;T;C'a” = Progress Update

CIMO T SERYICE TEAM 1
197 CG INFORMATIONAL N999CG - CLINICIAN GATEWAY Clinician's Progress
4453514 MOTE Duck Dafiy EST hHE A0 12/29/2009 Fote Draft Update...

<< First < Prev -1- -2- -3 PMeuxt = Last ==
Advanced Search
For Type Status Provider Date:

|Clients LI |Any LI |Any LI |Even-where LI |Any’time LI Search |

[#11 =] service [Anywhere =]  rendered for [duck dafif ﬂl

5] ’_ ’_ ’_ l_ l_ [& Local intranet
50

=
4




To update the Draft Note

11. Update the client’s name and account number (after they have had an episode opened in your
search for the client (enter last

RU). You cannot type in the client’s PSP number. Use the [***] button to

name first name, click Search, wait). Choose the new client from the search results.

J Clinician's Gateway version 3.4 {Service Entry, Individual) - Microsoft Internet Explorer

=10l x|

File Edit Wiew Favorites Tools Help | :,'
G Back - d - d \ELI { l\J | 7 ) Search \;\?’ Favarites @} | - u'_,’. E e ﬁ
Address | httpeffeg/ TG serviceentry/IndivsveEdit, aspx?SERVICE_NUMBER=448514 | Go | Links *
Semice #: 448514  Title: Clinician’s Progress Note [
Murnber Last Hame First Hame
Client:  Unknown IDUCk |Daﬂ‘y J
Procedures:| 197 CG INFORMATIONAL NOTE =l Service Date:[12/20/2008 )
Ltilization review:
date:
Service, ) TIA T | Side
Sl Office - E 3 - nt? [ Med. Compliart:
Loc:atlon.l J MErgency reans Effects: | MIA hd
Primary Clinician:l 10904 - Peterson, Camille j Pravider: I 999955 - CLIMNICIAN GATEWAY TEST MHS AD j Primary Clinician TimEZIDDZDD
Add Additional Clinicians LI
|@ Done ’_ ’_ ’_ ’_ ’_ |EJ Local intranet 4

12. Updates to the note can also be made in the fields of:

Procedure Code (do not change it if you claimed time on an indirect)

Location
Clinician (if you have built a customized Primary Clinician List)
Provider (RU = Reporting Unit)

Clinician’s Time (do not change if you claimed time on an indirect)

Face-to-Face Time
Additions to the text of the Progress Note

If you claimed your time on an Indirect service note, do not claim time now, or you will double

claim.

If the note is complete: (And the service falls within an open episode)

13. When the note is complete, check the “Note Complete” box.

12.Click “Save as Pending.” The note can be finalized if the service is within the episode dates.

Otherwise it will remain as a Draft note in that client’s records.
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Co-staffed Individual Notes

Clients 'I
Home Search

Natalie Courson Home | Help | Log Out

Enter New Service:
Type of Service

Celect I. To start & new service note, select the type of service

Pending Services

S #Y  Procedure 57 Group Suc # 57 Client #%7 Client Hame 7 Provider ~7 Date &7 Sort7  Type 7

283470 361 Medication Support TE0ETTT2 TEST CIMDYTWO 98891 West County Mertal Heatth Sv B/25/2007 Inclive. Update
268361 456 80853 GROUP PSYCHOTHERARY 106 75130257 TESTY CINDY 011201 EDEM ADULT MEDICATION ONLY S THE2007 Group Updlate
289363 456 90853 GROUP PSYCHOTHERARY 107 7a130257 TESTY CIDY 0112kt EDEN ADULT MEDICATION ORLY & 7HER007 Group Update
265364 456 80853 GROUP PSYCHOTHERARY 107 75135366 TESTCASE DAVE 011 20 EDEN ADULT MEDICATION ORLY 5 THER2007 Group Upctate
203490 456 80853 GROUP PSYCHOTHERAPY 180 75130257 TESTY CINDY 01121 EDEM ADULT MEDICATION OMLY S 10/4/2007 Group Update
20349 456 90853 GROUP PEYCHOTHERAPY 160 75133366 TESTCASE DAVE 0112071 EDEM ADULT MEDICATION ONLY S 10/472007 Groug Update
295244 444 90804 Inciiy Py 20-30 min 7a130257 TESTY CIDY 0112kt EDEN ADULT MEDICATION ORLY & 1072972007 Inefiv. Update
283095 444 80504 Incliv Py 20-30 min 75130257 TESTY CIMDY 011201 EDEN ADULT MEDICATION ONLY S 12H0/2007 Ingiive. Upeate
a238m 274 Peych Sery Medicare Component 75135366 TESTCASE DAVE 95896 Habiltative Day Trestment 92472008 Inciive. Update
343508 571 Brokerage Services Ta0TIT2 TEST CINCY WO 0112kt EDEN ADULT MEDICATION QKLY & 101472008 Ineliv. Update

<< First < Prev -1- -2- Mext » Last »»
Advanced Search
For Type Status Provider

Date
clients 7] [Any =l [any 7] [Everywhere =] [Anvtime =] " Search |

Services Search

All T ServiceIA”\"WthE 'I Rendered for Search

Search Services by Date Click day to see services performed an that day

< March 2003 Boril 2003 May 2009
Su Mo Tu We Th Fr %3 S Mo Tu We Th Fr %3 Su Mo Tu We Th Fr %3
12 3 4 12
1 3 4 5 6 7 § 6 ¥ & 9 w N 3 4 3 8 7 5 48
£ 1 R A b E R A S N F N | S LR - S T 6 B A KA A
1§ 16 17 18 19 0 M 19 I M I o M M7 18 19 0 1 oI
01 M ¥ OMW IO OO MWW 14 15 6 37 18 28 0
W oW 31

= 1 - Start all notes from your home page.

= 2 — Click on the drop arrow to select “Individual” for the type of service.
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Clinicians Gateway Clients =
i Home Search |

Matalie Courson Home | Help | Log Out

Enter New Service:
Type of Service Primary Clinician Clirt Mote Template
IInd\wdua\ - TEST MNATALIE 'I |test cindy |Clinician‘s Progress Mote j Start Indiv Service

Edit Primary Clinician List

Pending Services

Sre.#5F  Procedure 57 Group Swc #~7 Client # 57 Client Hame ~7 Provider 57 Date 57 Sort 57 Type 7

260470 361 Medication Suppart Ta0aTITE TEST CIMDY TWhiC 93991 YWest County Mental Heatth Sv Gf23/2007 Incli Updlate...
288361 456 90353 GROUP PSYCHOTHERARY 108 79130257 TESTY CIMDY 011201 EDEN ADULT MEDICATION ONLY 5 Ti 82007 Group Undate...
209363 456 80853 GROUP P3YCHOTHERAPY 107 91302587 TESTY CINGY 011201 EDEN ADULT MEDICATION QHLY 5 THB2007 Group Updlate...
288364 456 90353 GROUP PSYCHOTHERARY 107 79135386 TESTCASE DAYE 011201 EDEN ADULT MEDICATION ONLY 5 Ti 82007 Group Undate...
2834490 456 80853 GROUP P3YCHOTHERAPY 160 91302587 TESTY CINGY 011201 EDEN ADULT MEDICATION QHLY 5 10472007 Group Updlate...
283491 456 90353 GROUP PSYCHOTHERARY 160 79135386 TESTCASE DAYE 011201 EDEN ADULT MEDICATION ONLY 5 100472007 Group Undate...
285244 444 80804 Incliv P=y 20-30 min 91302587 TESTY CINGY 011201 EDEN ADULT MEDICATION QHLY 5 1062972007 Incli Updlate...
208095 444 90304 Incliv Psy 20-30 min 79130257 TESTY CIMDY 011201 EDEN ADULT MEDICATION ONLY 5 124102007 Incl Undate...
323301 274 Pzych Serv Medicare Component 75133366 TESTCASE DAYE 93996 Habilitative Cay Treatment 9i24/2008 Incliv Update...
343508 571 Brokerage Services 15087772 TEST CIMDYTHC! 011201 EDEN ADULT MEDICATION ONLY 5 1041442005 Incl Undate...

<< First < Prev -1- -2 Mext » Last =»
Advanced Search
For Type Status Provider

Date
Clients =] [any =l ey =] [Evenswhere | |anyime x| | Search

Services Search

IA” i Serwcel-‘\ﬂ\"\"fherej Rendered for Search

3 March 2009 Bpril 2009 May 2009

Su Mo Tu We Th Fr %a S0 Mo Tu We Th Fr Sa3 Su Mo Tu We Th Fr Sa
11 1 4 112

i 0 4 5 6 7 08 6 7 &8 8 0113 4 5 6 7 8 @

L N | O O L T O O T | A VA - AR (A A U S O E R A

16 16 17 12 10 20 M 19 0 3 2 I 24 6 7 1@ 10 @0 11 11 13

2013 oM MO oImol M I omoMmouw P R T i B

Search Services hy Date clic day to see services performed on that day

= 1 - Verify the Primary Clinician name is correct.

= 2 - Enter the client name (Last name then First name with no commas, ex. Mouse
Mickey) or the client number.

» 3 - Select the template name from the drop list.

= 4 - Click on “Start Indiv Service.”
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—
Client, Provider and Tille

ome |_ﬂ| Log Out

Servicable Clients Matching, "test cindy”
Search For Ditferent Client

|testcindy Search

Clients Matched 3 4 5
Client # <7 Client Hame 57 Status <7 Gender 57 #ge <7 Services 7 Select Provider Select Title

TERTTT TESTCNDYTAD  Active F 49 0 90993 Take Care Case Management = [Cinician's Progress hote = Gelect

1 record found.

e BRI RRUESECID Bob R IS s s i i il

= 1 - Verify the client name.

= 2 — Verify the status for that client. “Active” indicates that the client has an open
episode.

= 3 - Verify the appropriate provider name is indicated.
= 4 - Select the Title of the type of note you will enter.

= 5 Click on “Select”
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Complete the billing information above the blue line.

=0 x]
| &

=8 Clinician's Gateway version 3.4 {Service Entry, Individual) - Microsoft Internet Explorer

File

eBack - -\_;J - |ﬂ \g _h | /-__-j Search \s:"\'( Favarites Q‘E ‘ <] - "‘_ﬁ E - _J ﬂ

Address I http: ficgfC GO serviceentry Indiv SvcEdit, aspxCLINICIAM=81412CLIEMNT _MUMBER=75037772&TITLE=1&R=2293CG

Edit  Wiew Favarites Tools  Help

| e ks »
=

]

Senice #: New  Title: Clinician’s Progress Note
Number Last Hame

Cliert,  [75067772 _|[TEST

First Name
| EiDyTvic

[

Cpened: 3502007

Service DHE:IBIETIEUDQ

Utilization review date Utilizztion
revieny has expired

I I Sicle

|

Procedures:l 321 Evaluation

Service

Location: I Office j Emergency? | Pregnant? [ Med. Compliant: Eftacte. lm
Primar Clhician:l 8141 - Courson, Natalie j Pravider: IQQQQCG - CLINICIAN GATEWAY TEST MHS AD j Prirmary Clinician Time: IIJ oo
1 Add Additional Clinicians
1 |In | ]
|E:| ’_’_’_’_’_Hg Local inkranet 5
= 1. Click on “Add Additional Clinician’s.”
= 2. Choose the Co-staff from the drop down menu.
= 3. Enter time for both clinicians
3 Clinician's Gateway version 3.4 (Service Entry, Individual) - Microsoft Internet Explorer - |EI|1|
File Edit Wiew Favorites Tools Help | ﬁ'

eBack - -\_;J - |ﬂ \g _h | /-__-j Search \s:"\'( Farvotites Q‘E ‘ <]~ "‘_ﬁ E - _J ﬂ

Address I http: ficgfC GO serviceentry Indiv SvcEdit, aspxCLINICIAM=81412CLIEMNT _MUMBER=75037772&TITLE=1&R=2293CG

| e ks »

Utilization review date®

ttilization :|

Service
Location:

| ofiice

i

Primmaty Clinician: I 3141 - Courson, Matalie J Pravicer: IQQQQCG CLIMICIAN GATEWAY TEST MHS AD J Primaty Clinician Time: ID al}

Co-Staff:

Select Clinician

—

Face Ta Face Ti

q

probifs
LIfthg

Ei Done

B557 - Sullivan, kenya
8140 Test rlnary

Sandy
1454 Tzudlker Jane
1283 - Ulvang, Andrew Rohert
11446 - Vazgquez, Carina
34032 - Vengarick, Pat
2876 - Vieira, Don
4038 - VIEIRA MICHELLE D
8384 - Williams, Donna
3618 - Wilson, Caralyn L

-

[

reviesy has expirecd

I j‘
Med. Compliant; side
Eifects: | MNIA l

Emetgency r Pregnant? -

Co-Staff Time: ID oo

nod zignz and symptoms related to disgnosis. Include trestment intervertions and address changes inthe client's
n of the limited progress.

Episode Diagnosis Information
Axis Axiz Axis [y

[foss  |sossn

Axig Y
[ooo

Axis |
206 44

-

,— ,— ,— l_ l_ |§\.§ Local inkranet

Complete all of the progress note entries. Check “Note is Complete.”

= Click on “Save as pending.”
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= 1 — The note will be listed on the primary and co-staff’s pending lists with a
yellow dot and the word “wait” which displays the message “Waiting for
clinicians to approve this service” when pointed at with the cursor. This is an
advisory message only. Either Clinician may finalize at any time.

= 2 - The co-staff have the opportunity to add an optional addendum to the note
before the Primary finalizes. To add an addendum, click on “update.”

3 Clinician’s Gateway version 3.4 (Home) - Microsoft Internek Explorer — |I:I|i|
Eile Edit Wiew Favarikes Toaols Help | -.","
@ Back - @ - | : . ;j | ) earch \?'n‘_ Favorites {::‘3 /::{ - g I.")_.-f-l - ﬂ
L - A r/‘\:\" E’-—- =
Address I http: ffcgfiCG-QafDefault, aspo LI Go | Links **
Sandy TEST Home | Help | Logout | =]
Enter New Service:
Type of Service
I Select ---- vI To start & neww service note, =elect the type of service
Pending Services
Srv. Group Client Client _ .
w7 Procedure ~7 Suc #5F 257 Hame ~7 Provider ~7 Date 7 Type ~7 Sort 7 Reviewer ~7
. 9999 - CLIMKCIAR NI
331 Indivicual TEST Clinician's
44757 Fehabilitation FoOsTyve CIMD T Ty iéTE‘lN.ﬁ.‘r‘ TEST MHZ 203752009 Frogress Mote 1 Uplate
TEST 9999CG - CLIMICIAN Clinician's
394747 521 Ewvaluation FaOSTITE IO TV ﬁﬁTE‘lN.ﬁ.‘r‘ TEST mMH= 562720089 Progress Mate vt Upclate =
| | »
|@ |€ Local intranet o

= 3 — If desired, add the addendum at the bottom of the note and click “Approve
Addendum”

3 Clinician's Gateway version 3.4 (¥iew Service) - Microsoft Internet Explorer _ ||:||£|
File Edit ‘iew Favorites Tools Help | "1"
3 I e . = B4 p
Qe - © - 1% (2] (| D sewe Fprats )] (23wl - |
Address | [ http:fjca/Ca-GAfservicesntry fViewService. aspx?INDY_SRY_NUMBER=334713 e |unks >
Plan |
test

Add your Addendum
[~

Co-staff may add an Addendum
if desired J

F 3

I_'l_I

4]

|@ I_I_I_I_’_|g Local intranet i

57




» 4 - When the co-staff approve their addendum, a checkmark is placed in the
“Approved” checkbox at the top of the note. Co-staff approval is optional.

» 5 Co-staff may edit their time before the Primary finalizes.

/i Clinician's Gateway version 3.4 (¥iew Service) - Microsoft Internet Explorer

File Edit “ew Favorites Tools Help

=loi
| &

eﬁack - \_/J - |ﬂ @ _h ‘ /:j Seatch ‘5’1‘( Favorites Q}‘ <] = "‘_ﬁ M - _J ﬂ

Address hktp: legCG-Qaserviceantry iewService, aspx ?INDY_SRY_NUMBER=394719

| B s |Links »

-
Role Staff & Staff Hame Time Approved _I
Primary Clinician 8142 TE=T, Sandy 0030 Edlit Il |
Co-Clinician 10904 Peterson, Camile E 0030 Exciit [ M y
Instructions
-
4 | _rl_l
|ﬂ:| Done l_ I_ I_ l_ I_ |\:J Local inkranet S

= 6 - If the Co-staff have added an addendum, the note disappears from the Co-
staff’s Home page Pending list. It is no longer available for editing. The dot on
the Primary’s Home page Pending list then turns green.

4} dlinician's Gateway version 3.4 (Home) - Microsoft Internet Explorer

File Edit View Favorites Tools Help

=10/ ]
|

Qe - Q - %] B 0

/,__.‘1 Search ‘{:{ Favarites €‘3| 4 - "‘_ﬁ ] - _J ﬁ

Address http: /fogfCa-GafDefault, aspx

| Qe |unks »

=4 B T ) TE=T 995 - CLTC AT [ ST -
Jaarst Rehahiltstion TINRTTIZ CIMDYTWD  GATEWAY TEST MHS AD 2/312003 Progress Mote Upiate. . J
570 Brokerage TEST 0112m1 - EDEM ADULT Clinician's &
Seik Services IMD oA CIMDY TS MEDICATION ORLY SV5E SR Progress Mote  Approsved B e
TESTCASE  9999CG - CLIMICIAM Clinician's _I
384735 311 Collateral ¥5135386 DAVE A TR TEST MHS AD B 372008 Progress Note O Dratt Update. ..
571 Brokerage TEST 0112M1 - EDEM ADULT Clinician's .
I cervices TETT2 o MEDICATION omLy svs ST H00 s Nate Ot Hpdate. .
fdvancad Saarch LI
|E:| |\:J Local intranet o

= The note will also disappear from the Co-staff’s Home page Pending list when
the Primary finalizes because it is no longer available to the Co-staff to edit.
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CO-STAFF AND PRIMARY CLINICIANS CAN FINALIZE WHEN DESIRED.
CO-STAFF WILL BE GIVEN TIME ON THEIR STAFF LOG ON THE DAY
THAT THEY FINALIZE. (However, the time will be transferred into InSyst on the
day the Primary finalizes.)

» 1 - The Co-staff and Primary will both see the service listed on their Daily
Approval tally and added into their total time. In this example, the co-staff are
given credit for the one hour of co-staff time, even though the Primary has not
finalized. (““Waiting on Finalization”)

= 2 —Click Approve Time to add the time to your Staff Log.

<} Clinician’s Gateway version 3.4 (Wiew Staff) - Microsoft Internet Explorer - O] x|
File Edit \Wiew Fawvorites Tools  Help | ;,"
i " = o =
- 9 M ' 3. 1A . -
@ Back. \_/l |ﬂ @ f ﬂ /- Search ‘}\f Favarites Q‘E (= l!)_.-f-l i i
Address hkbp: f fogfCE-Qaviewstalf . aspx?STAFF _MWUMBER=8142 j Go Links **
+ Daily Approval B 312712009
- Client - - - #in Approve
Srv. # Date Type Client # Hame Reporting Unit Procedure Status  Approve Time Group Time
TEST 9399 CG CLIMICIARN Ysiting on
394747 3r27I2009 Indiv,  TI0STIVE GATEMNAY TEST 321 Evalugtion  PEMDING _ " 4 . 201001 0:00
CIMD T Finalization
MH= AD
9999CG CLIMICLIARN BE General
394745 352752009 Indirect GATEMNLY TEST o . PEMDIMNG Pending 02301 0230
Administration
MHS= AD
2
1
2 =ervice records on 3/27/2009 for a total time of 03:50. Approve Tirme |
:
|Ej |§\£ Local intranet i

Note: Both primary and co-staff times are transferred to InSyst, the evening that the
note is finalized by the primary clinician.
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» 3 —The service is listed on the Co-Staff’s log and the Co-Staff time is added to
the Staff Log total time, whether or not the Primary has finalized.

a Clinician"s Gateway wersion 3.4 (Print Daily Approwval) - Microsoft Internet Explorer

File  Edit Wiew Favoribces Tools  Help

@Back - -\_;,l - |ﬂ |§| \-_h /.I__j Search “Er:n:_(‘ Favorites £‘3| <] - :f .9_"'] - _J ﬂ

Address I htkp: ffegfCG-QafPrintDaily Approval . aspxrDate=3/27 /2009

LIGD

Horme | Help | Le

Individual Staff Log

Service Date: 372

Time
. . G
Sve # | Type RU Client # | ClientMName Procedure H:M CT Loc Rec. F
99gac s
) CLIMICLAN §50 General . )
FDFAR | Indirect) e TEWAY TEST Adminis tration o= Dffice
MH S AD
9999C &
. CLINICLAN TEST ) . )
E0HAT Indiw. SATEWAY TEST TEOETTITE COIMEY T O 221 Ewvaluation o1:00 1 Office
MH S AD
2 service records on 3/27/2009 for a total time of |03:30 3
| hereby certify, under penalty of perjury, that the information contained in this document is accurate and free from fraudu

claiming.

Staff 1D: 8142 SaMDY TEST

Help Desk Support 5 _
| _>I_I
E=1]

,— l_ l_ l_ l_ (% Local intranet i

The time will appear on the InSyst reports the day after the Primary clinician finalizes,
not on the day that the Co-Staff clinician finalizes.

The service is listed in the Primary Clinician’s Finalized Services, not the Co-Staff’s
Finalized Services.
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GROUP NOTES
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Group Notes

2 Clindcian’s Gateway version 2.3a (Home) - Microsoft Internet Explorer

e (& Yew Fapvorkes look Heb

Q- M AN Psws Soros @ 3-5 w1 - B

Acddrens | @) Netpc)feovenat JCGIdnt a Rt s v Do s ®
~
a Chents v
Use the arrow to showy the drop list ——
Fome | Hep | Log O
Note Temglate
1 Growp % Dr.Dolatle v IERCEIEE) v Canician's Progress Note v Start Group Sennce
Pending Services H
Siv.e P Procedwe 7 Group Sve 857 Chet 857 Chont Mame 7 Provides 7 Date 7 Type 7
23114 3651 Medication Suppont SA9TE52  Peter Pan OI08MY OANLAND ADMEDCATION COLY SVS 10020006 ndv. Lpaste
283117 3 Assessment GTSENMI  Mckey Mouse 010873 QANLAND ADILT SERVICE TEAM 3 102002006 v Upadate
2118 445 G006 MDY PSYOH 4550 M 8743747 Kng James 01T OAMLAND AZULY SERVICE TEAM ) 10252008 ndv Upaste
Srecords found
Advanced Search
For Type St Locaton (ate
Cherts v | Any ¥ Ay v  Everpwhers v Amame v @
Services Search
AN ¥ Sarvice AYWNEN® ¥ Recdered for
Search Services by Date  Cos day 1 ses senioes passamed on that day
. Noventr 2006  Dwcember 2006 ey 207
WM T Frfa Su M i Fr S Sl
123 4 12 123 & 6 8
$ 02 8 0 BN 3 &80 ¢ 0|2 8 8 w3y
L T I T A I T T T T ' 0
NN DNS NN AN H
NN NN N NDN
n &
) N Local ot | |

= 1 - Select “group” under “type of service.”
= 2 — Select group description.

= 3 —Ifthis is a new group then click on “Edit your groups”
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Clinicians Gatewary Clients 'I
Edit Groups _sean |

Natalie Courson Horme | Help | Log Out |
Select Group (EERESE vII Rename | Delete Group

Client # <7 Client Hame <7 Last Service Date <7

FE0a7TT2 TEST CINDYTWO 2/26/2009 Remove
TS122885 TEST DAVE Remaye
Fa053807 TESTCASE CINDY 1172872008 Remove
75135586 TESTCAZE DAVE 107242005 Remaye
75139951 TESTIMG ACCT Remove
TS138646 TESTIMG TEW Remove
5130257 TESTY CIMDY 121052007 Rermayve

Default Provider: I (Mo Provider ] Save Provider
Guslelne I

PERSOMAL IMFO | SECURITY (PASSWORDY) | GUIDESHELP

= One —Click on the “New group” button.

ﬂ s v|
—
Edit Groups Search

Natalie Courson Home Helpl Log Out
Select Group 256 New Untitled Group vII Rename | Delete Group

Please search for and add clients to this group before proceeding

Detault Provider: | (o Provider Save Provider

L T o Mouse Mickey Search

FERSCNAL INFCO | SECURITY (PASSWORD] | GUIDESHELR

= Type in the clients name in the “Add Clients” field (Last name then first
name, with a space between) then click on the “Search” button and wait for
the list to populate.
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Clients =
——
Edit Groups Search |

Natalie Courson Home | Help | Log Out |
Select Group 256 New Untitled Group vI Rename I Delete Group

Flease search for and add clients to this group before proceeding
Default Provider: I (Mo Provider j Sawe Provider |

SO oo N

Client # <7 Client Hame 57 Gender 57 Birth Date <7 Age 57 Services ~7

75122885 TEST DAVE ] 11950 59 a 5 Add

FERSOMAL INFO | SECURITY (PASSWORD) | GLIDESHELR

» When the client information appears, click on the “Add” button.

= Follow the same steps to add all of the other members to the group listing.
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Client # 7

TE0ETIIZ
Ta122885
7053307
75135386
7071955
75130257

Edit Groups SHEELD
MNatalie Courson 5 Horme ﬂl Log Out |

Client Hame 57 Last Service Date <7

TEST CIMDY TG 2026/2009 Remove

TEST DAVE Refmove

TESTCASE CIMDY 1172672008 Remove

TESTCASE DAVE 100242005 Rermove

TESTER MICHELLE Remove

TESTY CIMDY 121072007 Remove

Default Provider I(ND Frovider j Save Provider |
Add Clients [ Search

ICIiemS ‘I

1

Client # 57 Client Hame ~7 Gender 57 Birth Date <7 Age 7 Services 7

To0aTIIZ TEST CINDY VM0 F 211860 49 0 ﬂl
75122885 TEST DAVE ] 1M M850 ) 1) ﬂl
Ta053807 TESTCAZE CINDY F 12i261 980 48 0 ﬂl
75135386 TESTCAZE DAVE h 111850 59 0 ﬂl
Ta071955 TESTER MICHELLE F 81281986 22 11 ﬂl
75139951 TESTING ACCT M 10404950 58 0 ﬂl
TS138646 TESTIMG TER h 10M8/1950 58 0 ﬂl
Ta130257 TESTY CIMDY F 3121 M966 43 1) Add

<< First < Prev -1- -2- Mext = Lasi ==
PERZOMAL INFO | SECURITY (PASSWORDY) | GLIDESHELP
]

1-Select a default provider from the drop list and click on Save Provider

2-Click on Rename to enter the name of the group you have created. When
naming the group, you can use names that remind you of the days the group
meets, and the type of group they are...e.g. “Wednesday Rehab” or “Tue&Thu
Skill Building”

Explorer User Prompt |

Script Prompt:

Cancel

Enter new name |

IMl:un-:Iay skills testers]

Click on “OK” to save the name of the group.

Click on home to go back to the home page and start the group note.
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Matalie Courson

Enter New Service:
Primary Clinician

Group

Home

Mote Template

3]

ype of Service

.—JG'DUP [TEST naTaLE 7]
Ediit Primary Clinician List

Pending Services
Srv. #5F  Procedure 7
254101 361 Medication Support
254109 361 Medication Support
254110 361 Medication Support
258470 361 Medication Support
288361 456 90853 GROUP PSYCHOTHERAPY
280363 456 90853 GROUP PSYCHOTHERAPY
280364 456 90853 GROUP PSYCHOTHERAPY
293430 456 90853 GROUP PSYCHOTHERAPY
293491 456 90853 GROUP PSYCHOTHERAPY
295244 444 90804 Indiv Psy 20-30 min

Advanced Search
For

IZSE Monday skills testers j

Edlit Your Groups

Group Svc ¥ <7

Type

Client # <7

75087772
75087772
75087772
75087772
75130257
75130257
75135336
75130257
75135336
75130257

=< First < Prev -1- -2 Mext » Last »>

Status

ICMmman'S Progress Mote

Client Hame ~7
TEST CIMDYTWO
TEST CINDYTWMO
TEST CIMDYTWO
TEST CINDYTWMO

TESTY CINDY
TESTY CINDY

TESTCAZE DAVE

TESTY CINDY

TESTCAZE DAVE

TESTY CINDY

Provider

Provider <7

99991 West County Mertal Heatth Sv
99991 West County Mertal Heatth Sv
99991 West County Mertal Heatth Sv
99991 West County Mertal Heatth Sv
01120t EDER ADULT MEDICATION QMUY =
01120t EDER ADULT MEDICATION QMUY =
01120t EDER ADULT MEDICATION QMUY =
01120t EDER ADULT MEDICATION QMUY =
01120t EDER ADULT MEDICATION QMUY =
01120t EDER ADULT MEDICATION QMUY =

Dtz

Clients

Services Search

=] [any =] [any =] [Everswhere

All = SerwceIAﬂYWhETE | Rendered for Search

Search Services by Date Clid day to see services performed on that day

< February 2003
Su Mo Tu We Th Fr

m oz 1z
12 19 10
5 MOI7

March 2003

e

T

1z
19

April 2009

ICHents 'I

Search

Horme | He\pl Log Cut |

Start Group Service

Date ~7
3/3/2007
3/3/2007
3/3/2007
6r25/2007
THe/2007
THB/2007
THe/2007
100472007
100472007
10/29i2007

=] [anvtime =] search

SontYF Type 7
Incliv.
Incliv.
Incliv.
Incliv.
Group
Group
Group
Group
Group
Incliv.

Update.
Update.
Update.
Update.
Update.
Update.
Update.
Update.
Update.
Update.

= 1 - Select group under “Type of service.”

= 2 - Select the

group.

= 3 - Select note template.

= 4 — Click on “Start group service.”
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Service Entry, Group
Natalie Courson Record Home | Help | Log Qut
attendance
@moup: Monday skills testers {256) Titie:Clinician’s Progress Note here
Show client RUs for.
Clents  tlame Gender  Age  Predemt  Med Complant e ertects |
75087772 TEST CINDYTWO F 49 O N/A v NiA d 99993 Take Care Case Management hd
TEST DAVE M 59 ] /A - MNIA v 99991 West County Mental Health Svs N
TESTC F 42 O M7A ~ MNIA - 99992 West Adult Residential v
TESTC M 59 .l MNIA v NIA v 99996 Habilitative Day Treatment v
TESTER MICHELLE F 2z O M/A A4 NiA ~ 01122R EDEM MHE CHILD REFERRAL v
TESTY CINDY F 43 O M/A b4 NiA R4 09991 West County Mental Health Svs v
Prucedures‘ Select Pracedurs v‘ Service Date:| 4/16/2009 E
Service Location: Select Location 4
Primary Clinician' TEST NATALIE Primary Clinician Time: l:l
Add additional clinicans
Fresenting Problem(s] T ST
e —

» (Click on the square box under the “Present” column for each client in
attendance. A check mark should appear.

= Complete the fields for the procedure, service location, co-staff, service date,
primary clinician time, and co-staff time (if co-staff were entered).

= Be sure to select the correct provider for the client from the Drop list!

= Enter the number of additional participants (clients without open episodes)

zroup: Monday Skills Group (333) Titie:Clinician’s Progress Note

Group Members I RRRPRR ' E TERS O CAMILLE (10304) ~|
Client # Hame Gender Age Present CurMn;::ilam Side Effects _
?SDEFWLENSDTYWOF I e [T =] [ j|999900 CLINICIAN GATEWAY TEST MHS AD v|
75 35599%2\\}“'% F 3 B |NIA j I TiA j | Mo matching providers j
HUS%U?EFNSDT\?ASE F 49 r |NIA j I A ﬂ | 99991 West County Mental Health Svs j
?SHSSEEBEASJEASE i ST [ < [nm leQQQCG CLINICIAN GATEWAY TEST MHS AD |
EDNQSSII‘IIIEEHTELRLE F I Y =] [ria <] [ 01632R ASIAN MHS CHILD REFERRAL |
?513025TEFNSDT: F PR R Y =] [via leQQQCG CLIMICIAN GATEWAY TEST MHS AD |
Additional participarts in grougp: |1_'— e L2 Ve 0 8L

participants without an open episode
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N Local nianet
S ——

Complete each text box as appropriate.

3 Chinician's Galeway version 2. 3a (Service Enfry, Growp) - Microsoff Interned Explorer

e Et Yew Fpules Took e

v
Qu - Q WG P grrms @ (-5 @ KB
bejress 'ﬂm:rwaﬁuwmmmw,m-mmmm-m v Bao ws®
P — — Pt il &
Fresirting Frobisnis)

i | (et M) 42

YoU CAM USE THE DROP ARRCWYS
T SELECT FROW THE LIST OF

A4 AILABLE PREVIOUS EMNTRIES

Ehuion ....,....;'(sﬂut —
riwrton _.-:.[SHHHI:I!} V.
Euapons

-

= View previous notes if desired.
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A Clinlcian’s Galeway version 2.3a (Service Entry, Group) - Microsaft Internet Explorer r._lrE||§|

Ble [dt Wew Fawoebes Tock Heb &
Qenk - © - [¥] 2] €0 Psewasr Srraomes @ (2- 5 M | B
Aidress | i) hitp: [focvenet JCG  ServicsEntryGroup, asput GROUP_NUMEER = |01 8L INICLAN=SESEATI TLE =16 v Boe s *
F
Inbervention et ;| (51t Notw) | v |
Responss :,.,,.,,..,,:_(smd Note) v |
Fan P —— T U] f_f_
Cancel | Spell Chack || Save as Pending |
FERSOMAL NG | SECURITY (PASSWORD) | GLICESHELP
o
&) Wd Lol irtranat

= 1 — When all of the fields have been completed click on the “Save as
pending” button. (If your notes require review, refer to the notes review
section of this users guide).
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Galeay [hens 7]
Home Search
Hatalie Courson Home | Help | LogOut

Enter New Service:
Type of Service

Sl L3 To start & new service note, select the type of service
Pending Services

Sro.#57  Procedure 57 Group Svc #57 Client #57  Client Hame 57 Provider 57 Date 57 Sty Type ¥
288470 31 Mecication Support TAlGTTT2 TEST CINDYTWO 99531 Wizst Courty Mental Heatth Sv Brzaf2007 Inciiv. Upiate...
208361 4536 90853 GROUP PSYCHOTHERAPY 108 75130257 TESTY CNDY (1201 EDEN ADULT MEDICATICN ORLY 5 THER007 Group
289363 456 90853 GROLP PSYCHOTHERARY 107 Tal 30247 TESTY CINDY (11201 EDEN ADULT MEDICATION ONLY S THER007 Group
289364 436 90853 GROLP PSYCHOTHERAFY 107 74135366 TESTCASE DAVE (11201 EDEN ADLLT MEDICATION ONLY 5 THERZ007 Group
293490 456 90853 GROUP PSYCHOTHERAPY 160 TE30257 TESTY CNDY (1201 EDEN ADULT MEDICATICN ORLY 5 10472007 Group
283491 456 90853 GROLP PSYCHOTHERARY 180 74135356 TESTCASE DAVE 011201 EDEN ADLLT MEDICATION ONLY S 10012007 Group
285244 444 90804 ncll Psy 20-30 min TH 30257 TESTY CNDY (1201 EDEN ADULT MEDICATICN ORLY 5 10124912007 Incly.
298095 444 90804 Incilv Py 20-30 min 7o 30257 TESTY CINDY (11201 EDEN ADLLT MEDICATION ONLY 5 121072007 Iy
3235m 274 Peych Serv Medicare Component 75135356 TESTCASE DAVE 99996 Habitative Day Trestment 912412008 Incliv.
43506 57 Brokerage Services THETTT2 TEST CINDYTWHO: (1201 EDEN ADULT MEDICATICN ORLY 5 10A 412005 Incly.

<< First < Prev -1- % Mext» Last »»
Advanced Search

Fur Type Satus Prowider
|Chems j |Any j |f-\ny j |Everywhere
. Sometimes you will
Services Search \
All %] service | Aywhere | Rendered for have more than one
Search Services hy Date i dayto see senvices perfoimed on that day page of "Pending"
< March 2003 April 2009 .
S0 Mo TuWe T FroSa U Mo TuWe T Fro§ sarvices
113
123 4 5 8 7T 5 67T 8 0 M
B0 1313 M1z 13 14 15 16 1T
16 16 17 18 18 20 91 [10 W A 2 W M F
N M B B BT WA WO W T WA
wow oA 3

e 1-You will see your group service listed in your Pending services.

e 2-Click on “Update” to enter individual notes for each of the clients in the
group.
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12

Instructions
Rezpond to problems/goalziobjectives of treatment plan and =igns and gymptomsz related to diagnesis. Include treatment interventions and address
changes in the client's functioning. If there iz little progrezs, include an explanation of the limited progress.
Episode Diagnosis Information
Face To Face Time 01:00 Hours:Minutes Axis [Axis Axds Axis VAxis V
31 WT1.09%9 H 056

Presenting Prohlem(s)

Hunger. the most hungry of the group, demands to be fed immediately

Evaluation

Testy

Intervention

Apply food.

Click here to edit
the service

Response

Mramm Good!

Plan

Fegular feedings.

Delete Senice Edit Service

PERZORAL INFO | SECURITY (PAZSWORDY | GUIDESHELP o |
w

%J Local intranet H100% T

On the next screen, click on “Edit Service” to add information for the client you have
selected.
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—
Service Entry, Group Search |

- Home ﬂl Log Out

Group: DEMO (107) Titie:Clinician’s Progress Note ciient TESTY CINDY  (75130257)

Group Members W TEST MATALIE (8141) =

Client # Hame Gender Age Present Med Compliant Side Effects _
TEUETITZ TESTCINDNTWO F 4 It [we TH [rs—TH 01057 LA FAMILIA EPSDT MHS CHILD ¥
7122885 TESTDAVE M 59 ] IEC | IEEE | 33991 west County Mental Health Svs =
TEISIEOT  TESTCASE CNDY F 48 Il [ EE | 32352 West Adult Residential |
7513536 TESTCASEDAVE M 59 ] IEC | IEEE | 01121 EDEN ADULT MEDICATION ONLY SV3 =
75139951 TESTING ACCT M 58 Il e E | ia =l | Mo matching providers El
S138645  TESTING TEN W 58 | [T [ TH 39954 Warks Hard Crisis Unt E
AT TESTY CNDY F 4 7] [ =] I | 011201 EDEN ADULT MEDICATION ONLY Sv3 El

Procedures:| 456 90853 GROLP PSYCHOTHERAPYj Service Dater| 71162007
Service Location: [ Office - Utilization Review Date: - Ltilization reviesw has expirad!
Primary Cliniciar: TEST NATALIE Primeary Clinician Time:|[11-00

Instructions Pl Enties:
Respond to problems/y 3 jectives of treatment plan and signs and symptoms related to disgnosis. Include trestment interventions and address changes in the client's functioning. 1f there iz fitle progres=, include an explanation of the imted progress.
Episode Diagnosie Information

Avigl  Axisll Awislll Axis IV Axis W
Face To Face Time Hours:Minutes: |3099 IVNOQ Igg IA |060

Preuces Enmes: | (Select Note)d

Freserfing Problam(s)

tast =]

Evaluation Predous Eniies:| (Select Note) =
test ;I

Intervertion prettous Enes: | (Select Note) -
jtest d

Respanse Predous Eniies:| (Select Note) =
test ;I

Plan Prettous Enes: | (Select Note) -
jtest d

PERSCHAL INFO | SECURITY (PASSWORD) | GUIDESHELP

Now you can enter client specific notes for the group service. You will see that the (1)
Med compliant and (2) Side effects drop lists can be utilized, (3) Face-to-Face time
will need to be entered, and the (4)note fields can be used to enter additional
information specific to that client.

Click on “Save as Pending” when your entries are completed.
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Each individual service note will be listed separately on your Daily Staff Log.

Each service will be given part of the time, according to how many participants
attended. If you gave services to clients who did not have an open episode, their time
will not be added to your staff log. Write up their time as an indirect service.

T |—=_
_E View Staff SearchAnd Tag | _sSearch |

Camille Peterson Horme | Help | Log out |

Statf Information for: Peterson, Camille (10904)

S5H: HEE_AE_ARES License # Start date: 94342008
Gender: Female License Renew: End date:

BirthDate: fid il License State: Last Changed On: Fr3a2009
Ethnicity: Wihite Taxonomy: Record Created On: 1174720058

Hational Provider Id:
Medicaid PIH:
Medicare PIH:
DEA Humber:
UPIN:

Staff Type: Unlicensed Worker

Total group time divided by
Languages: English the total # in the group
{including additional

— — participants) = the time given
» Statistics SO 2a200 [ 22arz000 () 0 each note. Write an
P D

- - ime given to additional
~ Daily Approval e m participants on to your day

- . . _ - #in Approve
Srv. # Date Type Client # Client Hame Reporting Unit Procedure Status Approve Time Group Time

9905 CLIMICIAN GATEMNAY 331 Group - . .
394750 FI2302009 Graup 72130257 TESTY CIMDY TEST MHS &0 Rehahiltation PEMDING Pending  01:00 3 00:20

TESTCASE  9999CG CLINICIAN GATEWSY 391 Group
et e RIS e R G el e TEST MHS &0 Rehabiltstion

2 service records on 72342009 for a total time of 00:40. Approve Tirme I

PEMDING Pending  01:00 3 00:20

To add the time to your Staff Log for the additional participants, write an indirect note
for group time not given to opened clients listed on the Log.

3 Clinician"s Gateway wversion 3.4 (¥iew Staff) - Microsoft Internek Explorer - IEllﬂ

Fil= Edit “jew Favorites Tools Help | .1.'

@Back - -\_;J - |ﬂ |EL| _h ijearch “{:.:—‘ Favorites €3| <] = :?_ ,-U_-"-I = _J ﬁ

Address ' htkp: flogfCG-QaMiewstalf, aspx?STAFF _MUMBER=10204

Approval Search

Srv. # Date Type Client #

Reporting Unit Procedure Status  Approve Timrl:#I _ M.Pproue

9999CG CLIMICLAR 401 Mental Health

394751 72353009 Indirect GATEWLY TEST MHS . PEMDIMG Pending
a0 Promoation
SQ99CE CLIMICIAMN
S947S0 TI232009 Grouwp 79130257 L=y GATEWAY TEST MHZ EE1 Gr.qu;:! PEMDIMG Pending 01:00 3 o020
CIMDY a0 Rehahiltation
9999CC CLIMICIAM
94749 Ti232009 Grouwp 75135356 TESTCASE GATEWAY TEST MHZ 391 Gr.u_ju;:! PEMDIMG Pending 01:00 3 o020
DANE A0 Rehahiltation

w

€] l_ l_ l_ ’_ l_ [%) Local intranet
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Additional Participants Feature

Occasionally, there will be a client in a group who does not have an open episode
and cannot be claimed. Using the Additional Participants feature, the additional
clients are added into the group total, increasing the accuracy of the claim for
Medical billing. Only the part of the time dedicated to clients with open episodes is
claimed. The remainder of the time can be reported using an Indirect service note
for the clients without an open episode.

= Start the group note as usual. Click on the square box under the “Present”
column for each open client in attendance. Verify the Reporting Units.

= Enter the number of additional participants (clients without open episodes)
into the “Additional Participants in group” field. CG will calculate the
group total by adding the additional participants to the clients checked
present.

sroup: Monday Skills Group (333) Titie:Clinician’s Progress Note

Group Members e I A ER el P ETER SO CAMILLE (10904) j
Client # Hame Gender Age Present CurMn;::ilam Side Effects _
TANGTTT2 (T:FNSDTYW F CE I A [T MRS | [2999CG CLINICIAN GATEWAY TESTHHS AD 7]
75136600 ESATMNG F 3 i =] [rua =l | Mo matching providers [~
7sosaay [ESTCASE ¢ o T [ =l[va E 93881 vest County Mental Health Svs B
?S13SSBEB§$§ASE M - ] INJ’A jINJ’A jIQQQQCG CLIMICIAN GATEWAY TEST MHS AD j
78071 QSSLIIIECSHTIIEELRLE F 25 r INJ’A ﬂ I A j I 01632R ASIAN MHS CHILD REFERRAL j
?513025?85“]8[}: F 43 ] INJ’A jINfA jIQQQQCG CLIMICIAN GATEWAY TEST MHS AD j

pasrponcos g 1] o T S

= Complete the group note and the individualizations as usual.
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» Each individual service will be listed separately in Daily Approval.

= Each service will be given part of the total time, divided by how many total
participants attended. (open clients plus additional participants)

. I— i
_E View Staff Search And Tag I

Search I

Camille Peterson Hame I HeIpI Log Cut I

Staff Infarmation for: Peterson, Camille (10904)

SSH: wEE_EE_SAS License &t Start date: Q352003
Gender: Female License Renew: End date:

BirthDate: b i i License State: Last Changed On: 32009
Ethnicity: wihite Taxonomy: Record Created On: 117452005

Hational Provider 1d:
Medicaid PIH:
Medicare PIH:
DEA Humber:

UPIH:
Staff Type: Unlicensed Waorker

Total group time divided by
Languages: English the total # in the group

(including additional
participants) = the time given
0 each note. Write an
ndirect note to enter the

ime given to additional
participants on to your day

11/2262009 120232009

» Statistics

w Daily Approval : Search

Sru. # Date Type Client # Client Hame Reporting Unit Procedure

Status Approve Time
99905 CLIMICLAR SATENAY 391 Group " A
FO4TE0 TR22009 Group TS 30257 TESTY CIRDY TEST MWHS A0 Fehabiitation PERDIMNG Pending o108 3
TESTCASE 9999005 CLIMICIAMN GATENAN 391 Group " .
SE4T 49 TI2302009 Group 75135356 D E TEST MHE A0 Fehabiitation FEMCIMNG Pending 01:00 35
2 service records on /2342009 for a total time of 00:40. Approve Tirme

= |If you gave services to clients who did not have an open episode, their time will
not be added to your staff log.
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» To add the time to your Staff Log for the additional participants:

= Write an indirect note.

= Use an appropriate procedure code.

= Use the amount of group time not given to opened clients already listed on
your Daily Approval list and Staff Log.

<} Clinician's Gateway version 3.4 {¥iew Staff} - Microsoft Internet Explorer 1Ol =l

File Edit Wiew Fawvorites Tools Help | r

o
eBack - \_;J - |ﬂ |EL| _:] /;__) Search “:;:i( Faworites €‘3| < :i ,9_3‘] = _J ﬁ

address |[] http: fegiCG-QaiswStarF. aspxPSTAFF_MUMBER=10904 =] =0

ﬁ:::nr: Reporting Unit Procedure Status  Approve Time#ln

9999CG CLIMICIAN
GATEMAY TEST MHs 01 Mental Health
AD Promotion

S99 CG CLIMKCLAR

w Daily Approval

Sru. # Date Type Client # (A0S

Grou

394751 TI2E2009 Indirect PEMDING Pending 00:20

TESTY 391 Group . )
FQ4TS0TIZ2302009 Group 75130257 MDY igTE'INAY TEST MHS Fehabiltation PERDIMNG Pending 01:00 3
9999 CLIMICIAM
394749 Fi2352009 Group 751 33556 TESTEASE GATEWAY TEST MHS 31 Gr_qup PEMDIMNG Pending o1:00 3 oo:z20
CaNE aD Rehahiltation
=l
[&] [ Local inkranet W

The opened client’s time plus the indirect time should equal your total group time. (In
this example, 2 open clients at 20 minutes each, plus the indirect time for the
unopened client at 20 minutes = 60 minutes total group
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When different procedure codes are needed for individuals in a group such as an
AB3632/non-AB3632 mixed group, the Additional Participants feature can be used to
write group notes even when only one individual per code is present. The progress

Groups with Mixed Procedure Codes

note will be in each client’s electronic health record.

The note is written twice with each note having its correct procedure code. The clients
who require the other procedure code are counted as “Additional Participants.” CG

will calculate the correct time for each individual.

For example: A group of three clients meets:

= CG will calculate that there are three total in the group and give 1/3™ of the

Two are not AB3632 eligible.
One is AB3632 eligible.

Note One: Write the first note marking the two non-AB3632 clients present.

Indicate that there is one additional participant (the AB3632 client) in the

group.

Use the non-AB3632 procedure code.

File Edit Wiew Fawvorites Tools  Help

3 Clinician's Gateway version 3.4 (Service Entry, Group) - Microsoft Internet Explorer

_ ol x|

i/
!J'

Service Location: ICE

Primary Clinician PETERSON CAMILLE
Ao additional clinicans

=l

Fresenting Froblem(s)

Pritnary Clinician Tirne:|2:30

Predeous Eun:s:I(SE'EUt Hote) - I

Type in one Mote, then copy and paste into the other note

=

]

; r n . E
Q Back - () - p: .'_\J | . ! Search ‘:\?‘ Favoribes @e | W ] - ﬁ
Address [[=] http:,l',l'cg,l'CG—Q.C\,I'ServiceEntyﬁ'oup.‘a}%?GROUP_NUMBER=245&CLINICIAN=1DQD4&TITLE=1 BN k= | Links >
TC=TCT T ™ T T T T EEr e
[EE s 23 = T 4 R =T —I
TESTING Mo matching providers et
To138ea , s M 58 | i T =] [ e =l | =
75135646 TESTING TEM M 13 T e = [raea =] | 88994 works Hard Crisis Unit =
I ———— . @m =1 [ = [9993CG CLINIGIAN GATEWYAY TEST MHS AD =]
Procedures:| 391 Group Rehabilitation ) ;I Service Da‘te:IQIBIQDDQ B

=

I_ I_ I_ I_ I_ |N.J Local inkranek

a L

time to each of these two clients).
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= Note Two: Write a second note marking the one AB3632 client present.

» Indicate that there are two additional participants (the non-AB3632 clients) in
the group.

= Use the AB3632 procedure code.

3 Clinician's Gateway version 3.4 (Service Entry, Group) - Microsoft Internet Explorer - |EI|5|
File Edit ew Favorites Tools Help | !,'

@ Back - \_) - d |EL| f A ‘ P ) Search \;\? Favorites @} ‘ = ] - ﬁ

Address I httpe ficgfCG-QaServiceEntryGroup, aspx? GROUP_MNUMBER=2452C| TNICTAN=10904&TITLE=1 j G0 | Links **
75138646 TESTING TEN M 13 ([N ] [ =] |88994 Works Hard Crisis Unit =
75130257 TESTY CINDY F 45 r INIA ﬂ INIA j IQEIEIQCG CLINICIAN GATEWYAY TEST MHS AD j

Additional participants in group: |2

Rfocedures:| 392 Group Rehah-AB3632

Service Date:IQIBIEDDQ TE]
Service LocatiommSffice

Primary Clinician: PETERSON CAMILLE Primary Clinician Tirne:|2:1 a
A addditional clinicans

Fresenting Problem(s] Predous Q,"H:I(Select Mote) - I
Type in one MNote, then copy and paste into the other note ;I
|@ l_l_l_l_l_l\:; Local inkranet 4

= This client will also be given 1/3" of the time.
= You can copy and paste the text from one note into the other. (You may want to
open two sessions of CG and write these simultaneously.)

Make sure to write both notes!

Both notes will appear on the Daily Approval list and the Staff Log with the total time
divided equally between all the attendees.
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an's Gateway version 3.4 (¥iew stalf) - Microsoft Internet Explorer 101 =l

File Edit ‘“iew Favorites Tools Help | o

eBack - Q - \ﬂ @ ;h | /:\-' Search kZ,'/'_ﬂ\L.-\"Fa\mrites €3| [f{v ; .9_"] - _J ﬁ

Address htkp: g/ CE-Qa Viewstaff, aspx7STAFF _MUMBER=10204

 Daily Approval Gr8/2009

Srv. # Date Type Client # Client Hame Reporting Unit Procedure Status Approve Time

9999CG CLIMICIAN GATEMNWLY

394755 652008 Group 75130257 TESTY CIMDY TEST MHS AD PEMDING Pending
TESTCASE  9999CG CLIMICIAN GATEMNA .

394757 BiGr2008 Group 75135556 D E TEST MHS AD PEMDING Pending
31092 CHILDREMS .

394756 Bi8r2008 Group 75138646 TESTING TEM SPECIALIZED SWS MHS PEMDING Pending

|@ Done

<3 Clinician's Gateway version 3.4 {Print Daily Approval) - Microsoft Internet Explorer 10| x|

File Edit Wiew Faworites Toals  Help |-’

@Back - Q - Iﬂ @ \-_:j ‘ /:\'l Search *Favorites {E} EE{- :_\; Iﬂ - J ﬂ

Address http: ffogiCa-CalPrintDaikApproval. aspxtDate=68/2009

Horne | Help | Lo

Individual Staff Log

Service Date: G

e |
Svc # | Type RU Client # | Client Name Procedure /H:I\)»\ ﬁ:rr Loc Rec. Fl
ji=l== T c]
CLINICIAN R . .
394758 | Group SATEWAY TEST TES130257 TESTY CIND 231 Ehoup Rehabilitation | 0020 3 Office
hiHS AL
09mC G \
CLIHICIAN TESTCASE R .
2REFET | Group SATEWAY TEST TE135386 D AVE 231 Froup Rehabilitation | 00:20 2 Office
MHS AL /
210492
CHILDRENS .
3956 | Group SPEC IALIZED 75138645 TESTING TE 382 Grpup Rehab ABSS32 | \OO:20) 3 Office
WS MHE
3 service records on 682000 fora total ime of |01:00

| hereby certify, under penalty of perjury, that the information contained in this documert is accurate and free from fraudule

clairning.

Staff [D: 10904 CAMILLE PETERSOM Computer Operato__ |

12/28/2009 10:00:50 AM

Bl EE R ENGE bR e E T E D EEE A N MR b AT

ol

|@ Done l_ l_ l_ l_ l_ |5g Local intranet 4
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INDIRECT NOTES
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Indirect Notes

Clinicians Gateway Clients A
Home

Natalie Courson Home | Help [ Log Qut

Enter New Service:

Type of Service Primary Clinician Note Template
Indirect v [ Startindirect Service |
Pending Services
Srv. #57 Procedure 57 Group Svc #57 Client#57 Client Name 57 Provider 57 Date 57 Sort\F  Type<F
284101 381 Medication Support 75087772 TEST CINDYTWO t County Mental Heatth Sv 3ai2007 Indiv Update
284109 361 Medication Support t County Mental Heatth Sv 38007 Indiv. Update.
361 Medication Support West County Mental Heatth Sv Jei2007 Indiv. Update.
361 Medication Support Mest County Mental Health Sv 6/25i2007 Indiv. Update.
456 50853 GROUP PSYCHOTHERAPY 108 0112M1 EDEN ADULT ME 10N ONLY 3 THEIZ007 Group Update.
456 90853 GROUP PSYCHOTHERAPY 107 0112M1 EDEN ADULT ME 10N ONLY S TH8/2007 Group Update.
456 50853 GROUP PSYCHOTHERAPY 107 0412M1 EDEN ADULT ME 10N ONLY S THB/2007 Group Update.
456 90853 GROUP PSYCHOTHERAPY 160 0412M1 EDEN ADULT ME 10N ONLY S 101472007 Group Update.
456 90853 GROUP PSYCHOTHERAPY 160 011211 EDEN ADULT MEDICATION ONLY S 10042007 Group Update:
444 30804 Indiv Psy 20-30 min TESTY CINDY 0112M1 EDEN ADULT MEDICATION ONLY S 102812007 Indiv. Update.
2- Mext = Last ==
Advanced Search
For Type Status Provider Date
Clients v| |An} v‘ ‘Any v| Everywhere v| |An‘ﬂime v‘ I Search ]

Services Search

Rendered 1or|:|

Search Services hy Date cliek day to see services performed on that day

< February 2003 March 2008 HApril 2008
S5u Mo Tu We Th Fr Sa | Su Mo Tu We Th Fr Sa | Su Mo Tu We Th Fr 3a

3 oo

SIE

e
i

Clinical Adminstrator Access

Search Staff

[ 01082 OAKLAND 11HS CHILD || angtime | [ Search |

= 1- From the “Enter new service” section, (2) click the “Type of service” drop
arrow and select “Indirect”; (3) click the “Reporting unit” drop arrow and
select the appropriate RU.

» 4 — Click on “Start indirect service.”
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A Clinician's Gateway version 3.0 (Service Entry, Indirect) - Microsoft Internet Explarer ' IEE
Be Eft Yew Favodes Took Hep

Q- Q W [RG P Joronns @ 3-0 0| B

duvess €] Wt ffcovenetiCG-QAServiceEntrylne aspa?SERVICE MUMEER=283725 ¥ (e s ®
| Clignts ¥
Service Entry, Indirect
HATALIE TEST Hioeme: | Hedp || Lo Cut

1 . . 3 . _
Procedures:| 580 General Administration v Servics Dade 202712007 L |
2 Sarvioe Location: Field v 4 | Recwent coe 05 .
Repoetig LU 01082 OAHLAND MHS CHILD _
Primary Ciricisn TEST NATALIE 5 | primry civician Tme: 01:00
 Cancel | pell Check

PERSONAL INFO | SECURITY (PASSWORD) | CUDESHELP

&l oore ] Lot intranet

= Select the appropriate procedure code (1), service location (2), Service date
(3), Recipient code (4), and time (5).

= 6 — Click on “Save as pending.”
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Clinicians Gateway

Natalie Courson

Enter New Service:
Type of Service

(11—~

Pending Services

To start a new service note, select the type of service

Home

Clients v

Haome ﬂl Log Out

Srv.#%  Procedure 7
254101 351 Medication Support
284109 381 Medication Support

361 Medication Support

361 Medication Support

455 §0833 GROUP PSYCHOTHERARY
435 90833 GROUP PSYCHOTHERAPY
458 90853 GROUP PSYCHOTHERARY
455 90853 GROUP PSYCHOTHERAPY
458 90853 GROUP PSYCHOTHERARY
444 90804 Indiv Py 20-30 min

Advanced Search

Services Search

Group Sve#57 Client#57 Client Name 57 Provider 7 Date 7
7 TEST CINDYTWO /est County Mental Health Sy 82007
i TEST CINDYTWO County Mental Health Sy JB2007
7 TEST CINDYTWO ounty Mental Heatth Sv 82007
TEST CINDYTWO ounty Mental Heatth Sy 6252007
108 TESTY CINDY' 011211 EDEN ADULT MEDICA /5 THeizo0T
107 T 011211 EDEN ADULT ME (5 762007
107 75 0112141 EDEN ADULT MEDICA /5 THezo0T
160 i 011211 EDEN ADULT ME (5 104472007
160 75 011211 EDEN ADULT MEDICA /5 10472007
75 TESTY CINDY 011211 EDEN ADULT MEDICATION ONLY 5 107282007
First < Prev -1- -2- Next » Last =»
For Type Status Provider Date
Clients vHAn‘r vHAn‘T v| Everywhere vHAn'mme v‘ [Search I

Search Services hy Date Clic day to see senices performed on that day

<

Su Mo Tu We Th Fr

February 2008

Rendered forl:l

March 2003

ipril 2009

Sa |Su Mo Tu We Th Fr Sa|Su Mo Tu We Th Fr Sa

Sort?  Type 7
Indiiv.
Indiv.
Indiiv.
Indiv.
Group
Group
Group
Group
Group
Indiiv.

Update...
Update...
Update...
Update...
Update...
Update...
Update...
Update...
Update...
Update...

where you will see the pending services listed (1).

87

After you click “Save as pending” you will be returned to your “Home” screen,
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INDIVIDUAL STAFF LOG FORM
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Approval printout

J Clinicians Gateway wersien 3.0 (View S1af1) - Microsolt Internst Explorer '._ E?

Be E% Yew Fpotes Dok b >
= L zr__ \'_ 3 -

Q- Q5 B P s @ (3-5 W - JH B

Address ﬂw;‘ww&m#wﬂﬂm_m-au: " l.'-n Ueks ™

E - :

View Staff

MATALE TEST Home | Hislp | Log

¥ nioamation toc 8141 MATALIE TEST

e ) SRalT Lt Bmbed S Tt Dabe 1006
e F R Liservse Fere sl Date; S Ul Dt

Bath Dabe: A Sl Licenrse State: Lt Cheanee Stammg: W00
el Bty & o i o Bullabde T Myt Satrgs WG

* Statistics arecn Ol y

¥ Daily Appiaval H"""'”' 4_1 mn
¥ Procedures

* Reporiing Units

* Clienis

¢ Grsups

* Pending Service Records

* Finalized Serdce Records

PERSONAL INFO| SECURTY (PASSWORD) | GUDESHELP

£ A o reraret

» 1 — From your home screen, click on your name to get the “View staff
screen.

= 2 — In the daily approval section of the screen, enter the service date (3) for
the staff log (MAA) you wish to create.

= 4 — Click on “Search.”
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IMPORTANT!

When you click on “APPROVE TIME”, you
are INGIZINE 2|1 of the services listed.

Finalized services cannot be

IMPORTANT!
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Clinicians G Clignts A
View Staff

Natalie Courson Home | Help [ Log Out

Staff Infarmation for: Coursen, Natalie (8141)

§5H: 989999959 License #: Renew: Start date: 1012008
Gender: Female License State: End date:

BirthDate: 1/218s52 Taxonomy: Record Modify date: 12/20/2007
Ethnicity: White National Provider Id: Record Codify date: 8/26/2008
IMedicaid PIN: UPIN: DEA Number:

Medicare PIN:

Staff Type: Unlicensed Worker

Languages: Englizh

» Statistics Servioe Dates [EIEAANT it +/2012009

¥ Daily Approval Service Date: [ellTeliliTg ..

Date Client # Client Name: Reporting Unit Procedure Status Approve Time #InGroup Approve Time
3/8/2007 Indirect 01082 OAKLAND MHS CHILD 401 Mental Health Promotion FINALIZED Pending 0100 1 01:00
37812007 Indiv. 2 TEST CINDYTWO County Mental Health Svs 361 Medication Support FINALIZED Pending 00:30 1 00:30
3&2007 Indiv TEST CINDYTWO County Mental Health Svs 361 Medication Support FINALIZED Pending 01:00 1 01:00
382007 Indiv. DYTWO County Mental Health Svs 361 Medication Support PENDING Pending 01:00 1 01:.00
3ai2007 Indiv &) 'y County Mental Health Svs 361 Medication Support PENDING Pending 01:00 1 01:00
382007 Indiv. TEST CINDYTWO County Mental Health Svs 361 Medication Support PENDING Pending 01:00 1 01:00

6 service records on 382007 for a total time of 05:30 Approve Time

* Procedures
» Reporting Units
* Clients

* Groups

* Pending Service Records

* Finalized Service Records

FERSONAL INFO | SECURITY (PASSWORD) | GUIDESHELP

Please be sure to

REVIEW THE DAILY LOG BEFORE YOU CLICK
ON “APPROVE TIME”

Once you click on “Approve Time,” the Services are finalized.

» 1-To edit any “Pending” note click on the “Srv. #”
- Add any additional service to the log, click on “Home,” and enter a new
note.
- Continue to repeat these steps until you are satisfied with the log----then
click on the “Approve Time” button.
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Clinicians Gateway Clients v

L]
View Staff
Natalie Courson Home |ﬂ| Log Qut

Statt Infarmation for. Courson, Natalie (8141)

S5H: License # Renew: Start date: 1112008

Gender: License State: End date:

Birthlate: Taxonomy: Record Modify date: 122002007

Ethnicity: National Provider ld: Record Codify date: 9/26/2006

IMedicaid PIN: UPIN: DEA Humber:

IMedicare PIN:

Staff Type: Unlicenzed Worker Windows Internet [xp[nrgr

Languages: Englizh

92) This will FINALIZE all your pending notes for 3/8/2007; Your total number of hours = 05:30,
L) )
b Statistics Servie Dates P30T SAEIOL e
¥ Daily Approval Service Date: [RETAIINY
Date Type  Client# Client Name: —_— Approve Time #InGroup  Approve Time
382007 Indirect 01082 OAKLAND MRS CHILD 401 Mental Heatth Promotion FINALZED  Pending 0100 1 01:00
382007 Indiv. TEST CNDYTWO ext County Mental Health Svs 351 Medication Support FINALZED  Pending 00:30 1 00:30
2007 Indiv TEST CINDYTWO West County Mental Health Svs 351 Medication Support FINALZED  Pending 0100 1 01:00
JB2007  Indiv. TEST CNDYTWO County Wental Heatth Svs 381 Medication Support PENDING Pending 0100 1 01:00
82007 Indiv TEST CNDYTWO West County Mental Health Svs 351 Medicatien Support PENDING Pending 01:00 1 0100
2007 Indiv. TEST CINDYTWO ezt County Nental Health Sv2 381 Medication Support PENDING Pending 01:00 1 01:00
5 service records on H8/2007 for a tofalfime 0 05:30, | APprove Time

} Procedures
} Reporting Units
} Clients

} Groups

» Pending Service Records

} Finalized Service Records

PERSONAL INFO | SECURITY (PASSWORD) | GUIDESHELP

IMPORTANT!

REVIEW THE DAILY LOG BEFORE YOU CLICK
ON “APPROVE TIME”

Once you click on “Approve Time,” the service notes and log are finalized.

Service Notes are sealed with the clinician’s Electronic Signature
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l—
Print Daily Approval Search And Tag | Search

Home |ﬂ| Log Out

Natalie Courson

Horme | Hef | Leg Out

Individual Staff Log

Semvice Dates 38/2007

Time
Service # | Type RU Client# | Client Hame: Procedure Hrs: Min (il‘p Loc | Recipient
B | oy DEOMLAND e vm | 1| e o5
BUR | hdw. gjf?"z"’\:::a‘;grs T2 cm{)?‘r‘rwo 361 Medkatos Spport | 000 1| otike
T | haw. 933?:;‘;‘;;“;:5 TR T2 cm{)?'r‘rwo 361 Meakatal Sipport | 01 1| omee
B0 | hdw. gjf?"z"’\:::a‘;grs T2 cm{)?‘r‘rwo 361 Medkatos Sypport | 010 1| otk
W | haw. 933?:;‘;‘;;“;:5 TR T2 cm{)?'r‘rwo 361 Meakatal Sipport | 01 1| omee
§ gervice records on 3/8:2007 for a total ime of | 04:30

I heraby cetify, under penalty of perjury, thatthe informatian santained in this document i accurate and free from fraudulent

claiming.

Sign your name here |

Staff ID: 3141 NATALIETEST

7 0:06:49 AM

CTED HEALTH INFORMATION

ELECTRONIC 3 0

1. Decide which pages to print using the blue arrows and page numbers.

2. Click on the printer icon — this will print the electronic Individual Staff
Log form (MAA) as well as direct and indirect services.

3. You may specify which pages to print, eliminating unneeded pages.

All printed electronic Individual Staff Log (MAA) forms must be signed!
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ALAMEDA COUNTY Behavioral Health Care Services

Home | Help | Log Qut

Service Number; 284177
Indirect Service Date: 37872007
Fiecipient: 05
Provider: 01082 0akLAMD MHS CHILD Location; Office
Procedure: 401 Mental Health Promation Mumber in Group: 1
Primary Clinician: 8141 NATALIE TEST Staff Time:| 1 [hilsk| 0 |minis]

Electronic signature on hle
Info Systems Analyst - Operations|

Staff ID 8141 HATALIE TEST
Manager

4{20{2009 3:08:32 PM
ELECTRONIC PROTECTED HEALTH INFORMATION

AL AMED A COUNTY Behavioral Health Care Services

Home | Help | Log Qut

Service Number: 284138
Clinician's Progress Note Service D ate: 3/8/2007
Provider: 99991 ‘wWest County Mental Health Swvs Location: Office
Frocedure: 361 Medication Suppart Mumber in Group: 1
Client: FoO87772 TEST CINDYTWO Med Compliant? | NAA £t Stld: N/A
ects’
Primary Cliniciar: 8141 MATALIE TEST Staff Time: | O | hig). | 300 |min(=].
Inztructions Record Stamp: | 34872007 1:52:41 PM

Rezpond to problems/goalz/objectives of treatment plan and =igns and symptoms related to diagnosiz. Includs treatment
interventionz and addresz changes in the client's functioning. If there iz little progress, include an explanation of the limited progress.
Epizode Diagnosis Information
Axis lAxis lAxis lAxis VAxis V]

Face To Face Time 0  Hourz:Minutez
256.60VT1.0955 A 0ss

Prezenting Problem(z]
test

Ewaluation
test

Intervention

test

Responsze

test

Plan

test

Electronic signature on file
Info Systems Analyst - Dperations|
Manager

Staff ID 8141 MATALIE TEST

TEST CINDYTWO (75087772) 41202009 3:08:32 PM

ELECTRONIC PROTECTED HEALTH INFOBRMATION
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PRINTING
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Printing from Daily Approval

To print your Staff Log and progress notes after Daily Approval, use the printer icon
and blue arrows above and adjacent to their images. (Circled below) Do not use
File/Print

= First, decide which pages to print. Use the set of blue arrow icons and page
numbers (circled in red below) located above the staff log to navigate through
the pages.

= Then use the printer icon (also circled in red) to bring up the printing menu.

W Ohrdcian's Galiary versiam L4 (Prink Dady Approva - Hucroeslt datermet Dpdacer | PR =
B R Ywe Fparts [k e >

Qe - - ] (22 ) Jseenh Cyreom €| (3205 M- §
A0 ess | = et A EOA P DadpAppeTvel e Datwed(1 (006 =] a G ks ™
Thiz ADPICIICG 1 - Of Chaly ASEUIBA0s Testig Tnk iE
ﬂ [{.*1.‘- .
Prir Daly Approval SeaxhAzdTes | Swaccs |

Cdnrdie SNy win Mo ’ Nlb’ Lag O ‘

e | Fip 113 Ot

‘ Individual Staff Log |

|
\ FerviceDate 4130005

1

| Tme | : ‘
1

‘Sﬂeoﬂfiypc AU Chenté | ChectName  Procedire ‘m:w;"g Loz | Recglent
I

= Use the printing menu to designate which pages to print.

After clicking the Print icon next to the Staff Log image, choose the pages you wish to print in the
Print Range box. The Staff Log will be the first page.
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Prinker
Name: I'I,'I,CO'-.-'EPRN'I,IS465IIIDN j Propetties |
Status:  Ready Caomments and Farms:
Tvpe: P Color LaserJet 4650 P35 Document and Markups -
/JK I J|
—Preview: Composite
E ah : |
............................... T

D ALAWVEDRA COLYNTY faaanm il did rederd o
= in range j
Indlvidual BTl Log _
- a0es S
—Page Handling =
Copies: 11 =
Page Scaling Fit: ko Printable Area j =
v Auko-Rokate an
[ cChoose paper source by POF page size -
[T | Use custom paper size when nesded S
Units: Inches Zoom @ 9%
[~ Print to file :
L
11 (1) |

Printing Tips advanced Ik I Cancel

= Designate the pages you wish to print.

» Check that the page scaling is set to “Fit to Printable Area.” If not the outer
edges of the document may be cut off.

100



CIIniclans Gateway

Gateway Tips

Here are some special Tips to help you to get the full benefits from Clinician’s Gateway.

Creating a Larger Font for -atﬁnician'sﬁatewayvelsionBa(Home]-HimsnftIntemetExp

Viewing on Screen and for JFM& Edt | View Favorites Took Hep

Toohers A T

Printing... [Que o Dt o

[ EnlrerB r
*In Internet Explorer, you can set el
the Font Size Larger by selecting . g;;a Es[.
“View-Font Size-Largest” on the N e K 1
Menu Bar. This feature may < Larger Font
need to be reset whenever you Bradg r.:m

login to your PC. s -

) i Type of Servi|  Privacy Reart..,

Setting Margins so all the — RilSomn
Seledt

Information is Displayed when
Printing...

Fit

3 Clinician's Gateway version 13a [Home) -

«In Internet Explorer, you can

”E Edt Vew Faoies Tods Help

change your Margins by selecting | oo |
“File-Page Setup”, change the [ diasie |

Left=0.25, Right=0.25, Top=0.25,

and Bottom-0.25. This feature

Print.. ({03
should stay once it is set. e =
*The Header is needed to print m"::“"‘
client info on the OLPN e
UTILIZATION REVIEW.. 0 ’T -
*It is very important that you keep e [

. — . —<_ Setting Margins <
all Client Record in Compliance. N E R N

When ever you see the Utilization
ReVleVV_ up-to-date. Make sure x|
your Client Assessments and
E | Theservcedete you ntered safe e utiatonrevew exiaton et
SerV|Ce/Treatment Plans are \?/ 1E SErVICE Oa1E YOU ENCEred IS arter e LTIZaton review expiratan aa
3 3 Do you want to accept this?
completed in a timely manner.

UR Compliance

Cancel \I
The following issues need to be addressed before your

progress note can be evaluated:
Enter Valid Date
Select Service Location

v1.0

. ,) l) 1 1 1
Have Questions? Need Help? Contact your Administrative 2/13/2009

Support Person.
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DELETING NOTES
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Cliniclans Cateway

. '":; CLINICIAN'S GATEWAY

*  Are there any requirements for having a note deleted?

— Yes. If an error is made to any billing information, the note has to be deleted from VAX and redone
by the clinician/physician in Clinician’s Gateway. We can not modify any notes that have been
finalized. Notes are deleted ONLY if there is an error in any of the billing information such as:.

* Wrong client number
» Wrong staff number
* Wrong procedure code
» Wrong reporting unit
* Wrong service hours
» Wrong service date
» Wrong treatment location
*  Wrong number of clients in group
— Incorrect text is NOT an acceptable reason for deleting electronic notes.

*  Whatdo | do to get my note deleted?
If it is before 4p.m. on the day that the note has been finalized:
Print the note out and write “DELETE” diagonally across the middle of the page
Write the reason for deletion (from list above) on the Request to Delete CG Note.

FAX the note & Request form immediately to the IS Dept. at (510) 567-8161

Contact the helpdesk via phone at (510) 567-8181 (tie line 38181) to inform them that a “Clinician’s
Gateway Same Day Delete” has been faxed.

If it is after 4p.m. of the day that the note has been finalized:
Print the note out and write “DELETE” diagonally across the middle of the page
Write the reason for deletion (from list above) on the Request to Delete CG Note.

Have the designated staff person in your office delete the InSyst Service Record and complete the
middle section on the Request to Delete CG Note

FAX the note & Request form immediately to the IS Dept. at (510) 567-8161

Be sure to fax delete requests as soon as an error is discovered. If notes are faxed after the
service has been claimed, the note cannot be deleted.

v1.0

S o - -
Have Questions? Need Help? Contact your Administrative -

Support Person.
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ALAMEDA COUNTY Behavioral Health Care Services
Request to Delete Clinician’s Gateway Note

CG Service Number: Service Date:

Service RU: Clinician Staff Number:
Clinician Name: Signature:

Reason:

Thisisa: [] Same-Day Delete [ ] NON Same-Day Delete [ ] Already Claimed Delete-Contact
Prov. Reln.

NOTE: This deletion will affect the total hours on your Individual Staff Log (MAA form). If
you have already printed the form, you need make any corrections necessary and reprint
the form.

Use For “NON Same-Day” or “Already Claimed” deletes only:
(To be completed by staff who are deleting the InSyst service record or requesting deletion of an
already claimed service. Fill in gne date below.)

InSyst Service Delete Date:

(date Provider Relations was asked to reverse already claimed
Provider Relations Contact Date:  service)

Staff Name:

Signature:

INSTRUCTIONS:

Please fill out a separate form for each service delete requested. There are three kinds of deletes, Same-Day, NON-
Same-Day, and Already Claimed deletes. A Same-Day delete is for a service that was FINALIZED TODAY and can
only be done before the 5 PM transfer from CG to InSyst. A NON Same-Day delete is for a service that was FINALIZED
before today, and has TRANSFERRED to InSyst. Already Claimed Deletes are for services that have already been
claimed. Contact Provider Relations to begin the process of reversing the claim before asking the Help Desk to delete the
note. If a note has not been finalized and is still pending, the Help Desk cannot delete it, you must delete it yourself.

If this is a Same-Day delete, call the Help Desk immediately at 3-8181 or 510-567-8181 so that the service
can be deleted from Clinician’s Gateway before it is transferred to InSyst. Note that the Help Desk closes at
4:30 PM.

Print out the first page of the note you want deleted.

Draw a diagonal line across the note.

Write “Please delete this note” and the reason for the deletion.

If you have printed any copies of the note that have gone into the client’s chart, be sure to mark on the note that

it has been deleted from the system, but do not remove from chart.

Sign the note. If this is a Same-Day delete, skip to step 8.

Give the note and this form to the proper staff to either delete the service from InSyst or contact Provider

Relations.

7. Responsible staff should sign and date this form that the service was deleted or Provider Relations was
contacted.

8. Faxthis form and a copy of the note to IS at 3-8161 or 567-8161.

POdPE

oo

For IS Use ONLY
Log # Date deleted: Name:
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CONSUMER/CLIENT LIFE PLAN
TREATMENT PLAN
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Consumer/Client Life Plan, Treatment Plan

The electronic treatment plan in Clinician’s Gateway is based on the principles of Wellness,
Recovery and Resilience with family, client and consumer involvement while also addressing the
need to establish medical necessity for treatment.

The Consumer/Client Life Plan consists of two main sections: the Medical Necessity documentation
and the Client Plan. Throughout the Plan, some items will be brought forward for reference, such as
Risks and Needs to address, and Goals and Objectives to reference.

The GENERAL PROCEDURE is:

Write the Plan (using correct RU and End Dates to match InSyst).

Submit for approvals by licensed, supervisor and medical staff as needed.

Obtain approvals in Clinician's Gateway.

Print for Client Signature. (after submitting for approval the Plan doesn’t say “Pending”)
Add the client signature date in CG.

Finalize the Plan.

Submit the all the required Annual Documents with the Approved Treatment Plan signed by
the client to supervisorial staff.

8. Support staff enters Plan approval into InSyst and scans the entire plan.

9. “Edit” the Plan when objectives are achieved. Minor edits are allowed without re-approval.
10. Revise and obtain new signatures/approvals as needed during the plan year.

11. Renew the Plan at the end of every year for the next year as needed.

S en O S O =

To start writing a Plan, Choose “Client Plan” from the Enter New Service menu on
your Home page, enter the client name and click the “Start” button.

Clia
Home

Sandy TEST Home Menu
Select —
Individual
Group Service: _

—
gg"ed Primary Clinician //E:dli_ent ™, Plan Type P —
C el ) TEST SANDY v k\\_J_thest',r cngy _J | Standard | (_start Client Plan )
“‘H——__ — Edit Primary Clinician List e — ———

Select the line with the correct client. Ignore the RU listed as the Lead Provider.

Start Client Plan for:

Search For Different Clignt
Primary Clinician Client

TEST SANDY | [testy cindy Search

Clinician e Client # Client Name Status Gender Age  Services Plan Type Lead provider — _“\7
8142 - TEST SANDY'__ 75130257  TESTY,CINDY ./ Active Female 43 0 Standard | 99996 - Habilitative Day Select Client )
— _— Treatmnt TEST i g
view[18 V7] | |[<Prev] [A] [Mext-][ |
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The View Client Plans window will display Plans that already exist: Note the Plan ID #, the
reporting unit, the start and end dates, and the status of the plan (New, Authorizing, or Finalized)

—

View Client Plan [ sed

Sandy TEST Home Menu ~ Log

The following|Client Plans already exist jor this client. If possible RENEW or REVISE these plans before creating a new plan.
+The followina Client Plans exist for TESTY, CINDY (75130257)
Plan Type Provider Start Date

Standard 05095 - Habilitative Day Treatment
Standard B599CG - CLINICIAN GATEWAY TE...

End Date Author
TIAR2013 Ti32013 Peterson, ... 1
272010 10/31/2011 Peterson, ... 1

[ [<Per] [ (e[

Finalized
Finalized

Only create new plans for a new Reporting Unit or if an exisiting plan CANNOT be RENEWED or REVISED.
Create A New Plan (Note: only one plan may be active per provider for a given date range)

Clinician Client Plan Type
8142 - TEST, Sandy TESTY. CINDY (75130257) Standard v Start New Plan

First, Try to Renew or Revise.
Revise a plan in the same reporting unit that is still in effect.

Renew a plan in the same reporting unit that has ended within the last six months or will be
ending soon.

This Plan can be RENEWED because its End Date is recent;

The following Client Plans already exist for this client. If possible RENEW or REVISE these plans before creating a new plan.
+The following Client Plans exist for TESTY, CINDY (75130257)

= Plan# Plan Type Provider Start Date Author Rev Status '?
4649 Standard 99596 - Habilitative Day Treatment 412212015 4/30/2015 Test. Ma... 1 Finalized X -
4543 Standard 9999CG - CLINICIAN GATEWAY T... 4/222015 10/31/2015 Pefersof——4 Finalized View
4639 Standard 99591 - West County Mental Health... 9/1/2014 33172015 Peterson... 1 q__‘F'i‘nﬂ'Hzed\___h Edit
G4 Standard 9999CG - CLINICIAN GATEWAY T... 9272010 10/31/2011 Peterson... 1 Finalized _‘“———h______h E @
View[10 V] [ == First | = Prev | [ Mext = || Last == | — Snew
Print

This Plan can be REVISED because it is still in effect:

The following Client Plans already exist for this client. If possible RENEW or REVISE these plans before creating a new plan.
+The following Client Plans exist for TESTY, CINDY (75130257)

= Plan# Plan Type Provider Start Date End Date Author Rev Status '?
4548 Standard 9599596 - Habilitative Day Treatment 42212015 4302015 Test. Ma... 1 Finalized [}
4543 Standard 9959CG - CLINICIAN GATEWAY T[ 412272015 10/31/2015 ]H__Petelson... 4 Finalized i -
4639 Standard 99851 - West County Mental Health...” 972074 BIET20T5 Petersof—— 1 Finalized View
G4 Standard 9999CG - CLINICIAN GATEWAY T... 9272010 10/31/2011 Peterson... 1 __'F'irmliz.ed_____ Edit
View[1D | (=< First |[ = Prev | [Mext = | Last == | ____—————__:_:5@
Print

Minhe ~rastn now nlane far 2 nas Danartinn Hnit o if an asicitinn nlan CAMMAT ha DCMCWEN e DEVIECN

Only Use Start New Plan for a new reporting unit or if a previous plan can’t be Revised or
Renewed!

. e —— T
Only create new plans forla new Reporting Unit orif an exisiting plan CANNOT be RENEWED or REVISED. ™y

Create A New Plan (Note: only one plan may be active per provider for 2 niven date range)

Clinician Client Plan Type \‘b_}
10804 - Peterson, Camille E TESTY, CINDY (75130257) Standard W = Start New Plan
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This will bring up the Client Plan entry screen.

; Clinician's Gateway version 3.4 {Client Plan) - Microsoft Internet Explorer

File Edit Yiew Favorites Tools  Help | .'f
| 0 . S
eBack P B \_LI @ ,_Ij /.jSearch “. Favorites {:‘3‘ T L ﬂ = _J ﬁ
Address [[) hitp://ca/CG-Qaftreatmentplanz/edit aspx?CLINICIAN=81428CLIENT_NUMBER=75130257 = = |Links =
™ Client Plan SearchAndTag | _Searcn | j
Sandy TEST Home | Help | Logout |
Plan % Mew Status: New
Revision: 1 1 Plan Start: IE.I"I 412010
Client: TESTY, CINDY(75130257) 3| PlanEna:
5
j Medical NECESS“_‘,‘ T Consumer 'Client Life Plan ]
1

e

|
€l ’_ ’_ ’_ ’_ l_ & Local intranet

1. The Plan # is “New” before it is submitted for authorization. When submitted,
it will be given a unique identifying number. Each time the plan is revised, the
plan # will change.

The “Revision” number will tell you if it is revision #1, 2, 3, etc.

2. The Status can be “New” before submitting for authorization, “Authorizing” if
submitted or “Finalized” after approved by approvers and finalized by the
clinician.

3. The Plan Start Date will default to today’s date. Back dating is not allowed.
Enter the Plan End Date to match InSyst. An easy way to find it is to start a
progress note in CG and look at the UR date below the Service Date. This is
generally calculated by starting with the beginning of the month that the episode was opened,

then entering the last day before one year later. (ex. If opened Jun 15", calculate from Jun 1
to May 31. Enter the End Date of May. 31% using the calendar icon.)

4. Choose the Correct Reporting Unit for the client.

5. Fill out the Medical Necessity tab.
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a Clinician’s Gateway version 3.4 {Client Plan) - Microsoft Internet Explorer

File Edit Yiew Favorites Tools  Help | 11.'
o A /2 e : 3 i f
O Back = - \ﬂ @ ‘_ﬂ /- ) 5earch * Favorites ﬁ‘j{l ‘ = W] - ii
- - i . pe
Address |2 http:jfca/CE-Qatreatmentplan2jedit. aspx?CLINICIAN=614Z8CLIENT_NUMBER=75130257 = Go | Links
=l

j Medical Necessity T ConsumeriChent Life Plan ]

DSM: Diagnosis

Dizgnosis Established by:
Ciate: Responsible Staft License (professional suffix)

L | EX =] [Eelect stam B

If establizhed by waivered clinician, slzo provide licensed supervisor's name and licensure.

LPHA Licensed Staff License (professional sutfix)
? [ Statf member waivered I one j

r Diagnosis updated since last ConsumeriClient plan’?

2 I I [ Iz Primary
Current Signs & Symptoms that Support Primary Disgnosis or Per History: A
=
4
=
5 Add Additional Diagnosis

4

|
|2:| Daone ’_ ’_ ’_ ’_ ’_ |~é Local inkransk A

1. Enter the date and name of the person establishing the diagnosis, whether
BHCS or outside staff.

N

. Enter the licensed supervisor if the responsible person is waivered.

3. For Axis I, 11, and I11, enter the diagnosis by typing the first number of the
DSM code and arrowing down through the list of possible diagnoses. Choose
“None” to erase your choice if needed.

4. Enter current signs, or per history.

5. Click “Add Additional Diagnosis, if needed.

6. Check the “Is Primary” box for only one diagnosis between Axis I and II.

7. Proceed to Axis IV and V
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a Clinician's Gateway version 3.4 {Client Plan} - Microsoft Internet Explorer

File Edit View Favorites Tools Help | ;1.'
o N e e . o .

e Back - | | - \ﬂ \g ‘_ﬂ P ) Search k:,':_\{ Favotites ej{l | T ] - ii

Addvess () hitp:fco/Ca-Qaftreatmentplanz fedit. aspx? CLINICIAN=51428CLIENT_NUMBER=75130257 RIN= K= |Links B

D —

P=ychosocial & Environmental Problems (check all that apply)

Severity Prohlem Additional Information
1 Id hd Proklems with primary sUppor groug 2

I Maderate 'l Problems related to the socisl environment

3 VErE 'I Educational problems

I Mane 'I Occupational problems

I MHaone 'I Housing problems

I MHone 'I Economic problems

I MHone 'I Problems with access to heatthcare services

I MHone 'l Problems related to interaction with legal systemfcrime b
I MHone 'l ADL: Activities of daily living

I MHone 'l Cther peychological or environmental problems

I MHane 'l nknowyniunasailakle

DSM: Axis vV

Global Azzeszment of Functioning Scale

ent Score: I
mest past yvear Score; I =
1] i

|
|£:| Dane ’_ l_ l_ l_ I_ |~é Local intranet A

i~

1. Choose a severity rating for problems that may exist.

2. Information is required for any item marked as mild to severe. Text will not be
saved when no severity rating is chosen.

3. Axis IV problems marked as “Severe” will be displayed in the Objectives
section of the Plan.

4. GAF scores are required.

5. Co-occurring conditions and Population specific concerns are addressed next.
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a Clinician’s Gateway version 3.4 {Client Plan) - Microsoft Internet Explorer

File Edit Yiew Favorites Tools  Help | 11.'
o A e : 3 i

e Back = - \ﬂ @ ‘_ﬂ , ) 5earch * Favorites Q?" ‘ = W] - ’ii

Address |2 http:jfca/CE-Qatreatmentplan2jedit. aspx?CLINICIAN=614Z8CLIENT_NUMBER=75130257 = Go | Lirks

Co-Occurring Conditions: Substance Abuse, Develpmental Disability, Chronic Medical Conditions

1 Substance Ahuse

ansumer Client
?

re—ther Person (Explsin Below: |EOUSIN living in home

3 fulants ]| cocaine i Crack =l |Daity =] [ | Preseribed

Add Additional Crug

4

- Developmertal Disability
[ chronic Medical Condition

Impact on Mental Health Condition/&dditional Infarmation of All Co-Occurring Conditions

5
| 4

=

r Updated since last Consumer/Client plan®?

Population Specific Concerns

Population Brief De=scription Additional Information
Childrvauth | |
6 7

Criminal Justice I I

Criziz Responsze I

Older Adut |

Transtion Aged Youth I

4

»
a

il

|
3] ’_ ’_ l_ l_ l_ [&J Local intranet

4

1. Check all co-occurring conditions. Additional fields will open. Co-occurring
conditions will be displayed in the Objectives section of the Plan.

2. Mark if it is the consumer/client or another person in their life, adding who that
other person is.

3. Fill in details of the condition
4. Click the “Add Additional” button if needed.
5. Describe the impact of these conditions on the Mental Health.

6. Add a brief description of any Population specific concerns. The brief
description will be displayed in the Objectives section of the Plan.

~

Additional information may be added to describe the concern.
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a Clinician's Gateway version 3.4 {Client Plan} - Microsoft Internet Explorer
File Edit \iew Faworites Tools  Help | :,’
iy A o b ’ 2 " P
eBack = d @ ‘ﬂ /._)Search “Er_\c‘Favorltes {3}‘ T L M - ii
Address | http: ffcg/CE-0atreatmentplanz fedit. aspx? CLINICTAN=E1428CLIENT_MUMBER=75130257 j Go | Links *
Severity Problem Additional Information
I Severe 'l Danget to Cthers 2
=
1 2
=
I Moderate j Danget to Self
=
hild hd wictim of Sbuse B
=
I Mane 'l ictim of Meglect =
=
- =
MHane - DependertFiduciary Ahuse
=
I MHate "I Danger to Property =
=
— T H
ane hd Grave DisabiltyDeteriorstion of Self-Care _|
- _ . . E
ane = Failure to Achieve Developmertal Milestones _|
I Mone 'l Cther B
=
Authorization/Reject Notes:
Mote to authorizing staff person: =
IF THIS IS A REVISION OF A PLAM, LIST THE ITEME REVISED 5
3
=
Spell Check Save as Draft Submit for Autharization
4] | _'l—I

|@ ,—,—,—’_|_|§:J Local intranet &

1. Note the severity of the Risks.

2. Additional information is required for severe risks.

3. Add a note to the staff persons who will be asked to authorize the Plan. If this
Is a revision of the Plan, list the items revised so that they know what to look
for.

4. Save as Draft if not finished or wish to safeguard your work so far.

5. Move to the top of the page to work on the Life Plan section. (The Home key
on your keyboard is a convenient way to do this. The “End” key takes you to

the bottom of the page.)

6. Click on the Consumer/Client Life Plan tab to begin working on this section.
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Consumer/Client Life Plan Tab

a Clinician's Gateway version 3.4 (Client Plan) - Microsoft Internet Explorer

File Edit Vew Favorites Tools Help | #
"y A e ’ 3 n n f
eBack - l\) - d @ ‘_ﬂ /.j%ch . Favorices e}‘ Tt W] - _J ﬁ
Address http:||'||'cg,l'CG-Q.C\,l'treatmentplanal'eﬁ.aspx?CLINICIAN=8142&CLIENT_NUMBER=?513025? j Go | Links **
/ =
[ Medical Necessity T ConsumeriClient Life Plan ] J

ConsumeriClient's Strengths and Supports: What Works How?

In zollaboration with Consumer/Cliert, please describe in context of cuttural self-identification, strengths and
supports in the following areas: Living Amangements, Daily Activities, Family and Social Relationships, Meaningful Life Role,
Education, Employment, Health, Spintuality, Perzonal Care and $afety as applicable.

What do you do el novw? What have you done well in the past? What are you proud of now and in the past?

=
1
=
What helps you novy and in the past? Whao helps you now and in the past?
=
2
=

[ e
|E:| Dore l_l_l_l_l_lﬂ Local intranet 4

1. Enter the Consumer/ Client’s strengths. You may return to add to this section
as you work through the goals and objectives, as more strengths come to light.

2. Enter the Consumer/Client’s supports. You may return to add to this section
as you work through the goals and objectives, as more supports come to light.
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GOALS

a Clinician's Gateway wersion 3.4 (Client Plan) - Microsoft Internet Explorer

File Edit ‘Wiew Faworites Tools  Help | :,"
ar A [~ Mo . = TR b
@Back L = |ﬂ \g ‘ﬂ 1/._jSearch “E,'/'\(Favorltes {3}‘ = l?_fl - ii
Address [[=] heip:/fca)Ca-Gatreatmentplanzedit.aspx? CLIMICIAN=81425CLIENT_NUVMBER=75130257 | G | Lirks >
=l
Consumer/Client's Goals: Hopes For a Better Life
Goal Mame
(brief identifier will appear in Objectives section)
|Calm Peaceful Life|
1
Yhat are wour hopes for a better life?
ConzsumeriZlient's Goal (whenewver possible, use consumericlient’s wards)
=l
2
- |
What gets in the way of having a better life?
Mertal Health Barriers in Context of Cultural Self-ldertification
=l
3
|
Cther Barriers:
=l
4
|
Add Another Goal [;
1} | >|_I

|@ Done l_l_l_l_l_lﬂ:g Local inkranet -

1. Name the Goal. This name will appear in the Objectives section,
2. Describe the Goal.

3. Describe Mental Health Barriers to the Goal.

4. Describe other barriers to the Goal.

5. Add another Goal if appropriate

6. Continue on to the Objectives section.
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OBJECTIVES

; Clinician's Gateway version 3.4 (Client Plan) - Microsoft Internet Explorer

File Edit ‘Wiew Faworites Tools  Help

@Back - \_.:J - |£| \ELI _;\J /.__\JSearch “;n\'c‘ Fawvorites Qz‘}‘ < u?_ ﬂ < ﬁ

address | hitp:/ oo/ Ca-Qajtreatmentplanz edit, asp? CLINICIAM=E1428CLIENT_MUMBER=75130257 | Go |Links 2

Ohjectives: Steps to Change What "Gets in the Way™

In collaboration with Consumer/Client, and in context of Consumer/Cliert’s culttural identification, please address the following areas

of need that apply: Living Amangements, Daily Activities, Family & Social Relationships, Meaningful Life Role, Bducation, Employment,
Health, Spirtuality, Personal Care and Safety. Include relevart family participation in establishing and implementing the treatmernt
objectives.

Objective Name

(brief idantifier will appear in Interventions section]

1 |
Associated Consumer/Client Goal:
7 [~ Calm Peacetul Life

What are the smaller steps to change what gets in the way?

Objective Description (must be measureable andfor observable, indicate current baseline, prowvide target timeframe

=
3
=l
What happened in the last 6 months to change what gets in the way?
Progress Towward Achieving Objective jomit if Initial Consumer/Client Plan}
=
4
=l

\Where are vou in the change process?
Stage of Change: (optional)x
INIA -]

5
Ohjective Time Frame: |5 iMDnths - 6

Achieved? [ Achievement Date: I 7

Please he sure to address the items helow in this Plan's Objectives:

Associated Severe Azis V:
™ Educational problems

Associated Co-occurring Conditions:
™ substance Abuse

Population Related Concerns:
[ cant walk or drive

Associated Risk Assessments:
[l Canger to Others

L«

|®:| Done l_l_l_l_l_lhd Local inkranet

Name the Objective. This name will appear in the Interventions section.

Check any Goals associated with this Objective.

Describe the steps involved with this Objective.

Describe any changes to barriers in the last year if this is a revision of a Life Plan.
Indicate the Stage of Change using the drop down menu.

Define the Time Frame for the Objective.

Mark and date it as achieved if appropriate.

Check all of the concerns associated with this Objective.

Add another Objective if desired.

wCoNoOk~wWNPE
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INTERVENTIONS

; Clinician's Gateway version 3.4 {Client Plan} - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help ‘ ;’

. e e ) ﬁ
GBack - '-\‘_J e |£| IELI o /.jSBarch ‘xﬂ.\/ Favorites {:‘;{| = ﬂ -
Address |[E] http: {jegiCG-OAftraatmentplanz Edit. aspx?PLANID=335=1 - EdGe | Links

Interventions: YWhat YWe Will Do to Help You
Service types:
|Elr|:|kerage [ Case Management j
1 Ao Additional Service

Intervention description
(inzorporate consumer's strengths; stage-specific if utilizing stages of change.

Prowider input before finalization of plan. Use addendum for post finalization of notes. X

Describhe the intervention here. Do not enter a Provider below unless it differs from your R =
2 If an outside provider was to provide the service, the Repoding Unit would be entered helow. This
option is for situations when one treatment plan is shared among multiple Reparting Units. &
Provider:

| |
3

Alternste Provicer:

Session frequency:
|Ever3f leDn,Wed, Frij

ICase Manager 'I

5 Acdd Additional Contact

4
Cartact:

Associated Objectives:
¥ Periads of Calm
6 e Interverntion 7
4| | _‘|—I
|:§1 l_ l_ l_ l_ l_ |~d Local intranet i

1. Define the types of service offered for this intervention. Multiple types can be listed per
intervention.

2. Describe the intervention. Interventions to be carried out by other providers (shared Plan
situations) may be described. Staff from the defined Provider can enter notes here.

3. If an outside provider is providing the intervention, enter that Reporting Unit here by typing

part of the name or RU #. Arrow down the list to find the provider and click to insert.

Define the session frequency.

List all of the contact types involved.

Check off all Objectives that are associated with this intervention. More than one may be

checked. Only the checked items will appear on the printed copy of the Plan.

7. Add or remove Interventions if desired.

o ok
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1. The Discharge Plan is required.

2. Check and define any Special Needs. A description of the action to be taken is
required if a Need has been checked.

j Clinician's Gateway version 3.4 (Client Plan) - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help | -f

eBack - \) v \ﬂ @ -¥:j ;) Search “gn\"g‘Favnrites {Z‘}‘ E:;Zv :; .M - _J ﬂ

Address http: fogiCG-Qatreatmentplanz/Edit, aspx?PLAMID=338;=1

Discharge Plan

Dizcharge Plan:
Required fisld

Special Needs
Special Needs (Serviceg Wilized)

Heed Issues/Description Action

[ Vizion accommodations |Signiﬂcant|y reduced Visual Acuity j Required field ifa need is checked

- Spaken interpretation needs IUnSpECiﬂEd -I
[ wiritten interpretation nescds IUnSpeciﬂed ,I J

Il Hearing needs I Unspecified j

I hiohilty needs

cant drive will help obtain bus pass

Il Cther needs I

-
4 *

|@ l_ I_ ’_ ’_ I_ |g Local inkranet i
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Fill in any Medication information. Any medication noted must be accompanied by
the last date of contact with an outside provider.

/3 Clinician's Gateway version 3.4 {Client Plan) - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help

@Back - O - \ﬂ @ \-_;\]|;]Search “gni(Favnrites ﬁ‘}‘ . :?ﬂ .M - _J ﬂ

Address ([ http:jcg/CG-0Atreatmentplanz/Edit. aspxPPLANID=333¢=1 R = K=t | Links >

Medication Regimen

Current Paychistric Medication:

[ Mane
[ Prescribed by Pragram MD -- See medication records
¥ Prescribed by Cutzide MD (I box checked, complete information below)

Prescribing MD Phone Mumber Laszt Collateral Contact Date Requ | red
[or. serene |s10-777-7777 |Brg/2010 e

hedication Dosage Frequency

[zaton [200 mg |daily

Add Additional Medication

Mon-Psychistric Medication:

¥ Currertly Using Mon-Psychistric Medication, Including Matural Medicines

hedication: J

Stinging Mettle - exdract nightly

=
Prescriking MD Phone Mumber Last Collsteral Contact Date Requ | red
2]

|Dr. Flowers §10-111-1111 [miarz010
« | ol

|£j l_ I_ ’_ ’_ I_ |\g Local intranet i

Check and define all staff who are required to authorize the Plan. If the author of the Plan is
not a licensed professional (LPHA), an LPHA co-signature is required.

a Clinician's Gateway version 3.4 (Client Plan) - Microsoft Internet Explorer

File Edit Wiew Favaorites Tools Help | f'
Back ~ | \ﬂ |ﬂ O ssarch 5o Favortes ££2) - ] Fe,
ack - - at ;Ij - Seach ) Favorites { =

Address =] hitp:ifcg/CG-0atreatmentplanz/Edit. aspx?PLANID=338:=1 | Go | Links **

Auhorization Signatures

This Consumer/Client Plan iz to be forvwarded to the following for authorization:

¥ LPHA Co-Sign |10904- Peterson, Camille | Author or CO-Signer must be licensed
[ Psychistrist |SelectClinician j [ Client i being treated by & non-BHCS payohiatrist.

[T Program Supervisor ISE|ECtC|iniCian j

I other | Select Clinician =l

ConsumeriClient Plan also sent to:

=
4] | 3

|&j Done l_ I_ ’_ ’_ I_ |§g Local inkranet o
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Fill out the Consumer/Client Participation Section now AND after authorization.
After authorization, you will return to this section to add the client signature date.

Check and date all applicable fields. This information can also be added after the
Plan has been authorized.

If the Consumer/Client is unable to sign, write the reason under, “Declines to sign”

Enter the date of the progress note that the Plan was discussed with the
Consumer/Client

Use the consumer/client comment box if the consumer/client wishes to add their
own comments.

Consumer/Client Participation

E Consumer/Client Plan discussed in primary language

E Consumer/Client was offered a copy of this Plan

L] ciinician sttests that Consumer/Client signed plan. I:I
D Clinician atiests that legal representative (Parent, Legal Guardian, Conservator, etc.) signed
or verbally accepted thie Plan on this date due to Congumer/Client inability to sign. I:l =
¥ Consumer/Client ve rbally accepts this plan but not able to sign on this date (explain below). 05/18/2013
[] consumer/Client declines to sign (explain below). I:I

Reason: |Unavailable Client visiting family out of town

[ see progress note dated |05/18/2015 for discussion of plan with consumer.

Conzumer/Client comments:
I'm scared but am willing to try
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NOTES: The last section is an area for notes which will not be printed when
the Plan is printed.

Addendum/Notes may be entered without triggering re-authorization.

The Authorization notes are only seen by the author and the authorizers of the
Plan.

a Clinician’s Gateway version 3.4 {Client Plan) - Microsoft Internekt Explorer

File Edit Wiew Favorites Tools Help | .';'

@Back - O - \ﬂ @ ;;j ;) Search \i_nt(Favorites e}‘ < - .,:__:'_\',_, Iy_)‘-l - _J ﬂ
<;!gldress I http: ficgMSG-GAtreatmentplanz (Edit. aspx PLANID=358k=0

AddendumMNotes

Edldendumtotes: (Additional infermation from Consumer/Client's treatment team. &y changes to plan require re-signing by client and clinician?
Mates can he added to this field withaut triggering the re-authorizing process hetween updates. ;I

Authorization/Reject Notes:
otes between the Plan authar and the authaorizers are entered here)|

Spell Check Save as Draft Submit for Authorization

I |
: S ~ i il
|&j Done i ‘[zrz l_ l_ ocal intranet v

Save as Draft if incomplete
or Submit for Authorization if complete. (Can submit before the client signs)

The Plan will now appear on the Home Page, in the list of Client Plans, with its
unique Plan number.

Client Plans are listed below Pending services.

E Home ) A UEg|

Sandy TEST Horme | Help

Enter New Service:
Type of Service

Select-—- -I To start & neww service note, select the type of service

Pending Services

Srv. %57 Procedure 57 Group Sve #57  Chent #57 Client Hame ~7 Provider 57 Date 57 Type ~7 Sort 7 Reviewer '
A0271E 311 Collateral TAOETTT2 TEST CIMD TWW0 838905 - CLIMICIAN GATEALY TEST MHS AD 12008 Clinician's Progress Mote Crvsit
452445 433 30801 Initial Peych Evalustion 79130257 TESTY CIMDY 9999CG - CLIMICIAN GATEWLY TEST MHS AD 10/21/2008  Physician's Progress Note Crwisit
454485 433 80801 Initial Peych Evalustion 79135386 TESTCAZE DAYE 9999CG - CLIMICIAMN GATEWAY TEST MHS AD 1132010 Physician's Assessment
Pending Client Plans
v Client # 57 Client Hame 57 Provider 57 Date <7 Revision 57 Author 57 Your Role <7 Status 57 Supersedes Plan
@ 75130257 TESTY, CINDY 99996 - Hahiltative Day Treatment BASI2010 1 8142 O Author Autharizing
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AUTHORIZING THE PLAN

1. After “Submitting for Authorizing” the yellow dot on the Author’s Home page
indicates that they are waiting for Plan authorization. The status has changed from
“New” to “Authorizing”.

E Home Szareh And Tag

Sandy TEST ot | Hep

Enter New Service:
Type of Sepece

GE[at] e YI Tostart 3 w2 s2vice robe, selec e type of serdce

Pending Services

Srw w7 Frocedure 57 Group Suc #57  Client#57  Cliend Hame 7 Prowdsr =7 Dale 7 Type 7 Sort 57 Reviewer'
422718 31 Colsters| TAORYYRZ TESTCROYTWNG  SEERCG - JUMIC AN GATEWAY TEST wHS a0 SMZCE  Clrician's Prooress hote Tt

432445 433 90801 ritel Peyz Eveluaticr THE02ET TERTY MDY G - TLNIT AN GATEWA Y TEST wHS &0 10742009 Pheysician's Prooress hite Crsit

439956 433 90601 ritsl Peyz Eveluaticr TH3SEE TERTCASECAWS 998306 - ZUMIZAMGATEWALY TEST wHE &0 300 Physician's AzzessmeT

Pending Client Plans

PMan#~7  Cliem 757 Client Name =7 Provider <7 Date =7 Revision ~7 Author 7 Your Role 57 Stalus 57 Supersedes Flan
kX TE13028 TESTY CROY 33996 - Hakbilt=tive Cay "restnz SMEM0 1 2142 Ay 1y tharzing

2. The Plan now appears on the Authorizer’s Pending Client Plan list. Their role is
listed as LPHACosign, Supervisor, etc. as definWe Plan.

Pending Client Plans
Plan Client _ _ . You Su
4 Client Hame ~7 Provider ~7 Date =7 Revision 7 Author 57 Role 3 Status <7 2
78130257 TESTY,ChDY oo - Habiltathve Day BM1520101 5142 lohacosion  Authorizing
Treatment
12 053507 LESTCASE' OMDY qa0ge . Short Term House SMER001 10904 Author e

3. The Authorizer views the Plan by clicking on the Plan number.
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4. The Authorizer reviews the Plan. At the bottom of the screen they can see
notes from the Author.

5. The Authorizer is required to write a note to the Author. The Authorizer then
Authorizes, Rejects, or Deletes.

— Action User Name
Submit Flattonix, David A
Authorization/Reject Notes:

Date
1452015 5:20:00 PM

This is a good plan, but please..... %

Print for Signature
Edit

Print

Authorize
Reject

Mote cannot be finalized due to expired £ Delete

6. After Authorizing or Rejecting it, the Plan is removed from the Authorizer’s
Home page.

7. A “Rejected” Plan will have the status returned to “New” on the Author’s

Home page.
Pending Client Plans
Plan Client Client . . Your Supersedes Plan
4 i Hame 7 Provider ~7 Date =7 Rewvigion ~7 Author <7 Role 7 Status ~7 g5y
33 73130257 TESTY, CINDY 99996 - Habilitative Day Trestment 6435720101 G142 Author .

8. The Author works on the Plan after reading the Authorizer’s notes and
resubmits the Plan for Authorization until it has been Authorized.

9. An “Authorized” Plan will have a green dot and the status of “Authorizing” on
the Author’s Home page.
a. “Edits” are restricted to minor changes now.
b. Major changes would be handled by finalizing the plan and then revising
it.

Pending Client Plans

Elan Client Client . . Your ; Supersedes Plan
By Hame 7 Provider ~7 Date <7 Revizion ~7 Author ~7 et status ~7 47

7130257 TESTY, CIMDY 299996 - Hahiltstive Day Treatmert GM5520101 o142 & Author Autharizing

‘4
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PRINT FOR CLIENT SIGNATURE

BEFORE PRINTING, SUBMIT THE PLAN AND GET APPROVALS. (When the
Plan has not yet been submitted for approval the Plan will have “Pending” splashed across it)

AFTER APPROVED, VIEW IT TO ACCESS THE “PRINT FOR SIGNATURE”
BUTTON. To view the Plan, click on its Plan Number (# 33 in this example).

/] Clinician's Gateway version 3.4 {Home) - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help | '1."
o . . & ! .

e Back - @ - d @ \-_h j/'—j Search ‘-E,\g’ Favorites {33) [};—2 = ly_f| - _J ﬁ

Address hitp: ffcg/ OG-0/ Default. aspx j EdGo | Links @
Pending Client Plans -
Plan Client Client . . Your Supersedes Plan

i e Hame 7 Provider ~7 Date ~7 Revision ~7 Author ~7 Role 57 Status ~7 e |
33 To130257  TESTY, CINDY 999596 - Habiitative Day Trestmert 6M5020101 G142 Author Meww j

| €] http:ieqiCE-QANIewWRL. asprPRU=535956

’—I—’_’_|_|ﬁg Lacal intranet A

Jaoaar, - Hakilitative Paw Treatment |

The Plan appears on your screen. From the Action Bar, Click “PRINT FOR
SIGNATURE”.

Print for Signature

Authorization/Reject Notes: ]
Print

Edit
Reject

Finalize

Delete

(You can Print, Edit, Reject, Finalize or Delete from this screen via the Action bar. “Edit” will
allow you to Submit for Authorization. Editing also requires you to resubmit the Plan for
authorization.)

IF THE PLAN DETAILS ARE MISSING, INCREASE THE RESOLUTION ON YOUR
COMPUTER MONITOR. (Ask your IT staff for help with this if needed)

g ALAMEDA COUNTY Behavioral Health Care Services

Home | Help | Log Out

Plan # 3458 If details are missing from the top of

vision: 1
the Plan, the resalution on your
Client: TESTCASE, DAWE (75135388) monitor must be increased to see more Start Date: 1/24/2013
Provider: 955555 - Habiltative Day Treatment End Date: &/31/2013

Status: Finalized
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10.RETURN TO THE PLAN TO ADD THE CLIENT SIGNATURE DATE
AFTER IT IS OBTAINED. This edit will not trigger another round of
authorizing.

Consumer/Client Participation

Consumer/Clisnt Plan discussed in primary languags

Consumer/Client was offered a copy of this Plan

Clinician attests that nsu_rner.l'Client signed p;?s —_— —::.l"' 05/21/2015
R

[] Clinician sttests that legal reprasentative (Parent, Legal Guardian, Convervator, stc.) signed l:l
or werbally accepied this Plan on this date due to Consumer/Client inability to sign. =

Consumen/Client verbally accepts this plan but not able to sign on this date (explain below). 0511872015
D Consumer/Client declines to sign (explain below). l:l

Reazon- | Unavailable s || Client out of town visiting family

See progress note dated 051872015 for discussion of plan with consumer.

ConsumerfClient comments:
I'm scared but am willing to try.

11.The Plan is now ready to be Finalized by the Author or the Supervisor. (Have
the client sign if not already done and update the Plan with the information)
First, View the Plan by clicking on the Plan Number.

12. Click “Finalize” Via the Action bar.

= Action User Name Date Note
Submit Peterson. Camille E 5282013 3:57:42 PM
Authorize Test, Mary Annie 4172015 5:14:41 PM Print for Signature
Authorization/Reject Notes: =
Print
Reject
Finalize
Delete
Action ~ )

12. The Plan is removed from the Pending Client Plan list on the Home page.
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VIEWING, EDITING AND REVISING A FINALIZED PLAN

1. Use the Global Search function to Search for a Plan. Choose “Client Plans”
from the drop down menu. Enter the Client’s name and click “Search”.

-

| Client Plans
[Testy Cindy
SearchYnd Tag | Search

\/

Haorme | HEIpI Log Dot |

Home

2. Search Results are displayed. Click on the Plan number to view it. Note that

the Status is now “Finalized”.
Search for: Testy Cindy |_viewsll || eloseal |

Search Again

[Testy Cindy Search |
ICIientPIans 'I

= (lient Plans
Plan #\y Client #7 Client Hame <7  Provider <7 Date W=7 Revision 7  Author Supersedes Plan # 7
Finalized

7130257 TESTY, CIMDY 99996 - Hahilitative Day Treastment BA&2010 1 TEST, Sanchy

3. The Plan may be Printed, Edited or Revised.
T —— D

4. A Finalized note may be edited in minor ways only. (Objectives may be
marked as achieved, Plans sent to an additional person may be noted, Addenda

for future planning may be written)

5. Any substantial change is a Revision and must be re-authorized and re-signed
by the client. New Revisions of Plans supersede earlier versions.

= Client Plans
\++ Client #~7 Client Hame ~7 Provider 57

Status N7 Supe

Date w~7 Revision 57 Author

Plan #

34 75139951 TESTIMG, &CCT 99991 - West County Mental Health Sws EME2010 4 Peterzon, Catfille  Finalized 16

16 72139951 TESTIMG, ACCT 99991 - West County Mental Health Svs S/252010 3 Peterson, Cafnile  Revized 15

14 75139951 TESTIMG, &CCT 99991 -West County Mental Health Sws sf242010 1 Peterszon, Cafyille  Revized
75139951 TESTING, ACCT 99991 - West County Mental Health Sws Si242010 2 Peterzon, Camfe Revized

13
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RENEWING OF PLANS

During the 30 days preceding and following a plan’s expiration date, an additional
button will appear. A “Renew Plan” button will be available.

.
Print Delete Plan | Edit Renew

1ELP

1. Click the Renew button.

2. All of the entries from the previous plan will be brought forward into the new
plan.

3. After you make revisions, obtain the signatures and approvals just the same as
when you make a new plan or revise a plan.

CHANGING THE AUTHOR OF THE PLAN

1. Once a note is Finalized, it may be viewed and revised by any clinician. If the
clinician revises the Plan, they are the new author of the Plan.

2. The Information Systems Help Desk can change the author of the Plan on
request.
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Concurrent Treatment Plans:

Plans may now be active in more than one reporting unit concurrently.

Start writing the plan as usual

Enter New Service: \
Vpe of Ser\'ice_ Primary Clinician Client Plan Type
TESTMARY W test cindy Standard v Start Client Flan

Edit Primary Clinician List

A grid of existing plans will be presented from which to choose.

e First try to renew or revise an existing plan in your reporting unit.

The following Client Plans already exist for this client. If possible RENEW or REVISE these plans before creating a new plan.

~The following Client Plans exist for TEST, CINDYTWO T (75087772)
- Plan # Plan Type Provider Start Date End Date Author Rev Status =if

» 4530 Standard 99591 - West County Mental Health Svs TH2014 1213172014 Plattontx, ... Finalized

View |10 ¥

1
First, try to renew or revise an existing plan in ______a--“’_f
your reporting unit. Use the Action Menu button.

Only create new plans for a new Reporting Unit or if an exisiting plan CANNO

Create A New Plan (Note: only one plan may be active per provider for a given date range)
Clinician Client Plan Type

10904 - Peterzon, Camile E TEST, CINDYTWO T (75087772) Standard W Start New Flan

e The Action Menu will tell you if you can Renew or Revise the plan

Camille Peterson Home Menu ~ Log out

The following Client Plans already exist for this client. If possible RENEW or REVISE these plans before creating a new plan.

wThe following Client Plans exist for TEST, CINDYTWO T (75087772)

- Plan # Plan Type Provider Start Date End Date Author Rewv Staty's '?
» 4530 Standard 999591 - West County Mental Health Sws THM2014 1203102014 Plattonix, ... 1 Fingliz View
View| 10 < [<<First [ <prev ] [1] [Mext~][Last>] action £ A can
Menu ﬁ Revise /l
Only create new plans for a new Reporting Unit or if an exisiting plan CANNOT be RENEWED or REVISED. Print !
Create A New Plan (Note: only one plan may be active per provider for a given date range)
Clinician Client Plan Type
10804 - Peterson, Camills E TEST, CINDYTWO T (75087772) Standard v Start New Plan

(Continued on next page)
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e Use “Start New Plan” only if vou need a new RU or the existing plan is too old.

Camille Peterson

Home Menu - Log out

The following Client Plans already exist for this client. If possible RENEWW or REVISE these plans before creating a new plan.
wThe following Client Plans exist for TEST, CINDYTWO T (75087772)

- Plan # Plan Type Provider Start Date End Date Author Rev Status ?
» 4530 Standard 99991 - West County Mental Health Swvs THI2014 1203172014 Plattonix, ... 1 Finalized [ -]
View:| 10 W |==:-'-:-:||=:-'e | |I| |I'e':=||'5':':”|
Use Start New Plan only if you need a new RU or the
Only create new plans for a new Reporting Unit or if an exisiting plan CANNOT be RENEVWED or REVISED. existing plan is too old to renew or revise.
Create A New Plan (Note: only one plan may be active per provider for a given date range)

Clinician

Client Plan Type
10804 - Peterson, Camille E TEST, CINDYTWO T (75087772) Standard Start New Plan

You will be warned if the “New Plan” cannot be finalized due to a pre-existing
plan

Cannot save form until the following issues are resolved: Watch for Alerts before doing a lot of work!
*Warning! Another plan (# 4630) can be renewed or revised. This plan will not be able to be finalized.

+The following Client Plans exist for TEST, CINDYTWO T (75087772)

- Plan # Plan Type Provider Start Date End Date Author Rev Status '?
r 4530 Standard 99991 - West County Mental Health Svs THI2014 1213142014 Plattonix, ... 1 Finalized [ ]
\-’iew:

[res][<per] [1] [t ias]

If you work on a plan that cannot be finalized, you will not be able to finalize it.

Your work will be lost!
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Trouble Shooting

Client Plan End Dates:

Normally clinician’s will have to set the end date to the end month 12 months from
the Start Date, but sometimes this data is entered incorrectly.

If the plan has been finalized, the user must send a Treatment Plan Change Request to
the BHCS Help Desk at 567-8161 or his@acbhcs.org .

Client Plan Start Dates:

These can usually be changed by doing a Revision or Renewal. Revision allows a new
start date to be entered during the plan year. A Renewal starts after the end of the
existing plan. Start Dates cannot be back dated.

If the Start Date needs to be earlier, then we must have a Change Request along with a
signed paper Plan faxed or emailed to the Helpdesk indicating an earlier client
signature. We can then do a QA override to attest to the Start Date change.

Incorrect Reporting Unit:

If the Plan has not been finalized, reject the Plan, Edit it, and change the RU. If the
Plan has been finalized, either do a new revision to change the RU, or submit a
Treatment Plan Change Request form to the Help Desk.

Revision being used when a Renewal was intended: (Revisions keep the same
end date while Renewals start after the current plan’s end date)

Delete the Revision, go to the previous plan and click Renew.

If the dates don’t match up we can adjust the end Date of the previous plan to cover
the period for auditing purposes only.

Plan Submitted for Authorization not appearing on Supervisor’s Home page:

Verify the Reporting Unit is set correctly. If not Staff must Reject the plan and update
to the correct Reporting Unit and Submit for Authorization again.

Verify that the Checkboxes are checked next to the authorizer’s names in the
“Authorization Signatures” section. Click “Submit for Authorization” button.
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Client Signature details are incorrect:

Edit the plan. Go to the Consumer/Client Life Plan
Go down to Consumer/Client Participation and fill out the appropriate responses.

Authorizer Signatures not showing:

Verify that the Checkboxes are checked next to the authorizer’s names in the
“Authorization Signatures” section. Then click “Submit for Authorization”.
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Changing your password

Galeway version 3.2 [Home] - Microsoft Intemnet Explorer

Fie Edt Viw Favortss Took Heln | &
Back - SRNE () seach 5 ' Favorites {621 | ()= oo ] = ;
Lol VXL = O

Addiess [[3] hitpe//co/C6 raining/Deteul seps =] B w0 [iks »

Clients o il
l—
Home Search

Robert Forsythe Home | Help | LogOut

Enter New Service:
Type of Service

Selact— |7 To start @ new service note, select the type of service

Pending Services

Sru. 57 Procedure 57 Group Sve # 57 Client # 57 Client Hame <7 Provider 57 Date 7 Sort 7 Type 7
Advanced Search

Far Trpe Status Provider Date

|Chems j |Any’ j |Any j |Evenfwhere j |Anyt|me j Search

Services Search

All 7] service |Anywhere 7] Rendered fnrl ﬂl

Search Services by Date Clid day to see senices perdfarmed on that day

< January 2009 February 2003 March 2003

S Mo Tu We Th Fr 83 Su Mo Tu Wwe Th Fr $a $u Mo Tu We Th Fr Sa
123

4 5 6 7 & 9 W 1 2 3 & & & F 1 3 4 5 & 7

1112 13 14 15 16 17 8 9 10 1 12 13 14 6 @ 0 11 12 13 14

oMM M1 o o415 16 47 48 40 m 21 |15 6 17 48 40 @0 2
26 6 7 I8 W 30 3N 33 I3 P4 16 I TP ;W 2 GG M 15 M6 37 I
30 31
Clinical Adminstrator Access
Search Staff

[01081 oaKLAND MHS ADULT =] [antime =] _gearch
Administrator Access

Tools

m Manage Staft and Client Groups

= Manage Staff Passwords J Personal Info
= Paszwords Tool

u Edit Staff Reporting

SECURITY (PASSWORD) | GUIDESHELP

=l
T T e .
» Click on security from the bottom of the home page.
» Choose the “Change Password” tab
4 { Security & Personalization ) - Microsoft Internet Explorer =10l x|
File Edit Mew Faworites Tools  Help | :,"
@Back - O - |ﬂ @ Lh ‘ j:) Search kE":E"Favorites ﬁ} E:,-j{v ,:l!,, Iy_.;l - _J ﬂ
Address I http:ffcgfCG-Qa Security, aspx j Go | Links
Sandy TEST Hame | HeIpI Log Out I

Profile || Preferences | Change Password | Security Questions | Electronic Signature Agreernent |

Firzt Mame: ISandy Mliciclle: Initial; I Last Mame: ITEST

=
< | »

|@ Do l_l_l_l_l_lia Local inkranet
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/] Clinician's Gateway version 3.4 { Security & Personalization ) - Microsoft Internet Explore i ] [

File Edit Wiew Faworites Tools Help | :,'
@Back - -J - |ﬂ @ ._lj /'_]Search ‘1}:‘\'( Favarikes 6‘3 ‘ <] = -\i ,ﬂ < _J ﬁ
Address I httpe o CE-C Security, asps j o | Links **
Clinicians Gat eway ICIientS j d
Clincians Gateway Security & SearchAndTag | Search |

Parennalizatinn

Sandy TEST Home | Help | Logout |

Profile | Preferences | Change Password | Security Questions | Electronic Signature Agreement

E{ 1 prOld Password: I

El D rMew Password: I
Lo 2 ‘Ao I
4 date Password |
4| | LlJ

|ﬂj Dane l_l_l_l_l_lg Local inkranet v

1 — Enter your current password in the first field.

2 — Enter your new password in the second field. (Your password must contain at
least one uppercase alpha, one lowercase alpha, and one numeric character. It
also must be at least eight characters in length).

3 — Re-enter your new password in the third field to confirm the change.

4 - Click on “Update password”
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If you have any questions or problems operating
the Clinician’s Gateway program, please do not

hesitate to call our Help Desk, which 1s available
from 8:30 AM until 5:00 PM Monday through
Friday.

Help Desk Telephone: (510) 567-8181
County Tie Line: 38181

E-mail: (7:30aM-4PM) his@acbhcs.org
Fax Number: (510) 567-8161
County Tie Line Fax: 38161
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