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Chapter 1
Getting Started

This chapter includes basic instructions for logging on and using InSyst’s menus
and screens.

Logging Onto the Computer
You must log onto the VAX computer system before beginning work.

To log onto the computer:

1. If you are using a terminal, press Return. If you are using a personal
computer, start the terminal emulation program by selecting the INSYST1 or
INSYST2 Icon on your Windows Desktop.

2. Your screen displays the prompt: USERNAME: Type your Username, and press
Return.

3. Then the computer prompts you for your password. Type your password and
press Return. To protect its secrecy, your password is not displayed on your
screen.

4. InSyst displays its Logo and any notices or messages. Press Return to display
your Main Menu.

Using Gold and Control Keys
When you work with InSyst, you often have to use Gold Key sequences and
Control Key combinations.
The Gold Key is the PF1 Key on Digital Equipment Corporation terminals, and
the NumLock key on PCs. Other keys may be used on other terminals.
To use a Gold Key sequence:
1. Press and release the Gold Key.
2. Press and release the other key in the sequence.

For example, if the instructions say, “Press Gold-E”, you should press and
release the Gold key, and then and release press “E”.




To use a Control Key combination:
1. Press the Ctrl key and hold it down.
2. Press and release the other key.

For example, if the instructions say, “Press Control/H”, you should press the Ctrl
key and hold it down while you press and release “H”.

Appendix A lists all Gold Key sequences and Control Key combinations.

Using Menus

An InSyst menu is a list of items that you may select. Figure 1.1 is shows a
sample Main Menu. The Main Menu is different based on data input
requirements. Below is an example of a Opening Main Menu for user who is
entering data for both Mental Health Services and Alcohol and Other Drugs
Services. Most users don’t have this menu option.

I nSyst

15-5ep-95 18:1@ AM

rMmAI4 rmHdu

selection:

Selection Description
MHS MHS Merus
DRS DAS Merws
UTILITIES Gereral Utilities Menu
1) 1)

Figure 1.1: Main Menu

The menu structure is virtually the same for the MHS and the DAS systems.
Some screens are different for the two systems, and this manual will explain
both. The MHS Main Menu is shown in Figure 1.2.

After you make a selection from the Main Menu, the system displays a submenu.
For example, if you choose UTILITIES in the Main Menu, you will move to the
Utilities Menu, with options that you select to use InSyst utilities.




@ Note: Based on your User Authorization all menu options may not be
activated.

I nSyst

15-5ep-93 @9:57 AN
MR rmeEHug

Merntal Heal th Serwioces

Selection:

Selection Description
CLIEHTS Client Maintenance HMenu
DopP DOP Maintenance Menu
APFPTS Appointment Maintenaonce Menu
EPISODES Episode Maintenance Menu
SERUICES Service Maintenance Menu
IHMDIR_SERL Indirect Service Maintenance Menu
LY LY

Figure 1.2: MHS Main Menu

All InSyst menus let you make selections in three ways: by using the list of
options in the menu selection area, or by typing an alpha or numeric option
directly in the command line.

To select a command in the Menu Selection Area:

1.

Press the Tab key and the blinking cursor will move from the Command Line
into the list of items in the Menu Selection Area of the screen. Then move
the cursor up and down through the menu using the Up and Down Arrow
keys.

When you have moved the cursor to the item you want, type “X” and press
Return.

At the bottom corners of the Menu Selection Area there is often a flashing “V.”
This indicates that there are more items on your menu than you can see at one
time. Press the Down Arrow key and the menu will scroll to display more items.

If you want to return to the Command Line, press Enter.

To select an item from the Command Line:

1.

Type the name or number of the item on the Command Line. The command
line is the solid bar next to the word Selection, where the cursor is when you
first display the menu. You may type the entire name of the item, or just
enough make it distinct from the others. For example, if you want to choose
SERVICES from the Main Menu, you may type either “SERVICES” or
“SER”. You may also type the number of the selection. For example, if Client
Records Maintenance is the first item on the menu, you can just type “1” to
select it.

. Press Return to display the screen or sub-menu you selected.




Leaving a Menu

Press Gold-E, or enter a hyphen (-) in the Command line to move back one menu to
the previous menu. For example, if you are on the Files Menu, “-” will take you
back to the Utilities Menu, and a second “-” will take you back to the Main Menu.

Menu Shortcuts

You can go directly from one menu to a screen that is under another menu, rather
than moving through the menu system one menu at a time. In the command line
of the current menu, enter the Menu names that you would normally enter in the
command lines of one menu after another.

For example, to go from the Main Menu to the Episode Opening screen, you
normally enter “EP” in the Main Menu to display the Episode Records Menu,
and then enter “OP” to display the screen. As a shortcut, you can enter the
command “EP OP” in the Main Menu command line (Figure 1.3).

I n3JSyst

15-5ep-95 ©9:57 AN
rmRIM rerAg

Merntal Heal th Serwices

Selection: EP oF I

Description
CLIENTS Client Maintenance Menu
nopP DOP Maintenance Menu
APPTS Appointment Maintenance Menu
EPISODES Episode Maintenance Menu
SERUTCES Service Maintenance Menu
THOIR_SERL Indirect Service Maintenance Menu
y L]

Figure 1.3: Using Menu Shortcuts




Using Screens

InSyst’s menu system displays the data screens (Figure 1.4) that let you enter,
look up, change and delete information.

In Screens, data is entered or displayed in areas called fields. For example, a
screen may have a field for a client’s last name and another field for address.
Most screens have special fields, called key fields, that identify each record, such
as the client number field that identifies each client.

Each screen has a different function—e.g., to register a client, review a client’s
account, or update episode information. Screens are assigned to you based on
your responsibilities.

Ins=uarmrance CoMdpancyg Mo intenance

Compary Mame —————— Company I0 —— HMaintenance Tupe —

Street City State Zip —

Com pary
10 Insurance Company Hame
1175 #A A A P.0O. BOx 5795760, MODESTO, CH 95357
14853 A.A.A.T. PLAM ADMIMISTRATOR P.0. BOx 2718, RAMCHA COROOUA, CA 95747
L 1175 =AAA P.0O. BOx 5795760, MODESTO, CH 95357
1251 AARP 3288 E CARSOM 5T, LAKEWOOD, CR 9@712
1881 AARP CLAIMS UNIT P.0. BOx 13999, PHILADELPHIA, PA 19137
1157 =AOMAR CORP P 0 BOx 4753, SANTA ANA, CAH 927@z
USEFR: SMITH

& records displaged.

Figure 1.4: An InSyst Screen with a List

Here, we will look at the basic keys you must use with screens. For more
information on special key sequences, see Appendix A.

Moving through Fields

Use these keys to move through a screen’s fields:

e Tab: Move the cursor to the next field to enter data. (If you fill a field
entirely, the cursor will move to the next field automatically).

o Control/H: (F12) Move the cursor back one field.

e Return: Skip over optional fields and move to the next required field or to
the prompt used to leave the screen.




Moving Through Lists

Many screens have lists, like the list of insurance companies shown in Figure 1.4
above. To move down one item in the list, press the Tab or Down Arrow key.
To move up one item in the list, press the Up Arrow key.

If a list has more items than fit in one screen, you can page through it to see more
items by pressing:

e Gold-M: (More) View the next page of information.

o Gold-D: (Down Two) Go forward two pages.

e Gold-B: (Backup) View the previous page of information.
e Gold-U: (Up Two) Go back two pages of information.

To speed up performance, lists usually include only two pages of information by
default. If you have to see more items than this, you should request unlimited
paging by pressing Gold-A before you display the list.

Leaving a Screen

To leave a screen, press:

e Return: In most cases, pressing Return moves the cursor to the prompt used
to leave the screen. (In some cases, Return skips over optional fields to the
next required field.)

e Gold-E: Exits from the current screen and returns to the menu, without
saving data entered in the screen.

e Gold-S: Exits from the current screen, and saves the data entered. This
sequence retains the current Client and Reporting Unit, so it automatically
displays it in the next screen you use.

Client Confidentiality

InSyst helps your staff in maintain confidentiality, as required by federal, state,
and local regulations.

Do not let anyone else use your account. You username is stamped on some
records in the database.

Each registered user has a password. Do not give out your password for use by
other staff or post it near your terminal.

Do not browse through records looking for friends, acquaintances or known
persons. This is illegal. You must have a legitimate purpose for looking-up a
person.

Do not release data without authorization. For more information, consult your
Medical Records Department.




Logging Off the Computer
To log out of InSyst, enter the word “Exit” on the command line of any menu.
Never turn off your terminal until you have seen a message confirming that you

are logged off. The message includes your name, the date and time that you log
off the computer.




Chapter 2
Basic Client Information

The Client Number

Before you can work with any client information, the client must have a client
number. If a client is new to your program, you must determine whether the
client has a number, by using the Client Locator screen, described below. If you
cannot find the client number, assign a new client number using the Client
Registration Screen, described later in this chapter.

Locating Clients

The Client Locator Screen lets you find out if someone has ever been a client and
lets you display information about clients

To use the Client Locator Screen:

1. Choose CLIENTS from the Main Menu.

2. Choose LOCATOR from the Client Maintenance menu to display the Client
Locator screen (Figure 2.1).

Client Locator Screen

M
Last Hame First Mame Soundes
Client MHumber Social Security Mo, Account Mo,  |Othear 1D Mumber

Selection:

EF | S0ODE Mini Open Episode Status
F INAMC 1AL Mini Financial 5tatus
1 1
Confidential Information USEF: SMITH

Enter information for client location.

Figure 2.1: Client Locator Screen
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Client Information Area

The top section of the screen is the Client Information Area, where you enter
criteria to search for a client, and where information is displayed when the client
is found.

To search for a client:
1. Make an entry in one or more fields of the Client Information Area.

2. Press Return at any time to search for a client matching the information you
have entered.

The Client Information Area has the following fields:

o Client Name: Enter the client’s full name or only the first few letters of the
client’s name. For example, if you enter “And” as the last name, you will
find clients with the names Anders, Anderson, Andrews, etc.

e Client Number: If you know the Client Number, the fastest way to look up
the client is to press Gold-C to move to the Client Number field and enter the
client’s number.

e Social Security Number: If you do not have a Client Number, the Social
Security Number is the fastest way to find the client. If you have the client’s
Social Security Number, press the Tab key to skip the other fields and enter
the SSN here. You do not need to enter “-” between the numbers.

@ Note: If you enter the Social Security Number and Client Name, the computer
searches on the Social Security Number and returns the client information if it
finds a match. This may not be the client name you have entered, if another client
has used that Social Security Number. If there is no match on Social Security
Number, the search is based on name.

If there is an exact match, all fields on the top half of the screen are filled with
information about the client (Figure 2.2).

If there is no match, the system displays the message: Client/Clients not found.
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If there is several possible matches, they are listed in the Client Selection Area of
the screen, described below.

Client Locator Scrmeen

GLASS EUDDY |

Last Hame First Mame Soundex
SEEEEE646 333-44-5553 3]
Client Number Social Security Ho. Account Mo, |Other 1D Humber

Client messages: 3 active messages.

selection: |

EF 1S00E Mini Open Episode Status
F INRNC 1AL Mini Financial Status
L 1)
Confidential Information USEF : SMITH

Figure 2.2: An Exact Match in the Client Information Area

Client Selection Area

The second section of the screen is the Client Selection Area. If there is more
than one possible match, records beginning with the first possible match are
listed alphabetically here (Figure 2.3).

To use the Client Selection Area:

1. Move through the list using the methods described in the section on Moving
Through Lists in Chapter 1.

Client Locator Scrresen

GL N
Last Hame First Hamea Soundex

Client Humber Social Security Ho. | Account Mo, |Other |10 Humber

Humber Birth Date Sex Eth 55 Humber
EUDOY L GLASS SHARREEIE B3-Jul-1943 H A 333-44-5555
SEYMOUR GLASS SHEREEE3T AS-Mar-1935 M A 123-45-32211
WILL 1AM GRUMPY SEBEEEE 29-0ct-1958 H A 222-33-6665
EMILY MOTHERSOM SHERREEZS B1-Oec—-1942 F A Unknown
Selection
EF 1S00E Mini Open Episode Status
F IMAMC 1AL Mini Financial 5tatus
L 1)
Confidential Information USEF: SMITH

4 clients displaged.

Figure 2.3: Possible Matches in the Client Selection Area

12



2. Type “X” next to the client you want, and press Return. Data on that client is
displayed in the Client Information Area.

You can select multiple clients on a page by putting “X” next to each, and then
pressing Return. Then you display data on them by using the Previous and Next
options in the Menu Selection Area (described below).

Aliases are displayed in the Client Selection Box with an asterisk (*) next to the
name. They are selected like other names in the list, but the computer displays
the client’s real name in the Client Information Area.

If you find the target client in this list, note the client number, so you can use it to
work with the client. If you do not find the target client, you must register the
client into the system.

@ Note: Before registering a new client, be sure you have tried all possible
spellings of the client’s name and aliases. Press Gold-R to restart the screen and
search with other spellings of the client’s name. If necessary, press Gold-A
before doing the new search, so the list is not limited to 8 names.

Menu Selection Area

The lowest portion of the Locator screen is the Menu Selection Area, where you
can enter commands to find more information on the client who is displayed in
the Client Information Area.

As with any InSyst menu, you may select a menu item by entering the first letters
of your menu choice (For Example, Figure 2.4 illustrates the choice of “E” for
Episodes), or by using Tab key to move to the item you want and typing an “X”

next to it.
Client Locator Scrsen
GLASS SEYMOUR N
Last Hame First Hame Soundex
EEEBEEE3 123-45-3211 L]
Client Humber Social Security Mo, Account Ho. | Other |0 Humber

STATULS L IMEGS

Client messages: 2 active messages.
Opened at: Test OF (999993 3@-Dac—86

selection: @ G

EF 150DE Mini Open Episcode Status

F INANC IAL Mini Financial Status

L) 1)
Confidential Information USEF: SMITH

Figure 2.4: Selecting a Menu Item

The menu gives you the following options:

o EPISODE Mini Open Episode Status: Gives you a short listing of all
programs (or reporting units) at where the client is currently admitted.
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o FINANCIAL Mini Financial Status: Displays current account

information and charges for the client.

e STATUS Client Status Summary Report: Takes you to the Client Status
Summary Report Screen, which displays the client’s current open episodes,
closed crisis episodes, and current account information.

o NEXT Display Next Client: If you selected multiple clients in the Client
Selection Area, this option will display data on the next one in the Client

Information Area.

e PREVIOUS Display Previous Client: If you selected multiple clients in
the Client Selection Area, this option will display data on the previous one in

the Client Information Area.

Some of these options display data in the same area that you used for client
selection, as you can see in Figure 2.4, where message status is displayed there.

Registering a New Client

If you cannot find new clients using the Client Locator Screen, you must register
them to give them client numbers before you can open episodes and enter

services for them.

To register a client:
1. Choose CLIENTS from the Main Menu.

2. Choose REGISTER from the Client Maintenance Menu to display the Client

Registration screen (Figure 2.5).

Client Fegis=trat son

Enter client registration information.

Client MHumber: ru:

Last: First: Initial: Generation:
EBirthdate: 7 Se: S5M: - -

Education: Fresenting Problem: Other [0 Humber:
Di=ability: Seruice Group: Local Code:

Language : Primary RU: Program Code:
Ethni:!tg: o Chart Location: Fesearch | tem:
Hispanic Origin: Feference Staff |0:

Marital Status:

Family Size: Enter Address:

Annual  |hcome: Significant Others: N
Al iases Last First Middle

Forv Ok YiM: Confidential Information USER: SMITH

Figure 2.5: Client Registration Screen

@ Note: Because the information entered in the Client Registration screen
establishes the client’s identity, it is best to ask the client for a Driver’s License,
Social Security Card, or other document and copy the information from it. Three
critical pieces of information must be entered correctly: client name, birth date,

and Social Security Number.
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3. Enter data in the following fields:

RU: Enter the Reporting Unit Number for the program where you are
registering the client. This field establishes whether you are using
decentralized or centralized registration. With decentralized registration, the
system automatically assigns a client number and you can enter episodes and
services for the client. With centralized registration, you can register a client
and enter episodes, but you cannot to enter services until the registration has
been evaluated by a central registration auditor. After you have entered the
Reporting Unit, the screen title changes to Client Registration (Centralized)
or Client Registration (Decentralized).

Last Name: Enter a last name with up to 16 letters. Leave out apostrophes,
dashes and blank spaces. For example “O’Connor” should be typed
“OCONNOR”.

First Name: Enter a first name with up to 12 letters.

Middle Initial: Enter one letter as a middle initial, or press the Tab key or
space bar to skip this field if there is no middle initial.

Client Generation: Enter a generation title that is part of the client’s name,
such as Jr., Sr., or the Roman Numerals 11, 111, etc.

Birthdate: Enter the birth date in MM/DD/YYYY format.
Sex: Enter “F” for female, “M” for male, or “U” for unknown.

Social Security Number: Enter a nine-digit Social Security Number. It is
best to copy this key information directly from the client’s Social Security
Card if possible. If the client does not have one, enter all 9’s in this field.

Education Enter the number of the highest grade completed. For example, if
the client has completed high school, enter “12”. If the highest grade is
greater than 20, enter “20”. Enter “99” for unknown.

Disability Add the number codes for all of the client’s physical disabilities,
and enter the total in this field. InSyst’s standard disability codes are listed in
Appendix C of this manual, but your local agency may use different codes.

Language Enter the code for the language the client prefers to speak, as
reported by the client. InSyst’s standard language codes are listed in
Appendix C of this manual, but your local agency may use different codes.

Ethnicity Enter the Ethnicity code. InSyst’s standard codes are listed in
Appendix C, but your agency may use different codes.

Hispanic Origin

Not Hispanic
Mexican/Mexican American
Cuban

Puerto Rican

Other Latino

Other Hispanic

ocoakrwdE
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Marital Status: Enter the Marital Status code. InSyst’s standard codes are
listed in Appendix C, but your agency may use different codes. (Note that
Code 1, Never Married, is used for a single person who does not live with
girlfriend/boyfriend and has never been married.)

Enter Address: This is not a data field; it is a question. The system is
defaulted with “Y”, the system will jump to the Address Screen, described
later in this chapter. Once you are done with that screen, the system will
return you to the Registration Screen.

Enter Significant Other This is not a data field; it is a question. The
system is defaulted with “N”, the system will jJump to the Significant Other
Screen when set to “Y™, described later in this chapter. Once you are done
with that screen, the system will return you to the Registration Screen.

Aliases: If the client has ever used aliases, enter them here. As you add
information, this section of the screen scrolls upward to allow more
information to be entered. You may enter up to six aliases via the Client
Registration Screen, and enter more through the Client Maintenance screen if
necessary.

. After you have entered all this data, the cursor moves to the Form OK prompt.
Enter “Y” to save the data you entered.

. If your county has created custom fields, called Dynamic Data Fields, they are
displayed now on a second screen. Fill them out, and enter “Y” to save the
data. For more information on Dynamic Data Fields, see Chapter 14 of this
User Manual.

. The system validates the data. Then it prompts you to verify the name by re-
keying the last and first names. You need to retype an exact match of the last
name, first name, and middle initial. If you make a mistake, you must enter
the correct spelling twice to verify the name.
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7. If the registration is successful, the system assigns the client a client number,
which it displays in the Client Number field at the top of the screen (Figure
2.6). To continue registering clients, enter “Y”. To leave this screen and
return to the menu, enter “N”.

Client Fegistralt ion
Client Humber: SBEEEEEE641 FU: AY66
Last: GRUMPY First: WILLIAM Imitial: Gemneration:
Birthdate: 168f29271958 Sex: M S5M: 222-33-6666
Education: 18 Fresenting Problem: 2 Other 10 MHumber:
Disability:es Service Group: Local Code:
Languags: A Frimary RU:  APPEE Frogram Code:
Ethrnicity: A Chart Location: AFPGE6H Fesearch | tem:
Hispanic Origin: Reference Staff |D: SE166
Marital Stotus: 3
Family Size: 3 Enter Address: Y
Anrual Income: 21986 Significant Others: N
Al iases Last First Hiddle
Continue: [ Confidential Information USEF: SMITH
Successful registration for client: 586666641 S5ession total = 2

Figure 2.6: Client Registration Screen after Registering a Client

Error Messages

If there is a Social Security Number in the system that is the same as the one you
just entered, it displays an error message and it does not let you continue. If
you’re sure that the number you have entered is correct, refer the case to your
supervisor.

If there is a client in the system with the same name and birth date you have just
entered, it displays an error message and does not let you continue. Refer the
case to your supervisor.

If two different clients do have the exact same name and birth date, a supervisor
may use the Gold-A sequence to override the match, so registration can occur.
You cannot override a Social Security Number match.
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Maintaining Client Records

To maintain client records:
1. Choose CLIENTS from the Main menu.

2. Choose MANAGEMENT from the Client Maintenance Menu to display the
Client Maintenance Screen (Figure 2.7).

3. Use the fields at the top of the screen to identify the client and maintenance
type:
Client Number: Enter the number of the client whose record you want.

Maintenance Type: If the client number is valid, you can enter the
Maintenance Type “L” (for Lookup) or “U” (for Update).

Client MaointeEeEnonce

Client MHumber:

Fhysical Disability:
Preferred Language:
Ethnicity:

Hispanic Origin:

Service Group:
Frimary RU:

Chart Location:
Reference Staff 10:

Last: First: Initial: Generation:
Birthdate: F S S5M: - -
Education: Presenting Problem: Othar 10 Humber:

Local Code:
Program Code:
Fesaarch | tam:

Marital Status:

Family Size:

Annual  Thocome:

Aliases Last First Middle

Form Ok %IM: Confidential Information USER: SHITH

Ernter a Client Muwber for maintenance .

Figure 2.7: Client Maintenance Screen
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Client Lookup

If you enter “L”, InSyst displays the Client Lookup Screen (Figure 2.8). This
screen only lets you view information, and so it can be used by people who are
not authorized to change client information.

Client Look—oap

Client Humber: SEBEEEEE3F Maintenance Type: L

Last: GLASS First: SEYMOUR Initial: Ganaration:
Birthdate: B2FE3F1935% Sex: M S5M: 123-45%-3211

Education: 28 Freszenting Problem: Z Other |0 MHumber:
Fhysical Disability: a8 Service Group: Local Code:
Freferraed Language: A Frimary FU:  APP66 Frogram Code:
Ethrnicity: H Char-t Location: AY66E Fesaarch | tam:
Hizpanic Origin: FReference Staff 10: 999993 MICHREL GORODEZEY

Marital Status: 3
Family Size: 3

Annual lhcome: 213868 Client UR Meeded: ¥
Al iases Last First Hiddle
Fcknowledge: | Confidential Information USEFR: SMITH

Fage aliases or continue.

Figure 2.8: Client Look-up Screen

If the client has aliases listed, you may use Gold key sequences to page through
them, as described in the section on Moving Through Lists in Chapter 1.

When you are done, enter “Y” to continue looking up more clients, or press
Gold-S to leave the Maintenance Screen and save the client number, so it is
entered automatically in the next screen you use.

Client Update

If you enter “U”, InSyst displays the Client Update Screen (Figure 2.10).

To modify client data:
1. Press Tab to move through the fields, and edit them as necessary.

2. Tab to the Form OK prompt, and enter “Y” to save the changes, or “N” to
discard them.

The data in all these fields was described in the section on the Client Registration
Screen, earlier in this chapter.

The Client Number cannot be changed.
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Client LUpdoates

Client Mumber: SE66BEE639 Maintenance Type: U

Last: GLASS First: SEYMOUR Initial: Generation:
Birthdate: B2FE5F1935 Sex: M S5M: 123-45-3211

Education: 2 Freszenting Problem: 2 Other |0 Humber :
Fhysical Disability: e Service Group: Local Code:
Freferred Language: H Primary RU: AYP66 Program Code:
Ethnicity: A Char-t Location: A96EE Research | tem:
Hispanic Origin: Feference Staff 10: 99999 MICHREL GORODEZEY

Marital Status: 3
Family Size: 3

Anhual lThcome: 21386 Client UR Meeded: %
Al iases Last First Middle
Form Ok YiW:- % Confidential Information USEFR: SMITH

Client update in progress.__ [

Figure 2.10: Client Update Screen

The Registration Approved field only applies to systems using centralized
registration, and it can only be changed by the Central Registrar. The Client UR
Needed field can only be changed by authorized staff.

Aliases cannot be changed, but any user can add new aliases or can delete an
alias by entering “D” on its line.

Client Last Name, First Name, Middle Initial, Social Security Number, Birthdate,
Sex can only be changed by a Supervisor. If you are authorized as a supervisor,
you can press Gold-A to display the Client Update Screen in Supervisor mode
(Figure 2.11).

Client Updote Saperrs isonr

Client MHumber: SEEEEEE63 Maintenance Type: U Registration Approved: H

Last: G IGECH ri--t: SEYMOUR Initial: Generation:

Birthdate: 626371235 Sex: M S5M: 123-45-3211

Education: 26 Fresenting Problem: 2 Other |0 Mumber:
Physical Disability: @@ Service Group: Local Code:
Freferred Language: A Frimary RU:  A¥66 Frogram Code:
Ethhicity: AR Chart Location: AYPGEE Fesearch |tem:
Hispanic Origin: FReference Staff |0: 29992 MICHREL GORODEZEY

Marital Status: 3
Family Size: 3

Anrual lhcome: 21986 Client UR Headed: ¥
Al iases Last First Middle
Forv Ok YJFM: Confidential Information USER: SMITH

Supervisor authorization in effect.

Figure 2.11: Client Update Screen: Supervisor Mode
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Registration Approved

If the Client was registered using centralized Client Registration and the
registration has not yet been approved, this screen will include a Registration
Approved field. If you are sure the client registration information is correct,
enter “Y” in this field.

Entering a New Client Address
Any authorized user can enter a new address for a client with an open episode.

To enter a new address:

1. Choose ADDRESS from the Client Maintenance Menu to display the Address
Maintenance Selection Screen, as described above.

2. Press Gold-1 (I stands for Insert) to display the Client Address Insert Screen
(Figure 2.15).

3. Enter data in the following fields:

o Client Number: Enter the number for the client whose address you want to
enter. If you are already viewing a list of the client’s addresses when you
press Gold-1, the Client Number is entered automatically.

e Reporting Unit: Enter the Reporting Unit Number for the program that has
an open episode for the client. The Effective Date of the address you are
entering must fall within this episode.

o Effective Date: By default, the Effective Date is today’s date. Only
Supervisors can alter it.

e Street Number: Enter a street number with up to five (5) digits.

e Street Direction: If the address has one, enter a street direction, such as
“N”, “NEH, “E”, “SEH, “SH, “SW”’ “W”, “NWH.

Client Address Ins=e=erit

Client Mumber:

Feporting Unit: Effective Date: @3f26FE7
Strest

Humbear- City:
Direction: State: Zip Code: 66E66+6866
MHame :
Type: FPhone Humber: | ¥ - Ext.:
Apar tment: Census Tract:

Bad Address

County of Responsibility:
Forv Ok YFM: Confidential Information USER: SMITH
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Figure 2.15: Client Address Insert Screen

Street Name: Enter a street name with up to twenty characters. (Do not
enter “Street”, “Road”, or other street type here.)

Street Type: Enter an abbreviation for the street type, such as “St”, “Bl”,
lle.!1’ “AV”.

Apartment: Enter up to four characters. Do not enter the symbol “#”, and
do not enter a period at the end.

City: Enter a city name with up to twenty characters.
State: Enter the two letter abbreviation for the state name.

Zip Code: Enter the first five numbers of the Zip Code, and the cursor
moves to the plus-four digits, which you can enter if available.

Phone Number: Enter the telephone number, if available. If you do not
want to enter the Area Code, you must type three blank spaces in its place.

Extension: Enter an extension for the telephone number, if there is one.

County of Responsibility: If you do not make an entry here, InSyst will use
your county’s code when it reports to state client data systems. To report to
the state that another county is responsible, enter the two-digit county code in
this field. (This section is generally used by California Mental Health
Programs.)

. Enter *Y” at the Form OK prompt to validate and save the data.
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Chapter 3
Client Episodes

An Episode is a period of treatment for a client at a program. Before you can
enter services for a client, there must be an open Episode for the client in the
program providing the service.

Opening New Episodes, Substance Abuse Programs

Before services for a client can be entered into the system, an Episode must be
opened.

To open an episode:

1. Choose EPISODES from the Main Menu.

2. Choose OPEN from the Episode Maintenance Menu to display Panel 1 of the
Episode Opening Screen (Figure 4.14).

Epicsodse Operirrg

SHELLY H PARKER RES TEST

Client Mumber: 41 FLl: ooEaz2
Admit Date: 118541 Coded Femarks Pasition
Staff: 18815
Diggroses: 1. 38548 II: M9.08 COC Mumbet : 1-F
Fefarred From: GSeE0
Admiszion Status: 1 Perinatal
Initial Admission: H Caze Mgt: 14
Admis=zion Legal Status: 2 Indicatar 1: 15
Rdmission Emploument Status: @1 Indicator 2: 16

Humber of Children in Household: 2
Humber of Children Under 3: 1
Client Pregnant at Admission: M Medi-Cal : 17
Client Homeles= at Admission: H Maximus Referral . 19
Arrests in Last 24 Months: @1
Special Contract Humber: 812552

Form Ok Y/H: Confidential Information USER: SHMITH

Enter a reporting unit.

Figure 4.14: Episode Opening Screen, Panel One

3. Use the fields at the top of this panel to identify the record:

Reporting Unit: Enter the reporting unit number for your program.

Client Number: Enter the client number. If necessary, use the Client
Locator Screen, described in Chapter 2, to find the correct client number.

4. The system does not let you open an episode, if the client already has an open
episode at this reporting unit. After the identifying fields are validated, you
enter data in the following fields:
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Admit Date: Enter the admission date. The current date is the default. You
cannot enter future dates or dates when the program is not open.

Staff: Enter the primary staff identification number.

Diagnosis I and I1: Enter codes for the primary and secondary diagnoses.
The default for Diagnosis Il is No Diagnosis, code 799.9. See the back of the
Episode form for the most common codes.

Referred From: Enter the referral code. You can enter a Reporting Unit
number, an Agency Code, or a generic code to indicate self or other or a type
of local agency. Ask your system manager about these codes.

Admission Status Enter the client’s Admission Status using the codes in
Table 4.3. (Categories 2 through 6 are considered Co-Dependents.)

Code | Meaning

Substance Abuser

1

2 Spouse of Substance Abuser

3 Adult Child of Substance Abuser
4 Minor Child of Substance Abuser
5

6

Parent of Substance Abuser

Other Co-Dependent of Substance Abuser

Table 4.3: Admission Status Codes

Initial Admission: If this is the first time the client has ever been to a
Substance Abuse program, enter “Y”. If this is a transfer from another
program, enter “N”.

Admission Legal Status: Enter the client’s legal status, using the codes in
Table 4.4.

Employment Status: Enter the client’s current employment status. Ask
your system manager for a list of these codes.

Client Is Currently Pregnant: Enter “Y” or “N” to indicate whether the
client is pregnant. Enter “N” if the client is male.

Client Is Homeless At Admission: Enter “Y” or “N” to indicate whether
the client is homeless.

# of Arrests in Last 24 Months: Enter the number of times the client has
been arrested in the last twenty-four months.

Coded Remarks: Enter state-defined coded remarks. See Code Remarks
handout.

# of Prior Admits to any substance abuse treatment program: Enter a
number from 0 to 9. If the client has been admitted to programs more than
nine times, enter 9.

Medication Prescribed: Enter the medication prescribed to this client. The
codes are 1 = None, 2 = Methadone or LAAM, 3 = Other.

Has This Client Used Needles During the Past Year: If the primary or
secondary route of administration is by injection with a frequency of use
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Used in Past Year, you should answer this “Yes”.

Problem - Primary, Secondary, Tertiary: Enter the Primary, Secondary
and Tertiary Problems, using the Substance Problem codes shown in Table
4.5. For clients admitted for methadone treatment, the Primary Drug should
be 01 or 15. You must use a different code for each problem. Secondary and
Tertiary fields may be left blank.

Ep i socde Opeers i reg

SHELLY H PARKER RES TEST
Client Humber: 41 Rl Oz

MHumber of Prior Admits: 2
Medication Prescribed: 1
Heedles Used Past Yr: ¥

Primary |Secondary (Tertiary
Froblem: a3 az x7
Usual Route of Administration: 1 1
Frequency of Use: 3 ]
Age of First Use: 14 12
Form Ok Y/H: Confidential Information USER: SHMITH

Figure 4.15: Episode Opening Screen, Panel Two

Code | Meaning

01 Heroin
02 Alcohol
03 Barbiturates

04 Other Sedatives or Hypnotics

05 Methamphetamines
06 Other Amphetamines
07 Other Stimulants

08 Cocaine

09 Marijuana or Hashish

10 PCP

11 Other Hallucinogens

12 Benzodiazephine

13 Other Tranquilizers

14 Non-Prescription Methadone
15 Other Opiates and Synthetics
16 Inhalants

17 Over the Counter

21 Other (specify)

22 None
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Table 4.5: Substance Problem Codes

e Route of Administration

- Primary & Secondary: Enter the method that
the client uses to administer the substances entered as Primary and Secondary

Problems, using the codes shown in Table 4.6.

Code | Meaning
1 Oral
2 Smoking
3 Inhalant
4 Injection (IV or intramuscular)
5 Other/Unknown
Table 4.6: Route of Administration Codes

26




e Frequency of Use - Primary and Secondary: Enter the frequency of use
for the substances entered as the Primary and Secondary Problem, using the
codes shown in Table 4.7.

Code | Meaning

1 No use in past month

2 1-3 times in past month
3 1-2 times a week

4 3-6 times a week

5 Daily

Table 4.7: Frequency of Use Codes

e Age of First Use - Primary & Secondary: Enter the age when the client
first used the substances entered as the Primary and Secondary Problem. The
age must be at least 5 years.

o Emergency Methadone Admission: For Methadone Maintenance clients
only, enter “Y” or “N” to indicate whether the client is being admitted as an
exemption to methadone regulations. That is, the client would not be eligible
for admission under the regular Title 9 criteria which specify a two year
history of addiction and 2 prior treatment failures.

7. Enter “Y” at the Form OK prompt to save the data. The system validates the
data. If any fields are inconsistent with CADDS regulations, you must correct
them.

After you have completed an entry, you can enter “Y” at the Continue prompt to
open another episode.

Closing Episodes, Substance Abuse Programs

The Episode Closing screen is similar to the Episode Opening Screen. Instead of
Admit Date, it has Discharge Date. Instead of Referred From, it has Referred To.
It omits the fields Diagnosis, Arrests and Prior Admits, which are collected at
Episode Opening only. It adds fields, such as Client Adherence to Tx Plan, that
are only collected at Episode Closing.

To close an episode:

1. Choose EPISODES from the Main Menu.

2. Choose CLOSE from the Episode Maintenance Menu to display the Episode
Closing screen (Figure 4.16).
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Episodse STlo=sirng

JOHH J BAMMING RES TEST
Client MHumber: 3 Admit Date: I17—OCT-91 Fl: 99822
Discharge Date: 11714701 Discharge Status: 1
Feferred To: OO0BGS Emplogment Status: 1
Client Adherence to Treatment Plan: ¥ Frimary FProblem: 8
Discharge Children in Household: @ Frequency of Use: 4
Pregnant During Tx: H Secondary Problem: @2
Pregnancy Termination Reason: Tertiary Problem: 22

bDate of Termination: F Ff
Followup on Referral Frior to Discharge: H
Frogram Goal 1: H Frogram Goal 3: ¥
Program Goal 2: ¥ Frogram Goal 4: ¥
Fora Ok Y/MH: ﬂ Confidential Information USER: OBAHDO

Figure 4.16: Episode Closing Screen

3. Use the fields at the top of the screen to identify the Episode:

Client Number: Enter a Client Number.

e RU: Enter the Reporting Unit number for the program.

4. The system displays an error message, if it cannot locate an open episode for
that client in that program or if you are not authorized to close episodes in that
program. If it finds the episode and you can close it, it displays the Admit
Date. Enter data in the following fields:

o Discharge Date: Enter the discharge date. The current date is the default.
You cannot enter a future date or a date before the opening date.

o Referred To: Enter a Reporting Unit number if the client was discharged to
another program, or a specific Agency Code assigned by your system, or a
generic code to indicate self or other or a type of local agency. For
information on referral codes, contact your system manager.
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Discharge Status: Enter a Discharge Status Code from the list in Table 4.8.

Code | Meaning

Completed Treatment Plan/Goals

Left before completion with satisfactory progress

Left before completion with unsatisfactory progress

Terminated by the clinic: fee non-compliance

Terminated by the clinic: non-compliance with treatment plan.

Terminated by the clinic: other administrative factors.

Terminated by the clinic: record open, no treatment provided.

Terminated by the clinic: incarcerated.

©O| O Nl o O | W[ N|

Referred or transferred for further substance abuse treatment

Table 4.8: Discharge Status Codes

Employment Status: Enter the two-digit code that represents the client’s
employment status at discharge.

Client Adherence to Tx Plan: Enter “Y” or “N”.

Client Pregnant During Treatment: Enter “Y” or “N” to indicate whether
the client became pregnant while in treatment. Enter “N” for males.

Primary, Secondary and Tertiary Problems (Admission Status = 1 only):
Update these fields if necessary. See the Episode Opening documentation
for valid codes.

Follow-up on Referral Prior to Discharge: Enter “Y” or “N” to indicate
whether the client followed up on a referral prior to discharge.

. Enter *Y”" at the Form OK prompt to save your entries. If data is invalid, the
system displays error messages and returns the cursor to the field that should
be corrected.
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Maintaining Episodes, Substance Abuse Programs

To maintain Episode records:
1. Choose EPISODES from the Main Menu.

2. Choose MANAGEMENT from the Episode Maintenance Menu to display the
Episode Maintenance Selection screen (Figure 4.17).

Epi sodse MMainterncorncecese Seleaectiorn

Client Mumber: _
Feporting Unit: -

CGH Humber: -

Admit Date: F F
CAODS MHumbet:

Prou i der Admis=sion  Discharge Staff

Code Mame Oate Oate I0  Hame

Confidential Information USEFR: SMITH

Figure 4.17: Episode Maintenance Selection Screen

3. To find Episodes, enter either a client number or CGN number (County
Generated Number). To limit the search, you may also enter a reporting unit
number or admit date. (Enter a full date, just a month, a month and day, or
just a year; if you do not include the year, the system assumes the current

year.)

4. The screen displays episodes, open or closed, that match the criteria you
entered, listed in chronological order with the most recent first. If there are
more records that it can display at one time, page through the list using the
Gold Keys or Special Function Keys, described in Appendix A and B.

5. Select episodes for maintenance by using the Tab key or the Down Arrow key
to move down the list and entering “L” (lookup), “U” (update), or “D” (delete)
next to the episodes you want to maintain (Figure 4.18). Then press Return.
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Epi=sodse Faimternoreeese S 1aect o

Client Humber: 3 JOHH BANNING
Feporting Unit: -

CGH MHumber -

Admit Date: P

CADDS Humber-:

ider harge Staff
Hame Da I0  Hame
U o0E22? RES TEST 17-0ct-01 s TEST
L o0854 TCADDS — D 15-0ct-01 16—0ct—01 oo0s TEST
D 9955 TCADDS — A A10ct491 15Oct91 55555 TEST
Confidential Informatian USER: SMITH

Figure 4.18: Episode Maintenance Selection Screen with Episodes Listed

Episode Lookup

If you entered “L”, the system displays the Episode Look-up Screen, Panel 1
(Figure 4.19). You may also have to use Panel 2 (Figure 4.20). You can view
the data for the Episode but cannot change it.

Ep i sode Loolo—Lap

JOHH BAHHING TCADDS — D
Client MHumber: 3 FU . o0854
Admit Date: 18715,/91 Discharge Date: 18716/91

Staff: Soo0o
Diognoses: I: 3@5.58 II: 7O0.08 Frogram Goals:

Feferred To: 3
Discharge Status: 2
Client Adhered to TX: H

Feferred From: 2
Admis=sion Status: 1
Initial Admission: H

Admis=ion Legal Staotus: 2
Admis=sion Employment Status: 3

Admi==ion Children
Mumber of Children
Client Pregnant at
Client Homzless at
Arrests in Last 24

Femarks :
Continue:

Census Tract on Entry:
Special Contract Humber:

in Household: 8
Under 3: @
Admi=s=sion: H
Admis=sion: H
Months: 1

.88

Confidential Information

(FacE B B B B

Current Legal Status: 2
Discharge Emplogment Status: 3
Di=scharge Children in Household: @8

Client Pregnant During Tx: H
Termination Reason:
Termination Date: P

Current Census Tract: _Ba
USER: SMITH
IEIEN . -

Figure 4.19: Episode Look-up Screen, Panel One
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Ep i sodse Looli—oap

JOHH BAMHING TCAODS — D
Client Mumber: #3 Rl oS4
Humber of Frior Adnits: 3 THR:

Medication Prescribed: 2
Heedles Used Past Yr: W

Frimary |Secondary (Tertiary
Froblem: 15/ 15 18/ 18 sy
Usual Route of Administration: 3 2
Frequency of Use: a3r2 4
Age of First Use: 15 16
Delox Schedule: 2 Testing Schedule: 4
Continue: Confidential Information USER: SMITH

Press <RBeturn* to continue or <H RBeturn* to orocess a new client.

Figure 4.20: Episode Lookup Screen, Panel Two

Most of the data here is taken from the Episode Opening and Closing screens; for
explanations see the documentation on these screens earlier in this chapter. This
screen may also contain five additional fields, which are used by selected drug
programs only:

Census: Census tract numbers are based on client address and cannot be
changed. This field is in Panel 1.

TAR: A Treatment Authorization Request number (for detox Medi-Cal
clients only). This field is in Panel 2.

Pick-up Schedule: “Y” is displayed next to days of the week when a
Methadone Maintenance client is scheduled to pick-up dose(s) at the clinic.
This field is in Panel 2.

Detox Schedule: This number (1 - 4) represents the prescribed methadone
dosing schedule for a Methadone detox client. This field is in Panel 2.

Testing Schedule: This number (1 - 4) represents urine testing schedule for
a Drug client. This field is in Panel 2.

Press Return to display the next record for maintenance, or enter “N” to go back
to the Client Episode Maintenance Selection Screen.
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Episode Delete

If you entered “D”, the system displays the Episode Deletion Screen (Figure
4.21). If you are authorized, you can enter “Y” at the prompt and enter “Y”
again at the confirm prompt to delete the episode. Then press Return to display
the next episode selected for maintenance.

If services have been recorded for this Episode, the system displays an error
message saying it may not be deleted. Refer these cases to your Supervisor.

Epilsocdse e a1t 1ok

JOHH BAMMING TCADDS — D
Client Mumber: 3 FL : oo854
Admit Date: 18515791 Oischarge Date: 18F16,91

Staff: 99000
Diagnoses: I: 3@5.58 II: 70O0.08 Fraogram Goals:

Feferred To: 3
Discharge Status: 2
Client Adhered to TX: H

Feferred From: 2
Admis=sion Status: 1
Initial Admission: H

Admis=sion Legal Status: 2
Admis=ion Employment Status: 3
Admis=ion Children in Household: @
Mumber of Children Under 3: 8
Client Pregnant at Admission: H

Current Legal Status: 2
Dizcharge Employment Status: 3

Oischarge Children in Household: @

Client Pregnant During TX: H

Client Homeless at Admission: H Termination Reason:

Arrests in Last 24 Months: 1 Termination Date: F f
Cenzus Tract on Entry: .88 Current Census Tract: .88
Special Contract Humber:

Femarks:

Delete OK: E Confidential Information USER: SAITH

hoy to delete this episode? (Y/M)

Figure 4.21: Episode Deletion Screen

Episode Update

If you entered “U” and you are authorized to update Episode information for the
specified program, the system displays the Episode Update Screen, Panel 1
(Figure 4.22). You may also want to use Panel 2 (Figure 4.23). Only
Supervisors can change Admit Date, Discharge Date and CADDS Form Serial
Number (if entered manually).

Epi s=ode Updoate

JOHH BAMHING TCADDS — D
Client MHumber: 3 Rl o854
Admit Date: 18715791 Discharge Date: 18716/91

Staff: Doooo

Diggnoses: 1. 3@5.58 II: 7O0.098 Frogram Goals:

Referred From: 2 Referred Ta: 3
Admis=sion Status: 1 Oischarge Status: 2
Initial Admission: H Client Adhered to TX: H

Admis=ion Legal Stotus: 2
Admis=ion Emplogment Status: 3
Admis=ion Children in Houssehold: 8
Humber of Children Under 3: 8
Client Pregnont at Admizsion: H

Current Legal Stotus: 2
Oischarge Emplogment Status: 3
Discharge Children in Household: @

Client Pregnant During TX: H

Client Homeless at Admission: H Termination FReason:

Arrests in Last 24 Months: 1 Termination Dote: F
Census Tract on Entry: _8a Current Census Tract: .88
Special Contract Humber:

Femarks:

Form 0K: 1 Confidential Information USER: SMITH

Figure 4.22: Episode Update Screen - Panel One
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Most of the data here is taken from the Episode Opening and Closing screens; for
explanations see the documentation on these screens earlier in this chapter. This
screen may also contains five additional fields, used by selected drug programs
only, Census, TAR, Pick-up Schedule, Detox Schedule and Testing Schedule.
These are described in the documentation on the Episode Lookup screen, above.

Epi s=ode Updoate

JOHH BAMHING TCAODS — D
Client Mumber: #3 Rl oS4
Humber of Frior Adnits: 3 THR:

Medication Prescribed: 2
Heedles Used Past Yr: W

Frimary |Secondary (Tertiary
Froblem: 15/ 15 18/ 18 sy
Usual Route of Administration: 3 2
Frequency of Use: a3r2 4
Age of First Use: 15 16
Delox Schedule: 2 Testing Schedule: 4
Fors DK: ﬂ Confidential Information USER: SHITH

Figure 4.23: Episode Update Screen - Panel Two

To confirm your entries, press Return to go to the Form OK prompt, and enter
“Y”. If you entered any invalid data, the system displays an error message and
returns the cursor to the field you must correct.

Episode Update, Supervisor Authorization

Only Supervisors can change episode opening and closing dates, and CADDS
Form Serial Numbers (if they have been entered manually). They can also
remove Episode delete information and, in effect re-open an episode.

To display the Episode Update Screen in Supervisor mode:

1. Display the Episode Update screen as described above.

2. Press Gold-A. The screen title changes to Episode Update Supervisor.

If you have selected a closed episode to update, the cursor will be positioned at a
special field available only to supervisors, called Re-open Episode. To remove
Episode Closing information and reopen a closed episode, enter “Y” here.
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Chapter 4
Direct Services

This chapter covers the different ways to record services provided by programs
directly to clients. It ends with a section on substance abuse services, which use
some additional data entry screens. All of these screens are on the Service
Maintenance Menu.

Before services can be recorded, the client must be registered and there must be
an Episode open for the client in the program providing the service on the date
being recorded. See Chapter 2 for information on registering clients, and see
Chapter 4 for information on opening episodes.

Entering New Direct Services
InSyst gives you based on your User Authorization and Program Site several
ways of entering services:
e Single Service Entry for all programs
o Weekly Service Entry for Methadone and Residential Programs

e Multiple Service Entry to enter the same information for a number of
services

Single Service entry is most common, and the other methods can sometimes save
you time in data entry.

Single Service Entry

Most programs enter services daily using single service entry.

To do single service entry:
1. Choose SERVICES from the Main Menu.

2. Choose SINGLE from the Service Maintenance Menu to display the Single
Service Entry Screen (Figure 5.1).
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HEingle S=ervice Entryg
FSF Clinic
client Humber: | Seruice Oote: fr RU: 999363
Frocedure:
Staff: Staff Duration: : Humber in Group: @1
Co-5S5taff: Co-5taff Duration: : Location: 1
Forw Ok YWJIN: Confidential Information USEFR: SMI1TH
Enter service data.

Figure 5.1: Single Service Entry Screen

3. Enter data in the following fields:

e RU: Enter the reporting unit number for your program and press Return.
The system validates the number and displays the program’s name.

e Client Number: Enter the Client Number. When all the data has been
entered, the system will display the name of the client. At that time, review
the client name to be sure you are entering services for the correct client.

e Date: Enter a date in the format MM/DD/YY. You cannot enter a future
date. You must enter a date when the client’s episode is open and the
program operates.

e Procedure: Enter a three-digit procedure code. It must be a valid procedure
for the program.

e Staff: Enter a staff identification number. The staff number will be
validated for authorization to perform the services you are entering.

e Co-Staff: If there was co-staff, enter the staff identification number. You
may only enter one co-staff in this system.

e Staff Duration: Enter the number of hours and minutes this staff person
spent in this service. Enter up to twenty-three hours and up to fifty-nine
minutes in the two portions of this field. There is a fixed minimum and
maximum time for some services.

e Co-Staff Duration: If there was co-staff, enter the time they spent on the
service, in the same way as Staff Duration.
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e Number in Group: Enter a number from 1 to 99 indicating how many
clients were involved in the service. The default is 01, for an individual
service. If you are recording group services, enter the number of clients in
the group. (For example, if Staff Person A and B have a group with 10
members that met today for 1 hour with all members present, enter 10 here.
InSyst will record a service for each client number, with the staff numbers of
A and B, the procedure code for a group, a group count of 10, and the time
each staff person spent in the service. Each client will be billed correctly for
the group service, and each staff person will be credited correctly for the time
spent in the service.)

e Location: Enter alocation code from 1 to 6: 1 = Office, 9 = Residential.
The default is 1 for Office.

You MUST use location “9” entering Residential Services on the Multiple or
Single Entry screens.

4. When you are done, enter “Y” at the Form OK prompt. The system validates
the data and displays the client’s name. If there are incorrect values in any
field, it will display an error message and return the cursor to that field.

5. Once the data is correct, the system will ask for confirmation before saving it
(Figure 5.2). Enter “Y” at the Confirm prompt to save the entry.

SEingle Service Entryg

ELDDY GLASS FSF Clinic

Client Mumber: 86068646 Service Dote: BIF1BFET RU: 92369

Frocedure: 341

Staff: i) Staff Duration: 1: Mumber in Group: 61
Co-5Staff: Co-5taff DOuration: z Location: 1
Confirm: Confidential Information USEFR: SMITH

Okay to write service for OFEN episode for BUDDY GLASS?

Figure 5.2: Single Service Entry Screen with Data

After service entry has ended, the cursor returns to the Client Number field. You
may enter a new Client Number and Date to continue entering services. If you
want to enter services for another reporting unit, press Gold-P to move to the RU
field.

Special Authorizations for the Single Service Entry Screens

Authorized personnel can use these special features of the Single Service Entry
Screen.

o Late Entry: Press Gold-A once to invoke Late Entry authorization. For
example, if data entry for April is closed on May 5, Late Entry authorization
lets you enter services after that time.
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e Supervisor: Press Gold-A twice to invoke Supervisor authorization, which
lets you override system validations in the Staff, Co-Staff, Group Count,
Staff Duration, Co-Staff Duration and Location fields, but not episode
boundaries. This is useful for recording unusual services.

e Supervisor and Late Entry: Press Gold-A three times to invoke both
Supervisor and Late Entry authorization.

Weekly Service Entry

Use this screen to enter one week of services at a time for all of the clients in
your program. It is used by programs that have one primary procedure code and
only one possible unit of time for the service. Residential Programs and certain
types of Day Treatment programs are authorized to enter data on a weekly basis
rather than a daily basis.

If an episode is open in a Residential or Day Treatment program, the client’s
name and number are automatically listed in the Weekly Service Entry Screen,
after Report PSP 125 is run for the week.

Q@ Note: Programs that use the Weekly Service Entry Screen must use the
Reports menu to produce Report PSP125 each week before data can be entered.
This report creates the data displayed in the Weekly Log Screen, and also
produces a paper log with the same data, which can be used for data entry. For
more information, see the Reports Manual.

LATE ENTRY (Gold-A) CANNOT BE USED WITH WEEKLY SCREENS,
this services must be entered using the Single or Multiple Entry Screens.
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To do weekly service entry:
1. Choose SERVICES from the Main Menu.

2. Choose WEEKLY from the Service Maintenance Menu to display the Weekly
Service Entry Screen (Figure 5.8).

3. Enter search criteria in the fields at the top of the screen:

e Start Date: Enter the first day of the week in the format MM/DD/YY. Your
Operations Staff defines start date options in a Systems Option File. The
Start Date must be a Sunday or a Monday. Data entry can be done on the last
work day of the week or after the week is past.

e RU: Enter the Reporting Unit Number for your program.

Heek 1y Serwice Entryg

Start Date: B3F227E7 FU: 992285 FSF House

Client Procedure

Humber Client Mame Surn Mon Tue Wed Thu
SHERREEGA CAUF IELO, HOLDEH 15 165 165 165 165 165 165
SHEEEEEEG ORIBELE, WALDO CPEMDHG »
SHEAEEEGS FLASH, JACK 165 165 165 165 165 165 165
SHEEEEE 17 GLASS, BESSIE 165 165 165 165 165 165 165
SHEEERES 1 GLASS, HWAKER 165 165 165 165
SHEBERES 1 GRUMPY, WILLIAM 165 165 165 165 165 165 165
SHEEEEE 16 HEHOERSOM, EUGEME 165 165 165 165 668 BEE BEE
SHEEEEET 4 LEVIMSKY, LEOH 165 165 165 165 165 165 165
SHAAEEEE 3 MARCH, AUGIE 165 165 165 165 165 165 165
SHARREETS MARKER, HARUEY 165 165 165 165 165 165 165

Form Ok YfM: % Confidential Information USER: SMITH

Flease enter services for first 16 clients. HMore clients may exist.

Figure 5.8: Weekly Service Entry Screen

4. If avalid Start Date and Reporting Unit are entered, the Weekly Service Entry
Screen lists all clients open in that program for that week in alphabetical order,
ten at atime. For each record in the list, enter data in the following fields:

e Procedure Code: This field displays the default procedure code for the
reporting unit. In most cases this is the only procedure code allowed, except
for “000” to indicate that no service was given. There are a few programs
that also have other Procedure Codes. You may accept one day’s procedure
code by pressing Tab, or accept a week’s procedure codes by pressing Return
to move to the end of the line. (When the services records are recorded, they
use the default time for the procedure code entered.)

e OK: This field lets you confirm that the information for this client is correct.
Enter “W” to Write the services, “S” to Skip the line, or “D” to Drop the
client from this Entry Screen. (If you enter “S”, all of the services for that
client will be skipped. To write some services for the client but not all, enter
“000” for the day the client is to be skipped, and enter “W” in the “OK”
field.)

5. Enter “Y” at the Form OK prompt to save the data (Figure 5.9). The system
validates the data, and if there are any errors, it returns the cursor to the field
that must be corrected and displays an error message.
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6. If there are more clients in the program, press Return to display the next 10
clients.

The screen lets you record services only for the days the client was open in the
program. If a client is opened in the program on Wednesday, the screen will not
allow you to enter services for the client for Sunday, Monday, or Tuesday.

If a client’s registration status is pending, this is noted on the screen and you
cannot enter services for that client until the registration has been approved. See
the Client Maintenance section in Chapter 2 of this User Manual for information
on pending registrations.

Hesek 1y Serwice Entryg

Start Date: B3SF227E87 RU: 999285 FSF House

Client

Humber Client Mame
SEEEEREREGE CAUF IELD, HOLDEM 175 165 165 165 165 165 165 H
SHEEEEREG ORIEBBLE, HWALOO CPEHDIHG »
SEEEEAAGS FLASH, JACK 165 165 165 1653 165 165 165 W
SEEEEEEA 17 GLASS, BESSIE 163 165 163 163 165 163 163 W
SEHEBEEES 1 GLASS, HWAKER 165 165 165 163 W
SEEEEEE4 1 GRUMPY, WILLIAM 165 165 165 1653 165 165 165 W
SEEEEEEA 16 HEMOERSOM, EUGEHE 163 165 163 163 668 BB BB W
SEEEEEETS LEUIHSKEY, LEOM 165 165 165 165 165 165 163 W
SEEEEAES3 MARCH, AUGIE 165 165 163 1653 165 165 165 S
SEEEERATS MARKER, HARLEY 163 165 163 163 1635 163 163 S

Form Ok YfM: % Confidential Information USER: SMITH

S5ervice entry in progress._ ..

Figure 5.9: Weekly Service Entry Screen, Service Entry

If you have used “S” to skip all of the services for one or more clients, you can
still use the Weekly Service Entry Screen to record those services by leaving the
screen and then displaying it again to begin data entry. The clients you originally
skipped are listed on the screen.

If you have skipped some services for clients, but not all, those clients will not
appear again on the Weekly Service Entry screen for that week. To enter
services for them, use the Single Service Entry Screen, described earlier in this
chapter.

If you are unsure which services have been recorded and which have not, press
Gold-S to leave the screen saving the current Reporting Unit Number. Choose
SERVICES from the Main Menu, and then choose MANAGEMENT from the
Service Maintenance Menu. When the screen prompts you, enter a Client
Number and press Return, to display services for that client in the program. Then
return to the Weekly Service Entry Screen to continue service entry.
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Multiple Service Entry

The Multiple Service Entry Screen makes it easy to enter repetitive data—for
example, to enter a number of services for one client or one staff person, or to
enter all of one type of service for a day. It lets you create user-defined defaults
that enter the repetitive data automatically.

To do multiple service entry:

1. Choose SERVICES from the Main Menu.

2. Choose MULTIPLE from the Service Maintenance Menu to display the
Multiple Service Entry screen (Figure 5.10). This screen resembles the Single
Service Entry screen.

Multiple Serwice Entryg

Seryjce
Client Oate  Proc Staff Our  Staff Group Loc
Oefoul ts

S

Py "y My S, oy ey
e, M, M, S, e, e,

1 : )

Fors Ok Y/H: Confidential Information Uzer: LEOH
Enter a reporting unit.

Figure 5.10: Multiple Service Entry Screen

w

. To identify the program you are doing data entry for, enter:

e Reporting Unit: Enter the Reporting Unit Number for the program, and the
screen displays its name. (To enter services for a different program during
the same session, press Gold-P to move the cursor back the RU field, or press
Gold-R to restart the screen.)

4. The cursor moves to the Defaults box (Figure 5.11). Data you enter here will
be repeated for every service you enter in the list below, until you enter new
defaults. You can enter default data for one or more of the following fields:

Client Number: Enter a client number.
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Maltiple Serwice Erntryg

FU: 99991 PSP 0PT

Seryice Cao

Client Oate  Proc Staff Our  Staff Group Loc
Defoul ts

Py "y My M, oy Py
ey M, M, M, e, M,

1 : )

Form Ok ¥Y/H: Confidential Information Uzer: LEOH
Enter a reporting unit.

Figure 5.11: Multiple Service Entry Screen, Entering Defaults

e Service Date: Enter a date in the format MM/DD/YY.

e Procedure: Enter a three-digit procedure code. The field accepts only direct
service procedure codes that are valid for your program.

o Staff: Enter a staff identification number. It will be validated for
authorization to perform the services you enter.

e Duration: Enter the number of hours (up to 23) and minutes (up to 59) the
staff person spent in this service. Counties set fixed time ranges for some
services.

e Co-Staff: Enter the Co-staff identification number, if there is one. It will
also be validated for authorization to perform the services you enter. (Your
screen may not include this column.)

e Number in Group: Enter a number from 1 to 99 indicating how many
clients were involved in the service. The default is “01” for an individual
session.

e Location: Enter the location code, from the following options: 1 = Office,
9= Residential. Use the location where the most basic component of the
service occurred. The default is “1” for office.

5. After you have entered defaults, enter *“Y” at the Form OK prompt (Figure
5.12). The system validates data and prompts you to correct any errors.

You MUST use location “9” entering Residential Services on the Multiple or
Single Entry screens.
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Maltiple Serwice Entryg

FU. 99991 PSP OPT

Seruice Ca

Client Date  Proc Staff DOu- Staff Group Loc
Defaul ts
111111141 11/38,/93 331 9888 A1-88 1 1

e, M, e, T, T, T,
na, S, e, M, S, M,

L i Y
Form Ok ¥/H: [l Confidential Information Jzer: LEOH

Figure 5.12: Multiple Service Entry Screen, Defaults Entered

6. Now, you can use the defaults to enter up to 20 services using the default
information. The information you entered in the default box is displayed
automatically as you enter data in the screen’s service entry lines (Figure
5.13). You can modify the default data, if necessary, or just press Tab to
accept the default value and move to the next field. At the end of each line
you want to save, you must enter “W” to write the service.

Multiple Serwice Ernntryg
Assescment RU: 99991 PSP OPT

Service Co
Client Date  Proc Our Staff Group Loc
Defaults
111111141 AHIABAHA, ALLADDTH 1173803 331

1 AHIAGAHA, ALLADTH 1173893 331
111111141 AHIABAHA, ALLADTH 113893 331
111111141 AHIABAHA, ALLADTH 113803 331
111111141 AHIABAHA, ALLADTH 113893 331
111111141 AHIABAHA, ALLADTH 11/38/93 331
111111141 AHIABAHA, ALLADTH 11/38/93 331
111111141 AHIABAHA, ALLADTH 113803 331 :
1} 1
Form Ok Y/H: Confidential Information lzer: LEOH

P ok ek ok ok ki
P ke ok ks ok ok ok
P ok ek ok ok ki

Figure 5.13: Multiple Service Entry Screen, Data Entry Using Defaults

7. When you are done entering service data, press Return to move to the Form
OK prompt and enter “Y” to accept the data. After the system validates the
data, enter “Y” at the Confirm prompt to save the data.

The screen is cleared and the cursor moves back to the defaults line, so you can
enter additional services or change the defaults.

You can imagine how useful this screen would be, for example, if you had to
enter the same service for a client for a large number of service dates. You could
just change the date and accept the defaults for all the other fields.
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Maintaining Direct Services

To maintain direct services:
1. Choose SERVICES from the Main Menu.

2. Choose MANAGEMENT from the Service Maintenance Menu to display the
Service Maintenance Selection Screen (Figure 5.15).

3. Todisplay a list of services, enter:

e Client Number: You must enter the number of the client who received the
Services.

e Reporting Unit: To narrow the search, you may also enter a Reporting Unit
number.

e Service Date: To narrow the search, you may also enter a complete date or a
partial date that is just a month or year. If you leave out the year, the system
uses the current year.

SEerwiceE Maoaintenance S5 et ion

client Humber: |
Feporting Unit:
Service Dote: L

Feporting Unit Procedure Therapist

Confidential Information USER: SMITH

Figure 5.15: Service Maintenance Selection Screen

4. The Screen displays the Client Name and all the services for the client that
match the criteria entered, listed with the most recent services first (Figure
5.16). Move through the list using the methods described in the section on
Moving Through Lists in Chapter 1. Enter “L” (lookup), “D” (delete), or “U”
(update) next to the services you want to maintain (Figure 5.17).
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Eervice Mainmtenanmnce S5 et ionm

Client Humber: SEEEEEE45 JERSEY GLASS
Feporting Unit:
Service Date: rF I

Feporting Unit - dur-e Therapist  HH:HMH

B 31-Mar-£7 PSF Crisis 999984 CRISIS 378 GORODEZEY B2 :-88 7588
27-Mar—87 PSP Clinic 999263 INDIVIDUAL 3468 EOS INSEY E1:668 56 B8
26—Mar—&7 F5F Clinic 999289 INDIVIDUAL 348 KOS INSEY 61:88 56 88
253-Mar—-£7 F5F Clinic 299282 INDIVIDUAL 3468 KOS INSEY B1:88 56 88
22-Mar—87 P5F Crisis 999964 CRISIS 38 SMITH B3 668 368
1?-Mar—&7 FSF Clinic 999969 INDIVIDURL 346 GORODEZEY B2 -88 56 88

Confidential Informatian USER: SMITH

6 services displaged.

Figure 5.16: Service Maintenance Selection Screen with Services Listed

5. You may select up to 24 services. When you are done, press Return to
display them for maintenance.

Eervice Maoaintenance S5 et ion

Client Humber: SEEEEEE45 JERSEY GLASS
Feportirg Unit:
Service Date: F

Time

Reporting Uni t - dure Therapizt HH:HMHM

U 31-Mar-E7 FSF Crisis 9922684 CEISIS 378 GOFODEZEY B3 -868 73._88
L 27-Mar—-£7 PSF Clinic 992282 INDIVIDUAL 348 KOS INSEY B1:88 56 88
O 26-Mar—87 F5F Clinic 999363 INDIVIDUAL 346 EOS INSEY 61:668 56 66
23-Mar-E7 FSF Clinic 299282 INDIVIDUAL 348 KOS INSEY B1:88 56 88
22-Mar-£7 F5F Crixis 992284 CRISIS 378 SMITH B2 :-88 7588
192-Mar—&7 F5F Clinic 999387 INDIVIDURL 346 GORODEZEY 62 668 56 66

Confidential Information USER: SMITH

6 services displaged.

Figure 5.17: Service Maintenance Selection Screen, Selecting Services for
Maintenance
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Direct Service Lookup

If you entered “L” next to a service, it is displayed in the Service Look-up screen
(Figure 5.18). The data cannot be changed.

SEerwvice Look—aap
JERSEY GLASS
Client: SEEEEEE4S RU: 993383
Last Changed: 83-Apr-&¢ Cost: $356 .66 Service Stamp: 26-MAR-E7
Service Oate: B3S26FE7 Procedure: 3468 IMODIMIODUAL
Staff: PP Staff Ouration: 1 @ Mumber in Group: 1
Co-Staff: B Co-5Staff Duration: Location: 1
Continue: ¥ Confidential Information USER: SMITH
Fress <Feturn* to continue or <{H*<Return* to proccess a new records.

Figure 5.18: Service Look-up Screen

In addition to the data in the Service Maintenance selection screen, this screen
displays:

e Last Changed: The date that the displayed record was last modified by a
user or system program.
e Cost: The amount charged for the displayed service.

e Service Stamp: The date that the service was originally entered into the
system.

Press Return to display the next record selected in the Service Maintenance
Selection Screen. Type “N” and press Return to go back to the Service
Maintenance Selection Screen.

46



Direct Service Delete

If you entered “D” next to a service, it is displayed in the Service Delete Screen
(Figure 5.19). If you are authorized, you can enter “Y” at the Delete OK prompt
and “Y” again at the confirm prompt to delete the service.

SEerwice Delets
JERSEY GLASS
Client: SAEEAGE4S FU: 999963
Last Changed: 83-Apr-&¢ Cost: $356 .66 Serwvice Stamp: 26-MAR-E7
Service Date: B3If26FE7 Frocedure: 348 INDIVIDUAL
Staff: 9999 Staff Ouration: 1 :8@ Humber in Group: 1
Co-5Staff: @ Co—-Staff Duration: Location: 1
Confirm: Confidential Information USEFR: SMITH
Are ygou sure gou want to delete this service? (YiN)

Figure 5.19: Service Delete Screen

If a service has been posted in the billing system, the service may not be deleted
unless you have the correct authorization. If this occurs, tell your supervisor.

Direct Service Update

If you entered “U” next to a service, it is displayed in the Service Update Screen
(Figure 5.20).

If a service has not been processed and you are authorized, you can Tab through
the fields and edit them:

e You can change Staff, Co-Staff, Duration, Number in Group, and Location.

e You cannot change Client Number, Reporting Unit Number, Last Changed
Date, Service Cost, or Service Stamp.

o |If you have supervisor authorization, you can change Service Date and
Procedure.

If the service has already been billed to the client or to a third party payor, you
cannot change some fields through this screen without making an adjustment to
the client’s account. If a service cannot be changed through this screen, the
cursor automatically moves to the Form OK prompt.

You can press Return at any time to move to the Form OK prompt. Enter “Y” to
save the changes. The system validates the data before saving it.
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SEerw ice Update
JERSEY GLASS
Client: SEEEEEE4S RU: 9929363
Last Changed: E1-Apr—&7 Cost: $56_686 Service Stamp: 1-Apr—-&7
Service Date: B3F31787 Frocedure: 338 GROUF

Staff: FRPI] Staff ODuration: 3:8 Mumber in Group: &

Co-Staff: 29936 Co-5Staff Duration: 3:8 Location: 1
Forw OE: Y Confidential Information USER: SMITH
Update walidation in progress.__ |

Figure 5.20: Service Update Screen

Late Entry, and Supervisor Authorization
Late Entry and Supervisor Authorization are available in all three of the
Maintenance Screens.

In the Update screen (Figure 5.21), Supervisor Authorization lets you change
Service Date and Procedure.

In the Lookup and Update Screens, Supervisor Authorization lets you view these
additional fields:

e Posting Status: The service status within the billing system.

Serwy ice Updaote
SapErw i sor

JERSEY GLASS
Client: SEEE0EE45 Fl: 299969

Last Changed: 81-Apr—&7 Cost: $36 .88 Seruvice Stamp: 1-Apr—E£7 19:52:59_77

Serwice Date: BSFREFLSR Frocedure: 338 GROUFP

Staff: 3994 Staff Duration: 3:8 Humber in Group: £

Co-Staff: 29996 Co—-5Staff Duration: 3:6 Location: 1
Service/Client Acct: 1010011935687  Original FRC: 31 Clearances: @
Fosting Status: 5 Fotent FRC: 31 Screen Source: 1
UR Status: @ Tried FRC: & CO5 Dote: 17-HOU-38
UR Fosted: Actual FRC: @
Contact UIO: Episode Stamp: 3F31787 69:13:59_33
Forw OF: Confidential Information USER: SMITH

Supervisor authorization in effect.

Figure 5.21: Service Update Screen, Supervisor Mode

e Original FRC: All payor sources (Medicaid, Medicare, County, Insurance,
Patient) that can be billed for this type of service in your system.
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o Potential FRC: All payor sources (Medicaid, Medicare, County, Insurance,
Patient) that can be billed for this particular service.

e Tried FRC: Payor sources (Medicaid, Medicare, County, Insurance,
Patient) that you have tried to bill for the service.

e Actual FRC: Payor sources (Medicaid, Medicare, Short-Doyle, Insurance,
Patient) that have actually been billed for the service.

e Episode Stamp: The Episode to which the Service is attached. Episodes
can be positively identified by their Key Entry Date which is referred to here
as Episode Stamp.

e Clearances: The Clearances Flagword in the database. This code will
identify which systems have processed this service (POSTING, BILLING,
CDS, UR, POE).

e Screen Source: The screen used to enter the service.

In the Delete Screen, the Supervisor Authorization lets you delete a service that
has been posted by the billing system. In this case, the Delete Screen deletes the
service and also writes an adjustment to the client’s account. Supervisor
Authorization alone does not allow you to delete a service that has been claimed
to a payor source: you must also have additional authorization.

To use late entry and Supervisor authorization:

1. Display the Service Lookup, Delete or Update screen.

2. Press Gold-A to display the screen in Late Entry mode, to enter data for a time
period whose deadline has passed.

3. Press Gold-A a second time to display the screen in Supervisor mode.

4. Press Gold-A a third time to display the screen in both Supervisor and Late
Entry mode.
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Chapter 5
Utilities

E-Mail

%Tip: To learn

more about Mail,
at the MAIL>
prompt, enter
“Help” or press
the Help key. The
system displays a
list of topics. At
the Topic Prompt,
enter the subject
you want
information on.

Use the Utilities Menu to send and receive e-mail, manipulate files, manage the
printer queue, and maintain your logon password.

When you log on or when you are working on the computer system, your
terminal may display a message such as, “You have 3 new Mail messages”. This
section covers the basics of sending, reading, and deleting Mail.

To use e-mail:

1. Choose UTILITIES from the Main Menu.

2. Choose MAIL from the Utilities Menu to display the prompt: “MAIL>".

3. At this prompt, enter the commands described below.

Reading Mail

To read mail:
1. Choose MAIL from the Utilities Menu.
2. Enter “Read” at the MAIL> prompt.

If you have new messages, they are displayed in the order they were received. If
you have no new messages, old messages are displayed in the order they were
stored. If a message is too long to display on one screen, press Return to display
the next screen of text.

To read only one message:

1. Enter “Directory” or “Dir” at the MAIL> prompt. The system displays a list
of messages: each has a number and the author, date, and subject of the
message.

2. Enter the Read command with the number of the message you want to read.
For example, enter “Read 2” to read message number 2.
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Sending Mail

To send mail:

1. Enter “Send” at the MAIL> prompt. The system prompts you for the
recipient and the subject and then lets you type the text, as follows:

2. At the TO prompt, type the Username of the person the message is going to.
To send a message to more than one user, list multiple Usernames separated
by commas. If you give a name that is not a Username (which might mean
that you have misspelled the Username) the system displays an error message.

3. At the SUBJ prompt, type a title for the message, which will be listed in the
recipient’s directory of Mail messages, and will help him/her to know what a
message contains without reading the whole message.

4. The system displays the End Of File mark when you are using the editor.
Type the message, and this line moves down to make room for what you type.
The editor’s advanced features are discussed at the end of this chapter, but you
can just type an e-mail message without using these features.

5. When you finish your message, type Control/Z. Then enter the word “Exit”
to send the message, or the word “Quit” to discard the message. In either case,
you are returned to the MAIL> prompt.

Replying to a Message

To reply to a message:
1. Enter “Reply” at the MAIL> prompt.

2. The system displays the editor to let you send the message. Use this the same
way you do to send a message, as described above. The only difference is that
you do not need to enter a recipient or subject.

Forwarding a Message

To forward the message you are reading to someone else:
1. Enter “Forward” at the MAIL> prompt.

2. The system displays the TO and SUBJ prompts. Use them to enter the
recipient and subject, in the same way you do to send a message, as described
above.

The whole message is sent, including the Header information (FROM, TO, and
SUBJ) on the message you received, and the new Header information that you
entered at the TO and SUBJ prompts.
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Deleting a Message

To prevent your mailbox from getting crowded, you should delete mail messages
as soon as you know you will not need them again.

To delete a message while you are reading it:
1. Enter “Delete” at the MAIL> prompt.

To delete a message you are not reading:

1. Enter “Directory” or “Dir” at the MAIL> prompt. The system displays a list
of messages: each has a number and the author, date, and subject of the
message.

2. Enter the Delete command with the number of the message you want to
delete. For example, enter “Delete 2” to delete message number 2.

To delete a group of messages

1. Use the Select command with the /BEFORE or /SINCE qualifier to define a
group of messages to delete, as follows:

e MAIL> SELECT /BEFORE= <date> Selects those messages received before
the date specified. Dates are specified like this: 2-FEB-85, 10-APR-85.)

e MAIL> SELECT /SINCE= <date> Selects those messages received since the
specified date.

2. After selecting a group of messages, enter the command DELETE /ALL
qualifier to delete them.

For example, the two commands:
MAIL> SELECT /BEFORE=2-APR-97
MAIL> DELETE /ALL

delete all messages in the Mail file which were received before April 2, 1997.

Customizing Your Mailbox

You may find these commands helpful:

e MAIL> SET PERSONAL_NAME <My Name> Includes your personal name in all
mail messages.

e MAIL> SET COPY_SELF SEND REPLY FORWARD Sends yourself a copy of the
e-mail you send.

e MAIL> SET CC_PROMPT Displays a prompt that lets you send a CC to
someone else.

e MAIL> SET QUEUE <Printer Queue Name> Lets you print your mail.
Messages can be printed at your local clinic printer.
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Passwords

When you log on to the computer system, you must enter your Username and
Warning! Ifyoulog  Yyour Password. Passwords are vital to system security. Passwords expire every

onto the systemafter iy (6) weeks. Two or three days earlier, you will receiving warnings that your
your Password has

expired you will be Password is about to expire.
prompted for a new
Password. If you To change your Password:

bypass these prompts,
youwillnotbeableto 7 - chopse UTILITIES from the Main Menu.

log on again and will

need call the Support 5 -~ Chopse PASSWORD from the Utilities Menu to display the Password Menu.
Services at (510)567-

8181 This has only two options: Primary Password and Secondary Password.

You may have only one password, the Primary Password. If you choose, you can
also create a Secondary Password.
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Printer and Queue Management

The Department assigns a name to the printer attached to your terminal, such as
PQ_CHILDRENS, or SONOMA. The queue refers to the waiting line for the
printer. If there are no items to be printed, the queue is empty. When you print
an item, it is sent to your printer queue.

The Printer and Queue Management menu lets you manage print jobs.

Show Queue

To view the printer queue:

1.
2.
3.

Choose UTILITIES from the Main Menu.
Choose PRINTER from the Utility Menu.

Choose SHOW from the Printer and Queue Management Menu to display the
Show Queue Screen.

. Use the field at the top to identify the queue:

Queue Name: Enter the name of a print queue, or press Return to select
your print queue. The screen lists all the jobs waiting in your queue to be
printed, in the order that they will be printed. (Figure 15.9).

. After viewing the Queue, press Return to go back to the Printer and Queue

Management Menu.

The statuses of jobs in the queue are:

Pending: a job waiting to be printed.

Holding: a job put on hold, or delayed. In some cases, a time can be
associated with this status, e.g. “holding until 15-Jun-1987 02:00”.

Printing: a job now printing.
Paused: a job delayed in the midst of printing.
Aborted: a job deleted in the midst of printing.

OQueues Utility

Show Oogsige

COueue Mame: PO_SUMSET
Terminal queus PRINT_TXAA, stopped, on TXAS:, mounted form DEFAULT,

FERSE_FPRIORITY=4/0EFAULT=CFEED , FORM=DEFAULT »/L | BRARY=5YS0DEVCTL LA 1688
Lowercase /RETA M =ERROR #SCHEDULE=<HOS | ZE » /SEPARATE=CRESET=RESET_COMDEHSE »

Jobrame Username Entry Status
ACCOUNT _DOCUMEMT SMITH 1642 Pending
ACHS SMITH 16432 Pending
DATABASE_DSCAR SMITH 1644 Pending
0¥ _REFORT SMITH 1645 Pending

USER: SMITH
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Figure 15.9: Show Queue Screen

Start Printer Queue

Use Start Printer Queue to print everything that waiting to be printed is printed,
in the order that it is listed. If there is nothing to be printed, the printer readies
itself.

To start the printer queue:

1. Choose UTILITIES from the Main Menu.

2. Choose PRINTER from the Utility Menu.

3. Choose START from the Printer and Queue Management Menu to display the
Start Printer Queue screen (Figure 15.10). It has the following fields:

OQueues Utility

S=tar-t Frinmnter Ouasugse

Oueus name:

Frinter Tupe:

Form Mounted:

Characteristics:

USER: SMITH

Figure 15.10: Start Printer Queue Screen

e Queue Name: To start your printer, enter its name here, or just press Return
to accept the default printer.

e Form Mounted: This is not currently implemented. The only forms in use
are standard 8 1/2 by 11 sheets of paper.

e Characteristics: This is not currently implemented. Your printer will print
as designated by the document.

4. After you have indicated which printer you are using, the system displays the
message shown in Figure 15.11. Make sure the paper is properly aligned.
Then type “C” to Continue, “S” to Stop printing, or “R” to retry the page.
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OQueues Utility

=Z=tar-t Frinter Ous=uae

Oueus name: PO_SUHSET

Frinter Tupe: DEC
Form Mounted: DEFAULT

Characteristics:

Stop, Retry, Continue 7 USEF: SHITH
Check that the first print line is correct.

Figure 15.11: Start Printer Queue Screen Asks for Confirmation

The system continues printing all jobs on the queue.

To stop the printer:

1.

Press the Spacebar key. Do not press Spacebar more than once. Do not turn
off your printer. If several people are using the computer system, it can take a
couple of minutes to stop printing.

. After you have stopped the printer, the system displays a message asking what

it should do with the current print job. You must choose one of the options
within 30 seconds, or the system will continue printing the current job. You
have the following options:

Delay: Moves the current job to the end of the queue. The next job begins
printing. When the delayed job starts printing again, it begins on the page it
was printing when the Delay command was given.

Delete: Deletes the current job without it being completed. The job is
removed from the printer queue. The next job begins printing.

Restart: Restarts the current job at the beginning.

Stop: Stops the printer. When you start the printer again, the job continues
printing.

Wait: Stops the printer temporarily.

Continue: Continues printing the current job to continue printing where it
left off.

Restarting Stopped Print Jobs

If you use the Stop Command while printing a file, the printer is stopped and you
are returned to the menu.

To continue printing that job:

1.

Choose START from the Printer and Queue Management Menu.

2. Use the Start Printer Queue screen to start the printer, as described above.
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3. The system displays the prompt: Stop before next entry. Press Return to
accept the default “N” to print all jobs on the queue, or enter “Y” to print only
this job and stop again.

4. The system displays the prompt: Continue printing this entry. Press Return to
continue the job.
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Chapter 6
Reports

Reports available are based on your User Authorizations and Program Site. The
main two types of Reports available are Caseload and Service.

To run a report:

1. Choose REPORTS from the Main Menu.

2. Choose one of the submenu options of the Report Menu (Figure 17.1). As
you can see, this menu lets you choose submenus with reports that are used for
different purposes.

Heport IMenu

selection: [

Selection Description
ACCOUMT Account Feports
CASELORD Caseload Reports
CLINICAL Clinical Reports
INSURAMCE Insurance Reports
OFEFRAT IONS Special Feports For Operations
REVEHUE Fevernue Feports
SERVICE Service Feports
u LY

Figure 17.1: A Typical Report Menu

3. Choose the report from the submenu.

Your local Operations Staff controls how these submenus are organized, and you
should ask them which menus you should have and where specific reports are.

The standard InSyst package includes these submenus for reports:

e Caseload Reports: contains reports on the management of the workload at
the clinic level: staff caseload reports, clinic caseload reports, productivity
reports, etc.

e Service Reports: contains staff productivity, service audit and program
productivity reports.
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Running Reports

Once you select a report from one of the Reports Menu, you may be prompted for
information needed to produce the report. First the system will ask you questions
about when the report will be created, or where the report will be printed. After
that, it will ask you questions that control the content of the report, such as client
number, reporting unit number, or date range that it will report on.

The following example (Figure 17.2) shows the dialogue similar to what you
may see on the screen when you produce a report. The symbol <RETURN>
means that pressing Return will accept the default answer to the question.

REPORT_PSP118
This report may only be run in “BATCH” mode
Specify when the report generation should start up:
time = hold until specified date/time (DD-MMM-YYYY:HH:MM)
<RETURN> = start up immediately
?
Specify print destination

NOPRINT = do not print report (save as disk file)
queue name = name of printer queue (e.g.. COMMON)
<RETURN> = print on the default printer: pg_myprinter

?

Specify number of copies

number = number of times to print this report
<RETURN> = 1 copy

?

Specify print setup/form

examples:
CONDENSE = print 132 columns on 80 column paper
DRAFT = print in normal “FAST’ mode
LETTER = print in slower “LETTER QUALITY” mode

<RETURN> = print using the default
?
Send mail notification when report has completed?:
YES/NO = send mail/do not send mail
<RETURN> = do not send mail
?
Parameters selected:
Send to batch (release terminal)
,start report generation immediately
,use printer: CHANATE
,print 1 copy of report
,default printer form/setup
,no mail notification

OK to continue? <Y/N> Y

Enter Case Number for Episode History Report

? 10000015

Submitting report REPORT_PSP118 to run in batch mode on REPORT_MHS$BATCH
Job REPORT_PSP118 SMITH (queue REPORT_MHS$BATCH, entry 1) started on
REPORT_MHS$BATCH

Jobname Username Entry Blocks Status
REPORT_PSP118 SMITH
SP_SNMHS_RPT 1 Executing
On batch queue REPORT_MHS$BATCH
all done

press <RETURN> to return to Menu

Figure 17.2: Sample Report Dialogue
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@ Note: You can terminate your report request at any time by typing Control/Z.
The report dialogue will terminate itself if you do not respond after a short time.

After you finished the dialog, the system displays all the options you have chosen
and displays the prompt: OK to continue. Enter “Y” to produce the report, or if
an option is incorrect, enter “N” to use the dialog again.

Report Dialog Questions

This section explains some questions the system may ask you. Which questions
are displayed depends on the report and your level of authorization. Here is an
explanation of some questions commonly used in dialogs.

Specify when the report generation should start up:

Enter a date and time, such as 19-SEP-1997:18 (September 19th at 6:00 PM), or
just a time, such as 19 (today at 7:00 PM).

Some reports can be run at any time during the day. Some reports that use
system resources heavily, can only be run in the evening or weekends. If you try
to run a report immediately, the system may display a message with the times
you can run the report.

Automatically distribute reports to program printers?:

Some reports are automatically sent to the correct printer for each reporting unit.
Instead of the printer section of the dialogue show above, the dialog might say:

Automatically distribute reports to program printers?:

YES/NO = distribute reports/do not distribute reports
<RETURN> = distribute reports
?

If you select this option, the system will send the needed version of the report to
the printer for each reporting unit.

Specify print destination

Enter a printer name. If the report is set up to print at the printer assigned to the
person requesting it, this printer’s name will be displayed as the default. If the
report is set up to print at a specific printer, this question is not asked.

Specify number of copies

Enter a number to print more than one copy of the report.

Send mail notification when report has completed?:

Enter Yes to have the system send you e-mail message when the report is
completed and ready for printing. Because you generally are only notified of
mail messages when you log on, this option may not be effective for most users.
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Enter the Reporting Unit Number for your program

Enter the six digit reporting unit number for your program reporting units. Never
enter “*” as this will request the report for EVERY reporting unit in the County.

Enter a starting date for the report

For service and productivity reports, you enter a date range. At this prompt,
enter the first day of the range.

Enter an ending date for the report

For service and productivity reports, you enter a date range. At this prompt,
enter the last day of the range.

Enter a client number

For client oriented reports, enter the client number.
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Report PSP 100

Primary Staff Caseload Report

Report Description:

This report shows all clients currently assigned to each clinician in a reporting
unit. It lists client name and number, episode opening date, age, primary
diagnosis, last service date, and primary physician if one has been assigned. It
also lists other reporting unit and staff who have open episodes for each client. It
provides a total count for each staff member.

Running the Report:

Operations Staff should use the Report menu to run this report regularly—
monthly or more frequently as needed—and to send the output to each Reporting
Unit’s printer. If you do not receive this report regularly, contact your local
Operations Staff.

Using the Report:

This report gives clinicians a list of all clients for whom they are primary
therapist, with basic information on each client.

Review it for accuracy. It is very important to keep the clients’ Primary Therapist
up to date, so reports go to the correct staff person.

Output File:
MHS_OUTPUT_REPORT:

STAFF_CASELOAD_PSP100.****** | |S.

Primary Staff Active Caseload 20-Vey-1993
Page 1
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Report PSP 100

Vireland County Vertal Heallth

VLD QUTPATIENT
Caseloed for: AUILAR

@)
ADELIA

Cases active as of:  3-Ja+-193

Other

Client Nane
Staff

RHONDA BARTLETT

PAULINE BERGGREN

Also Open At: VLD QuIT
AUILAR

Also Open At: VLD ADT
VERCADO

LINDA BOEDING
LOUISE BORDEN
Also Open At: VLD QuIT
AUILAR
BLLA BRINKLEY
THOWAS BUTTERFIELD
Also Open At: LD QvT
AILAR
GRIS CARADCHEK
Also Open At: VLD QvT
AILAR
MARY QOX
FRANK ECDINGTON

GARY FOMER
Also Open At: WSOP

JEWNIFR GERBIL

MARY HARDESTY

Also Cpen Atz VLD QvT
AQUILAR

Also Open At: LD ADT
VERCADO

IRIS HARRIS

Also Qpen Atz MT-SUPRCRT

AILAR
Also Cpen Atz VLD QvT
AUILAR

JEBSS HRRERA
KIVBERLY HILLEY

DAVID HMPRIES

Also Cpen Atz VLD QvT
AQUILAR

Also Open At: LD ADT
VERCADO

Client
Nunber  Opening Date

00087/l 2/08/85
oossre4 Y27/
Y20/2

6/04/2

0oogs7787 8/18/92
00088871 /07791
12/07/2

00065648 10/06/2
oooeE614 702/
11/01/22

006566642 10/01/90
1/03/91

000656639 M0/0
00066 8/11/%2
007878008  30/0
¥18/2

000783634 2/04/2
00877560  12/06/90
12/06/20

1728/91

0007838%  8/31/0

47

Primary Service

Diagosis

38.20
25.62

25.62

25.92
296.60

26.60
296.45
26.45

25.3
25.3
300.40
5.3

25.30
296.44

265.90

2570
2570

26.2
20.20
20.20
20.20

25.92
296.46

26.40
26.70

2%6.70

Confiderttial Information

Date

2124/

7/09/2

1/13/93

VI/R

11/17/2

1/13/3

2/18/3

1/12/93
7713/

Physician

DAVIS

STAH-

WILLIAVS

DAVIS

STAFF
WILLIAVS

STAFF

DAVIS
STAFF
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Report PSP 121

Program Caseload Report

Report Description:

This report lists all the clients with open cases for each reporting unit. It includes client number, name,
opening date, age, primary diagnosis, and primary staff.

Running the Report:

Operations Staff runs this report monthly or more frequently if needed. It is routed to
each Reporting Unit’s printer. If you do not receive this report, contact local Operations
Staff.

Users can also run this report using the Report menu.

It prompts you to enter a Reporting Unit (or enter “*” for all units) and to enter a target
date. The report finds all clients open on the target date.

Using the Report:

The report is used as a management tool by program managers, to balance the work
among staff or to quickly review the types of client being served. It is also used to direct
the distribution of other reports, such as the Utilization Review reports.

The report might also show that it is necessary to improve the data entry process. Any
duplicate clients should be reported to Operations Staff.

Output File:

MHS_OUTPUT_REPORT:
PROGRAM_CASELOAD_PSP121 . ****** | |S
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Report PFP121
Day Treatment

Cases active as of: 5-Dec-192

Cliet Nare

SHEILA A CLIENT
PHILLIP B CLIENT
JAES C ALIRNT
MICHAEL. D CLIENT
NAXINE CLIENT
IRENE CLIENT
BERVACETTE CLIENT
ANCREW CLIENT
MIKE CLIENT
JOSEPH CLIENT

0

RICK CLIENT
JOMNNE CLIENT
STERANIE CLIENT
ROSEVARY QLIENT
LINDA CLIENT
ROGER CLIENT
PALLINE CLIENT
DONNA CLIENT
HORTENSIA CLIENT
SALEL QLIENT
NENJEL. CLIENT
CEANIS CLIENT

TOTAL CPEN CASES KR Day Treatmarit

Program Casellced

Primary
Diagosis
262
2%.70
2%5.40
25.35
262
2%5.40
2590
296.60
.0
252

mo >

25.90
25.710
70.90
25.62
25.%
26.60
V71.0
26.70
6.2
6.2
25.40
25.0

BREIBARBERRR JINABNBRERR

Catfidantial Information

Primary

Staff Prysician

MILLER

MILLER
MILLER
SIAF

MILLER
SIAF
MILLER
MILLER
MILLER
STAF
SIAF

STAF
MILLER
MILLER
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Report PSP 131

Reporting Unit Service Summary by Provider

Report Description:

This report shows the total services by type for the specified reporting unit during
the specified time period.

Running the Report:

Use the Report menu to run this report as needed. You are prompted to enter the
reporting unit, time period, and printer. Enter Reporting Unit number.

Using the Report:

Use this report as a planning tool, to audit service entry and program
productivity. .

Output File:

MHS_OUTPUT_REPORT:
RU_SERVICE_SUMMARY_PSP131.****** | |S
REPORT_PSP131_FILE.LIS
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Service Sumary
Direct ad Indirect Services

Report PSP131
Reporting Period:  Fran 01-Nov-1992 1o 30-Nov-1992
Service Site
WESTSIDE QUTPATIBENT @)
310 Collateral
30 Assessent
30 Individual
330 Grop
330 Medication
S.b Total for Direct Services
421 Comunity Client Cortact
S.b Total for Indirect Services

Total Servicss for 832021

Service Total

8 o o 8 RSBes

Total Hours

3.3
1155.43
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Report MHS 707

Service Audit Report

Report Description

This shows all services (based on services stamp) entered into the computer
for each clincian for the day of the report run. Information includes service
date, clinican, client served, procedure, number in group, service duration,
service location, and co-staff. “# in Group” and Co-staff” contain an asterisk
for non-group procedures.

How to Get the Report

The report generated and gueued to your printer automatically the day after services are
input.

How to Use the Report

Review for accuracy. The report is intended as a data entry management tool to assist a
manager in making sure all the services performed in a clinic are being entered on a
timely basis. If service entry is abnormally low, an audit of the data collection and
service entry process may be needed. If there is incorrect information, episode and
service updating may be required.

File Directory: MHS_OUTPUT_REPORT
File Name: SERVICE_AUDIT_MHS700.****** | |S
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RERCRT DASTO7
Provider: ST. MRY"S CDF GONTY
Irput Date: 14-Var-2000

Service Adit Date:  1-Mar-2001
Primery Thergpist: RN BUTLER

Cae # Cliet Nare
010001619 BATISTE JosEH
(010002996 WILSON DIANA
(010004013 WIGALL WILLIAV
010007424 MODY MARCIA
Q10011177 WATERS WARNHLL

010019130 HUTCHISON HRE

(Co0s0)

ALQCHL A\D OTHR DRG
Service Adit Report

g

Staff #: 625

HH:W

1:0
1:30
1:30
1:0
1:0
1:30

Location

RRRRRR

15-Var-200L
Pace 1
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Service Detail Report For Mode 15, 50, and 60 Programs

8-Apr-2001
Page 142

AAVEDA CONTY
H.A.AALR.T.-CV - MNT Core (810450)

Cliet Nare: MHAWED ABBOUSHI Birth Date:  1-Dec-19%

Sexc M

Ethnicity: Other

Case #: 10002370 SS\: 377665009 Acoount Number: 10002370
Mediicaid : 377689000 /2001 Address: Np address.
Disgosis codes for the folloving servioes: Dx 1: 34.00 CPIOID DEPENDENCE
Dx 11z 799.90 DIAG\DSIS DHFERRED- AXIS /11
Dx I Unknonn lakel
Primary (¢e}

Service Proc Service Staff Staff Cost of

Date ok Proosdure Primary Staff Tire Q - Staff Time  Sarvice
301/2001 704 DALY SHMN @) 00O:: O 00:00 9.8
/2001 04 DALY SHMAN @) 008 O 00:00 9.8
3/03/2000 04 DAILY SHMAN @Gox) 008 O 00:00 9.8
3/04/2001 04 DAILY O 00:8 O 00:00 9.8
/2001 704 DALY (@) 00:8 O 00:00 9.8
3/06/2001 791 NIP - INDIVIDUAL COJ  DUGAS @49 0 O 00:00 B.A
30672001 04 DAILY O 00:08 O 00:00 9.8
30772001 04 DAILY O 00:8 O 00:00 9.8
3082001 704 DALY O 00:8 O 00:00 9.8
3/0/2001 04 DALY O 00:08 O 00:00 9.8
12001 04 DAILY (@) 00:08 O 00:00 9.8
1172000 04 DAILY O 00:8 O 00:00 9.8

&3

RPRRPRRRRRRRRRER

70



Special Key Sequences

The Gold key sequences, Control key combinations, and Special Function keys
used in InSyst are listed below.

Gold Key Sequences

The Gold Key is the PF1 Key on Digital Equipment Corporation terminals, and
is the NumLock key on PCs. Other keys may be used on other terminals.

To use Gold Key sequences, press the Gold Key, release it, then press the next
key. For example, if the instructions say you should press Gold-E, it means you
should press the Gold key, release it, and then press “E” and release it.

Gold Key sequences used in InSyst are:

Gold-A: (All / Authorize) gives you additional functions in entry and
maintenance screens, such as All Clients/Services, Supervisor Mode and Late
Entry Mode.

Gold-B: (Backup) makes the screen page back one page, to display records
in a list that cannot fit on a single screen.

Gold-C: (Client #) moves the cursor to the Client Number field on some
screens.

Gold-D: (Down Two) makes the screen page forward two pages, to display
records in a list that cannot fit on a single screen.

Gold-E: (Exit) exits from the current screen and returns to the menu,
without saving data entered in the screen, or returns to the previous menu.

Gold-F: (Face Sheet) request the menu to select Face Sheets, then press F6
to complete the request.

Gold-H: (Home) moves the cursor to its home position on the current
screen, the field on the screen where data entry began.

Gold-1: (Insert) inserts a new record when you are using the Maintenance
Selection screens.

Gold-M: (More) makes the screen page forward one page, to display
records in a list that cannot fit on a single screen.

Gold-R: (Refresh) restarts the screen, with no values entered. This is useful
if you made mistakes in data entry.

Gold-S: (Save and Exit) leaves the current data entry or maintenance
screen, and saves the data entered. This sequence retains the current Client
and Reporting Unit, so it automatically displays it in the next screen you use.

Gold-U: (Up Two) makes the screen page back two pages, to display
records in a list that cannot fit on a single screen.
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Control Key Combinations

To use Control Key combinations, continue holding down the Ctrl Key while
you press the next key in the sequence. For example, if the instructions say to
press Control/W, you should press the Ctrl Key, keep holding it down while you
press “W”, and then release both.

Control Key combinations used in InSyst are:

Control/H: (Hop Back) moves the cursor back one field.
Control/J: (Junk) clears a field.

Control/W: repaints or refreshes the screen. Use it if the screen display has
been disturbed.

Control/Z: ends an editing session in the Mail.

05/23/01
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