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²Ƙŀǘ ƛǎ /ƭƛƴƛŎƛŀƴΩǎ DŀǘŜǿŀȅΚ 
 

 

× /ƭƛƴƛŎƛŀƴΩǎ DŀǘŜǿŀȅ ƛǎ ŀƴ LƴǘŜƎǊŀǘŜŘ ΨhƴƭƛƴŜ tǊƻƎǊŜǎǎ bƻǘŜ {ȅǎǘŜƳΩΦ 

× ¢ƘŜ ǇǊƛƳŀǊȅ ƻōƧŜŎǘƛǾŜ ƻŦ /ƭƛƴƛŎƛŀƴΩǎ DŀǘŜǿŀȅ ƛǎ ǘƻ ŀƭƭƻǿ HIPPA-compliant electronic 
entry of clinical notes. 

× /ƭƛƴƛŎƛŀƴΩs Gateway is designed to reduce audit exceptions due to missing data or 
missing notes, and assist management and staff in capturing all staff activity. 

× /ƭƛƴƛŎƛŀƴΩǎ DŀǘŜǿŀȅ ƛǎ ŀ ǎǘŀƴŘ-alone front-end add-on to SmartCare and is the first in 
a series of add-on packages that can be used instead of standard built in data entry 
screens for SmartCare.  

× Web based application utilizing Electronic Signatures 

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

× /ƭƛƴƛŎƛŀƴΩǎ DŀǘŜǿŀȅ ƛƴǘŜƎǊŀǘŜǎ ǇǊƻƎǊŜǎǎ ƴƻǘŜǎ ǿƛǘƘ ǘƘŜ SmartCare billing module and 
can be used for approximately 100% of the data entry into SmartCare. 

× HIPP-ŎƻƳǇƭƛŀƴǘ άtŀǎǎǿƻǊŘ {ŜŎǳǊƛǘȅέ ǘƻ ƪŜŜǇ ȅƻǳǊ ǇŀǎǎǿƻǊŘ ǳƴƛǉǳŜ ŀƴŘ ŎƻƴŦƛŘŜƴǘƛŀƭΦ 
This is accomplished by allowing each User access to change their own Passwords 
whenever Necessary. 

 

 

 

 

 

Commented [MMA1]: Change to SmartCare.  

Commented [MMA2]: Change to SmartCare 
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Features 
 

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

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

× Fully integrated with current system (SMARTCARE) 

× Built in timesheets to track service provider activity 

× Creation of client groups and group service notes with individual addendums 

× Multiple co-staff notes for case review 

× Medical spelling checker 

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

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

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

× Ability to place uncompleted Progress Notes in Pending Mode to be completed at another time. 

× Addendums can be made to Finalized notes 

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

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

× No lost Notes. 

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

× All Progress Notes will be readable. 

× Reduced errors in billing. 

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

× MORE REVENUE. 

 

Commented [MMA3]: Change to SmartCare 
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[ƻƎƎƛƴƎ ƛƴǘƻ /ƭƛƴƛŎƛŀƴΩǎ 

Gateway 
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Login ς Security 
 

FOR ACBHD STAFF:  Find the link to this page at 

https://acgovt.sharepoint.com/sites/BehavioralHealthΣ ŎƭƛŎƪ ƻƴ /ƭƛƴƛŎƛŀƴΩǎ DŀǘŜǿŀȅ 

MHS/SUD SmartCare under My Tools. 

 

 FOR CBO STAFF:  Find the link via the web portal at https://bhcsportal.cloud.com. Click 

ƻƴ /ƭƛƴƛŎƛŀƴΩǎ DŀǘŜǿŀȅ aI{κ{¦5 {ƳŀǊǘ/ŀǊŜ 

 

 

https://acgovt.sharepoint.com/sites/BehavioralHealth
https://bhcsportal.cloud.com/
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Á Log on page ς This invokes your digital signature.  
Á Keep your password secure ς Important: To be kept as secure as a bank card pin 

number.  
Á Passwords must be at least eight characters ς one uppercase and one lowercase 

alpha character, and one numeric character.  
Á If you have three failed attempts at entering your password, your account will be 

locked, and you will need to contact the helpdesk at 510-817-0076 or 
HCSASupport@acgov.org for assistance.  

Á If you are accessing SUD environment you will see this banner at the top of each 
page 
 

 

Initial Login 
1. Sign into CG using your SmartCare staff number and the password that was provided 

to you by the Help Desk. The first time you login, you will need to update your 
password. (8 characters or more, including at least 1 uppercase, 1 lowercase, and 1 
number) 
 

2. Check personal information Ǿƛŀ ά{ŜŎǳǊƛǘȅκtŀǎǎǿƻǊŘέ ŀǘ ōƻǘǘƻƳ ƻŦ IƻƳŜ ǇŀƎŜ 
 

 

mailto:HCSASupport@acgov.org
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3. aŀƪŜ ŎƘŀƴƎŜǎΣ ƛŦ ƴŜŜŘŜŘΣ ŀƴŘ ŎƭƛŎƪ άupdate profileέ ǘƻ ǊŜǘŀƛƴ ŎƘŀƴƎŜǎΦ ILb¢Υ ¦ǎŜ ǘƘŜ 
ά¢ŀōέ key to enter the Phone Number fields from the e-mail field to land in the 
correct spot. 
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4. The preferences tab is used to set the following: 
 

1.  Print On Finalize ï Defaulted (Yes) 

o Yes - Print Service page will display after Finalizing, and with Daily Approval, all 

services will print under your Staff Log.  

o No - return to the Home Page after finalizing and with Daily Approval, only the summary 

on the Staff Log printout. 

 

2. Print On Save ï Defaulted (No) 

o Yes - Print Service page will display after saving. 

o No - return to the Home Page after saving 

 

3. Print on Approve ï Defaulted (Yes) 

a. Yes - Print Service page will display after approving. 

b. No - return to the Home Page after approving. 

 

4. Default Service Date ï Defaulted (Yes) 

a. Yes to default todays date on a note. 

b. No to start without a date selected. 

 

5. Service Note Popup ï Defaulted (Yes) 

a. Service Note Popup launches an Enlarged popup textbox when double-clicking a 

textbox. Select no to disable. 

 

6. Import RXNT Manually - Defaulted (Yes) 

a. Import RXNT Manually means the prescriber pulls the day's prescription manually 

onto a note. If unchecked, then a draft note is created in CG with each prescription in 

RXNT 

 

7. Click to Save changes 
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8. Note the tabs for changing your password, adding security questions, and seeing the 

expiration date for your electronic signature agreement. 

 
9. Changing your password restarts the 90 day period before the next required password change. 
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10. Check your staff information.  Click on your name on the Home page to bring 
up your staff view page. 

 
 

 

 
 

 

 
 
 
 

 

 



16 
 

11. Verify basic staff information:  Basic staff information, displayed in the upper 
half of the page, will need to be updated via a SmartCare Staff Number 
Request Update form.   

 
12. Verify your Reporting Units: To view your reporting units, click on the 
άProvidersέ ōŀǊΦ ¢ƘŜ ŘŜǎƛƎƴŀǘŜŘ w¦Ωǎ allow you to write a progress note into 
an RU.  To update them, a supervisor submits a CG Authorization Update 
Request e-form.  
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Client Information 
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Client Search 
 

1.  You can use the global search tool located at the top ǊƛƎƘǘ ƻŦ ŀƭƭ /ƭƛƴƛŎƛŀƴΩǎ DŀǘŜǿŀȅ 
tŀƎŜǎΦ {ŜƭŜŎǘ ά/ƭƛŜƴǘǎέ ŦǊƻƳ ǘƘŜ ŘǊƻǇ ƭƛǎǘΦ (Clients is also the default for this tool) 

 

2.  ¢ȅǇŜ ǘƘŜ ŎƭƛŜƴǘΩǎ ƭŀǎǘ ƴŀƳŜ ŦƛǊǎǘΣ ǘƘŜƴ ŦƛǊǎǘ ƴŀƳŜΦ όǿƛǘƘ ŀ ǎǇŀŎŜ ƛƴ ōŜǘǿŜŜƴΧƴƻ 
need to use a comma) 
 

a. !ƭǘŜǊƴŀǘŜƭȅΣ ȅƻǳ ŎƻǳƭŘ ǘȅǇŜ ƛƴ ǘƘŜ ŎƭƛŜƴǘΩǎ SmartCare ID number. 
 

b. !ƭǘŜǊƴŀǘŜƭȅΣ ȅƻǳ ŎƻǳƭŘ ǘȅǇŜ ƛƴ ǘƘŜ ŎƭƛŜƴǘΩǎ {ƻŎƛŀƭ {ŜŎǳǊƛǘȅ bǳƳōŜǊ ǇǊŜŎŜŘŜŘ 
by the # sign (for example, #123-33-3333.  You may use dashes or not.) 

 

c. If you are unsure on exact spelling you may use a percent (%) symbol as the 
wild card. For example, a client name Client Testerson can be found by 
ǎŜŀǊŎƘƛƴƎ Ψ¢Ŝǎǘ҈ /ƭƛŜƴǘΩ 

 

3. Click on Search 
 

 
  

Commented [MMA4]: SmartCare 
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¶ The search results screen will show the list of clients.  
1. ¢ƘŜ ƭƛǎǘ ƻŦ ά!ƭƭέ ŎƭƛŜƴǘǎ ŀǊŜ ŀƭƭ ŎƭƛŜƴǘǎ ƛƴ !ƭŀƳŜŘŀ /ƻǳƴǘȅΦ   
2. ¢ƘŜ ƭƛǎǘ ƻŦ ά{ŜǊǾƛŎŜŀōƭŜέ ŎƭƛŜƴǘǎ ŀǊŜ ǘƘƻǎŜ ŎƭƛŜƴǘǎ ŦƻǊ ǿƘƻƳ ȅƻǳ Ŏŀƴ ǿǊƛǘŜ ŀ ƴƻǘŜΦ 
3. Notice that these two clients are the same person, because they have the same 

client number.  The one with the icon is an alias name. 
 

Client Face Sheet 
 

¶ To get the Face Sheet, either  
4. /ƭƛŎƪ ƻƴ ǘƘŜ ŎƭƛŜƴǘΩǎ ƴŀƳŜ ƻǊ  
5. Click on the blue button at the far right of the row, to bring up the menu and 
ǘƘŜƴ ŎƭƛŎƪ ƻƴ άCŀŎŜǎƘŜŜǘέ ŦƻǊ ǘƘŀǘ ŎƭƛŜƴǘΦ  
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Á To print the Face Sheet, click on ǘƘŜ άΧέ ōǳǘǘƻƴ (1),  
Á Click on Print 
Á ¢ƘŜƴ ǎŜƭŜŎǘ ǘƘŜ ǇǊƛƴǘŜǊ ȅƻǳ ǿŀƴǘ ǘƻ ǎŜƴŘ ǘƘŜ ŦƻǊƳ ǘƻΣ ŀƴŘ ŎƭƛŎƪ ƻƴ άtǊƛƴǘΦέ  
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Client Services Search 
 

1. ¢ƻ ŎǊŜŀǘŜ ŀ ƭƛǎǘ ƻŦ {ŜǊǾƛŎŜǎ ŦƻǊ ŀ ŎƭƛŜƴǘΣ ǎŜƭŜŎǘ ά{ŜǊǾƛŎŜǎέ ŦǊƻƳ ǘƘŜ ŘǊƻǇ ƭƛǎǘΦ  
 

2. ¢ȅǇŜ ǘƘŜ ŎƭƛŜƴǘΩǎ ƭŀǎǘ ƴŀƳŜ ŦƛǊǎǘΣ ǘƘŜƴ ǘƘŜ ŦƛǊǎǘ ƴŀƳŜΣ όǿƛǘƘ ŀ ǎǇŀŎŜ ƛƴ ōŜǘǿŜŜƴΧ Řƻ 
ƴƻǘ ǳǎŜ ŀ ŎƻƳƳŀύ ƻǊ ǘƘŜ ŎƭƛŜƴǘΩǎ SmartCare ID #. 

 

3. Click on Search.  
 

 

 
 

 

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

To read the note, click on the Service # (1) or click on the blue button. (2) 

 

 

 

Searching for a Single Service by Service number 

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

service number by the # sign.  Click Search. 
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Medication Log 
 

The Medication Log can be called up by two methods: either by using the Client 

Search/Action Button or by using the Client Medication Search. 

 

aŜǘƘƻŘ І мΥ  ά/[L9b¢ {9!w/Iκ!/¢Lhb .!wέ {9!w/I twh/95¦w9Υ 

1. In the Global Search field, leave Clients in the drop down, and enter the ŎƭƛŜƴǘΩǎ 
name, click Search. 

  

2.  Click ǘƘŜ άAction Button έΣ ǘƘŜƴ click Client Medication. 
 

 

 

aŜǘƘƻŘ І нΥ  ά/[L9b¢ a95L/!¢Lhbέ {9!w/I PROCEDURE: 

 

1. In the Global Search area, choose Client Medication, and enter the ŎƭƛŜƴǘΩǎ 
number (their name is not specific enough), click Search.  This will bring you 
directly to the Medication Log 
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MEDICATION LOG: 

 

¢ƘŜ aŜŘƛŎŀǘƛƻƴ [ƻƎ ŘƛǎǇƭŀȅǎ ŀƭƭ ƻŦ ǘƘŜ ŎƭƛŜƴǘΩǎ ƳŜŘƛŎŀǘƛƻƴǎ ŦǊƻƳ 9-Prescribing and from 

ǘƘŜ tƘȅǎƛŎƛŀƴΩǎ tǊƻƎǊŜǎǎ bƻǘŜǎΦ 

The top section of the Log will import all the medications that were e-prescribed in 

RxNT, an e-prescribing application that our physicians and nurses are using. 

The bottom section imports the entries from the άPlanέ section of the Physicians 

Progress Note.  IƛǎǘƻǊȅ ŦǊƻƳ ŀƭƭ tƘȅǎƛŎƛŀƴΩǎ tǊƻƎǊŜǎǎ bƻǘŜǎ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘ ƴƻ ƳŀǘǘŜǊ 

how old. 

SaƳǇƭŜ ƻŦ ŀ /ƭƛŜƴǘΩǎ aŜŘƛŎŀǘƛƻƴ [ƻƎ: 

 

 

¢ƘŜ ōƻǘǘƻƳ ǎŜŎǘƛƻƴΣ ŦǊƻƳ ǘƘŜ ǇƘȅǎƛŎƛŀƴΩǎ ƴƻǘŜΣ ǎƘƻǳƭŘ Ŏƻƴǘŀƛƴ ǘƘŜ ŎƻƳǇƭŜǘŜ ƳŜŘƛŎŀǘƛƻƴ 

regimen for the client, if the physician has manually entered it. 

Clicking on the Service Number will bring up the entire note.  
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Vital Signs and Medical Provider Notes 
Entering Vital Signs: Vital signs are entered via Medical Provider notes such as the Physicians 

Progress Note.  

1. The newest reading is logged in the first column 
2. The four most recent previous readings are automatically shown in the next four columns. 
3. The Baseline Reading remains permanently in the last column 

 

 

 

 

 

Find Vital Signs log using the Action Bar:  Search for the client first, then request the Vital Signs 

Log or the Growth Chart from the Action Bar. 
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Vital Signs Log:  displays Vital Signs over the entire history of client. (data from medical staff Vital 

Signs chart on notes) 

 

 

 

 

 

Vital Signs Growth Chart:  Plots Height and Weight against average percentiles for ages 2 ς 20.  
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Entering Lab results and medications: Lab results and medications are entered via Medical 

Provider notes such as the Physicians Progress Note.  

 

tǊŜǎŎǊƛōŜ Ǿƛŀ wȄb¢ ŦƛǊǎǘ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ /ƻǇȅ /ǳǊǊŜƴǘ tǊŜǎŎǊƛǇǘƛƻƴǎ ōǳǘǘƻƴ ǘƻ ōǊƛƴƎ ǘƻŘŀȅΩǎ 

prescriptions onto the note automatically.  

Before: 

 

After: 

  



32 
 

Search and Tag 
 

Search and Tag is used to collect, display and save sets of service notes so they may be 

ǾƛŜǿŜŘ ƛƴ ǎŜǉǳŜƴŎŜΣ ǎǳŎƘ ŀǎ ŀ ŎƭƛŜƴǘΩǎ ƘƛǎǘƻǊȅ ƻŦ ǎŜǊǾƛŎŜǎΦ bƻǘŜǎ Ŏŀƴ ōŜ ŦƛƭǘŜǊŜŘ ōȅ ƻƴŜ 

or more parameters. (Client, Service Dates, Note Status, Text, Clinician, Procedure, 

Record Type, Reporting Unit, Location) 

 

DEFINE YOUR SEARCH CRITERIA 

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

 
 

2. The Services radio button should be checked. 
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3. Select the first search parameter by ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ά{ŜƭŜŎǘ {ŜŀǊŎƘ LǘŜƳέ ŘǊƻǇ Řƻǿƴ 
menu. Click on the parameter that you wish to ǎŜŀǊŎƘΣ ǎǳŎƘ ŀǎ ά/ƭƛŜƴǘΦέ 

 

 
 

 
 
4. /ƭƛŎƪ ƻƴ ά[ƻƻƪǳǇέ ŀƴŘ ŜƴǘŜǊ ǘƘŜ ǎǇŜŎƛŦƛŎ ǎŜŀǊŎƘ ƛǘŜƳ 
5. i.e. For Client; Search by Client Number or last name first name-no comma, click 
ά{ŜŀǊŎƘ ŦƻǊ /ƭƛŜƴǘǎέ. 
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6. ! ƭƛǎǘ ƻŦ ƳŀǘŎƘŜǎ ŦƻǊ Ψ¢9{¢¸Ω ŎƻƳŜ ǳǇΦ 
7. Click the checkbox of the client you want. 
8. Click on OK button 
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9. Continue until you have narrowed your search as many ways as possible. 
 

 
 

10. Click the Search button to assemble your results. 
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Results: 

 

 

 

 
REVIEW, PRINT OR SAVE YOUR RESULTS 

1. To sort your items by a certain topic, click the top of that column (e.g. Date of Service) 
2. Check the items that you wish to view or save. 
3. Click on one of the Review/Print buttons (all checked items or all results). 
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4. /ƘƻƻǎŜ άhǇŜƴέ ǘƻ ǾƛŜǿ ǘƘŜƳ ƻǊ ά{ŀǾŜέ ŀǎ ŘŜǎƛǊŜŘΦ 
5. To read them, use the big blue arrows at the top of the page to move through the documents. 
6. Click the Printer Icon or File/Print. 

 
 
TO SAVE A COLLECTION  

1. To retain your collection in Search and Tag for later reading, click the blue ƳŜǎǎŀƎŜ άclick here to 
add a new collection nameò 

2. Enter the name of the collection and click OK 
3. /ƭƛŎƪ ǘƘŜ ά{ŀǾŜ ¢ŀƎƎŜŘέ ōǳǘǘƻƴ ŀƴŘ ŀƭƭ ƛǘŜƳǎ ŎƘŜŎƪŜŘ ǿƛƭƭ ōŜ ƳƻǾŜŘ ǘƻ ǘƘŜ ŎƻƭƭŜŎǘƛƻƴΦ ¸ƻǳ Ŏŀƴ Řƻ 
ǘƘƛǎ ƳǳƭǘƛǇƭŜ ǘƛƳŜǎ ƻǊ άǘŀƎέ ŀƴŘ ƳƻǾŜ ǘƘŜƳ ŀƭƭ ǘƻƎŜǘƘŜǊΦ 
 

TO RETRIEVE A PREVIOUSLY SAVED COLLECTION 
1. Click on the words άǎŜƭŜŎǘ ŀƴ ŜȄƛǎǘƛƴƎ ŎƻƭƭŜŎǘƛƻƴ ƴŀƳŜέ  
2. The Drop Down menu indicator appears. Click on the down arrow. 
3. Click on the collection that you would like to view. 

  

Commented [MMA5]: Doesn't work, should we remove 
this section? 

javascript:__doPostBack('GetNewNameLink','')
javascript:__doPostBack('GetNewNameLink','')
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Client Shortcuts 
Build your custom client shortcut list on the Home Page (Does not alter SmartCare caseload records) 

 

 

Above is the Client Shortcut tab on your home page. To add a client to you shortcuts; (1) 

enter client name to add to shortcuts, (2) click the apply button. Once added you can 

quickly access the Client Action Bar by clicking the Blue Button (3) 

The Action Bar gives access to quick client information and common actions: view 

CŀŎŜǎƘŜŜǘΣ ǎǘŀǊǘ ŀ ǎŜǊǾƛŎŜ ƻǊ ŎƭƛŜƴǘ ǇƭŀƴΣ ǾƛŜǿ ƳŜŘƛŎŀǘƛƻƴ ƭƻƎΣ ŜǘŎΧ  

When a client is added to the shortcuts, a new item is added to the top of the action 

bar. This action will remove this client from your shortcuts list (4) 
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Filtering and Sorting 
At any point when you have a large list of clients, services, etc. you may want to find specific 

information. This can be attained with the assistance of the various Filters and sorts. 

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

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

 

Remove Filters by clicking on the -  button.

 

Enhanced Sorting can be done over multiple columns, in ascending or descending order.  

Sort Order will be retained for the next time you search!  

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

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

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

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

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

¶ Remove Sort Order by clicking on the -  button. 
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Individual Notes 
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Individual Notes Using Client Name or Number 
 

1. This is your home page. 
2. /ƭƛŎƪ ƻƴ ǘƘŜ ŘǊƻǇ ŀǊǊƻǿ ǘƻ ǎŜƭŜŎǘ άLƴŘƛǾƛŘǳŀƭέ ŦƻǊ ǘƘŜ ǘȅǇŜ ƻŦ ǎŜǊǾƛŎŜΦ  
3. Verify the Primary Clinician name is correct.  
4. Enter the client name (Last name then First name with no commas, ex. Mouse 

Mickey) or the client number.  
5. Select the template name from the drop list.  
6. /ƭƛŎƪ ƻƴ ά{ǘŀǊǘ LƴŘƛǾ {ŜǊǾƛŎŜΦέ 
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1. Verify the client name.  
2. ±ŜǊƛŦȅ ǘƘŜ ǎǘŀǘǳǎ ŦƻǊ ǘƘŀǘ ŎƭƛŜƴǘΦ ά!ŎǘƛǾŜέ ƛƴŘƛŎŀǘŜǎ ǘƘŀǘ ǘƘŜ ŎƭƛŜƴǘ Ƙŀǎ ŀƴ ƻǇŜƴ 

episode.  
3. Verify the appropriate provider name is indicated.  
4. Select the Title of the type of note you will enter.  
5. /ƭƛŎƪ ƻƴ ά{ŜƭŜŎǘέ 
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The Note Entry page looks like this: 
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Starting the Note: 

1. When writing a progress note in Clinician's Gateway, first choose the provider from 
the drop down. 

2. Enter the Procedure code from the drop down. 
3. Enter the Principal Diagnosis for the client. 
4. Choose the Service Location, where the service is to be performed: Office, Field, 

Hospital etc 
5. Choose mode of delivery: phone, In person 
6. Enter the Service Start time and Duration of the service. The Duration usually 

matches the procedure entered in #2 
- The Service Start field will default to 12:00 AM and can be left as such, 

but your program may instead require that you accurately list the start 
ǘƛƳŜΦ Cƻƭƭƻǿ ǘƘŜ άUsing the Time Entry Widgetέ ƛƴǎǘǊǳŎǘƛƻƴǎ ƻƴ ǇŀƎŜ 
47. 

7 and 8. Enter Travel time and documentation if applicable.  

9. Enter the Face to Face time here. This usually matches the value for #6. 
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10.  (For Progress Note specifically) Enter text on Narrative textbox. This describes the 
service 

11.  (For Progress Note specifically) Enter text on co-ǎǘŀŦŦ ƛŦ ƛǘΩǎ ŀ ƎǊƻǳǇ ǎŜǊǾƛŎŜ 
12.  (For Progress Note specifically) Enter text on Next Steps to describe an update to 

the problem and next steps. 
13.  /ƘŜŎƪ ΨbƻǘŜ ƛǎ /ƻƳǇƭŜǘŜΩ ŎƘŜŎƪōƻȄ (only shows if you are doing a Daily Staff Log). 
14.  Click Save as Pending. 

 

 

 

 

 

Once the service is saved you will be returned to the Home screen and see this message 

(unless you clicked Save and Continue, then you will stay on the same page). 
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Using the Time Entry Widget 

The format for all time entry fields are HH:MM AM/PM.  

1. When typing directly into the fields use a zero when necessary, (e.g  typing 0806pm will display 

as 08:06 PM) 

 

2. The widget to the right of the text box can default and adjust time 

 

¶ Clicking the center square will enter the Current Time 

 

 
 

¶ Clicking on the left and right arrows move between the hour, minute, and am/pm fields 

 

 
 

¶ Clicking either the up or down arrow will increase or decrease the value of the field selected 
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Adding a note with an Add-On code 

Repeat steps 1-9 from above (starting a note) 

1. In the add-on Code drop down, choose the add on code that goes with the primary 
code you chose for #2 (above) 

2. In the Add-on Time text box, manually enter the number of minutes, i.e 45 minutes. 
 

 

 

To Complete the note with an Add-On, Repeat steps 10-14 from above (starting a 

note) 

 

How a note with an Add-On Code appears on the Staff Log 

To view the note with the add-on code you created click on your name next to the 

ΨǿŜƭŎƻƳŜΩ  

 

 

Once you click on your name you will see Daily Approval and your note with the 

primary code (time 1:05)  and the add on code (time: 0:45) for a total of 1 hour and 50. 
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LŦ ȅƻǳ ŎƭƛŎƪ ΨŀǇǇǊƻǾŜ ǘƛƳŜΩ ōǳǘǘƻƴΣ ȅƻǳ ǿƛƭƭ ǎŜŜ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭ {ǘŀŦŦ ƭƻƎ ǿƛǘƘ ǘƘŜ ǘƛƳŜǎΦ 

Please be aware one row for the Primary code and another row for the add on code. 

REMEMBER THAT APPROVING TIME WILL FINALIZE ANY PENDING NOTES!!! 
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 Codes: Add-on Codes and Time 
Certain procedure codes exist that are designed to be used in sets.  Total Time 

(including documentation and travel) and Face-to-Face1 times are now recorded for 

each code.   Please refer to QA training resources on the ACBHCS Providers website for 

coding guidelines.   

 

SITUATION ONE:   Note with automatic add on code 

 

1. Choose the right provider from the drop down 
2. When writing a progress note in Clinician's Gateway for a Crisis service, first 

choose the 90839  Primary code (With 90840 add on).  Documentation and 
Travel will be added to Primary Code time. 
The total time for this procedure code is from 30 to 74 min but if it takes longer 
than that, system will automatically add the add-on code 90840 

3. Add the service location: i.e field, hospital etc 
4. Choose mode of delivery: face to face, video, telephone etc 
5. Change the service start time or leave it as default (12:00 AM). 

 
 
Example: (2:00)  service duration time and 20 minutes documentation  + travel time = 

2:20 /ƭƛƴƛŎƛŀƴΩǎ ǘƛƳŜ. 
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In this case above we have added more time (2 hours) than what procedure code 90839 

allows (max 74 minutes), in this case the system automatically adds the add-on code 

90840. ¢ƘŜ ǳǎŜǊ ŘƻŜǎƴΩǘ ƘŀǾŜ ǘƻ Ƴŀƴǳŀƭƭȅ ŀŘŘ ǘƘŜ ŀŘŘ ƻƴΣ ƛǘǎ automatically done. 

 

In the Daily Approval section the service with the automatic addon is shown as 1 row 

ƻƴƭȅΦ ¢ƻ ƎŜǘ ǘƻ ǘƘŜ 5ŀƛƭȅ !ǇǇǊƻǾŀƭ ǎŜŎǘƛƻƴΣ ŎƭƛŎƪ ƻƴ ȅƻǳǊ ƴŀƳŜ ƴŜȄǘ ǘƻ ǘƘŜ Ψ²ŜƭŎƻƳŜΩ ǘƻǇ 

left. 

Note that the status is still Pending, once you click on Approve time button, it will 

Finalize the note and the service will transfer to SmartCare. 
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Once you have clicked on the Approve time button in the Daily Approval, then you 

should see the Individual Staff Log as below.  

As mentioned earlier the Primary procedure  time and add on are combined into one 

row. 

 

 

 

 

SITUATION TWO:   CPT service codes putting more time than allowed for that Primary 

Code 

 

1. Choose the right provider from the drop down 
2. When writing a progress note in Clinician's Gateway, first choose the 90791  

Primary code.  Documentation and Travel will be added to Primary Code time. 
3. Add the service location: i.e field, hospital etc 
4. Choose mode of delivery: face to face, video, telephone etc 
5. Add principal diagnosis 
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6. Change the service start time or leave it as default (12:00 AM). 
7. Add the Duration i.e 30 min (more than the 22 min allowed for this procedure code. 

Add the Travel time and Documentation time) 
8. Under the Contact/E-M Time heading, enter primary FF/Contact/E-M time (usually 

this matches duration time, in this case 30 minutes) 
9. Fill out the rest of the form: Narrative, Co-Staff (Group Services ONLY) and Next 

Steps. 
10. aŀƪŜ ǎǳǊŜ ǘƻ ŎƘŜŎƪ ǘƘŜ ŎƘŜŎƪōƻȄ ΨbƻǘŜ ƛǎ /ƻƳǇƭŜǘŜΩ 
11. {ŀǾŜ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ Ψ{ŀǾŜ ŀǎ tŜƴŘƛƴƎ 

 
The total time for this procedure code MAX 22 minutes, if you go above 22 
minutes you will get an error like in screenshot below. In this case you need to 
manually add an add on code. Please see below: Situation THREE. 
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SITUATION THREE:   CPT service code adding second code or modifier 

(interactive complexity, child bed day, conrep home visit) 

 

Case: Interactive Complexity 

 

Login to Clinician Gateway Mental Health. Clinician's Gateway version 3.7.42 (Home) 

 Open a note for a specific client. Select all required fields from the drop down: Provider, 

Procedure, Location, mode of delivery, principal diagnosis, duration, travel time and 

documentation time. 

http://cgate/CGMHS-SMC/Default.aspx
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Under the section Care Team members under Interactive Complexity drop down select 

the code listed i.e 90785 + Interactive Complexity. 

 

 

 

Fill out remaining sections of the form, make sure to include Primary FF/Contact/E-M 

Time: Hours: minutes, list any allergies and add the progress notes : Narrative, Co-Staff 

(Group Service ONLY) and Next Steps. Once everything has been completed, check on 

ΨbƻǘŜ ƛǎ ŎƻƳǇƭŜǘŜΩ ŎƘŜŎƪōƻȄ ŀƴŘ ŎƭƛŎƪ ƻƴ ōǳǘǘƻƴ Ψ{ŀǾŜ ŀǎ tŜƴŘƛƴƎΩΦ 

If no errors, your note should be under Pending Services (Click on Home button) 
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Case: Conrep home visit (MHS ONLY) 

 

Login to Clinician Gateway Mental Health. Clinician's Gateway version 3.7.42 (Home). 

Open a note for a specific client. Select all required fields from the drop down: Provider, 

Procedure, Location, mode of delivery, principal diagnosis, duration, travel time and 

documentation time. 

 

 

 

http://cgate/CGMHS-SMC/Default.aspx
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Under the section Care Team members under Add-On Codes drop down menu, select 

the 611 CONREP Home Visit. Enter the amount of minutes of the home visit in the Add-

on Time text box. 

 

 

 

Fill out remaining sections of the form, make sure to include Primary FF/Contact/E-M 

Time: Hours: minutes, list any allergies and add the progress notes : Narrative, Co-Staff 

(Group Service ONLY) and Next Steps. Once everything has been completed, check on 

ΨbƻǘŜ ƛǎ ŎƻƳǇƭŜǘŜΩ ŎƘŜŎƪōƻȄ ŀƴŘ ŎƭƛŎƪ ƻƴ ōǳǘǘƻƴ Ψ{ŀǾŜ ŀǎ tŜƴŘƛƴƎΩΦ 

If no errors, your note should be under Pending Services (Click on Home button) 

 

 

 

 

Case: Child Bed Day (SUD ONLY) 

 

Login to Clinician Gateway Substance Abuse Disorder: Clinician's Gateway version 3.7.42 

(Login). 

Under Type of Service drop down select : Individual, enter client name and choose 

template from the drop down menu. The only template that has the Child Bed Day field 

is the Service Note Daily RES CalAIM 24-04. /ƭƛŎƪ ƻƴ ǘƘŜ Ψ{ǘŀǊǘ LƴŘƛǾ {ŜǊǾƛŎŜΩ ōǳǘǘƻƴ ǘƻ 

open the form. 

http://cgate/CGSUD-SMC/Log_In.aspx
http://cgate/CGSUD-SMC/Log_In.aspx
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Select all required fields from the drop down: Provider, Attending Physician, Procedure, 

Location, mode of delivery, principal diagnosis. Make sure the Service Date is accurate. 

 

 

Under Instructions & Pre-9ȄƛǎǘƛƴƎ 5ƛŀƎƴƻǎŜǎ ƛǎ ǘƘŜ ŦƛŜƭŘ {ŜŎƻƴŘŀǊȅ tǊƻŎŜŘǳǊŜ ό/ƘƛƭŘΩǎ 

.ŜŘ 5ŀȅύΦ {Ŝǘ ǘƘŜ ŘǊƻǇŘƻǿƴ ǘƻ оло /ƘƛƭŘΩǎ .ŜŘ 5ŀȅΣ ǘƘŜƴ ŜƴǘŜǊ ǘƘŜ bǳƳōŜǊ ƻŦ /ƘƛƭŘǊŜƴ 

after that field appears. 
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Pending versus Draft, Archive, and Finalize 
 

Drafts:  Save as Draft when you have incomplete information. Perhaps you need to 

leave the note before finishing it. Perhaps you are writing a note for a client before they 

are registered or may never be registered (Pre-episode Note). Drafts can be found on 

your Home Page Pending list or the View Staff Page Draft list. 

 

Pending:  Save as Pending when the note has been completed, including client ID #. 

¢Ƙƛǎ ƴƻǘŜ ƛǎ ǊŜŀŘȅ ǘƻ ōŜ ŦƛƴŀƭƛȊŜŘΦ .Ŝ ǎǳǊŜ ǘƻ ŎƘŜŎƪ ǘƘŜ άbƻǘŜ ƛǎ /ƻƳǇƭŜǘŜέ ōƻȄ ōŜŦƻǊŜ 

saving. 

 

Archive:  Save to the Archive when you want to store a Draft you probably will not need 

to retrieve. This will unclutter your Home Page Pending list. Only Drafts may be stored 

to the Archive. Think of the Archive as an attic, a place to store things you probably will 

not need, however, you are not 100% sure. Drafts may be retrieved from the Archive via 

a services search or from the Drafts list on your View Staff page. 

 

Finalize: When you are sure all of the information on a Note is correct and complete, 

including the client account # and your time, you may finalize. This will seal it with your 

electronic signature and add it to your services that are transferred nightly to SmartCare 

for claiming. 

 

Save and Continue: Quick save while continuing to work on Note that may take a few 

hours to complete. You may want to save frequently if you have lost notes in the past. 

This saves a draft note, unless already in pending status, with all the current information 

on note and stays on the edit page so you may continue working. **Please be aware if 

you leave date blank and use save and continue it will enter todays date**  
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Archiving Draft Notes 
 

Draft notes that will not be needed immediately can be sent to the Archive to remove 

them from your pending list. They can be recalled using a Services Search by client 

name. 

Archiving the Note: 

1. Write up your Draft Note as completely as possible. 
2. /ƭƛŎƪ ǘƘŜ ά{ŀǾŜ ŀǎ 5ǊŀŦǘέ ōǳǘǘƻƴΦ 
3. Find the Draft Note in your Pending List on your Home Page or in the Draft List on 

your View Staff Page 
4. /ƭƛŎƪ ά¦ǇŘŀǘŜέ ƻǊ ǘƘŜ ǎǇŜŎƛŦƛŎ {ŜǊǾƛŎŜ І ǘƘŀǘ ȅƻǳ ǿŀƴǘ ǘƻ ŀǊŎƘƛǾŜΦ 
5. /ƭƛŎƪ ǘƘŜ ά!ǊŎƘƛǾŜέ ōǳǘǘƻƴ ƛƴ ǘƘŜ ƭƻǿŜǊ ǊƛƎƘǘ ƘŀƴŘ ŎƻǊƴŜǊΦ 
6. The service is no longer listed in your pending services list. 

 

Recalling the Archived Note: 

1. You can find the note in three ways:  
a. Do a Services Search from your Home Page (found in the middle of the page) 

using the client name (last name first name with no comma).  
b. Do a services search using the Search Box in the upper right hand corner by 
ŎƘƻƻǎƛƴƎ ά{ŜǊǾƛŎŜǎέΣ ŜƴǘŜǊƛƴƎ ǘƘŜ ŎƭƛŜƴǘ ƴŀƳŜ όƭŀǎǘ ƴŀƳŜ ŦƛǊǎǘ ƴŀƳŜ ƴƻ 
ŎƻƳƳŀύ ŀƴŘ ŎƭƛŎƪƛƴƎ ά{ŜŀǊŎƘέ 

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

2. A search results list will appear. Find the service in the list. 
3. /ƭƛŎƪ ƻƴ ά±ƛŜǿέ ƻǊ ǘƘŜ ǎŜǊǾƛŎŜ І ƻŦ ǘƘŜ ŘŜǎƛǊŜŘ 5ǊŀŦǘ ƴƻǘŜΦ 
4. /ƭƛŎƪ ǘƘŜ ά9Řƛǘέ ōǳǘǘƻƴ ƛƴ ǘƘŜ ōƻǘǘƻƳ ǊƛƎƘǘ ƘŀƴŘ ŎƻǊƴŜǊΦ 

5. Make changes as needed. (Use the Χ button to search for a new client if they now 

have a client account #. Use the [X] button to delete a client first if you need to 
replace one client account # with another). 

6. /ƭƛŎƪ ǘƘŜ ά{ŀǾŜ ŀǎ 5ǊŀŦǘέ ōǳǘǘƻƴ ǘƻ ǎŀǾŜ ŎƘŀƴƎŜǎ ŀƴŘ ǊŜǘǳǊƴ ƛǘ ǘƻ ȅƻǳǊ tŜƴŘƛƴƎ [ƛǎǘΦ 
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Co-staffed Individual Notes 

 

1. Start all notes from your home page. 

2. /ƭƛŎƪ ƻƴ ǘƘŜ ŘǊƻǇ ŀǊǊƻǿ ǘƻ ǎŜƭŜŎǘ άLƴŘƛǾƛŘǳŀƭέ ŦƻǊ ǘƘŜ ǘȅǇŜ ƻŦ ǎŜǊǾƛŎŜΦ  
 

 

1. Verify the Primary Clinician name is correct.  
2. Enter the client name (Last name then First name with no commas, ex. Mouse Mickey) or the 

client number.  
3. Select the template name from the drop list.  
4. /ƭƛŎƪ ƻƴ ά{ǘŀǊǘ LƴŘƛǾ {ŜǊǾƛŎŜΦέ 

 
 

 

 

1. Verify the client name.  
2. ±ŜǊƛŦȅ ǘƘŜ ǎǘŀǘǳǎ ŦƻǊ ǘƘŀǘ ŎƭƛŜƴǘΦ ά!ŎǘƛǾŜέ ƛƴŘƛŎŀǘŜǎ ǘƘŀǘ ǘƘŜ ŎƭƛŜƴǘ Ƙŀǎ ŀƴ ƻǇŜƴ ŜǇƛǎƻŘŜΦ  
3. Verify the appropriate provider name is indicated.  
4. Select the Title of the type of note you will enter.  
5. /ƭƛŎƪ ƻƴ ά{ŜƭŜŎǘέ 
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Á Complete the billing information above the Staff Time Section. 
 

 

1. /ƭƛŎƪ ƻƴ ά!ŘŘ !ŘŘƛǘƛƻƴŀƭ /ƭƛƴƛŎƛŀƴΩǎΦέ 
2. Choose the Co-staff from the drop down menu. 
3. Enter time for both clinicians 
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Á /ƻƳǇƭŜǘŜ ŀƭƭ ƻŦ ǘƘŜ ǇǊƻƎǊŜǎǎ ƴƻǘŜ ŜƴǘǊƛŜǎΦ /ƘŜŎƪ άbƻǘŜ ƛǎ /ƻƳǇƭŜǘŜΦέ  
ϝbƻǘŜ ƛǎ ŎƻƳǇƭŜǘŜ ƛǎ ƻƴƭȅ ǾƛǎƛōƭŜ ƛŦ ȅƻǳ ƘŀǾŜ Ψ5ŀƛƭȅ !ǇǇǊƻǾŀƭΩ 

Á /ƭƛŎƪ ƻƴ ά{ŀǾŜ ŀǎ ǇŜƴŘƛƴƎΦέ  
 

 

 

 
Á The note will be listed on the primary and co-ǎǘŀŦŦΩǎ ǇŜƴŘƛƴƎ ƭƛǎǘǎ ǿƛǘƘ ŀ ȅŜƭƭƻǿ Řƻǘ 
ŀƴŘ ǘƘŜ ǿƻǊŘ άǿŀƛǘέ ǿƘƛŎƘ ŘƛǎǇƭŀȅǎ ǘƘŜ ƳŜǎǎŀƎŜ ά²ŀƛǘƛƴƎ ŦƻǊ clinicians to approve 
ǘƘƛǎ ǎŜǊǾƛŎŜέ ǿƘŜƴ ǇƻƛƴǘŜŘ ŀǘ ǿƛǘƘ ǘƘŜ ŎǳǊǎƻǊΦ This is an advisory message only.   
 

Á Best Practice is that co-staff review and approve their addendum to the notes 
before the Primary Clinician finalizes this service. 
 

Á Primary Staff: 

 
Á Co-Staff: 

 
 
Á The co-staff have the opportunity to edit their time and add an optional addendum 

to the note before the Primary finalizes.  
Á To edit, click the service # 
Á Co-staff may edit their time before the Primary finalizes. 
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Á Add the addendum at ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ƴƻǘŜ ŀƴŘ ŎƭƛŎƪ ά!ǇǇǊƻǾŜ !ŘŘŜƴŘǳƳέ 

 
Á Best Practice is that co-staff review and approve their addendum to the notes 

before the Primary Clinician finalizes this service. 
 

 

 

Á When the co-staff approve their addendum 
1.  A ŎƘŜŎƪƳŀǊƪ ƛǎ ǇƭŀŎŜŘ ƛƴ ǘƘŜ ά!ǇǇǊƻǾŜŘέ ŎƘŜŎƪōƻȄ ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ƴƻǘŜ 

*Note: Co-staff approval is optional. 
 

 
 

2. The note will disappear from the Co-{ǘŀŦŦΩǎ Home Page Pending service list. 
It is no longer available for editing.  
 

 
3. ¢ƘŜ Řƻǘ ƻƴ ǘƘŜ tǊƛƳŀǊȅΩǎ IƻƳŜ Page Pending list then turns green. 
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4. The Primary Clinician then finalizes the note and the services drop into 
SmartCare for both primary and co-staff. 
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Duplicate Notes 
 

When you create duplicate notes for same patient with same clinician, same date and 

same duration, you may get a popup like the one below were you need to state the 

reason for the duplicate. 
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Group Notes 
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Creating Groups 
 

1. {ŜƭŜŎǘ άƎǊƻǳǇέ ǳƴŘŜǊ άǘȅǇŜ ƻŦ ǎŜǊǾƛŎŜΦέ  
2. LŦ ǘƘƛǎ ƛǎ ŀ ƴŜǿ ƎǊƻǳǇ ǘƘŜƴ ŎƭƛŎƪ ƻƴ ά9Řƛǘ ȅƻǳǊ ƎǊƻǳǇǎέ  

 

 

3. ¢ƻ ŎǊŜŀǘŜ ŀ ƴŜǿ ƎǊƻǳǇ ŎƭƛŎƪ ƻƴ ǘƘŜ ōǳǘǘƻƴ ΨbŜǿ DǊƻǳǇΩ 
4. ¢ȅǇŜ ƛƴ ǘƘŜ ŎƭƛŜƴǘΩǎ ƴŀƳŜ ƛƴ ǘƘŜ ά!ŘŘ /ƭƛŜƴǘǎέ ŦƛŜƭŘ ό[ŀǎǘ ƴŀƳŜ ǘƘŜƴ ŦƛǊǎǘ name, 
ǿƛǘƘ ŀ ǎǇŀŎŜ ōŜǘǿŜŜƴύ ǘƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ ά{ŜŀǊŎƘέ ōǳǘǘƻƴ ŀƴŘ ǿŀƛǘ ŦƻǊ ǘƘŜ ƭƛǎǘ ǘƻ 
populate. 

5. ²ƘŜƴ ǘƘŜ ŎƭƛŜƴǘ ƛƴŦƻǊƳŀǘƛƻƴ ŀǇǇŜŀǊǎΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά!ŘŘέ ōǳǘǘƻƴΦ 
(The client will move above to the group section)  
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Writing Group Note 
 

1. {ŜƭŜŎǘ ƎǊƻǳǇ ǳƴŘŜǊ ά¢ȅǇŜ ƻŦ ǎŜǊǾƛŎŜΦέ 
2. Select the group.  
3. Select note template.  
4. /ƭƛŎƪ ƻƴ ά{ǘŀǊǘ ƎǊƻǳǇ ǎŜǊǾƛŎŜΦέ  

 

 

 

Á /ƭƛŎƪ ƻƴ ǘƘŜ ǎǉǳŀǊŜ ōƻȄ ǳƴŘŜǊ ǘƘŜ άtǊŜǎŜƴǘέ ŎƻƭǳƳƴ ŦƻǊ ŜŀŎƘ ŎƭƛŜƴǘ ƛƴ 
attendance. A check mark should appear.  

Á Complete the fields for the procedure, service location, co-staff, service date, 
service start, duration, travel time, documentation, and co-staff time (if co-staff 
were entered). 

Á Be sure to select the correct provider for the client from the Drop list! 
Á Enter the number of additional participants (clients without open episodes) 
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Á Complete each text box as appropriate.  
Á View previous notes if desired.  

 

 
Á When all of the fields have been completed click on the ñSave as Draftò button.  

 

Á You will see your group service listed in ȅƻǳǊ ΨtŜƴŘƛƴƎ {ervicesΩ ǎǇƭƛǘ ƛƴǘƻ 
individual notes for each client present.  

Á Click on the Service Number (1) or the blue action button (2) to view/edit the 
individual notes for each of the clients in the group.  

 

hƴ ǘƘŜ ƴŜȄǘ ǎŎǊŜŜƴΣ ŎƭƛŎƪ ƻƴ ά9Řƛǘ {ŜǊǾƛŎŜέ ǘƻ ŀŘŘ ƛƴŦƻǊƳŀǘƛƻƴ ŦƻǊ ǘƘŜ ŎƭƛŜƴǘ ȅƻǳ ƘŀǾŜ 

selected.  
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Now you can enter client specific notes for the group service. You will see that the (1) 

Med compliant and (2) Side effects drop lists can be utilized, (3) Add On codes and time 

can be added if necessary, (4) Face-to-Face time will need to be entered, and the (5) 

note fields can be used to enter additional information specific to that client.  

 

/ƭƛŎƪ ƻƴ ά{ŀǾŜ ŀǎ tŜƴŘƛƴƎέ ǿƘŜƴ ȅƻǳǊ ŜƴǘǊƛŜǎ ŀǊŜ ŎƻƳǇƭŜǘŜŘΦ If you need your notes 

ǊŜǾƛŜǿŜŘΣ ȅƻǳ ǿƛƭƭ ƛƴǎǘŜŀŘ ǎŜƭŜŎǘ ŀ ǊŜǾƛŜǿŜǊ ŀƴŘ ŎƭƛŎƪ ά{ǳōƳƛǘ ŦƻǊ wŜǾƛŜǿέΦ 
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Each individual service note will be listed separately on your Daily Staff Log.  

Each service will be given part of the time, according to how many participants 

attended. If you gave services to clients who did not have an open episode, their time 

will not be added to your staff log. Write up their time as an indirect service. 
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Additional Participants Feature 
Occasionally, there will be a client in a group who does not have an open episode 

and cannot be claimed. Using the Additional Participants feature, the additional 

clients are added into the group total, increasing the accuracy of the claim for 

Medical billing. Only the part of the time dedicated to clients with open episodes is 

claimed. The remainder of the time can be reported using an Indirect service note for 

the clients without an open episode. 

Á {ǘŀǊǘ ǘƘŜ ƎǊƻǳǇ ƴƻǘŜ ŀǎ ǳǎǳŀƭΦ /ƭƛŎƪ ƻƴ ǘƘŜ ǎǉǳŀǊŜ ōƻȄ ǳƴŘŜǊ ǘƘŜ άtǊŜǎŜƴǘέ 
column for each open client in attendance. Verify the Reporting Units. 

Á Enter the number of additional participants (clients without open episodes) 
ƛƴǘƻ ǘƘŜ ά!ŘŘƛǘƛƻƴŀƭ tŀǊǘƛŎƛǇŀƴǘǎ ƛƴ ƎǊƻǳǇέ ŦƛŜƭŘΦ /D ǿƛƭƭ ŎŀƭŎǳƭŀǘŜ ǘƘŜ ƎǊƻǳǇ 
total by adding the additional participants to the clients checked present. 

 

Á Complete the group note and the individualizations as usual. 
Á Each individual service will be listed separately in Daily Approval. 
Á Each service will be given part of the total time, divided by how many total 

participants attended. (open clients plus additional participants) 

 
Á If you gave services to clients who did not have an open episode, their time will 

not be added to your staff log. Notice two services were given 20 minutes for 
the 01:00 spent. Time given to each note equals the total time divided by the 
number in group. 01:00/3 = 00:20.  

Á Note: To add the time to your Staff Log for the additional participants, write an 
indirect note for group time not given to opened clients listed on the Log. (see 
next page) 
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Á To add the time to your Staff Log for the additional participants: 
o Write an indirect note. 
o Use an appropriate procedure code. 
o Use the amount of group time not given to opened clients already listed 

on your Daily Approval list and Staff Log 

 
¢ƘŜ ƻǇŜƴŜŘ ŎƭƛŜƴǘΩǎ ǘƛƳŜ Ǉƭǳǎ ǘƘŜ ƛƴŘƛǊŜŎǘ ǘƛƳŜ ǎƘƻǳƭŘ Ŝǉǳŀƭ ȅƻǳǊ ǘƻǘŀƭ ƎǊƻǳǇ ǘƛƳŜΦ όLƴ 

this example, 2 open clients at 20 minutes each, plus the indirect time for the unopened 

client at 20 minutes = 60 minutes total group  
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Indirect Notes 
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Indirect Notes 

Á CǊƻƳ ǘƘŜ ά9ƴǘŜǊ ƴŜǿ ǎŜǊǾƛŎŜέ (1) ǎŜŎǘƛƻƴΣ ŎƭƛŎƪ ǘƘŜ ά¢ȅǇŜ ƻŦ ǎŜǊǾƛŎŜέ (2) drop 
ŀǊǊƻǿ ŀƴŘ ǎŜƭŜŎǘ άLƴŘƛǊŜŎǘέΤ ŎƭƛŎƪ ǘƘŜ άwŜǇƻǊǘƛƴƎ ǳƴƛǘέ ό3) drop arrow and select 
the appropriate RU.  

Á /ƭƛŎƪ ƻƴ ά{ǘŀǊǘ ƛƴŘƛǊŜŎǘ ǎŜǊǾƛŎŜΦέό4)  

 
 

Á (1) If no client is involved with the Indirect Service, leave the client field blank 
όƛǘ ǿƛƭƭ ŘŜŦŀǳƭǘ ǘƻ ά!!!-Lb5Lw9/¢ {9w±L/9 /[L9b¢ όулллнпрлύέ ǿƘŜƴ 
transferring to SmartCare). If an unregistered client is involved, type their name 
in the Last Name and First Name fields (again, the service will transfer to 
{ƳŀǊǘ/ŀǊŜ ǿƛǘƘ ǘƘŜ ά!!!έ ŎƭƛŜƴǘύΦ LŦ ŀ registered client is involved, click on the 
άΧέ ōǳǘǘƻƴ ŀƴŘ Ŧƻƭƭƻǿ ǘƘŜ ǇǊƻƳǇǘǎ ǘƻ ƭƻƻƪ ǳǇ ŀƴŘ ŀŘŘ ǘƘŜ ŎƭƛŜƴǘ ǘƻ ǘƘŜ ƴƻǘŜ 
(the registered client will be attached to ǘƘŜ ǎŜǊǾƛŎŜ ƛƴǎǘŜŀŘ ƻŦ ǘƘŜ ά!!!έ ŎƭƛŜƴǘύΦ 

Á Select diagnosis (2), service location (3), Procedure(4), Service date  (5), and 
primary Clinician time. (6) Enter notes as needed 

Á Click ƻƴ ά{ŀǾŜ ŀǎ ǇŜƴŘƛƴƎΦέ  
 

 
 
 

Á !ŦǘŜǊ ȅƻǳ ŎƭƛŎƪ ά{ŀǾŜ ŀǎ ǇŜƴŘƛƴƎέ ȅƻǳ ǿƛƭƭ ōŜ ǊŜǘǳǊƴŜŘ ǘƻ ȅƻǳǊ άIƻƳŜέ ǎŎǊŜŜƴΣ 
where you will see the pending services listed.  
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Documents 
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What is a Document? 

 

A Document is a note for a client that will not be tracking time or entered under a 

procedure code. Depending on the agency, Environment (MHS or SUD), and Staff 

configuration you will only see a select set of templates under Documents. 

 

Starting a document 
 

Á CǊƻƳ ǘƘŜ Ψ9ƴǘŜǊ ƴŜǿ ǎŜǊǾƛŎŜΩ ǎŜŎǘƛƻƴ ό1ύΤ ŎƭƛŎƪ ǘƘŜ Ψ¢ȅǇŜ ƻŦ ǎŜǊǾƛŎŜΩ ό2) drop arrow 
ŀƴŘ ǎŜƭŜŎǘ Ψ5ƻŎǳƳŜƴǘΩΤ ŜƴǘŜǊ ǘƘŜ ŎƭƛŜƴǘǎ ƴŀƳŜ ƻǊ ƴǳƳōŜǊ ό3); Select the correct 
ΨbƻǘŜ ¢ŜƳǇƭŀǘŜΩΦ 

Á /ƭƛŎƪ ƻƴ Ψ{ǘŀǊǘ DocumentΦΩό5)  
 

 

 

 

Á If there are multiple results find the correct client and click select 
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Completing the Document 
 

Á The Document Must have a Client 
Á Fill in the Document Date 
Á Complete all Notes Fields that may be required based on the document Template 
Á Follow the same procedures to finalize a document as you would a Note. 
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SUD Specifics 

Notes, Forms, and 

Authentication  
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Forms 
Some Service Note Types will be referred to as Forms. These Notes will all have Zero 

time and time spent will be entered on your Progress/Service Daily Note.  

Forms will still be entered under Documents with the following Templates:  

¶ Timeliness Tracking 

¶ ALOC Initial/Review 

¶ Assessment Full ASAM 

¶ Diagnosis Form 

¶ Discharge Plan 

¶ Discharge Summary 
 

 

When entering one of these forms there will be no fields to select a procedure code or 

enter time. These will be entered on the Progress/Service Daily Note. 

 

 

When a form is completed, it may be require to be submitted for Authentication in 

order to be finalized. (e.g. Assessment Full ASAM or Diagnosis Form). 
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Authentication 
At the bottom of specific Forms you will notice you are unable to finalize. You will need 

to use ǘƘŜ Ψ{ǳōƳƛǘ ŦƻǊ !ǳǘƘŜƴǘƛŎŀǘƛƻƴΩ ōǳǘǘƻƴΦ  

 

The Steps for Authentication are similar to notes that require review: 

1. Complete the form 

2. Select Authenticator from the drop down and click óSubmit for Authenticationô 
¶ Note the dropdown will have specific staff based on the Note Template, RU, and Staff Mask in 

SmartCare 

¶ If you are included in the dropdown you may submit to yourself 

 

 

3. There will be a óPending Authenticationô service on your home page and the home page of the 
Authenticator. 

 

 

4. The Authenticator will then open the service and select óEdit Serviceô. 

5. After reviewing and making any necessary edits the Authenticator can then click óAuthenticateô. 

*Authenti cate will Finalize the Note. 
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Finalizing Notes 
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Without Review Required 
When you are not required to submit your notes for review, you will Finalize your Note 

one of two ways: 

1. At the bottom of each service, select the óFinalizeô button. 

 

2. Or if your profile is setup with Daily Approval Follow the steps in the section Individual Staff 

Log (Daily Approval) 

 

Note in SUD ΨAuthenticateΩ will also Finalize a Note 

With Review Required 
CG account Setup for Review Required 

For Staff who need their notes approved by Supervisor: 

!ŘŘ ΨwŜǾƛŜǿ wequƛǊŜŘΩ ǘƻ ǘƘŜƛǊ /D ŀŎŎƻǳƴǘ 

For Supervisor who will review the notes for Staff: 

!ŘŘ Ψ/ŀƴ wŜǾƛŜǿΩ ǘƻ ǘƘŜƛǊ /D ŀŎŎƻǳƴǘ 

RU# required to be added to Staff and Supervisor CG accounts 

Procedure: Staff creates Progress note and {ǳǇŜǊǾƛǎƻǊ ά!ŎŎŜǇǘǎέ ǘƘŜ ƴƻǘŜǎ 

1. At bottom of the Progress note (after completing the note boxes), complete the 
ά!ǎǎƛƎƴ ǘƻ ōŜ ǊŜǾƛŜǿŜŘ ōȅέ ǎŜŎǘƛƻƴΥ 

 

 

2. Select Reviewer from the drop down box: 
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3. /ƻƳǇƭŜǘŜ bƻǘŜǎ ŀƴŘ ŎƭƛŎƪ άǎǳōƳƛǘ ŦƻǊ ǊŜǾƛŜǿΦέ bƻǘŜ ƛǎ ǎŜƴǘ ǘƻ {ǳǇŜǊǾƛǎƻǊ ŦƻǊ ǊŜǾƛŜǿ 
and approval: 
 

 

4. ¢ƘŜ tǊƻƎǊŜǎǎ bƻǘŜ ŀǇǇŜŀǊǎ ƛƴ άǇŜƴŘƛƴƎ ǎŜǊǾƛŎŜǎέ ƻŦ ǘƘŜ {ǳǇŜǊǾƛǎƻǊΩǎ ƘƻƳŜ ǇŀƎŜ ŀƴŘ 
waiting for approval: 
 

 

5. The Supervisor will need to review the note. First click the service # or the Blue Button 
 

 
 
6. At the bottom of the ƴƻǘŜ ŎƻƳǇƭŜǘŜ ΨwŜǾƛŜǿ botesΩ section with comments, then click 
Ψ!ŎŎŜǇǘΩΦ Depending on how CG is setup the note will then be Finalized (in which case, 
you are all done!), or the note will be removed ŦǊƻƳ ǘƘŜ {ǳǇŜǊǾƛǎƻǊΩǎ ΨtŜƴŘƛƴƎ {ervicesΩ 
section of their home page and updates the note on ǘƘŜ {ǘŀŦŦΩǎ ΨtŜƴŘƛƴƎ {ŜǊǾƛŎŜǎΩ 
(proceed to step 7). 
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7. bƻǘŜ ƛǎ ƴƻǿ ǊŜŀŘȅ ǘƻ ōŜ άCƛƴŀƭƛȊŜŘέ Ǿƛŀ Individual Staff Log (Daily Approval) or opening 
ǘƘŜ ƴƻǘŜ ŀƴŘ ǎŜƭŜŎǘƛƴƎ ΨCƛƴŀƭƛȊŜΩ: *Unless you intend to make changes, dƻ ƴƻǘ ŎƭƛŎƪ Ψ9dit 
{ŜǊǾƛŎŜΩ ƛŦ ȅƻǳ ƘŀǾŜ ǊŜǾƛŜǿ ǊŜǉǳƛǊŜŘ ŀƴŘ ƛǘΩǎ ōŜŜƴ ŀǇǇǊƻǾŜd. If you do you will be 
required to resubmit for approval. 
 

 

 

tǊƻŎŜŘǳǊŜΥ  {ǘŀŦŦ ŎǊŜŀǘŜǎ tǊƻƎǊŜǎǎ ƴƻǘŜ ŀƴŘ {ǳǇŜǊǾƛǎƻǊ άwŜƧŜŎǘǎέ ǘƘŜ ƴƻtes before 

ά!ŎŎŜǇǘƛƴƎέ ǘƘŜ ƴƻǘŜ 

1. Follow steps 1 through 5 above 
 

6. At the bottom of the ƴƻǘŜ ŎƻƳǇƭŜǘŜ ΨwŜǾƛŜǿ botesΩ section with comments, then click 
ΨwŜƧŜŎǘΩΦ The note will be removed ŦǊƻƳ ǘƘŜ {ǳǇŜǊǾƛǎƻǊΩǎ ΨtŜƴŘƛƴƎ {ervicesΩ section of 
their home page and updates the note on ǘƘŜ {ǘŀŦŦΩǎ ΨtŜƴŘƛƴƎ {ŜǊǾƛŎŜǎΩ 

 

 

Supervisor ΨwejectedΩ the note: 
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7. Staff ǿƛƭƭ ƻǇŜƴ ƴƻǘŜ ǘƻ ǾƛŜǿΦ   /ƭƛŎƪ Ψ9Řƛǘ ǎŜǊǾƛŎŜΩ,   Make necessary changes, verify the 
correŎǘ {ǳǇŜǊǾƛǎƻǊ ƛǎ ƭƛǎǘŜŘ ƛƴ ǘƘŜ ΨReviewerΩ box and ŎƻƳǇƭŜǘŜ ǘƘŜ ΨƴƻǘŜǎΩ section with 
comments ōŀŎƪ ǘƻ ǘƘŜ {ǳǇŜǊǾƛǎƻǊΦ  /ƭƛŎƪ Ψ{ǳōƳƛǘ ŦƻǊ wŜǾƛŜǿΩ.  The note is sent to 
Supervisor for review and approval: 

 

 

 

8. {ǳǇŜǊǾƛǎƻǊ ǿƛƭƭ ƻǇŜƴ ǘƘŜ ƴƻǘŜΦ !ǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ƴƻǘŜ ŎƻƳǇƭŜǘŜ ΨwŜǾƛŜǿ botesΩ section 
with commentsΣ ǘƘŜƴ ŎƭƛŎƪ Ψ!ŎŎŜǇǘΩΦ Depending on how CG is setup the note will then 
be Finalized (in which case, you are all done!), or the note will be removed from the 
{ǳǇŜǊǾƛǎƻǊΩǎ ΨtŜƴŘƛƴƎ {ervicesΩ section of their home page and updates the note on 
ǘƘŜ {ǘŀŦŦΩǎ ΨtŜƴŘƛƴƎ {ŜǊǾƛŎŜǎΩ όǇǊƻŎŜŜŘ ǘƻ ǎǘŜǇ фύΦ 
 

 
 

Supervisor ΨApprovedΩ the note:  
 

 

9. bƻǘŜ ƛǎ ƴƻǿ ǊŜŀŘȅ ǘƻ ōŜ ΨCƛƴŀƭƛȊŜŘΩ  and the Staff can view the note ǘƻ ǎŜŜ {ǳǇŜǊǾƛǎƻǊΩǎ 
comments: 
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Individual Staff Log 

(Daily Approval) 
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Approval printout and Finalizing Notes 
1. CǊƻƳ ȅƻǳǊ ƘƻƳŜ ǎŎǊŜŜƴΣ ŎƭƛŎƪ ƻƴ ȅƻǳǊ ƴŀƳŜ ǘƻ ƎŜǘ ǘƘŜ ά±ƛŜǿ ǎǘŀŦŦ ǎŎǊŜŜƴΦ  

2. In the daily approval section of the screen,  

3. Enter the service date for the Staff Log (MAA) you wish to create.  

4. /ƭƛŎƪ ƻƴ ά{ŜŀǊŎƘΦέ 

 

 

  



103 
 

 

IMPORTANT! 
 

It is very important that you review all of the 

information on the daily log before approving! 

 

When you click on ά!ttwh±9 ¢La9έΣ you are 

finalizing all of the services listed. 

 

Finalized services cannot be

changed!
 

 

 

IMPORTANT! 
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IMPORTANT! 

Please be sure to 
REVIEW THE DAILY LOG BEFORE YOU CLICK ON ά!ttwh±9 

¢La9έ 

 

hƴŎŜ ȅƻǳ ŎƭƛŎƪ ƻƴ ά!ǇǇǊƻǾŜ ¢ƛƳŜΣέ ǘƘŜ Services are finalized. 

 

Á ¢ƻ ŜŘƛǘ ŀƴȅ άtŜƴŘƛƴƎέ ƴƻǘŜ ŎƭƛŎƪ ƻƴ ǘƘŜ ά{ǊǾΦ Іέ   
Á Add any additional sŜǊǾƛŎŜ ǘƻ ǘƘŜ ƭƻƎΣ ŎƭƛŎƪ ƻƴ άIƻƳŜΣέ ŀƴŘ ŜƴǘŜǊ ŀ ƴŜǿ ƴƻǘŜ.  
Á Continue to repeat these steps until you are satisfied with the log----then click 
ƻƴ ǘƘŜ ά!ǇǇǊƻǾŜ ¢ƛƳŜέ ōǳǘǘƻƴΦ 
 

IMPORTANT! 
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IMPORTANT! 
w9±L9² ¢I9 5!L[¸ [hD .9Chw9 ¸h¦ /[L/Y hb ά!ttwh±9 

¢La9έ 

hƴŎŜ ȅƻǳ ŎƭƛŎƪ ƻƴ ά!ǇǇǊƻǾŜ ¢ƛƳŜΣέ ǘƘŜ service notes are finalized.  

Service Notes are sealed with the ŎƭƛƴƛŎƛŀƴΩǎ 9ƭŜŎǘǊƻƴƛŎ {ƛƎƴŀǘǳǊŜ 

 

1.Decide which pages to print using the blue arrows and page numbers.  
2. Click on the printer icon ς this will print the electronic Individual Staff Log 

form (MAA) as well as direct and indirect services. You may specify which 
pages to print, eliminating unneeded pages. 

 

All printed electronic Individual Staff Log (MAA) forms must be signed! 
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Co-staff Individual Logs 
PRIMARY CLINICIANS MUST FINALIZE THE NOTE FIRST. CO-STAFF WILL BE UNABLE TO 

GET TIME ON THEIR STAFF LOG UNTIL THE PRIMARY FINALIZES. (Time will ONLY be 

transferred into SmartCare on the day the Primary finalizes.) 

Á The Co-staff and Primary will both see the service listed on their Daily Approval 
tally and added into their total time. In the example below, the co-staff is given 
credit for the one hour of co-staff time, even though the Primary has not 
ŦƛƴŀƭƛȊŜŘΦ όά²ŀƛǘƛƴƎ ƻƴ CƛƴŀƭƛȊŀǘƛƻƴέύ 

 

 

Á If you attempt to Approve Time before the primary you will notice the service 
ǿƛƭƭ ƴƻǘ ōŜ ŘƛǎǇƭŀȅŜŘ ƻƴ ȅƻǳǊ {ǘŀŦŦ [ƻƎΩǎ ǇǊƛƴǘ ƻǳǘ 
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Á Inform the Primary clinician they will need to finalize their service 
Á Once the service is Finalized (1) return to Daily Approval and View Report (2) 

 

 

 

 

 

**Note:  

Both primary and co-staff times are transferred to SmartCare, the evening that the 

note is finalized by the primary clinician. 

The time will appear on the SmartCare reports the day after the Primary clinician 

finalizes, not on the day that the Co-Staff clinician finalizes. 

¢ƘŜ ǎŜǊǾƛŎŜ ƛǎ ƭƛǎǘŜŘ ƛƴ ǘƘŜ tǊƛƳŀǊȅ /ƭƛƴƛŎƛŀƴΩǎ CƛƴŀƭƛȊŜŘ {ŜǊǾƛŎŜǎΣ ƴƻǘ ǘƘŜ /ƻ-{ǘŀŦŦΩǎ 

Finalized Services. 
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Printing 
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Printing from Daily Approval 

 

To print your Staff Log and progress notes after Daily Approval, use the printer icon 

adjacent to the image. Do not use File/Print 

1. First, decide which pages to print. You can scroll through document using the iner 
 

2. Then use the printer icon to bring up the printing menu. 
 

 

 

 

After clicking the Print icon next to the Staff Log image, choose the pages you wish to 

print in the Print Range box. The Staff Log will be the first page. 
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1. Select your Printer 
 

2. Chose which pages to print (I selected current page to print only page 1) 
 

3. Click on More Settings to change settings like scale, paper size, quality, etc. 
 

4. /ƭƛŎƪ ΨtǊƛƴǘΩ 
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Deleting a Note 
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Are there any requirements for having a note deleted? 

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

o Wrong client number 
o Wrong staff number 
o Wrong procedure code 
o Wrong reporting unit 
o Wrong service hours 
o Wrong service date 
o Wrong treatment location 
o Wrong number of clients in group 

Á Incorrect text is NOT an acceptable reason for deleting electronic notes. 
 
What do I do to get my note deleted? 
 

Á {ǳōƳƛǘ ŀ Ψ{ŜǊǾƛŎŜ 5ŜƭŜǘŜ wŜǉǳŜǎǘΩ ŜŦƻǊƳ 
o Complete the form and click submit  
o You will receive a Pending request in your email 
o Contact the Help Desk via phone at 510-817-0076 to inform them that 

the request has been submitted so they may process as soon as possible 
 
Be sure to submit delete requests as soon as an error is discovered. If note deletes are 
submitted after the service has been claimed, the note cannot be deleted. 
 

Note Delete Requests are found in BHCS E-Forms in the Clinicians Gateway section.  
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Problem List 
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The Problem List is a dynamic log which is available to record problems for a client.  

  

ü The Problem list is accessible by all clinicians who have access to the client according to 

security protocols. 

ü Problems may be added and ended by multiple, different staff over time 

ü Staff who add or end problems are automatically pre-populated into the Problem List 

ü Active problems are listed at the top of the chart 

ü End-dated problems are moved to the bottom of the chart 

ü Current problems will populate onto the Progress Note edit screen for reminders 

ü Availability to add specific problem codes will be governed by the staff type 
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The Problem List may be accessed via the Action menu from the Client Facesheet or the Client Search 

Results 

 

 

Using Client Search Results ς Find the Problem List on the Action Menu 

 

 

The Client Problem List screen displays referencing the client. 
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Alternately, you can select the Problem List from the Menu dropdown on any page in CG. 

 

 

When you start from the Menu drop down, the Problem List page appears but the client is not yet 

identified. Enter the client name or number in the Client Search box and select the correct option 

when it appears in the dropdown. 

 

 

 

The Problem List would then show as it does below with the option to άAdd ProblemέΦ  
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Problems (Codes & Descriptions) will be available in a drop down and Clinicians Gateway Users 

should be able to search and select by code or description.  
 
 

Problems will only be able to be άAdded Byέ and άEnded Byέ staff practicing within their license type 

scope. See table below. 

- Behavioral Health diagnoses (DSM/ ICD10 Diagnosis)  (Select F Codes allowed by professional 
BH staff) 

- Physical Health conditions (ICD10/SNOMED Codes)  (Only allowed by doctors, NP, CNS, PA) 

- Social Determinants of Health Needs (SDoH)  (Select Z Codes Z55-Z65 can be added by any 
staff) 

 

 
Job Title/ Credential Level In 
ShareCare 

Job Title/ Credential Level In 
Clinicians Gateway 

      

Doctors Doctors 
Social Determinants of 
Health (SDoH) 

Behavioral Health 
Dx (DSM/ ICD10 
Diagnosis) 

Physical Health conditions 
(ICD10/ SNOMED Codes) Advanced Practice Med with Rx NP, PA, CNS, Pharmacist 

Licensed Clinical Staff LMFT, LCSW, LPCC 

Social Determinants of 
Health (SDoH) 

Behavioral Health Dx 
(DSM/ ICD10 Diagnosis) 

  

Licensed Clinical Psychologist Licensed Clinical Psychologist 

Waivered Clinical Psychologist Waivered Clinical Psychologist 

Registered MH Intern AMF, ASW, APCC 

Graduate Student Graduate Student 

Certified AOD Counselors SUDCC 

Social Determinants of 
Health (SDoH) 

    

Registered AOD Counselors SUDRC 

Unlicensed Staff MHW, QMHW, MHRS 

Medical Staff PT, LVN, RN 

Peer Support Specialist (we need to 
add) 
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¢ƻ ŀŘŘ ŀ ǇǊƻōƭŜƳ ǘƻ ǘƘŜ ǇǊƻōƭŜƳ ƭƛǎǘΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά!ŘŘ tǊƻōƭŜƳέ ōǳǘǘƻƴΦ 

 

 
 
!ŦǘŜǊ ŎƭƛŎƪƛƴƎ ƻƴ ά!ŘŘ tǊƻōƭŜƳέΣ ǘƘŜ ǇŀƎŜ ōŜƭƻǿ ŀǇǇŜŀǊǎΦ CƛƴŘ ŀ 5ƛŀƎƴƻǎƛǎ ōȅ ǎǘŀǊǘƛƴƎ ǘƻ ǘȅǇŜ ŜƛǘƘŜǊ 

the ICD-10 code or the description into the ŘǊƻǇŘƻǿƴ ƭŀōŜƭŜŘ ά5ƛŀƎƴƻǎƛǎέΦ  /ƭƛŎƪ ƻƴ ǘƘŜ ŎƻǊǊŜŎǘ ƻǇǘƛƻƴ 

when it appears in the dropdown.   Select the begin date. 

 

 

 

 

If you are not allowed to use a code, the Diagnosis drop down list will remain in 

ά[ƻŀŘƛƴƎέ ǎǘŀǘǳǎΦ 
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Please note for SUD users, there is an additional Reporting Unit field as seen below. This 

field is required.  This field determines viewing privileges.  Viewing is restricted 

according to 42CFR pt. 2 regulations.  Staff will only be allowed to see problems 

reported within their RUs. 

 

A ά.ȅ wŜǇƻǊǘέ checkbox is available for use by Professional BH staff.  This checkbox 

allows Professional BH staff to add any problem that is allowed for the medical staff 

when it has been identified by beneficiary and/or other significant support person. 

 

¶ Check the ñIdentified by beneficiary and/or significant support person checkbox. 

 

 

 








































































