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CRcIans Gatewa

CLINICIAN'S GATEWAY

What is Clinician’s Gateway?

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

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

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

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

«» Web Based application utilizing Electronic Signatures.

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

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

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

New Modules

Treatment Plans - Coming Soon!

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

v1.0

S ” . .
Have Questions? Need Help? Contact your Administrative "

Support Person.
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CARICians Caleway

#i | CLINICIAN'S GATEWAY

Features

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

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

++Fully integrated with current system (INSYST)

«+Built in timesheets to track service provider activity

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

*Medical spelling checker

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

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

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

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

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

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

**No lost Notes.

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

«+All Progress Notes will be readable.

**Reduced errors in billing.

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

+MORE REVENUE.

11I).

v1.0

. ,) 9 1 1 1
Have Questions? Need Help? Contact your Administrative 2/13/2009

Support Person.

(RRRRERREND






LOGGING INTO
CLINICIAN’S GATEWAY
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Login — Security

Find the link to this page at http://covenet, click on Clinician’s Gateway in the right hand

column.
3 Clinician's Gateway version 3.0 {Login) - Microsoft Internet Explorer
File Edit Yiew Favorites Tools Help | ,','
<o Back + = - ° @ | @Search Favorites ®| %v e
Agdressl http:ffcg j @G |Links »
E
Staff ID & I
Pazsword: I
Log In |
=
|@ Daone ’_l_l_l_l_ g Local inkranet

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

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

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

11



12



CLIENT INFORMATION
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Clinicians Gateway

Natalie Courson

Entar New Service:

Type of Service
Select— Tosstart a new service note, seect the type of service

Pending Services

S #Y  Procedure 7 Group Sve# 7 Client#5  Client Name 57 Provider 7 Date 7 SortY  Type Y

24 31 Medication Support 75087772 TEST CINDYTWO 99591 Weat County Mental Heatth Sv 207 Indiv. Update..
284108 381 Medication Support 75087772 TEST CINDYTWO Jeat County Mental Health Sv HE2007 Indiv. Update..
284110 381 Medication Support TS087772 TEST CINDYTWO Jeat County Mental Health Sv 2007 Indiv. Update..
208470 381 Medication Support 75087772 TEST CINDYTWO g Jeat County Mental Health Sy BIZ5/2007 Indiv. Update.
208361 455 90853 GROUP PEYCHOTHERARY 108 75130257 TESTY CNDY (412111 EDEN ADULT MEDICATION QKLY 3 THa2007 Group Update..
28936 455 90853 GROUP PSYCHOTHERAFY 107 75130257 TESTY CIDY (112111 EDEN ADULT MEDICATION QKLY & TH8R2007 Group Update._|

Client Face Sheet

Home

Clients

M Hel

o

&

Eg
|_ ! <| —

Log Out

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

= 2 - Type the clients’ last name first, then first name. (with a space in between...

not use a comma)

= 3-Click on Search

15
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ﬂ Clignts v
Search Results

Natalie Courson Home: Helpl Log Out

Search for: test dave | vienal |
Search Again
|test dave ‘ [ Search J
= Clients, All
Client#%7 Client Hame 7 Status 7 Gender %7 Age 7 Services 7 Inclv. Service
75122885 _ES_ DAVE Active W 59 1 Start

v Clients, Serviceable
Client#7 Client Hame 7 Status 7 Gender 57 Age 7 Services ¥ Indv. Service
75122885 TEST DAVE Active ] L] 0 Start

+ Client Plans

FERSOMAL INFO | SECURITY (PASSWORD) | GUIDESHELP

= ] - The search results screen will show the list of clients.

= 2 - Click on the client’s name to get the Face Sheet for that client.

16



ician's Gateway version 3.2 (Client Information Facesheet) - Windows Internet Explorer

6@: - ‘E, http: ffcgfCG-Training/FaceSheet  aspx?CLIENT_MUMBER=75122585 "‘ 4| % |Google ‘ Lir
File: 1 ‘ Wigw  Favorites  Tools  Help
Go\.s ela~ V| Search <+ @ © E?' @ - % Bookmarks @Find © “?Check W ﬁ AutoFil -
7} & [@CImician‘s Gateway version 3.2 (Client Information Fa... l l @ B @ hi @PEQE o @TGD‘S v
A
| This site is for training only
Clients -
Client Information Facesheet
Natalie Courson Horme | Help | Log Out
Switch to Account View
CONSUMER INFORMATION
Aliazes
Name TEST DAVE N Humber 75122885 (lssusd on 4/21/2005) Date of Birth 1111850 (Age 58)
Address 2008 UNKNOWN 85N 000-00-0000 Gender Hale
OQAKLAND 54506 Account 856458 ( TEST DAVE ) Language Unknown/Not Reported
Phone Marital Unknown Education Grade 12
Staff Staff General Disability None Ethnicity Unknown
RP Dwes 50.00 Problem Nong Ethnic Origin
Medicaid Coverage
Covered Number Eligible Date Special Reason
Insurance
# Company Policy # Effective Expires
SIGNIFICANT OTHER
Name Relation Address Effective Expires Phone
CLINICAL HISTORY
Status 7 Provider 57 Opened 7 Closed 7  Prim.Diag. 57 Clinician %7 Physician 57 Units 57 Last Service 7 Legal Status 7 Consent 7
Open 99591 West County Mental Heatth Svs 3/28/2007 29570 6824 SMITH AMBREE 0 Staff General 0 Voeluntary Temporary Conzervatorship
Open 01275 LA CHEM DAY OAK PARKINT 10MI2004 2 . 1221 DEFALLT CONVERSION 0 Staff General 1 111512007 Not Guitty Unknown
TOTAL EPISODE COUNT: 2
MICROFILI INFORMATION:
TESTDAVE N (75122886)
ELECTRONIC PROTECTED HEALTH INFORMATION
FERSOMNAL IMFO | SECURITY (PASSWORD) | GUIDESHELP =
hd

= To print the Face Sheet, click on file (1),
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(= Clinician's Gateway version 3.2 (Client Information Facesheet) - Windows Internet Explorer

@ - ‘@, http: /g G-Training/FaceSheet, aspx?CLIENT_NUMBER=75122805

v| (1% |
GEN Edit  View Favorites Tools  Help

hlew Tab Chrl+T v Saarch“@ v f}' @ & * Bookmarks * @Find v a‘?Check v ﬁﬁ_lnutoF\\I M % - -_:_:Sign In~
Hew Window [ = - 3
Open. . Qi+ Client Information Fa.., I I @ T o E}PBQB v {)} Tools -
Edit with Microsaft OFfice Word

A
Save ... This site is for training only |
Close Tab Chrl+-w!

Page Setup...

Click on Print

Print Preview...

Send
Impart and Expart..,

Properties
Wark Offine
Exit:

Client Information Facesheet

CONSUMER INFORMATION

Clients v

Horme ﬂl Log out

Aliazez
llame TESTDAVE N Humber 75122885  (lzsusd on 4/21/2008) Date of Birth 111950 (Age 58}
Address 2008 UNKNOWN SSH (00-00-0000 Gender Wale
OAKLAND 94806 Account 855458 ( TEST DAVE | Language Unknown/Not Reported
Phone Marital Unknown Education Grade 12
Staff Staff General Disability None Ethnicity Unknown
RP Owes $0.00 Problem None Ethnic Origin
Medicaid Coverage
Lopvered lymper Sligible Dats Special Reason
e Click on print.
[ print This site is for training only |

Beneral ‘ Dptions|

Clients v

printer you want to use

4
Status.  Ready
Location:  Across from Jennifer's Office
I Comment Find Prin
Page Range
85 (lsaued on 421/2005)
. x
®a Murnber of copies o
Selection () Cument Pags (TEST DAVE)
3
Enter either a single page number or a single @ :
page range. Fur example, 512

Select Printer ) { Cliant nf T
BAddPrinter .
A IS4E500N o covepr Click on the name of the

CONSUMER INFORMATION

mlml Log Out

Click on Print

Insurance

# Company

Date of Birth 1SS0 (Age 59)
Gender Male
Language UnknowniNot Reported
Education Grade 12
Ethnicity Unknowin
Ethnic Origin

Special Reason

Effective Expires

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

18



Alternately, you can use the printer icon and the Face Sheet will print at your default
printer....

a Clinician's Gateway version 3.2 [Client Information Facesheet] - Microsoft Internet E xplorer

File Edit ‘“iew Favortes Took Help

Q ek - ) - =] |2] ;b|;) Search ¢ Favaries @‘ S

Address [[=) hitp.//eg/ O aveSheet aspi7CLIENT_NUMBER=75114207

Click on the icon to print
at the default printer.

=l 6o | Links >

ﬂ I :
Client Information Facesheet

Robert Forsythe Home | Help | Log Out I

Fwitch to Socourt Wiew
CONSUMER INFORMATION

19
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Client Services Search

Clinicians Gateway

l fest cindf

Home Search And Tag | Searchl
Natalie Courson Humel Help | Log Out |
Enter New Service;
Type of Service

I Salert vl To tart anew service note, select the type of service
Pending Services

S #5F Procedure °7 Group Sec #°7  Client#°7 Client Hame "7 Provider -7 Date~7  Type 7 Sort~7 Reviewer -7

2684109 361 Medication Support TEOBT7TZ  TESTCMDYTAD 99991 -Wiest Courty Mentsl Heath Svs 3/2007  Clinician's Progress Mate Unidate...
284110 361 Medication Support TEOBT7T2  TESTCMDYTAD 93991 - Wiest Courty Mental Heath Svs 32007 Clinician's Progress Mate Unelate...
288470 361 Medication Supnort TEORTFTZ TESTCMDYTWD 93991 -West County Mental Heath Svs Br2502007  Clinician's Progress Mote Unitste...
289381 456 90853 GROUR PSYCHOTHERARY 108 7130257 TESTY CHDY (11240 - EDEN ADULT MEDICATION OMLY 545 THEROD7  Cinician's Progress Note Undste...

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

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

e 3 —Click on Search.

Services Search

Al 7| gervice [Anwhere "I Rendzred for Search
Search Services by Date Clidk day to see senvices perormed on that day

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

11 123 4 4§ § 113 4
Jo4 8 8 T & 4 7 & 9 W o8 7T 8 4 omn
{1 TR VA I A I O L PO O I O O A A
171 19200 23|20 20 HKENW0 000NN
LG F: i B | mron NN n

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

21



ICIients A

Search Resulls Search And Tag | Search |

Home |_r-ﬂ| Log Cut I::

Search for; test dave _viewal || closeal |

Search Again

|tesldave Search
IServices M

+ Senvices, Finalized .

Sru. #57 Client #57 Client Hame 57 Reporting Unit 57 Procedure 57 Date 57 Type 7 Hote
a8 75122605 TEST DAVE 9393 YWest Courty Mental Heatth Svs Medication Support 32312009 Incl. Wien

Sru. #57 Client #57 Client Hame <7 Reporting Unit <7 Procedure <7 Date 57 Type 7 Hote
v Services, Draft

Sru. #57 Client #57 Client Hame =7 Reporting Unit 57 Procedure 57 Date 57 Type 7 Hote
5412 test dave 010871 CAKLAND ADULT SERVICE TEAM 1 (3 PRE-ERISCDE NOTE af2862009 Incliv. Wiewy
35300 To122885 TEST DAYE 9998CG CLIMICIAN GATEWAY TEST MHS AD Crisiz Stabiization af2Ti2009 Incliv. e

Search results list (1) Finalized, (2) Pending, and (3) Draft services separately.

4 — You also have the option of searching for a different client’s services from this page.



Search and Tag

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

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

DEFINE YOUR SEARCH CRITERIA

1.
2.
3.

6.
7.

From your home screen, click on the “Search and Tag” button in the upper right hand corner.
The Services radio button should be checked.
Select the first search parameter by clicking on the “Select Search Item” drop down menu.
Click on the parameter that you wish search, such as “Client.”
Click on “Lookup” and enter the specific search item

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

Check the box for the appropriate client and click OK.
Choose your next parameter, if desired, to narrow your search, by clicking on the “Select
Search Item” drop down menu. Click on the parameter that you wish search, such as “Service
Date.” i.e.. choose whether you would want to see services on, between, after, or before a
certain date and click on the calendars icons to define the dates.
Continue until you have narrowed your search as many ways as desired.
Click the Search button to assemble your results.

REVIEW, PRINT OR SAVE YOUR RESULTS

1
2
3.
4.
5
6

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

Check the items that you wish to view or save.
Click on one of the Review/Print buttons (all checked items or all results).
Choose “Open” to view them or “Save” as desired.

. To read them, use the big blue arrows at the top of the page to move through the documents.

Click the Printer Icon or File/Print.

TO SAVE A COLLECTION

1.

2.
3.

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

Enter the name of the collection and click OK

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

TO RETRIEVE A PREVIOUSLY SAVED COLLECTION

1. Click on the words ““select an existing collection name”
2. The Drop Down menu indicator appears. Click on the down arrow.
3. Click on the collection that you would like to view.

23
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INDIVIDUAL NOTES USING CLIENT
NAME OR NUMBER
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Individual Notes Using Client Name or Number

Clients 'I
Search

Natalie Courson Home | Help | Log Out

Enter New Service:
Type of Service

Select . To start & new service nate, select the type of service

Pending Services

Sm#%  Procedure 57 Group Sve ¥ 57 Client # 57 Client Hame 7 Provider ~7 Date 57 Sort~F Type 7

283470 361 Medication Support 75087772 TEST CIMDY T 99991 Wiest County Mertal Health Sv B/25/2007 Incliv. Update
2B9361 456 90853 GROUP PSYCHOTHERAPY 106 7130257 TESTY CINDY 011201 EDEM ADULT MEDICATION ORLY 5 Trer2007 Group Updiate
289363 456 90853 GROUP PSYCHOTHERARY 107 75130257 TESTY CIND'Y 011201 EDEM ADULT MEDICATION ORLY S THE2007 Groug Upetate
289364 456 90853 GROUP PSYCHOTHERARY 107 75135386 TESTCASE DAVE 011201 EDEM ADULT MEDICATION ORLY & 7HB[2007 Group Update
293480 456 90853 GROUP PSY CHOTHERAPY 160 Ta130257 TESTY CIMDY 011201 EDEM ADULT MEDICATION ORLY 5 10472007 Group Upelate
29349 456 90853 GROUP PSYCHOTHERARY 160 75135366 TESTCASE DaVE 011201 EDEM ADULT MEDICATION ORLY S 10/4/2007 Group Upetate
295244 444 90804 Indiv P=y 20-30 min 75130257 TESTY CINDY 011201 EDEM ADULT MEDICATION ONLY 5 10/29/2007 Il Uprate
298095 444 90804 Incliv Psy 20-30 min 75130257 TESTY CINDY 011201 EDEM ADULT MEDICATION ONLY S 12m0/2007 Incliv. Update
3238m 274 Paych Sery Medicare Compongnt 75135366 TESTCAZE DEVE 99996 Hahiltative Day Treatment 972472008 Incliy. Upeiate
343505 571 Brokerage Services TEOGTTT2 TEST CIMDY T 011201 EDEM ADULT MEDICATION ORLY S 10/ 4/2008 Ineive. Upetate

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

Date
clients x| [Any =l [any =] [Evervwhere | [Anytime x| " Search |

Services Search

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

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

< March 2003 fpril 2009 May 2009
Su Mo Tu W Th Fr %3 S Mo Tu We Th Fr %3 Su Mo Tu We Th Fr %3
12 3 4 12
12 3 4 5 6 7 § 6 7 &% 9 wn 3 4 3 6 7 5 38
£ 1 N A b E A A O S E N | S LR - S T S B A A A A
1§ 16 17 18 19 M 19 I 3 3 3 M M 7 18 10 0 1 013
13013 M ¥ MW OI7T oI X I o3 0O 14 15 36 17 18 28 0
W H 31

= 1 - This is your home page.

= 2 —Click on the drop arrow to select “Individual’ for the type of service.

27



Clients 'I
Home Search

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

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

Edit Primary Clinician List

Pending Services

Sm. #57  Procedure 57 Group Swc #~7 Client # 57 Client Hame ~7 Provider 57 Date 57 SortYy  Type 7

263470 361 Medication Support Ta0aTITE TEST CIMDY Tyhics 95591 Wie=t County Mental Health Sv Bl2a2007 Inclivy. Updlate. .
285361 436 80353 GROUP PSYCHOTHERAPY 108 79130257 TESTY CINDY (011201 EDEM ADULT MEDICATION ORLY 5 THER007 Graup Undate. .
209363 436 90853 GROUP PSYCHOTHERARY 107 91302587 TESTY CINDY 011201 EDEM ADULT MEDICATICN OhLY 5 THER00T Group Updlate. .
288364 436 80353 GROUP PSYCHOTHERAPY 107 79135386 TESTCASE DAYE (011201 EDEM ADULT MEDICATION ORLY 5 THER007 Graup Undate. .
2834490 436 90853 GROUP PSYCHOTHERARY 160 91302587 TESTY CINDY 011201 EDEM ADULT MEDICATICN OhLY 5 1002007 Group Updlate. .
23349 436 80353 GROUP PSYCHOTHERAPY 160 79135386 TESTCASE DAYE (011201 EDEM ADULT MEDICATION ORLY 5 102007 Graup Undate. .
285244 444 90804 Incliv Py 20-30 min 91302587 TESTY CINDY 011201 EDEM ADULT MEDICATICN OhLY 5 1072972007 Inclivy. Updlate. .
288095 444 80304 Inclv Pey 20-30 min 79130257 TESTY CINDY (011201 EDEM ADULT MEDICATION ORLY 5 120102007 Incliv. Undate. .
323901 274 Psych Serv Medicars Component 75133366 TESTCASE DAYE 99996 Hahiltative Day Trestmert 972442005 Incliv. Upiate...
343508 571 Brokerage Services 15087772 TEST CIMDY T (011201 EDEM ADULT MEDICATION ORLY 5 10/14/2008 Incliv. Undate. .

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

Date
Clients =] [any =l ey =] [Everywhere | |anvime [v] | Gearch |

Services Search

IPC\‘I ¥ | Service IAn\‘Whem j Rendered for Search |
Search Services by Date clic day to see services parformed on that day

3 March 2009 Dpril 2009 May 2009
Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr %3 Su Mo Tu We Th Fr Sa

i 4 6 6 7 6 6 7 & 0 101 ¥ 4 5 & 7
L | O K R A e e L L L
1 om
OI7 I8

=
=
2
=3
e
2
2
®

2013 M M OIF OIF OO O OO 4

= 1 - Verify the Primary Clinician name is correct.

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

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

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

me _ﬂl Log Out

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

|testcindy Search

Clients Matched

Client # 57 Client Hame 57 Status <7 Gender 57 #ge~7 Services 7 Select Provider

-
Select Title

TERTTT TESTCNDYTAD  Active F 4 0 90993 Take Care Case Management = [Cinician's Progress hote = Gelect

1 record found.

el RO bob RIS e s e e

= 1 - Verify the client name.

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

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

= 5—Click on “Select”

29



|C\ients i

—
Service Entry, Individual Search |

Natalie Courson Hame ﬂl Log Out

senice #: New  client: CINDYTWO TEST (75087772) Ficvider. 99993 Take Care Case Management Tite: Clinician’s Progress Note

Opened: 33002007
Procedures: I Select Procedure j Service Date:|5/5/2008
Servioe Location I Select Location o Utilization review date: [ERNEN Ltilization review has expired

Med Compharﬂ:lNJA j Side Effects; |NJ'A Ll
Primary Clinician: TEST NATALIE Primary Clinician Time:

Add additional clinicans

Instructions
Resp‘ond to problems/gosls/okjectives of trestment plan and signs and symptoms relsted to disgnosis. nclude trestment interventions and sddress changes in the ciert's functioning. If there is ttle progress, include an explanstion of the imted progress.
Episode Diagnosis Information

Axis | Awisll Axisll  Axisly  Axis¥
Face To Face Time Hours:Minutes |799 9 IVM 09 |799 a9 |J |ODO

Preserding Problemn(s]

qu:l(Select Note) =

Use the "Previous
Entries"” drop list to
view the last 5 notes
enterd for this client

Eualuatian P Enifes: | (Select Note) -

H

Intervertion Freos Enes: | (Select Note) -

= Complete all of the progress note fields.

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

= Click on “Save as pending.”

30



A Clinician’s Galeway version 7. 3a (Home) - Micrasofl Internet Explorer El

Be [0k Yew Fpwrkes Joob  Heb

Q- Q HRAG P oo @ -0 5 -LJIK B

Agceess

ﬂw;uwwu Apgr FINDN_SERVICE_SavTDwtrusd SERYICE_MUMBER =231 16 w | BN G

ﬂ | Cﬁ...m_ . -
, Home

I:'I:-N.iﬂn Hirma | Helg | Log Ol
1 Service recond S50 16 was sucCesfully saved
Enter Hew Service:
Type of Sarvice
Selacl-— To serl & new service nobe, Belect the Type of service

Panding Services

Saw, 857 Proceidme T Group Swe B Cherd 857 Chent lamse 7 Providder 77 Dt 7 Twpe T
Pl b EAR T o e Shawly Yo Ol CubMILAND AD MEDRCATION CRLY 5%5 A0 Uty
e A5 SOM0E MDA PEYVCH 4550 M GUEEEET  Mickey Mouss C10ATI CLAMLAMND ADULT SERVCE TEAM 3 10040008 indv Upcate
Trecords found
Advanced Search
For Type Saabug Liotation Cuatn
Cuends ~  Any » | Ay w | Everpanane vArlmrHI\'
Services Search
All ¥ Sarvice | AMPWHERS ¥ Rendersd for
Soarch Services by Date Cud day te see serviien padomad o hat day
o Bt 06 taptamiae 2000 et 2000
Su Mo Tu We Th Fr Sa [Bu Mo Tu We Th Fr Sa Su Mo Tu We Th Fr %
17 3 4 LI |
& T & W B M1 3 4 & 8T BB 1 23 45 BT
LE T R T R L L O
BN MDD MHBTW NN BB W T E BN
n A nAa@x™nN H A AR A AN o ]

FERGOMAL INFO | SECURITY (PASSWORD) | GLIDESHELR

& Local inbraret

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

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

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

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

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

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

claiming.
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Draft Notes

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

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

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

Choose your template and

Click the begin service button.

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

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

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

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

When you know more information:

1.
2.

Find the draft note in multiple ways.

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

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

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

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

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

Procedure

Location

Clinician (after building your customized Primary Clinician List)

Provider (RU = Reporting Unit)

Clinician’s Time

Face-to-Face Time

Additions to the text of the Progress Note

When the Note is complete:

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

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

name.

Archiving the Note:

1.
2.
3.

Write up your Draft Note as completely as possible.

Click the “Save as Draft” button.

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

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

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

Recalling the Archived Note:

1.

b wn

You can find the note in three ways:

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

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

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

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

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

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

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

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

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

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

1. Write a progress note as usual, using Procedure Code 197, Informational Note

2. Enter zero minute’s time. (actual data entry of O minutes required)

3. Write the note, check Note Complete and Save as Pending.

4. This note can be finalized and so will show up as a finalized service in the Electronic Health
Record for the client.

5. It will show up on the Staff Log with zero minutes.

6. Write an Indirect service for your time.

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

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

Clinicians Gateway I Clients j -
Home Search And Tag | Search | |}
Camille Peterson Horne | Help | Log Out |

Leave name/D field empty when
. writing a note for an unregistered
Enter New Service: client

Type of Service  Primary Clinician Cliert Mote Template
|PETERSON CAMILLE j|Enter Client Mame or ID or leave hlank |Clinician's Progress Mote j Start Indiv Se
Edit Pritmary Clinician List

3. Choose your template
4. Click the Start Individual Service button.
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8.
9.

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

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

Senice #: Mew Title: Clinician’s Progress Note

Nurnber Last Hame First Name
Cliert;  Dnknown | [Duck |Dary

Pracedures:| 187 CG INFORMATIONAL NOTE || Enter Code 197 Service Date:|1 2/29f2009 2E]

Ltilization review date:

service Lacation:| Office x| Emergency? T Pregnant? I [[Enter Reporting Unt | Med. Campliant: | A | side Etfec
Primary Clinician:| 10904 - Peterson, Camille j Provider: I 9998CG - CLIMICIAN GATEWAY TEST MHS AD j Primary Clinician Time:|0:00

) Aol Addtional Clinicians Enter 0:00 minutes
Instructions

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

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

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

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

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

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

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

3 Clinician’s Gateway version 3.4 (Home) - Microsoft Internet Explorer = IEllll
File Edit “ew Favaorites Tools Help | :,'
N OY oy : A
e Back = O - |_L| IELI (ul | -/ Search ¢ Favorites @;{ = ] - _] /i 1
Address [ http:{jcg/CG/Default. aspx?INDV_SERVICE_SAVED=trusBSERVICE_MUMBER=448514 /:I‘BIDK | Links >

|+

Clinicians Gat esvary ISer\rices 'l
11 . [auck dar

earch And Tag | Search |

Home

Camille Peterson

Service record 445314 was succesfully saved.

Enter New Service:
Type of Service

I Select - vl To start a neww service note, select the type of service
Pending Services

Sre. Group Suc  Client Clhient

By Procedure 57 27 2 Hame 7 Provider 57 Date 57  Twpe 57 Sort 57 Reviewer 57
- 9999C% - CLIMICIAN GATEMDY Clinicisn's Progress ; e
422752 391 Group Rehahbiltation 1187 75130257 TESTY CIMDY TEST MHS A0 10425/2009 Mote Chait Update...
381 Inclividual TESTCZASE 999905 - CLIMICIAN GATENAY Clinician's Progress .
422807 Rehabiltation 75135386 DAVE TEST MHS AD 10428/2009 Mote Cravait Updlate...
444625 321 Evalustion 7soETTI2 L) I08TY - OAKLAND ADULT 12182009 E:;T;C'a” = Progress Update

CIMO T SERYICE TEAM 1
197 CG INFORMATIONAL 9P99CG - CLINICIAN GATEWAY Clinician's Progress
448514 MOTE Duck Daffy EST hHE A0 12/29/2009 Fote CDraft Update...

<< First < Prev -1- -2- -3 Pleuxt = Last ==
Advanced Search

For Twpe Status Provider Date
|Clients LI |Any LI |Any LI |Everywhere LI |Any’time LI Search |
|AII | SSrvice|AnywhereL| Rendered for |duck daffy Search =
|®j ’7 ’7 ’7 ’7 ’7 |\3 Local intranet v
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To update the Draft Note

11. Update the client’s name and account number (after they have had an episode opened in your
RU). You cannot type in the client’s PSP number. Use the [***] button to search for the client (enter last
name first name, click Search, wait). Choose the new client from the search results.

3 Clinician's Gateway version 3.4 (Service Entry, Individual) - Microsoft Internet Explorer - |EI|1|
File Edit Wiew Favorites Tools Help | :,'
G Back - d - d \ELI { l\J | 7 ) Search \;\?’ Favarites @} | - u'_,’. E e ﬁ
Address | httpeffeg/ TG serviceentry/IndivsveEdit, aspx?SERVICE_NUMBER=448514 | Go | Links *

Semice #: 448514  Title: Clinician’s Progress Note [
Murnber Last Hame First Hame
Cliert:  Hnknowen IDUCk |Daﬂ‘y J
Procedures:| 197 CG INFORMATIONAL NOTE =l Service Date:[12/20/2008 )
Ltilization review:
date:
Service, ) TIA T | Side
Sl Office - E 3 - nt? [ Med. Compliart:
Loc:atlon.l J MErgency reans Effects: | MIA hd
Primary Clinician:l 10904 - Peterson, Camille j Provider: I YY99CG - CLINICIAN GATEYWAY TEST MHS AD j Primary Clinician TimerIDD:DD
Add Additional Clinicians LI
|@ Done ’_ ’_ ’_ ’_ ’_ |EJ Local intranet 4

12. Updates to the note can also be made in the fields of:
Procedure Code (do not change it if you claimed time on an indirect)
Location
Clinician (if you have built a customized Primary Clinician List)
Provider (RU = Reporting Unit)
Clinician’s Time (do not change if you claimed time on an indirect)
Face-to-Face Time
Additions to the text of the Progress Note

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

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

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

14.Click “Save as Pending.” The note can be finalized if the service is within the episode dates.
Otherwise it will remain as a Draft note in that client’s records.
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Co-staffed Individual Notes

Clients 'I
Home Search

Matalie Courson Home | Help | Log Out

Enter New Service:
Type of Service

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

Pending Services

S #S  Procedure 57 Group Sve # 57 Client # 57 Client Hame 7 Provider ~7 Date 57 Sort 7 Type ¥

283470 361 Medication Support T80B77T2 TEST CINDY WD 99991 West Courty Mertal Heatth Sv B/25/2007 Incf. Upitate
289361 456 90853 GROUP PSY CHOTHERAPY 106 75130257 TESTY CINDY 011201 EDEM ADULT MEDICATION ONLY S THB/2007 Group Update
2B9363 456 90833 GROUP PSYCHOTHERAPY 107 TE130257 TESTY CINDY 011201 EDEM ADULT MEDICATION ORLY 5 Tre2007 Group Upeiate
289364 456 80353 GROUP PSYCHOTHERARY 107 75135386 TESTCASE DAVE 011201 EDEM ADULT MEDICATION ORLY & THE2007 Group Upitate
293490 456 90853 GROUP PSYCHOTHERARY 160 75130257 TESTY CINDY 011201 EDEM ADULT MEDICATION ORLY & 10/4/2007 Group Update
293491 456 90853 GROUP PSY CHOTHERAPY 160 To135366 TESTCASE DAVE 011201 EDEM ADULT MEDICATION ORLY 5 10/4/2007 Group Update
295244 444 80304 Incliv Pay 20-30 min 78130257 TESTY CINDY 011201 EDEM ADULT MEDICATION ORLY & 10/28/2007 Incf. Upitate
298095 444 90804 Indiv P=y 20-30 min 78130257 TESTY CINDY 011201 EDEM ADULT MEDICATION ONLY 5 12M0/2007 Il Uprate
32390 274 Psych Sery Medicars Component 75135366 TESTCASE DAVE 99996 Hahiitative Day Treatmert 9/24/2008 Inclive. Upchate
343508 571 Brokerage Services T80B77T2 TEST CINDY WD 011201 EDEM ADULT MEDICATION ORLY & 10/14/2008 Inci. Upitate

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

Date
clients 7] [Any =] [any =] [Everywhere =] [Anime x| " Search |

Services Search

Al = Servic:eI"*m‘\'\‘m'rE ‘I Rendered for Search

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

< March 2009 HBpril 2009 May 2009
Su Mo Tu We Th Fr Sa  Su Mo Tu We Th Fr 8a Su Mo Tu We Th Fr $a
12 3 4 11
12 0 4 5 6 7 § 6 7 2 0 W N 3 4 3 6 7 & 0
& 9 M0 11 1z 13 14 1z 13 14 15 16 T 1% 10 11 1z 13 14 18 8
15 18 17 12 19 2 21 19 20 21 2% 23 24 2607 18 10 10 1 1% 1
013 M ¥ oW X oMM TN NN P i - T - B R 1
i | 3

= 1 - Start all notes from your home page.

= 2 —Click on the drop arrow to select “Individual” for the type of service.
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Clients 'I
Home Search

Matalie Courson Home | Help | Log Out

Enter New Service: .
Type of Service Primary Clinician Client hote Template

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

Edit Primary Clinician List

Pending Services

Sm. #57  Procedure 57 Group Swc #~7 Client # 57 Client Hame ~7 Provider 57 Date 57 SortYy  Type 7

263470 361 Medication Support Ta0aTITE TEST CIMDY Tyhics 95591 Wie=t County Mental Health Sv Bl2a2007 Inclivy. Updlate. .
285361 436 80353 GROUP PSYCHOTHERAPY 108 79130257 TESTY CINDY (011201 EDEM ADULT MEDICATION ORLY 5 THER007 Graup Undate. .
209363 436 90853 GROUP PSYCHOTHERARY 107 91302587 TESTY CINDY 011201 EDEM ADULT MEDICATICN OhLY 5 THER00T Group Updlate. .
288364 436 80353 GROUP PSYCHOTHERAPY 107 79135386 TESTCASE DAYE (011201 EDEM ADULT MEDICATION ORLY 5 THER007 Graup Undate. .
2834490 436 90853 GROUP PSYCHOTHERARY 160 91302587 TESTY CINDY 011201 EDEM ADULT MEDICATICN OhLY 5 1002007 Group Updlate. .
23349 436 80353 GROUP PSYCHOTHERAPY 160 79135386 TESTCASE DAYE (011201 EDEM ADULT MEDICATION ORLY 5 102007 Graup Undate. .
285244 444 90804 Incliv Py 20-30 min 91302587 TESTY CINDY 011201 EDEM ADULT MEDICATICN OhLY 5 1072972007 Inclivy. Updlate. .
288095 444 80304 Inclv Pey 20-30 min 79130257 TESTY CINDY (011201 EDEM ADULT MEDICATION ORLY 5 120102007 Incliv. Undate. .
323901 274 Psych Serv Medicars Component 75133366 TESTCASE DAYE 99996 Hahiltative Day Trestmert 972442005 Incliv. Upiate...
343508 571 Brokerage Services 15087772 TEST CIMDY T (011201 EDEM ADULT MEDICATION ORLY 5 10/14/2008 Incliv. Undate. .

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

Date
Clients =] [any =l ey =] [Everywhere | |anvime [v] | Gearch |

Services Search

All ¥ SerwcelAn\"Wherej Rendered for Search |

3 March 2009 Dpril 2009 May 2009
Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr %3 Su Mo Tu We Th Fr Sa
171 4 1 12
i 0 4 5 6 7 § 6 7 & 0 10N o4 5 & 7 8 0
L | U R A K C 2 b N T | A - A (U O A KA € G e}
16 16 17 18 19 20 319 0 ¥ 1 I3 24 387 1@ 10 w1 1313
2013 M M OIF OIF OO O OO 4 0I5 I I OIF 9030
00N A

Search Services by Date clic day to see services parformed on that day

» 1 - Verify the Primary Clinician name is correct.

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

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

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

Home _ﬂl Log Out

Servicahle Clients Matching, "test cindy”

Search For Ditferent Client

|test cindy Search

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

5087772 TESTCNDVTWD  Active F 3 0 09803 Take Cara Case Management = [Clinician's Pragress Mote = Select

1 record found.

SeemaniE e R e e e e e e

= 1 - Verify the client name.

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

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

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

a Clinician's Gateway version 3.4 (Service Entry, Individual) - Microsoft Internet Explorer - |EI|§|
File Edit “iew Favorites Tools Help | |'f
B » n —
@ Back \_/J |ﬂ @ __ﬂ | 7 Search “}\(‘ Favorites {3 (=" E
Address | hitp: {feqfCG-Qijserviceentry IndivSveEdit, aspx?CLINICIAN=81418CLIENT_NUMBER=7S0577728TITLE=18R1U=9999CG j Go |Links =
=

Serice #: Mew  Title: Clinician's Progress Hote

MNurnber Last Narne First Narne

cliert: 5087772 |TEST | Emprrmeic | E Opened: 382007 J
Procedures:l 321 Bvaluation j Service Date:IBIQTIEDEIQ

Utilization reviews date Utilization
reviewy has expired!

I I Sicle:

Service -
Lonsetion: I Office J Emergency? [ Pregnart? [ Med. Compliant: Efterts INI.*’-\ l
Primar Clhic:ian:l 8141 - Courson, Natalie | pravider. IQQQQCG - CLINICIAM GATEWAY TEST MHS AD | Primary Clinician Time: IU oo

1 Add Addtional Clinicians

Ir l
4| | »

. ,— ,— ,_ l_ l_ [ Local intranet v

= 1. Click on “Add Additional Clinician’s.”

= 2. Choose the Co-staff from the drop down menu.

= 3. Enter time for both clinicians

a Clinician's Gateway version 3.4 {Service Entry, Individual} - Microsoft Internet Explorer - |EI|1|
File Edit Wiew Favorites Tools Help | ﬁ'
5 . - =
@Back \_/J |ﬂ @ __ﬂ | P Search “}\(‘ Favorites €3 (=" E
fddress | http: }fegfCG-Ctyserviceentry/ IndivSvcEdit, aspx7CLINICTAN=8141 &CLIENT_NUMBER=75087772&TITLE=1&RU=9999C5 hd| G0 |Links =

Utilization review date® ! Utiization ;I
reviesy has expired

I hd I Side:

Service
Office hd E P e Med. Compliant;
Location: I J S GEncy regnal Eftacts: Im
Primary Clinician: I 8141 - Coursan, Matalie J Pravider: IQQQQCG CLINICIAN GATEWAY TEST MHS AD J Primary Clinician Time: IU oo
Co-Staff:| Select Clinician 4 Co-Start T|me|D oo
G557 - Sullivan, Kenya =
s a1 40 Test Mar\,f
Res 2 probifs nd signz and symptoms related to disgnosis. Include treatment interventions and address changes in the client's
furn fthe 454 Tzudlker Jane n of the limited progress.
1283 - Ulvang, Andrew Robert . Episode Diagnosis Information )
11446 - Vazouez, Catina Axis | Axis Axiz Axiz [y Axis W
Face To Face Tl 34032 - Vengarick, Pat 29644  [799.9  [30580 | [ooo
2876 - Vieira, Don
4038 - VIEIRA MICHELLE D J _Iﬂ
| 8384 - wiilliams, Donna | v

ﬂi Cione 3618 - Wilson, Carolyn L hal ’_’_’_’_’_hg Lacal intranet v

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

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

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

3 Clinician"s Gateway version 3.4 (Home) - Microsoft Internek Explorer — ll:llil
Eile Edit Wiew Fawarikes Toaols Help | .'ifl'
j ﬂ A = . ’ . P! £
@ EBack - @ - = ) ;Ij | /_\-' Search “gx( Favorites {::‘3 | o b= I.f)_.-f-l - ﬂ
Address I hkkp: ffcgfiCG-QaDefault, aspx LI G0 | Links **
Sandy TEST Home | Help | Logout | =]

Enter New Service:
Twpe of Service

I Selact --— vI To start a new service note, select the tvpe of service
Pending Services

Sru. Group Client Client

e Procedure ~7 Suc B F H#5F Hame 7 Provider ~7 Date ~F Type “7 Sort ~7F Reviewer ~7
344757 gi;;';ﬁ;’;ﬂgﬁ' FSOSTTT2 EFP‘JSSYW %%\ElTQE-Cfm\? I'_I'II?IS(?I'IAMP;J-E 2iE2009 g:iQ;i:S”'SSN e - Upciate
394747 321 Ewaluation 7enEFrT2 1E=T gigfacﬁﬁf I}Igls?inpld—is 3127 ;200g SliMSEN'S st Upelate
CIMD T A Progress Mote -
< | _>|_I
|@ l_ I_ I_ I_ l_ |g Local inkranek i

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

3 Clinician's Gateway version 3.4 (¥iew Service) - Microsoft Internet Explorer _ ||:||5|
Flle Edit ‘iew Favorites Tools Help | "1"
A o e ' 2 ! F
e Back = =) B \j @ 'Llj ‘ /Lj Search “S_xc‘ Fawvorites 6‘3 ‘ Al .9_’] - ﬂ
- . - . ¥ f *»
Address I http: ffogfCa-Qafserviceentry iewService, aspx INDY _SRY_NUMEER=394719 j Go | Links
Plan ]
test

Add your Addendum
[

Co-staff may add an Addendum
if desired J

3

4| | »

|@ |_|_|_|_|_|g Local intranet -
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= 4 - When the co-staff approve their addendum, a checkmark is placed in the
“Approved” checkbox at the top of the note. Co-staff approval is optional.
» 5 - Co-staff may edit their time before the Primary finalizes.

/3 Clinician's Gateway version 3.4 (Yiew Service) - Microsoft Internet Explorer |
File Edit Yew Favorites Tools Help ‘ :,'
@ Back = -\‘_;,l - Iﬂ @ { ;‘] ‘ /:\] Search ‘S‘n:(‘ Favorites Q} ‘ <] = L‘_ﬁ ILJ_J-I - _J ﬁ
Address htbps [ feafCiE-0d ) serviceantry iewService, aspx?IMNDY _SRY_MNUMBER=394719 j G0 | Links **
I
Role Staff # Staff Hame Time Approved
Primary Clinician 5142 TEST, Sandy 00:30 Edit ™ [l
Co-Clinician 10904 Peterson, Camille E 0030 Edlit 5 E !
Instructions
-
1| | »

|E:| Done l_ l_ l_ l_ l_ |§:J Local intramet 4

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

a Chinician"s Gateway version 3.4 {(Home) - Microsoft Internet Explorer - |E||£|
File Edit View Favorites Tools Help ‘ .'f
A .-.] _FnL . ? = '_' -
e Back - e - \ﬂ @ { l\l P Search - Favorites Q‘ﬁ ‘ ~ ] - 2 i
fddress http: }cgfCG-QalDef ault, asp j Go ‘ Links **
FOT IndreTcLE! TE=1 HHEELGE - CLMICTAR [% TEETES T~
Jadrst Rehakiltation N7 CIMDYTWD  GATEWAY TEST MHS AD 2/32003 Progress Mote Update... J
570 Brokerage TEST 0112M1 - EDEM ADULT Clinician's &
Sk Services IMD oA CIMDY TS MEDICATION ORLY SVSE SR Progress Mote  Approsved M
TESTCASE  9999CG - CLIMICIAR Clinician's _I
384735 311 Collsteral 75135386 DAVE ATERAY TEST MHS AD B 372009 Progress Mate D Draft Upciate...
571 Brokerage TEST 011201 - EDEM ADLILT Clinician's .
I corvices TSOBTITZ cppyTio MEDICATION oMLY 5vs O H2008 b paress Note Owai Hpdate. .
Advanrad Saarch

s B

&l l_ l_ l_ l_ l_ [ Local intranet

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

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

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

4} Clinician’s Gateway version 3.4 (Wiew Staff) - Microsoft Internet Explorer O] x|

File Edit Wiew Fawvorites Tools Help ‘ ,"f

@Back - -\_;,l ™ d @ \-_h /.__\-' Search ‘-ﬁf\? Fawvarites €3| <] - :?_ .9_-"] - J ﬂ

Address hkbp: ffogfCE-Qaviewstalf, aspx?STAFF _MWUMBER=8142 j Go | Links **

~ Daily Approval S 312712009 .

Client #in Approve

Srv. # Date Type Client # Hame Reporting Unit Procedure Status Approve Time Group Time
TEST 9999 CLIMICIAM \Wiaiting on
394747 32712009 Inciv.  TSOETFT2 GATEWAY TEST 321 Evalustion  PEMDING - od f 201001 0100
CIMDN T Finalization
MHZ AD
9999CG CLIMICIARN BE0 General
394748 3272003 Indirect GATEWAYN TEST o - PEMDIMNG Pending 02301 0230
Administration
MHZ AD
2
1
2 service records on 32742009 for a total time of 03:30. Approve Time |
e
|£j |g Local intranet v
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= 3 - The service is listed on the Co-Staff’s log and the Co-Staff time is added to
the Staff Log total time, whether or not the Primary has finalized.

a Clinician’s Gateway version 3.4 (Print Daily Approval) - Microsoft Internet Explorer - ||:I|5|
File  Edit ‘“iew Faworites Tools  Help | ;'
™ A ‘S N ' . Fm! I
@ Back - s | * ,.‘-_,.: - ‘\] | P ) search “?/3“ Favorites EB | T ly_..r-l - iﬁ
Address I http: ficgfCG-QaPrintDaily Approval . aspxFDakte=3/27 /2009 ;I Go

Horme | Help | Le

Individual Staff Log

Service Date: 52

Time
- " G
Swc # | Type RU Client # | ClientName Procedure H:M CT Loc Rec. F
99990 &
; CLINICIAN 520 General . ;
FIHFAE | Indirect| o rEWAY TEST Administration 0z:=0 1 Oifice
MH S A0
g99ac e
. CLINICIAN TEST ) . .
ei=E ml Indiw. GATEWAY TEST TSOSTTTE CINDYTW O 321 Ewaluation oq:00 1 Office
hH S 4D
2 service records on 3/27/2008 for a total time of | 03:30 2
| hereby certify, under penalty of perjury, that the information contained in this document is accurate and free from fraudu

claiming.
Staff 1D 8142 SAMDY TEST Help Desk Support 5§ _
I _>I_I
|£:| l_ I_ I_ I_ l_ |g Local inkranet o

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

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

50



GROUP NOTES
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Group Notes

J Clindclan’s Gateway wersbon 2. 1a [Home) - Microselt Infernel Explarer

Mle [t Wew Fporkes [ok Hep
4 & A L, v 3
Qs - ) (2] B o P Sirees @) 13- 05 & 03
Airens @] hitpefooverst fC e mat_wips v Beo
-
: Chents w
ﬂ IUse the arrow to showe the drop list —
D, Dol kil Fios | Hep | Losg Out
Enter Hew 2
Typs of Servace /" Priary Cifwcmny (el ] tiite Taengiate
1 Grugp % Or, Dolittle ] [EIREEIET » | Clinicus's Progress Nobe w Bt Otoup Servce
B3 Prrowy k:.ml,.-.E\.I e (g
Srv. B Provedue T Gadanp St 57 Cleodl 857 Choal Marmee T Prowides fiabe TF Tope
24 1 Mo s Supge] BTESE  Peler Pan DOOSMY QAKLAND ADMEDKCATION CRLY SV 10NDG005  Indlv, Lt
T TN Astessmart STHEND  packey Mouse  OBOSTY QMKLAND ADLULT SERVICE TEAM 3 OONI00G  Fdv.  Lipdete
e A BON0R INEPY PEVEM 550 M BMITMT KO e DT CAMLAND AL T SERVCE FEAM ) MO0L000  dv. Updss
Jrecords fourd
Advanced Search
For Type Status Lioation (]
Clests || Any * |y | Everpehens w amprna e [Bearn |
Services Search
M % Service | Anputere v pundered o
Search Serdices by Dade Cos day 1o sws pesioss pasimmad e B day
. Horantar J008 Excembar 305 druary g
Bu Ma Tu e Th B Ba B M T W Th Fro B fu B Tu W Th BT
111 s [ | [ 2 T I A |
& & F @ B b WX 4 K F @8 BT W i
WON M OB WO E N1 MWW e 1
R nNREPDME TN D AR
My ANN ME AT AN
1] 3
&l A Lol izt i

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

= 3 - Ifthis is a new group then click on “Edit your groups”

53



Clinicians Gateway Clients 'I
[
Edit Groups _seann |

Natalie Courson Home | Help | Log Qut |
Select Group |KLEN=Ss hd I Renarne I Delete Group

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

Ta08TIT2 TEST CINDYTWO 226/2008 Remove
To122885 TE=T DAVE Rermave
Ta0s3807 TESTCASE CIMDY 1172872008 Remaove
TS135386 TESTCASE DAVE 10/2/2008 Remaove
75139951 TESTIMNG ACCT Rermave
TS135646 TESTIMNG TEM Remaove
Ta130257 TESTY IOy 121072007 Rermave

Default Provider: I(ND Provider ~]  Save Provider
Ot Gl e

FERSONAL INFO | SECURITY (PASSWORD) | GUIDESHELP

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

Clinicians Gatewary ICIiems d
I—
Edit Groups _Search |

Matalie Courson Home | Help | Log Out
YA LTSN e (1] 256 Mew Untitled Group vl Rename | Delete Group

Flease search for and add clients to this group before proceeding

Detault Provider |(Nn Provider Save Provider

VTN e Mouse Mickey Search

FERSONAL INFO | SECURITY (PASSWORD] | GLIDESHELR

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

54



Clients 'I
—
Edit Groups Search

Natalie Courson Home | Help | Log Qut |
AT e ) 255 Mew Untilled Group vI Rename | Deletz Group

Flease search for and add clients to this group before proceeding
Default Pravider: | (Mo Pravider ~|  Save Provider |

PO 10 N

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

75122885 TEST DAVE ] 11950 59 a 5 Add

FERSOMAL INFOQ | SECURITY (PASSWORD) | GLIDESHELR

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

= Follow the same steps to add all of the other members to the group listing.
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Edit Groups Sl
Natalie Courson 2 Horme ﬂl Log Out |

Client #57 Client Hame =7 Last Service Date <7
To0ETTIZ TEST CIMDry T 2026/2009 Remove
75122885 TEST DAVE Refmove
75053807 TESTCASE CINDY 1142872008 Remove
75135366 TESTCASE DAVE 1002/2005 Rermove
75071955 TESTER MICHELLE Refmove
75130257 TESTY CINDY 121002007 Remove

Default Provi

Add Clients (I3 Search

ICIientS ‘I

1

ider. | (Mo Provider =] Save Provider |

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

TEORTTT2 TEST CINDY TWO F 211860 43 1} ﬂl
75122885 TEST DAVE M 111850 59 0 ﬂl
75053807 TESTCAZE CIMDY F 12/261 980 48 0 ﬂl
75135366 TESTCAZE DANVE M 1M #1850 59 0 Add
7o071955 TESTER MICHELLE F 82801986 22 " Add
75139951 TESTING ACCT i 10M10/950 58 0 Add
75130646 TESTIMG TER M 1091950 58 0 Add
75130257 TESTY CINDY F 3r21M966 43 o Add

<< First < Prev -1- 2= Mext = Last ==
PERSOMAL INFO | SECURITY (PASSWORD) | GUIDESHELR
|

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

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

Explorer User Prompt l

Script Prompt;

Enter new name |

Cancel

IMDnda_l,l skills testers]

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

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

Enter New Service:
Primary Clinician

Group

Home

Miote Template

3]

e of Service

.m | TEST NATALIE (=]
Edlit Primary Clinician List

Pending Services
Srv. #5F  Procedure 7
284101 361 Medication Support
284109 361 Medication Support
284110 361 Medication Support
288470 361 Medication Support
269361 436 90853 GROUP PSYCHOTHERARY
269363 436 90853 GROUP PSYCHOTHERARY
269364 436 90853 GROUP PSYCHOTHERARY
293490 436 90853 GROUP PSYCHOTHERARY
293491 436 90853 GROUP PSYCHOTHERARY
205244 444 90804 Indiv Psy 20-30 min

Advanced Search
For

|255 Monday skills testers j

Edlit Your Groups

Group Sve %<7

106
107
107
160
160

Type

Client %<7

To0grIT2
7o087TT2
To0grIT2
7o087TT2
7o130257
7o130257
72135386
7o130257
72135386
7o130257

=< First = Prav -1- -2 Next » Last =»

Status

|Clmi|:\an's Progress Mote

Client Hame ~7
TEST CINDY W0
TEST CINDY WO
TEST CINDY W0
TEST CINDY WO
TESTY CIMDY
TESTY CIMDY
TESTCASE DAWE
TESTY CIMDY
TESTCASE DAWE
TESTY CIMDY

Provider

Provider ~7
99991 Wyest County Mental Heatth Sy
99991 Wyest County Mental Heatth Sy
99991 Wyest County Mental Heatth Sy
99991 Wyest County Mental Heatth Sy
011201 EDEM ADULT MEDICATION QMUY =
011201 EDEM ADULT MEDICATION QMUY S
011201 EDEM ADULT MEDICATION QMUY =
011201 EDEM ADULT MEDICATION QMUY S
011201 EDEM ADULT MEDICATION QMUY =
011201 EDEM ADULT MEDICATION QMUY S

Date

Clients

Services Search

= [any = [any

IA” s SerwceIAm‘Whefe T| Rendered for ﬂl

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

< February 2003
Su Mo Tu We Th Fr

1 2 3
& 9 10
15 16 17
22 I3 4

Moz 13
12 19 10

=] [Everywhere

March 2009

S0 Mo Tu e

& 9 10 1
15 18 17 12

T |

Th

12
19

April 2003
Mo Tu We Th
1 %

B 7 8 4
13 14 15 16
o ¥ I3

Clients 2

Search |

Home | Help | Log Out

Start Group Service

Date <7
3rr2007
3rr2007
3rr2007
Br25/2007
TNE2007
TNE2007
TNE2007
10042007
10042007
10029/2007

=] [amtime =] | search |

Sort 7 Type 7
Incliv.
Incliv.
Incliv.
Incliv.
Group
Group
Group
Group
Group
Incliv.

Upiiate...
Upiiate...
Upiiate...
Upiiate...
Upiiate...
Upiiate...
Upiiate...
Upiiate...
Upiiate...
Upiiate...

= 1 - Select group under

= 2 - Select the

group.

“Type of service.”

= 3 - Select note template.

= 4 —Click on “Start group service.”
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| clients v

L]
Service Entry, Group

Natalie Courson Record Home | Help | Log Out
attendance
@raup: Monday skills testers (256) Tite:Clinician’s Progress Note here

Show client RUs for:

TE087TT2 TEST CINDYTWO F 48 Ll MNiA - N/A V‘ 99993 Take Care Case Management v
M 58 [ MIA ~ N/A V‘ 99991 West County Mental Health Svs e
F 48 F MNiA N N/A v‘ 99992 West Adult Residential b
M 58 E] MIA b N/A V‘ 99998 Habilitative Day Treatment b
TESTER MICHELLE F 22 E MIA b N/A v‘ 01122R EDEM MHS CHILD REFERRAL he
TESTY CINDY F Ll MNiA S NIA v‘ 99991 West County Mental Health Svs b
Procedures| Select Procedure | Service Date]4/16/2009 -
Service Location| Select Location ¥
Frimary Clnician - TEST MATALIE Primary Cinician Time] |
Add additional clinicans
Preserting Problems) pretcus enmes: | (Seleat Mote) v |
Evaluation fretous Embes: | (Select Mote) v

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

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

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

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

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

Group Members Sh ARl FETERSON CAMILLE (108043 j

?508???2TEST F 49 r INJ'A jINJ’A jIQQQQCG CLINICIAM GATEVWAY TEST MHS AD 'I

CIMD T

75136699 gaSﬂINING F 3 ] |NIA j I IR j | Mo matching providers j

TS0S3E07 EFNS[I‘?ASE F 45 r |NIA j I A ﬂ | 99991 West County Mental Health Svs j

S EEASJI;:ASE # s~ [uA = [nm =] | 9939CG CLINICIAN GATEWAY TEST MHE AD i

75071955 LE?HTEELRLE F z T [a =] [ria ] | 11632R ASIAN MHS CHILD REFERRAL d|

75130257 ZFSJ;’ F PER A I =] [wim =] | 993905 CLINICIAN GATEWAY TEST MHS AD ~|
saten st [T
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= Complete each text box as appropriate.

J Chinician's Gateway version 7.3a [Service Enfry, Growp) - Microsoft Inlernel Explorer
J ¥ P P

= View previous notes if desired.
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kg o -~
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A Clinician’s Gateway version 2.3a (Service Entry, Group) - Microsolt Internet Explorer

Bl Edt ew Fgworites Jooks  Help &

Qe - ©Q W B Psewsr e @ (3-5 W - [JE B

Adiiress | ] http: Moomenet {06/ ServiceEntryGroup, spePGROUP _NUNMEER = 018U INICLAN=EES4ATITLE= 14 w EYGe ez *
FY

Erbsranibecan:

oriina ;| C5 080t Nobe) |5

Blaaponds w“.:.(ﬁ-hd Hoba) %
Fan Ferican mraen ;| Coalect Nota) 'U_
Cancel Spell Chack | Save as Pending |
PERSCMAL INFO | SECURITY (PASSYWORD) | GUIDESHELP
W
&) Q-Lml rhrant

= 1 — When all of the fields have been completed click on the “Save as

pending” button. (If your notes require review, refer to the notes review
section of this users guide).
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Aty Clients u
Home Bearch

- Natalie Courson

Enter New Service:
Type of Service

Celect- To start & new service note, select the type of service
Pending Services

S #%  Procedure 57 Group Svec # 57 Client#?  Client Hame 7 Provider 57 Date 57 SortSy  Type 7
25470 31 Medication Support TalGTIT: TEST CINDYTWHO 95351 Wiest County Mental Heath Sy Gl2562007 iy Updzte..
289361 456 90853 GROLP PSYCHOTHERARY 106 74130257 TESTY CIuDY (11201 EDEN ADULT MEDICATION ONLY 5 THER007 Group
29363 456 90633 GROLP PSYCHOTHERARY 07 7130257 TESTY CINDY (11201 EDEN ADULT MEDICATION OWLY 3 THER007 Group
289364 456 80853 GROUP PSYCHOTHERAPY 107 75135388 TESTCASE DAYE (11201 EDEN ADULT MEDICATION ONLY 5 THER2007 Group
293490 456 90853 GROLP PSYCHOTHERARY 160 74130257 TESTY CINDY (11201 EDEN ADULT MEDICATION ONLY 5 02007 Group
295491 458 90653 GROLP PSYCHOTHERARY 160 74135368 TESTCASE DAVE (11201 EDEN ADULT MEDICATION ONLY 3 102007 Group
285244 444 90804 Incliy P=y 20-30 min 75130257 TESTY CDY (11201 EDEN ADULT MEDICATION OWLY 5 1042862007 Inefiy
293095 444 90804 Incllv Py 20-30 min 74130257 TESTY CIuDY (11201 EDEN ADULT MEDICATION ONLY 5 120 062007 iy
323890 274 Psych Serv Medicare Component 75135388 TESTCASE DAVE 99896 Hahiltative Day Treatment 972412008 Incliy
343508 571 Brokerage Services TE0ETTT2 TEST CINDYTHID: (11201 EDEN ADULT MEDICATION ONLY 5 10/ 4i2008 el
<< First < Pray -1- -2 Ment» Lagt ==
Advanced Search
Far Type Satus Prowider
|Cliems j |Any j |Any j |Everywhere
: Sometimes you will
Services Search
WSEW\CE Antpwhere | Rendered for have more than one

Search Services hy Date  cickdayto cee senives performed on that day page of "Pendi ng"

¢ March 2008 il 2003 "

SuMe Tu e T Froe U Mo Tue T Frod services

[

12 3 4 85 67 5 8 7 80 101

88 10 1 1213 M4 1213 1415 B 17

1516 17 12100203 10 0 N 2B MBS

NN MW BT BB T BN B W HNHD

0 WA 3

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

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

Instructions
Respond to problems/goalz/objectives of treatment plan and signs and symptoms related to diagnesiz. Include treatment interventions and address
changes in the client's functioning. If there iz litle progress, include an explanation of the limited progress.
Episode Diagnosis Information
Face To Face Time 01:00 Hours:Minutes Axiz |Axis lAxis lAxis VAXis V
311 W71.0999 H 055

Presenting Prohlem(s)

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

Evaluation

Testy

Intervention

Apply food.

Click here to edit
the service

Response

tramm Good!

Plan

Fegular feedings.

Delete Service Edit Sernvice

PERSCORAL INFO | SECURITY (PASSWORD) | GUIDESMHELP

bl

‘8 Local intranet H100% -

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

- Home ﬂl Log Out

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

Group Members W TEST MATALIE (8141) =

Client # Hame Gender Age Present Med Compliant Side Effects _
TSUETITZ  TESTCRNDNTWO F 4 It [ TH [rs—TH 01057 LA FAMILIA EPSDT MHS CHILD 2
79122885 TESTDAVE M 59 ] IEC | IEEE | 33991 West County Mental Health Svs B
THUS3B07  TESTCASE CNDY F 48 Il [ [ H | 22992 West Adult Residential E
79135386 TESTCASEDAVE M 59 ] IEC | IEEE | 01121 EDEN ADULT MEDICATION ONLY 5v3 B
75139951 TESTING ACCT M 58 Il e E | ia =l | Mo matching providers El
75138645 TESTINGTEM W 58 | [me T [ TH 22984 Warks Hard Crisis Unt E
TR TESTY CNDY F 4 7] I I | 011241 EDEN ADULT MEDICATION ONLY 5Y3 E

Procedures:| 456 90853 GROLP PSYCHOTHERAPYj Service Dater | 7/1 62007
Service Location: [ Office - Utilization Review Date: - Ltilization review has expirad!
Primary Clinician: TEST NATALIE Primary Clinician Time:|(1:00

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

Axis | Axis | Axigll AxisIv  Axis v
Face To Face Time Hours:Minutes: |309 o IV-H 09 Igg IA |060

s [Gottin 2]

Preserfing Probler(s]

Evaluation s e | (Belect Hote) =
test ;I

Intervention e[ GelectNote) o
test ;I

Response s e | (Belect Hote) =
test ;I

Flan rtos mec | (Belect Note) |5
test ;I

PERSOMAL INFO | SECURITY (PASSWORD) | GUIDESHELR

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

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

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

T I—=_
_E View Staff Search And Tag | _Search |

Camille Peterson Home | Help | Logout |

Staff Infarmation for: Peterson, Camille (10904)

SSH: TERIARGRIRE License # Start date: 9i3/2003
Gender: Female License Renew: End date:

BirthDate: fiad el License State: Last Changed On: Ir3s2009
Ethnicity: Wytite Taxonomy: Record Created On: 115420058

Hational Provider Id:
Medicaid PIH:
Medicare PIH:

DEA Humber:
UPIN:
Staff Type: Unlicensed Worker
Total group time drided ns
Languages: English the total # in the group

{including additional

. participants) = the time given
[11z32008 [ f 1 2aaz00s || o each note. Wite an
- ek

- irme given to additional
| T

participants on to your day
= & = = = #In Approve
Sru. # Date Type Client # Client Hame Reporting Unit Procedure Status Approve Time Gronnahine

» Statistics

w Daily Approval

999G CLIMICLAR GATEMAY 391 Group

394750 72352009 Group 731 30257 TESTY CINDY TEST MHS &0 Rehabiltation PEMDIMG Pending  01:00 3 Q0:20
TESTCASE QI99CG CLIMICIARN GATEMNAY 391 Group . . :
394749 7/23/2003 Group 751 35385 AE TEST MHE A0 Frehabiltation PEMDIMG Pending  01:00 3 00:20

2 service records on 7/23/2009 for & total time of 00:40. Approve Time |

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

3 Clinician's Gateway version 3.4 {¥iew Staff) - Microsoft Internet Explorer - |I:I|5|
File Edit ‘jew Fawvorites Tools Help | "f
- | - 1 e i S S ﬁ
@ Back \_/J Search . Favarites - |_.|

Address f| htrpe: oo CG-0aiewstalf . aspxeSTAFF_MUMBER=10904

Approval Search

Srv. # Date Type Client # Reporting Unit Procedure Status Approve Time # I _ A_ppruue
9999CG CLIMICIAN
394751 702300009 Indirect SATEAAY TEST pHs H01 Mertal Health fey w1 pending
a0 Promation
99992 CLIMICIAM
F947E0 725352009 Group 72130257 e GATENWAY TEST MHS EET Gr.'.jup PEMDIMG Pending 01:00 3 ao:20
CIMDY a0 Rehakiltation
999G CLIMICIAM
TESTCASE 391 Group ' ) :
394749 7025302008 Group 75135356 DAE GATENWAY TEST MHS Frehabiltation PEMDIMNG Pending 01:00 3 ao:20

Al

N | K

|§| l_ l_ l_ l_ l_ |ﬂ Local intranet
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Additional Participants Feature

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

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

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

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

Group Members ey AR el CETERSOMN CAMILLE (108043 j

?SDSF??ZTEST F 49 r INJ’A jINJ’A jIQEIElEICG CLIMICIAN GATEWAY TEST MHS AD "I

CIMDY T
751 SEBQQESATNING F 3 r |NIA ﬂ I m j | Mo matching providers j
?snsaau?LENSJ\fASE F 49 T |wia IR =] 93881 vest County Mental Health Svs =
S 35388535\;.[;;&% i o B [n =1 [ E [9338CG CLINICIAN GATEWAY TEST MHS AD =]
?50?1955L||E§HTEI_RLE F I T ~[wn = [ 01632R ASIAN MHS CHILD REFERRAL =]
751 302532|ENSDT;" F @ m [ue =[wn =] [9999CG CLINICIAN GATEWAY TEST MHE AD =

Enter the number of additional

Addltional participants in oroug: |1 - participants without an open episode

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

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

: I = -
_E View Staff Search And Tag |

Search I

Camiille Peterson Home | Help | Logout |

Staff Infermation for: Peterson, Camille {10904}

S5H: TERIATSEAAY License & Start date: 320035
Gender: Female License Renew: End date:

BirthDate: hi e License State: Last Changed On: ar3rzo0g
Ethnicity: Wit Taxonomy: Record Created On: 110452008

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

UPIH:
Staff Type: Unlicensed Worker

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

{including additional
participants) = the timme given
o0 each note. Write an
ndirect note to enter the

ime given to additional
participants on to yvour day

. 12/23/2009
» Statistics

- Daily Approval el Search

Sru. # Date Type Client # Client Hame Reporting Unit Procedure Status Approve Time
Q99 CLIRICIAR SATEN LAY 391 Group -
F94TE0 T2302009 Group 751 30257 TESTY CIRDY TEST MHS AD Rehabiltation PERDIMNG Pending
TESTCASE 999905 CLIRICIAMN SATEWAY 391 Group :
304749 Tr2302009 Sroup 751 35386 DrAE TEST MHS A0 Frehabiitation PERCIMNG Pending
2 mervice records on 72352009 for a total time of 00:40. Approve Tirme

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

= Write an indirect note.

= Use an appropriate procedure code.

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

/) Clinician's Gateway version 3.4 {¥iew Staff) - Microsoft Internet Explorer — 1O =

File Edit MWjew Faworites Tools Help | ;".'

@Back - -\_;J - |ﬂ |EL| _h /;\-'Search “:;:t( Favorites €‘3| <] - :? lv_i.l - _J ﬁ

Address | http: fegiCG-CiiswStarf. aspxPSTAFF_NUMBER=10904 | Go

Ehent Reporting Unit Procedure Status  Approve Time#ln
Hame
9933 CG CLIMICLAR

GATEMAY TEST hHs T01 Mental Heslth
AD Promotion

w Daily Approval

Sru. # Date Type Client # GLEDIES

Grou

94751 TI2E2009 Indirect PEMDIMG Pending  00:20

ST CLIMICIAR

TESTY 391 Group . .
394750 Fi2352009 Group 751350257 CINDY igTE‘lNAY TEST MH= Rehabiltation PEMDIMNG Pending o1:00 35
S999CG CLIMICLARN
394749 Fi2352009 Group 75135353556 TESTCASE GATEWLY TEST MHS 331 Gr.l.Jup PEMDIMNG Pending o1:00 3 oo: 20
CiaNE a0 Rehakiltation
i
|Ej |~:J Local intranet =

The opened client’s time plus the indirect time should equal your total group time. (In
this example, 2 open clients at 20 minutes each, plus the indirect time for the
unopened client at 20 minutes = 60 minutes total group
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Groups with Mixed Procedure Codes

When different procedure codes are needed for individuals in a group such as an
AB3632/non-AB3632 mixed group, the Additional Participants feature can be used to
write group notes even when only one individual per code is present. The progress
note will be in each client’s electronic health record.

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

For example: A group of three clients meets:
Two are not AB3632 eligible.
One is AB3632 eligible.

= Note One: Write the first note marking the two non-AB3632 clients present.
= Indicate that there is one additional participant (the AB3632 client) in the

group.
= Use the non-AB3632 procedure code.

7z} Clinician's Gateway version 3.4 {Service Entry, Group) - Microsoft Internet Explorer —|O] x
2
File Edit W“iew Favorites Tools Help | :}'
Q Back ~ () - ,,,: ‘nl | /.7 ) Search :\T/ Favarites 6’-‘? | = ] - ’i 3
Address | http:,l',l'cg,l’CG—QA,I'ServiceEntyﬁroup.a%%?GROUP?NUMBEF‘;Z45&CLINICIAN=10904&TITLE=1 ;[ E] Go | Links **
TS T - - O IT FOTArTT -
TEOT1e5s, S F 23 [ T ] Jrdea =T = TICC RETERTHE =]
TESTIMG = =1 | Mo matching providers i
75130951 | 0 % 58 | i T =] | i =1 | =
75138646 TESTING TEN M 13 T e =] [raia =] 89994 Wiorks Hard Crisis Unit =l
75130257 TESTY CINDY F e I m ;I I T LI I 9999 CG CLIMNICIAN GATEWAY TEST MHS AD ;I
Adoitional padicipants in group: |1 J
Procedures:| 391 Group Rehabilitation ) ;I Service Da‘te'IQIBIEUDg i
Service Locatior: | CTICE =l
Primary Clinician PETERSON CAMILLE Pritnary Clinician Timeil2:3D
A additional clinicans
Frasenting Problem(s) e Erm:,;I(Select Hotel = I
Type in one Mote, then copy and paste into the other note ;l
|§| |‘-J Local intranet i

= CG will calculate that there are three total in the group and give 1/3™ of the
time to each of these two clients).
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= Note Two: Write a second note marking the one AB3632 client present.

= [ndicate that there are two additional participants (the non-AB3632 clients) in
the group.

= Use the AB3632 procedure code.

; Clinician's Gateway version 3.4 {Service Entry, Group) - Microsoft Internet Explorer — |E||i|
Eile Edit Mew Faworites Tools  Help | :,'

G Back - \_’) - |£| lELI . l\J ‘ /..-\J Search “;\T—‘ Favarites 6‘) ‘ - l-\.",,— ﬂ - ﬁ

Address I http: ficgfiCG-0AgServiceEntrvGroup, aspx?EROUP_NUMBER=245&CL TNICTAN=10904&TITLE=1 ﬂ =1 Go | Links **
Tstass TESTNG TEN M 13 (P [N ] [ram =] 89994 Works Hard Crisis Unit [
75130257 TESTY CINDY F 43 r INIA j INIA j IQQQQCG CLINICIAN GATEWVYAY TEST MHS AD j

Additional participarts in group: |2

el
Service Localion b J

focedures:| 392 Group Rehab-AB3G632 ﬂ Service Date:IQIBIEDDQ
Primary Clinician: PETERSON CAMILLE Primary Clinician Time:|2:1 ]

Addd additional clinicans

Fresenting Froblem(s] Predous En“u:l(Select Mote) - I
Type in ane Mote, then copy and paste into the other note ﬂ
=l
|E:| l_l_l_l_l_lid Local inkranet A

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

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

Fil=  Edit

Views  Favorites

Tools

Help

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

 Daily Approval

394756 Bi8r2008 Group 75138646 TESTING TEM

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

B/3r2008

SPECIALIZED WS MHS

Srv. # Date Type Client # Client Hame Reporting Unit
Q999G CLIMICIAN GATEWLY
394758 Bi8/2008 Group 75130257 TESTY CIMDY TEST MHS A0
TESTCASE  9999CG CLIMICIAN GATEMNA
394757 BiB/2008 Group 75135386 DAVE TEST MHS A0
51092 CHILDREMS

Procedure

PEMDIMNG Pending
PEMDING Pending

PEMDIMNG Pending

|@ Done

<3 Clinician’s Gateway version 3.4 {Print Daily Approval) - Microsoft Internet Explorer

File  Edit

View

Faworites

Tools

Help

@Back - \) - Iﬂ @ ;h | /:\'l Search kr}/'_n'\'sv‘Fa\:‘oril:es €3| EE{- :ﬁ .ﬂ - J ﬁ

Address http: ffogiCa-CalPrintDaikapproval. aspxDate=68/2009

Horne | Help | Lo

Individual Staff Log

Service Date 6/

Tugpe|

Svec # | Type RU Client # | Client Name Procedure /H:I\)\ ﬁ;r Loc Rec. Fl

a9%ac G

CLINICIAN . ; )
394758 | Group SATEWAY TEST TH130257 TESTY CIND 21 Ehoup Rehabilitation | 0020 3 Office

MHS AD

goEC & \

CLINICIAN TESTCASE - ; )
FOEET | Group GATEWAY TEST To135386 D AE 231 GFroup Rehabilitation | 0020 2 Office

MHS AD A

21002

CHILDRENS )
IIHEE | Group | Lol e 751386456 | TESTING TEN | 392 Grdup Rehab AB3532 | \0O:20) 3 Office

SWE MHS

3 sendce records on 682008 fora total ime of |01:00

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

clairning.

Staff 1D: 104904

ELECTRONI

CAMILLE PETERSOMN

12/28/2009 10:00:50 AM

E PR DEE T E D

HEALTH INFORMATION

4
|@ Done

Computer Operato__|

l_ l_ l_ l_ l_ |‘g Local intranet
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INDIRECT NOTES
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Natalie Courson

Enter New Service:
Type of Service
Indiret v | 2

Primary Clinician
| TEST NATALIE v
Edit Primary Clinician List

Pending Services

Indirect Notes

Home

Note

emplate

Clients v

Horne HL'“I Log Out

| Indirect v |

[ stetindirect Senice |

Sv.#%  Procedure 7 Group Svc #5 Client # 7 Client Name 57 Provider 37 Date 57 Sortsy  Type ¥
28410 361 Medication Support 15087772 TEST CINDYTWO fiest County Mental Health Sv Hez007 Indiv
254109 361 Medication Support /fest County Mental Health Sv Je/z007 Indiv
284110 361 Medication Support \est County Mental Health Sv 382007 Indiw
361 Medication Support 1 West County Mental Health Sv B/252007 Indiv
456 90853 GROUP PSYCHOTHERAPY 106 TESTY CINDY 011201 EDEN ADULT MEDICATION QNLY S THE2007 Group
46 90853 GROUP PSYCHOTHERAPY 107 TESTY CINDY 011211 EDEN ADULT MEDICATION ONLY S THe2007 Group
456 50853 GROUP PSYCHOTHERAPY 107 75135386 TESTCASE DAVE 011201 EDEN ADULT MEDICATION QNLY S TH8i2007 Group
456 90853 GROUP PSYCHOTHERAPY 160 15130257 TESTY CINDY 0112W1 EDEN ADULT MEDICATION QNLY 5 10/412007 Group
456 90853 GROUP PSYCHOTHERAPY 160 ASE DAVE 11211 EDEN ADULT MEDICATION QHLY S 10/412007 Group
444 30804 Indiv Psy 20-30 min 0112W1 EDEN ADULT MEDICATION QNLY S 10/2%/2007 Indiv
Pre -2- Next > Last =>
Advanced Search
For Type Status Provider Date
Clients v| |An}' vHAny v| | Everywhere v| | Anytime v| [ Search }

Services Search

Iﬂ‘ M Sewice\inﬂnem VI Rendersd for

Search Services by Date Clisk day o see services parformed on that day

Z

February 2003

March 2003

April 2009

Su Mo Tu We Th Fr Ba | Su Mo Tu We Th Fr 83| Su Mo Tu We Th Fr 53

P

i)

0 3

Clinical Adminstrator Access

Search Staff

| 01082 QAKLAND WHS CHILD

v‘ |Anytime v‘ [ Search ]

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

» 4 - Click on “Start indirect service.”
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3 Clinician's Gateway version 3.0 (Service Entry, Indirect) - Microsoft Internet Explorer !L E E:
e Edt Yew Fagvortes Took Hep

Q- Q M AG P sorets @ -5 0 LUK B

Ageress | 8] htpe lcovenatjCG-0)A ServiceEntryind, aspuPSERVICE_NUMEER=283725 v Be s ®

| Clierts e

Service Entry, Indirect

NATALIE TEST Home | Help | Log Out

Procedures: 6B General Adminisiraion v Servics Dt 202772007 iow Cabwa]
2 |servce Locson Fieig v 4 | Recipent Code 05 '
Fieporting U 01082 OAKLAND MHS CHLD
Primary Cirician TEST HATALIE 5 | Privwey Cirician Te 01:00

Gpell Check |

PERSONAL NFO | SECURITY (PASSWCRD]) | CUEESHELR

€] one & Local ntranet

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

= 6 - Click on “Save as pending.”
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Cliniclans Gateway Clients v
Home

Natalie Courson Home | Help [ Log Out

Enter New Service:
Type of Service

i 1 i To start a new service note, select the type of 2ervice

Pending Services

Sv.#5F  Procedure 7 Group Svc#57 Client#57 Client Name 57 Provider 57 Date 7 Sort?  TypeF
84101 381 Medication Support 75087772 TEST CINDYTWO 99591 West County Mental Health Sv 82007 Indiv. Update...
284108 361 Medication Support TEST CINDYTWO 01 West County Mental Health Sy HE2007 Indiv. Update...

P e

28410 361 Medication Support TEST CNDYTWO t County Mental Heatth Sv Ja2007 Indiv. Update...
268471 361 Medication Support TEST CINDYTWO Nest County Nental Health Sv 6252007 Indiv. Update...
289361 456 90853 GROUP PSYCHOTHERARY 106 TESTY CIND? 011241 EDEN ADULT MEDICATION ONLY 5 THeZ007 Group Update...
456 90853 GROUP PSYCHOTHERARY 107 TESTY CNDY 011241 EDEN ADULT MEDICATION ONLY S THeZ007 Group Update...
456 90853 GROUP PSYCHOTHERARY 107 TESTCASE DAVE 011211 EDEN ADULT MEDICATION ONLY 5 THR007 Group Update...
456 90853 GROUP PSYCHOTHERARY 160 TESTY CNDY 011241 EDEN ADULT MEDICATION ONLY 5 100472007 Group Update...
456 90853 GROUP PSYCHOTHERARY 160 TESTCASE DAVE 011261 EDEN ADULT MEDICATION ONLY S 106412007 Group Update...
444 90804 Indiv Psy 20-30 min TESTY CINDY 011241 EDEN ADULT MEDICATION ONLY 5 107252007 Indiv. Update...
-2- Next > Lagt »»
Advanced Search
For Type Status Provider Datz
Clients vHAny vHA.ny vHEuerywhere vHAn'ﬁime v‘ [ Search ]

Services Search

m

Service AMVWNENE ¥ Rengersd for

Search Services hy Date clik day 1o see senices parformed on that day

< February 2009 Warch 2003 April 2003
Su Mo Tu We Th Fr 5a | Su Mo Tu We Th Fr Sa|Su Mo Tu We Th Fr s
2 3 4

. After you click “Save as pending” you will be returned to your “Home” screen,
where you will see the pending services listed (1).
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INDIVIDUAL STAFF LOG FORM
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Approval printout

Be G dew Fpotes Db teb

Out - Q WG Powd fyren @ 3-5 ®-LJM B

] Clinfcias's Galeway version 1.0 [View S1alT) - Micresall Internet Explorer ‘r: E 5’_:

Ao | (] henge et A e g TSTAE_NLMDEE =141 v Blo wis™
E - v!
[1] View Staff Sewch
MATALE TEST Fiome | Help | Log Codl

St tsmativon tor BT NATALIE TEST

wHE L] Wt Liweere b A Lt e N 0E
fam r AT Liceere Pere s d Date; Haft reld Dt

Bath Dte: 1A T Liesrie Shale: Larst Cheanege Shamge WOLL0E
Gl Pilwwaty & il i ¢ Billabde- A Myt g VIR

¥ Statistics st Bt n,
 ouy gpeol [l - EEEEY X [
¥ Procedures

¥ Regorting Unils

¥ Clienis

¢ Graups
¥ Peadimg Service Records
¥ Finalized Serdee Records

PERSORAL INFO | SECURTY (PASSACRD) | CUDELHER

L] W Lcnl ptraret

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

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

= 4 —Click on “Search.”
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IMPORTANT!

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

Finalized s9rv1 ices cannot be

IMPORTANT!
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| Clients v
View Staff

Natalie Courson Haomme | Help | Log Out

staff Infarmation for: Courson, Natalie (8141)

55H: 559995989 License = Renew: Start date: 11/2008
Gender: Female License State: End date:

BirthDate: 121952 Taxonomy: Record Modify date: 1262042007
Ethnicity: White National Provider Id: Record Codify date: 912612008
Medicaid PIN: UPIn: OEA Number:

Medicare PIN:

Staff Type: Unlicensed Worker

Languages: Engligh

» Statistics ESTRE S 3/20/2009 [ 42012009
¥ Daily Approval Service Date: [elTIlITg ¥
1 Srv. # Date Type Client # Client Name Reporting Unit Procedure Status Approve Time #In Group Approve Time

2B41TT  3IB(2007 Indirect 01032 OAKLAND MHS CHILD 401 Mental Health Promotion FINALIZED Pending oo 1 01:00

8 382007 Indiv iy 89981 West County Mental Health Svs 381 Medication Support FINALIZED Pending 0030 1 00:30
284120 382007 Indiv. 99991 West County Mental Health Sve 381 Wedication Support FINALIZED Pending 0100 1 01:00
284110 382007 Indiv. 599591 West County Mental Health Svs 351 Wedication Support PENDING Pending 01:00 1 01:00
284108 /82007 Indiv. 99591 West County Mental Health Svs 281 Wedication Support PENDING Pending 01:00 1 01:00
284101 382007 Indiv. 59991 West County Mental Health Svs 351 Medication Support PENDING Pending 01:00 1 01:00

& service records on 3/8/2007 for & total time of 05:30 Approve Time

* Procedures
* Reporting Units
k Clients

* Groups

* Pending Service Records
* Finalized Service Records

PERSONAL INFO | SECURITY (PASSWORD] | GUIDESHELP

Please be sure to

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

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

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

Nataie Courson Home | Help | Log Out |

Statf Infarmation for. Courson, Natalie (8141)

S5H: 999999599 License = Renewr Start date: 11112008

Gender: Female License State: End date:

BirthDate: 17211552 Taxonomy: Record Modify date: 1212002007

Ethnicity: White National Provider ld: Record Codify date: 5/26/2006

IMedicaid PIN: UPIN: DEA Humber:

IMedicare PIN:

Staff Type: Unlicensed Worker Windows Internet Explorer BJ

Languages: Englizh

92 This will FINALIZE all vour pending notes for 382007, Your tokal number of hours = 05:30,
A ] )
b Statistics Service Dtes [EJENIENE HREhElL
= Daily Approval Service Date: [GlETEliY ok |
Srv.#  Date Type  Client® Client Name S Approve Time #InGroup  Approve Time
284177 382007 Indirect 011082 OAKLAND MHS CHILD 401 Wental Health Prometion FINALIZED Pending 01:00 1 01:00
284138 3B2007  Indiv 75087772 TEST CINDYTWO 91 West County Mental Heafth Sve 361 Wedication Support FINALIZED Pending 00:30 1 00:20
284120 382007 Indiv 75087772 TEST CINDYTWO &3t County Mental Heafth Sva 361 Wedication Support FINALZED  Pending 01:00 A 01:00
284110 382007  mdiv.  TS087772  TEST CNDYTWO est County Mental Heatth Sve 361 Medication Support PENDING Pending 0o A 01:00
284109 382007 Indiv 75087772 TEST CNDYTWO 91 West County Mental Heafth Sva 361 Wedication Support PENDING Pending 01:00 1 01:00
284101 382007  ndiv.  TS087772  TEST CINDYTW 99991 West County Mental Heatth Sve 381 Medication Support PENDING Pending 0o A 01:00
& 3ervice records on /372007 for a total fime of 05:30 Apprave Time

} Procedures

} Reporting Units
} Clients

} Groups

* Pending Service Records

} Finalized Service Records
PERSONAL INFC | SECURITY (PASSINORD) | GUDESHELP

IMPORTANT!

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

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

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

i Humg |ﬂ| Log Cut

Horme | Hef | Leg Out

Individual Staff Log

Semvice Dates 38/2007

Time
Service # | Type RU Client# | Client Hame: Procedure Hrs: Min (il‘p Loc | Recipient
D | oy EOMLAND ARy tm | 1| e o5
BUR | hdw, ij?"z"’\:::a‘;grs T2 cm{)?‘r‘rwo 361 Medkatos Spport | 000 1| otike
T | hdw. %3?:3':‘::;;0;5 THOR 172 cm{)?'r‘rwo 361 Meakatal Sipport | 01 1| omke
B0 | hdw, ij?"z"’\:::a‘;grs TSI cm{)?‘r‘rwo 361 Medkatos Sypport | 010 1| ottke
FIW | haw. Qlif?"a"'\::a"zc';'s TR0 T2 cm{)?'r‘rwo 361 Meakatal Sipport | 01 1| ommee
§ service records on 3/8:2007 for a total ime of | 04:30

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

claiming.

Sign your name here '

Stalf |D: 8141

INFORMATION

ELECTRO NI

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

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

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

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

Home | Help | Log Qut
Service Number; 284177
Indirect Service Date: 37872007
Fiecipient; 05
Frovider: 01082 0AKLAMD MHS CHILD Location: Office
Procedure: 401 Mental Health Prarmation Murnber in Graup: 1
Primary Clinician: 8141 MATALIE TEST Staff Time: | 1 [huis).| 0 |minis)
Electronic signature on hle
Staff ID 8141 NATALIE TEST Info Systems Analyst - Operations|
Manager

412072009 3:08:32 PM
ELECTRONIC PROTECTED HEALTH INFORMATION

AL AMED A COUNTY Behavioral Health Care Services

Home | Help | Log Qut

Service Mumber: 284138
Clinician's Progress Note Service D ate: 3/8/2007
Provider: 99991 ‘wWest County Mental Health Sws Location; Office
Frocedure: 361 Medication Suppart MHumber in Group: 1
Client: 75087772 TEST CINDYTWO Med Compliant? | NAA Eff Stld: N/A
ety
Frimary Cliniciarn: 8141 MATALIE TEST Staff Time: | 0 | hilz]. | 30 [minfz).
Inztructions Record Stamp: | 34872007 1:52:41 PM

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

Face To Face Time 0 Hours:Minutes
256.60W71.0999 A 0599

Prezenting Problem(z]
test

E waluation
test

Intervention
test

Responsze

test

Plan

test

Electronic signature on file
Info Systems Analyst - Dperations

Manager

Staff ID 8141 NATALIE TEST

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

ELECTRONIC PROTECTED HEALTH INFOBMATION
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PRINTING




88



Printing from Daily Approval

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

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

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

il
- &
O O ] & (| e o @[ (00 5 LB
-lid:mj.:lrr:_mvc'._c,_a.vmwm_ el b= L2200 ;Iﬁdu umbe "
Thez: ApRICaan i F of Gty BEcUente Teatrg onk e
Find Daly Approval BeichfrciTag | Swarch |
Cda i A i Horrm | Hip | Lagcad |

f Pl Ispdlon 04 |
! Individual Staff Log l

[ FervceDabe 41300053 |

I [ Time || I |

| — ) R (I |
5'\1“151',“ AW Chent | Dhect Mame|  Procedurs im.wl"g| Los | Recplant |

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

After clicking the Print icon next to the Staff Log image, choose the pages you wish to print in the
Print Range box. The Staff Log will be the first page.
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Printer

Mame: | VCOVEPRN|IS4650DN | Properties |

Comments and Forms:

Status:  Ready

Tywdur Laserlet 4650 PS5 IDDcument and Markups j

ink Range N\ —Preview: Composite
o al 3 85 3
& Current view: =
T Current page
' -
Pages I 1-9 I R T T —
ub=ek: I.ﬁ.ll pagks in range j
= Indlwid ual BT Log
- ages S
—Page Handling - -
Copies: 11 o =
Page Scaling Fit ko Prinkable &rea j - =
v Auko-Roktake an = =
[ Choose paper source by POF page size -
[T Use custom paper size when needed S
Inits: Inches Zoom @ 99%
I™ Print ta file :
L
111} J

Printing Tips | advanced | (8].4 I Cancel

= Designate the pages you wish to print.

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

I | Gateway Tips

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

Creating a Larger Font for 7 Cinician's Gateway version 23a (Home) - Microsoft Intemet Exp
Viewing on Screen and for JF“_E“WT‘”H:M” —

o q 0g0ars ) ot :
Printing... ‘Qm'vsuuw /- S, Fovres
«In Internet Explorer, you can set il
the Font Size Larger by selecting . g;;" .
“View-Font Size-Largest” on the SVl R =
Menu Bar. This feature may Larger Font
need to be reset whenever you Eadey ) m N

. [}
login to your PC. EnterNe  soce o

. . Type of Serv(  PrivacyReport..

Setting Margins so all the p ) i
Information is Displayed when
Printing...

eIn Internet Explorer, you can
change your Margins by selecting

\-ﬁ- Bt Ven Footes Took Heb
1t b

“File-Page Setup”, change the I S:?Mmm,j“*“

Left=0.25, Right=0.25, Top=0.25, e ;

and Bottom-0.25. This feature ;

should stay once it is set. :::w =

*The Header is needed to print LR

client info on the OLPN Zgé'f«m E
UTILIZATION REVIEW.. — .

It is very important that you keep e setting Margind
all Client Record in Compliance. Cloee (e 7 iz
When ever you see the Utilization o] o | o |
Review up-to-date. Make sure 4

your Client Assessments and
Service/Treatment Plans are :.’/
completed in a timely manner.

The service date you entered s after the utization review expration date!
UR Compliance

~

The following issues need to be addressed before your
progress note can be evaluated:;

Enter Valid Date

Select Senvice Location

v1.0

S, . N - .
Have Questions? Need Help? Contact your Administrative =71 550

Support Person.
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DELETING NOTES
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CRICIAnS Ciateway

'l:' CLINICIAN'S GATEWAY

e Are there any requirements for having a note deleted?

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

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

*  What do | do to get my note deleted?
If it is before 4p.m. on the day that the note has been finalized:

Print the note out and write “DELETE” diagonally across the middle of the page
Write the reason for deletion (from list above) on the Request to Delete CG Note.

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

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

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

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

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

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

v |
=

11l

TEIRNERNNNNEL

e
-

v1.0

S " - .
Have Questions? Need Help? Contact your Administrative s

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

CG Service Number: Service Date:
Service RU: Clinician Staff Number:
Clinician Name: Signature:
Reason:
This is a:
[] Same-Day Delete [] NON Same-Day Delete

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

Use For NON Same-Day deletes only:

(To be completed by staff deleting the InSyst service record.)

InSyst Service Delete Date:

Staff Name:

Signature:

INSTRUCTIONS:

Please fill out a separate form for each service delete requested. There are two kinds of deletes, a Same-Day
delete and a NON Same-Day delete. A Same-Day delete is for a service that was FINALIZED TODAY and
can only be done before the 5 PM transfer from CG to InSyst. A NON Same-Day delete is for a service that
was FINALIZED previous to today, and has already been TRANSFERRED to InSyst. If a note has not been
finalized and is still listed as pending, the Help Desk cannot delete it, you must delete it yourself.

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

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

Draw a diagonal line across the note.

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

If you have printed any copies of the note that have gone into the client’s chart, be sure to mark on
the note that it has been deleted from the system, but do not remove from chart.

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

Give the note and this form to your input staff and have them delete the service from InSyst.

Input person should sign and date this form that the service was deleted.

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

El

©No!

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

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

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

The general procedure is:

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

Submit for Approval.

Print for Client Signature. (before submitting for approval the Plan will say “Pending”)
Finalize the Plan in CG after signatures are noted and approvals obtained in CG.

Enter Plan approval into InSyst.

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

Renew the Plan every six months as needed.

LN~ wWNE

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

.-3:‘_f::iinil:ian's Gateway version 3.4 {Home) - Microsoft Internet Explorer
rile  Edt Yiew Fawvorites Tools Help | ;','
O Back = [ - d \ELI ol Search =, Favorites {:‘? = | - ﬁ
Address I http:ffcg)CG-QAJDeFault, aspx j Go | Links **
‘ . ome garch And Tag CET
5 hAnd T i h =l
Sandy TEST Home | Help | Logout |

Enter New Service:
Type of Service Pritnary Clinician

Client Plan .I ITEST SAMDY 'I |test5t cindy Start Client Plan I
Select - Ediit Primary Clinician List
/' dua -
raup Group Svc Client  Client ] ]
< Ilrec : g7 87 Hame =7 Provider ~7 Date ~7 Type~7 Sort 57 Reviewer ~7
iClient Flan M _—
TEST 999G - CLIMICIARN Clinicisn's
44757 R'ehahilitatia T0ETTT2 CIRICS T EA TR TEST MH= AN 24362003 Procrass hlrte Update"' ;I
[&] I_ I_ I_ I_ I_ [%J Local intranet A
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This will bring up the Client Plan entry screen.

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

File Edit ‘“ew Favorites Tools Help | ,1'
5 o @ IS Eavortes €2) | (v o .
GBack ) d |§| ul | Search k:.f\{_‘Fa\v'uzuntes {;{‘ = ﬂ _‘ ﬁ
Address http: ffegfCiE-0atreatmentplanz fedit, aspx P CLINICIAN=81428CLIENT _NUMBER=75130257 j G0 |Links £
P Client Plan Search And Tag | _Search | j
Sandy TEST Hame | Help | Logout |
Plan &  MNew Status: Mews
Revision: 1 1 Plan Start: IEI‘] 452010 '
Client: TESTY, CINDY(75130257) e} Plan End: |
5
_[ Medical Necessity T ConsumeriChent Life Plan ]
|

N

|
€] ’_ ’_ ’_ ’_ I_ [&J Local intranet

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

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

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

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

then entering the last day of the sixth month (ex. If opened Jun 15", calculate from Jun 1 to
Nov 31. Enter the End Date of Nov. 31% using the calendar icon.)

4. Choose the Correct Reporting Unit for the client.

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

File Edit Yiew Favorites Tools Help | ",'
o A = e . 3 i ‘
G Back = - \j @ ‘_ﬂ /- ) 5earch *( Favorites ﬁ‘j{l ‘ = W] - ii
Address |2 http:jfca/CE-Qatreatmentplanzjedit, aspx?CLINICIAN=81428CLIEMT_NUMBER=75130257 = Ga | Lirks *
=l

j Medical Necessity T ConsumeriChent Life Plan ]

DSM: Diagnosis

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

! | [ staff =] [Eelectstam B

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

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

r Diagnosis updated since last ConsumeriCliert plan?

2 I I I 1= Primary
Current Signs & Symptoms that Support Primary Disgnosis or Per History: A
El
4
[
5 Add Additional Diagnosis

4

|
|2:| Dane ’_ ’_ ’_ ’_ I_ |bé Local intranet i

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

N

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

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

4. Enter current signs, or per history.

5. Click “Add Additional Diagnosis, if needed.

6. Check the “Is Primary” box for only one diagnosis between Axis | and I1.

7. Proceed to Axis IV and V




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

File Edit Wiew Favorites Tools Help

Qe - O - 1] 2]

;j Search \l,';n:{Favnrites €3| <] = :?ﬂ I.')_a‘-l - _J ﬂ

Address httpe fegiCG-Ci treatmentplanz fedit, aspx FCLINICTAM=51428CLIENT_MNUMBER=75130257

[
(1]
=
o
=
=
=

—_
(=3
4

:

aderate =

|

vVere -

Maone -

MHane -

MHane -

Hone -

Hone -

MHane -

MHane -

J4411111

Mane M

i~

|

Praklem Additional Information

Sl e [tinks

D —

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

Problems wvith primary support group

2

Problems related to the social environment

Educational problems

Occupational problems

Housing problems

Econaomic problems

Problems with access to heathcare services

Problems related to interaction with legal systemicrime

ADL: Activities of daily living

Cther peychological or environmental problems

Unknowenfunawvailable

DSM: Axis W

Global Azzessment of Functioning Scale
ent Scare: I

mest past yvear Score: I

|&j Dane

| o
l—,—,_ ’_|_|g Local intranet &

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

2. Information is required for any item marked as mild to severe.

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

4. GAF scores are required.

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

File Edit Yiew Favorites Tools Help | ",'
LY . '-.\J e . 3 5N
- | - =7 o - -
e Back. ) \j @ ul | Search ﬂf‘ Favotites {;{ = ﬂ j 1
Address http: {fcg/C-Qatreatmentplanz edit, aspxrCLINICIAN=51428CLIENT_NUMBER=75130257 j Ga | Links **

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

1 Substance Ahuse

ansumer iClient
2

re—hther Person (Explsin Belowy: |EOUSIN living in home

3 fulants =l|cocaine i Crack =l [Daity | [ -l I erescrived
Add Additional Crrug

4

- Developmertal Disability
[ chronic Medical Candition

Impact on Mental Health Conditionsadditional Information of Al Co-Ocourring Conditions

5
| ;I

r Updated since last Consumer/Client plan’?

Population Specific Concerns

Population Brief Description Additional Information
Childrouth | |
6 7

Criminal Justice I I

Crigiz Responsze I

Older Addult |

Transition Aged Youth I

4

|
(=] ’_ ’_ ’_ l_ I_ [&J Local intranet

il
/

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

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

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

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

7. Additional information may be added to describe the concern.
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a Clinician's Gateway version 3.4 {Client Plan} - Microsoft Internet Explorer
File Edit Wiew Faworites Tools  Help | :f
iy A o Jh ’ 2 " P
e Back = | | - d @ _ﬂ s ) Search “}_\c‘ Favorites ﬁ‘:ﬁ ‘ = l9_f| - i i
address | http: ffcg/Ca-0atreatmentplanzedit aspx?CLINICIAN=G1428CLIENT_NUMBER=75130257 j Go | Links
Severity Problem Additional Information
I Severe 'l Danget to Cthers B
[
1 2
[
I Moderate j Danget to Self
=
Mild - wictim of Abuse -
=
I Mone 'l ‘ictim of Meglect B
=
- [
MHane - DependertFiduciary Ahuse _|
I Matne "I Danger to Property -
=
- R =
ane hd Grave DisabiltyDeterioration of Self-Care _|
- _ . . =
ane = Failure to Achieve Developmental Milestones _|
I Mone 'l Cther B
=
Authorization/Reject Notes:
Mote to autharizing staff person: - 5
IF THIS IS A REVISION OF A FPLAMN, LIST THE ITEMS REVISED .
3
[
Spell Check Save as Draft Submit far Autharization
B | o

|@ ,— ,— ,— ,_ l_ |§‘.£ Local intranet &

1. Note the severity of the Risks.

2. Additional information is required for severe risks.

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

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

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

the bottom of the page.)

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

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

File  Edit Wiew Favorites  Tools  Help | #
"y A gie ’ 3 n n ‘
GBack - O - d \g _Ij /_jf%ch . Favorites ﬁ‘:{" = i _J ﬁ
Address I http:||'||'cg,l'CG-Q.C\,l'treatmentplanal'e%.aspx?CLINICI.ﬁ.N=8142&CLIENT_NUMEER=?513025? j Go | Links *
/ El
[ Medical Necessity ]' Consumer/Client Life Plan ] J

ConsumeriClient's Strengths and Supports: What Works Now?

In zollaboration with Consumer/Clert, please descrbe in context of cultural self-identification, strengths and
supports in the following areas: Living Amangements, Daily Activities, Family and Social Relationships, Meaningful Life Role,
Education, Employment, Health, Spiftuality, Perzonal Care and Safety as applicable.

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

=
1
=
‘What helps you novy and in the past? Whao helps you now and inthe past?
=l
2
|

[ o
|E:| Done ’_ ’_ ’_ ’_ ’_ |\\-§ Local intranet 4

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

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

a Clinician's Gateway wersion 3.4 (Client Plan) - Microsoft Internet Explorer
File Edit Wiew Faworites Tools  Help | 3,'
s A — o . . ) :
eBackvl, ) - d @ h.j|f)Search “S_\_(Favorltes Q‘:ﬁ| T l_f)_fl 4 ii
address | hktp: ffof CG-0treatmentplanz)edit, aspe P CLINICTAM=51428CLIENT _NUMBER=75130257 j Go | Links **
=l
ConsumerClient's Goals: Hopes For a Better Life
Goal Name
(brief idantifier will appear in Objactives saction)
|Calm Peaceful Lie|
1
“hat are your hopes for a better life?
ConsumeriZlient's Goal (whenever possible, use consumericlient's wards)
=l
2
I
What gets in the way of having a better life?
hental Health Barriers in Context of Cuttural Self-ldentification
=l
3
I
Other Barriers:
=l
4
I
Acddl Ancther Gosl |_"
4] o™

|€| Done ’_ ’_ ’_ ’_ ’_ |.CJ Lacal intranst -

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

3. Describe Mental Health Barriers to the Goal.

4. Describe other barriers to the Goal.

5. Add another Goal if appropriate

6. Continue on to the Objectives section.
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OBJECTIVES

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

File Edit Wiew Favorites Tools  Help | f,"
G Back - J - |ﬂ \ELI __l\l /- ) Search “. Faverites {:‘} ‘ < \-\.?- ﬂ < i 1
Address [[=] http: /fca)CG-0Aftreatmentplanz,edit. aspx?CLINICIAN=81428CLIENT_NUMBER=75130257 ] e | tinks

Objectives: Steps to Change YWhat "Gets in the Way™

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

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

Chjective Name

(brief identifier will appear in Interventions section]]

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

2
Wihat are the smaller steps to change what gets in the way?
Ohjective Description (must be measureable andfor observable, indieate cument baseline, provide target timeframe
=
3
[
What happened in the last 6 months to change what gets in the way?
Progress Towvward Achieving Objective (omit if Initial Consumer/Client Plan} |l
=
4
=l

VWwhere are you in the change process?
Stage of Change: (eptional)x
|NrA -]

5
Ohbjective Time Frame: |5 iMDnths - 6

achisved? [ Achisvemert Date: I 7

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

Associated Severe Azis IV:
™ Educational problems

Associated Co-occurring Conditions:
™ substance Abuse

Population Related Concerns:
[ cant walk or drive

Associated Risk Assessments:
[l Danger to Cthers

<] D |—'I
|§'| Done ’_ ’_ ’_ ’_ ’_ |!\_J Local intranet o

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

Check any Goals associated with this Objective.

Describe the steps involved with this Objective.

Describe any changes to barriers in the last 6 months if this is a revision of a Life Plan.
Indicate the Stage of Change using the drop down menu.

Define the Time Frame for the Objective.

Mark and date it as achieved if appropriate.

Check all of the concerns associated with this Objective.

Add another Objective if desired.

©CoNoA~wWNE
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INTERVENTIONS

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

File Edit Wiew Favorites Tools Help ‘ ;’

. e e . ﬁ
GBack - "\._J e |£| IELI Co /_\-'Search ‘xﬂ.\/ Favorites {:‘;{| = ﬂ -
address |2 http: {jcgiCE-QAftraatmentplanz Edit. aspx?PLANID=338¢=1 s EdGe | Links @

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

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

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

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

| |
3

Afternate Provider:

Session frequency:
|Ever3f leDn,Wed, Frij

ICase Manager 'I

5 Add Additional Contact

4
Contact:

Associated Objectives:
¥ Periods of Calm
3 e Interverntion 7
i | _~l_I
|§'| I_ I_ I_ I_ ’_ |\:J Local intranet i

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

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

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

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

Define the session frequency.

List all of the contact types involved.

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

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

7. Add or remove Interventions if desired.

ook
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1. The Discharge Plan is required.

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

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

File  Edit  Wiew Favorites  Tools  Help | -,"

@Back - O - \ﬂ @ Lh ;) Search “i_n'\'{Favnrites ﬁ‘}‘ [E'gv L::_f,, .ﬂ - _J ﬁ

Address http: ffog)CG-Qatreatmentplanz/Edit, aspx?PLAMID=338,=1

Discharge Plan

Discharge Plan:
Required fisld

Special Needs
Special Needs (Serviceg Liilized)

Heed Issues/Description Action

[v isian accommodations | significantly reduced visual Acuty =] Required field if a need is checked

r Spoken interpretation needs IUnSpeciﬂed ,I
r ‘Written interpretation needs IUnSpECiﬂEd .I J

[T Hearing nescs I Unspecified j

I hohilty needs

can't drive = will help obtain bus pass
[ |

r Cther needs I

-
4 F

|@ ’_l_l_l_l_lﬁa Local intranet i
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Fill in any Medication information. Any medication noted must be accompanied by
the last date of contact with an outside provider.

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

File Edit Wiew Favarites Tools Help

eBack - O - \ﬂ @ \-_;\]|;jSearch “E,';:L_(‘Favnrites ﬁ‘}‘ o :ﬁ .9_’:| - _J ﬂ

Address =] http:ifco/CG-0Atreatmentplanz/Edit. aspx?PLANID=338:=1 & Go | Links *

Medication Regimen

Current Paychistric Medication:

[ hane
[ Prescribed by Program MWD -- See medication records
¥ Prescribed by Cutzide MO (If box checked, complete information below)

Prescribing MD Phone Mumber Lazt Collateral Contact Date Requ | red
or. serene |510-777-7777 |Brgsa010 RE

hedication Dozage Frequency

[zoloft {800 mg [daily

Add Additional Medicstion

Man-Psychiatric Medication:

¥ Currently Using Man-Pzychistric Medication, Including Matural Medicines

Medication: J
B

Stinging Mettle - extract nightly

=
Prescribing MD Phare Mumber Last Collsteral Contact Date Requ | red

|Dr. Flowers §10-111-1111 [migrz010
N | _>I_I

|£j ’_l_l_l_l_lg Local intranet i

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

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

File Edit Wew Favorites Tools Help | b
iy A & M . 3 3\ F

@ Back - - \ﬂ \g ;Ij > ) Search . Favorites ﬁ‘} ‘ = ] - ri i

Address | http: /il CG-QAtreatmentplanz Edit. aspsxPLANID=338t=1 & Go |Links »

Authorization Signatures

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

M LPH& Co-sign | 10804 - Peterson, Camille | Author or Co-signer must be licensed
[T Psychistrist | Select Clinician j [ Client i being treated by & non-BHCS paychiatrist.

[T Program Supervizor ISE|ECI Clinician j

I other | Select Clinician -l

ConzumeriClient Plan alzo sent to:

=
4] | 3

|&j Done ’_l_l_l_l_lbg Local inkranet o
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Fill out the Consumer/Client Participation Section now or after authorization.

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

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

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

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

/43 Clinician's Gateway version 3.4 (Client Plan) - Microsoft Internet Explorer

File Edit Wiew Favarites Tools Help | ",'

eBack - .\_.;1 v \j \g _;\] /] Search \::L{‘ Favarites {E‘} ‘ <]~ '\-\?- ﬂ - _J ﬁ

Address http: fiog)Ca-Qaftreatmentplanz fEdit, aspxfPLANID=338k=1

Consumer/Client Participation

[T ConsumeriCliert was offered a copy of this Plan

[T Clinician sttests that ConsumeriClisnt zigned plan. Plan

Il Clinician attests that legal representative (Parent, Legal Guardian, Convervator, etc.) signed
or verbally accepted this Plan on thiz date due to Consumer/Client inability to sign.

V'  ConsumeriCliert verbally accepts thiz plan but not ahle to sign on this date (explain below).

¥ ConsumeriClient declines ta sign (explain below.

Reazon: Unavailablej Client not willing to leave their home to come in to sign =l

W See progress note dated Ib 61672010 for discussion of plan with consumer .

Consumer/Client comments:

Ifthis doesn'twaork, 1 will be really frustrated, so | intend to waork really =]
hard at meditating.
=

I
o | _>l_I

|Ej Dane l_l_l_l_l_lﬂ Local intranet i
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NOTES: The last section is an area for notes which will not be printed when
the Plan is printed.

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

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

/) linician's Gateway version 3.4 (Client Plan}) - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help | ",'

@Back - O - u @ ;;j ;) Search \i_nl\'_(Favorites ﬁ‘}‘ <] = .,:__:}; Iy_)‘-l - _J ﬂ
<;gldress I http: ficgMSG-CAtreatmentplanz fEdit . aspxrPLANID=358k=0

AddendumMNotes

Eddendumtotes: (Additional infermation from ConsumersCliznt's treatment team. Aoy changes to plan require re-signing by client and clinician)
Mates can he added to this field without triggering the re-authorizing process hetween updates. =l

Authorization/Reject Notes:

otes hetwaen the Plan authar and the authorizers are entered here|

Spell Check Save asg Draft Submit for Authorization

=
4 N N | ;l;l

|&j Done = b l_’_ ocal intranet v

Save as Draft if incomplete
or Submit for Authorization if complete. (Before or after client signs)

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

Client Plans are listed below Pending services.

E Home Search And Tag

Sandy TEST Home | Help

Enter New Service:
Type of Service

| Select --—- vl To start & nevw service note, select the type of service
Pending Services

Srv. #%7 Procedure 7 Group Svc #57  Client #57 Client Hame 7 Provider 7 Date <7 Type 7 Sort =7 Reviewer '
402716 311 Collateral FA0ETITE TEST CINDHY TWAIC 99990 - CLIMICIAN GATEWAY TEST MHS AD 81142008 Clinician's Progress hote st
452445 433 90801 Initial Peych Evaluation 75130257 TESTY CINDY 9999CE - CLINICIAN GATEWAY TEST MHS AD 1072172008 Physician's Progress Note it
454498 433 90801 Initial Peych Evaluation 75135386 TESTCASEDAYE  9999CG - CLINICIAN GATEWAY TEST MHS AD AA32010  Physician's Assessment
Pending Client Plans
T Client # 57 Client Hame 57 Provider <7 Date 57 Revision 57 Author ~7 Your Role 57 Status 7 Supersedes Plan;
@ 78130257 TESTY, CINDY 93396 - Habilitative Day Treatment BMS2010 1 G142 O Author Authorizing



PRINT FOR CLIENT SIGNATURE

FIRST SAVE THE PLAN OR SUBMIT THE PLAN. (When the Plan has not yet been
submitted for approval by the supervisor, etc., the Plan will have “Pending” splashed across it)

THEN VIEW IT TO INVOKE THE PRINT BUTTON.

To view the Plan, click on it’s Plan Number (# 33 in this example).

/3 Clinician's Gateway version 3.4 (Home) - Microsoft Internet Explorer

File Edit Wiew Favarites Tools Help | g','
A - L . = 3N £
@ Back - e - \ﬂ @ {_l\] P ) Search “E,Ag‘ Favorites ﬁ‘} ‘ = .M - i i
Address http: o) OG-0 Defaulk, asp j ked Go | Links >
Pending Client Plans -
Plan Client Client _ . Your Supersedes Plan
a7 ap Hame 7 Provider ~7 Date ~7 Revision ~7 Author ~7 Role 7 Status ~7 47 =l
33 79130257 TESTY, CIMDY 99986 - Hakiltative Day Trestment 675520101 G142 Athar ey ;I
| &] hitp: ffegiCG-OaiswR L aspx?RU=59996 [ Local intranst v
Janaar - Hahilitative M Treatment |

The Plan appears on your screen.

You can Print, Delete or Edit from this screen using the buttons at the bottom of
the page.

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

File Edit Wew Favorites Tools Help | '1.'
= N oo S .
eBack - O - \ﬂ \g ;Ij /_jSearch \e’j-\.'\) Favarites ﬁ‘}‘ = ] - _J ﬁ
Address | http: i/ CG-QAtreatmentplanz view. aspx?PLANID=33 & Go |Links »
=l

Print Celate Edit

1| _r|;l
@ [ [ | Sodwee

Editing will allow you to Submit for Authorization.

Editing also requires you to resubmit the Plan for authorization.
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AUTHORIZING THE PLAN

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

E Home S=archAnd Tag

Sandy TEST ~0me ﬂ
Enter New Service:
Type of Servce
SElR ] emem YI Taetart & wzw sz-vive robe, selec e tme of sendee
Pending Services
5w 57 Procedure Group Suc 257 Ghent# 57 Cliem Hame =7  Prowider ~7 Dale 7 TYpe =7 Sort 7 Reviewsr'
42276 311 Colstersl TH0ETYT:  TESTCRDTWD 939376 - TUMIZAN GATEWSY TEST wHS &0 M S Clnician's Prooress hote Crosit
432945 43380601 rit &l Pey > Bveluaticr 19130257 TERTY DY SEEATG - TLIPIZ AR GATEWAY TEST wHS &0 107242009 Physician's Preoress hote Crsit
439996 433 80601 rit &l Py Eveluaticr TH13A3EE TESTCASECAYS 938376 - TUNIZAN GATEWLY TEST wHS &0 N300 Physician's Aszessme
Pending Client Plans
Man#~7  Clien 757 Client Hame 57 Provider 57 Date =7 Revision <7 futhor =7 Yaur Role 7 Stalus 57 Supersedes Flani
EE] 78130257 TEETY CROY 33996 - Habiftative Cay "restma SMERMD 1 §142 O e By thorizing

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

Pending Client Plans
Plan  Client .t Hame =7 Provider <7 Date 57 Revision ~7 Author =7 ;::I‘; Status 7 g'j

B5F
7S130257  TESTY, CIMDyY

99995 - Habiltative Day

“
Trestment G a20101 3142 Iphacosign  Authorizing

TESTCASE, CINDY 99995 - Shart Term House 2132001 10904 Authar Mewy

12 (53507 W

3. The Authorizer views the Plan by clicking on the Plan number.

4. The Authorizer reviews the Plan. At the bottom of the screen are notes from
the Plan Author. The Authorizer is required to write a note to the Author.

5. The Authorizer has options to Print, Delete, Edit (minor), Authorize or Reject.

Action User Hame Date Hote
Submit TEST, Sandy GHE2010 11:14:48 PM

Authorization/Reject Notes:

———py |THE REVIEWER READS THE MNOTES FROM THE AUTHOR. IF CHANGES WERE =
MADE T UPDATE THE PLAN, THOSE CHAMGES SHOULD BE IMDICATED E
HERE =

—_— Print for Signature Print Delete Edit Authorize Reject
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6. After Authorizing or Rejecting it, the Plan is removed from the Authorizer’s
Home page.

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

Pending Client Plans

Plan Client Client . o Your Supersedes Plan
I e a7 Hame <7 Provider <7 Date 57 Revision 7 Author <7 Role 7 Status ~7 g7
33 TS130257  TESTY, CIMDY 99996 - Habiltstive Day Treatment 64 5520101 8142 Author ‘

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

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

Pending Client Plans

Elgn Client Client . . Your ; Supersedes Plan
= e Hame 7 Provider ~7 Date <7 Revision ~7 Author =7 Rt Status <7 i
75130257 TESTY, CIMDY 99396 - Hahiltative Day Treatmert BM5S520101 8142 & muthor Athorizing

10.The Plan is now ready to be Finalized by the Author. (Have the client sign if
not already done and update the Plan with the information) First, View the Plan
by clicking on the Plan Number.

11. Click “Finalize” at the bottom of the Page. (after reading the notes)

Actions:

Action User Hame Date Hote

Subimit TEST, Sandy BHME201011:14:48 PM
THE REVIEWER READS THE MOTES FROM

. ’ THE AUTHCR. IF CHAMNGES WERE MADE TO

Reject Peterson, Camille EMT201012:13:07 A LPDATE THE PLAN, THOSE CHANGES
SHOULD BE IMCICATED HERE

Submit TEST, Sandy M 720101220018 AW

The Author should have weritten the
Authorize Peterson, Camille BMT201012:23:02 A Authorizer a note so they know what to look
far.

Authorization/Reject Notes:

-

Il

Frint far Signature Delete Reject Finalize

12. The Plan is removed from the Pending Client Plan list on the Home page.

118



VIEWING, EDITING AND REVISING A FINALIZED PLAN

1. Use the Global Search function to Search for a Plan. Choose “Client Plans”
from the drop down menu. Enter the Client’s name and click “Search”.

=

| Client Plans
[Testy Cindy

Home searchysnd Tag I

\/

Home I Helpl Log Cut |

2. Search Results are displayed. Click on the Plan number to view it. Note that

the Status is now “Finalized”.
Search for: Testy Cindy | _wiewal || closeal |

Search Again

[Testy Cindy Search |
ICIientPIans 'l

= Client Plans

Plan #}7 Client# 57 Client Hame 7 Provider ~7 Date W~7 Revision 57  Author Status % Supersedes Plan # 57
75130257 TESTY, CIMDY 99996 - Hahilitative Day Trestment gA520M10 1 TE=T, Sandy|  Finalized

3. The Plan may be Printed, Edited or Revised.
- Edit | Revise ,

4. A Finalized note may be edited in minor ways only. (Objectives may be
marked as achieved, Plans sent to an additional person may be noted, Addenda
for future planning may be written)

5. Any substantial change is a Revision and must be re-authorized and re-signed
by the client. New Revisions of Plans supersede earlier versions.

= Client Plans
Plan #\~F Client #~7 Client Hame =7 Provider 57 Date w~7 Revision =7 Author
75139951 TESTIMG, ACCT 99991 - West County Mental Health Sws EMEL2010 4 Peterson, Catille  Finalized 18

Status ~F Supersedes Plan &7

75139951 TESTIMG, ACCT 99991 - West County Mentsl Health Svs S/252010 3 Peterson, Cafnille  Revised 13
75139951 TESTIMG, ACCT 99991 - West County Mental Health Sws Si242010 A Peterson, Canjille  Revized
7913993 TESTIMG, ACCT 99991 - West County Mental Health Svs sf2420M0 0 2 Peterzon, CamNe  Revised
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RENEWING OF PLANS ANNUALLY OR AT 6 MONTHS

During the 30 days preceding and following a plan’s expiration date, an additional
button will appear. A “Renew Plan” button will be available.

Print | | DeletePlan | | Edit || | Renew |
1ELF

1. Click the Renew button.

2. All of the entries from the previous plan will be brought forward into the new
plan.

3. After you make revisions, obtain the signatures and approvals just the same as
when you make a new plan or revise a plan.

CHANGING THE AUTHOR OF THE PLAN

1. Once a note is Finalized, it may be viewed and revised by any clinician. If the
clinician revises the Plan, they are the new author of the Plan.

2. The Information Systems Help Desk can change the author of the Plan on
request.
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Changing your password

osoft Intemet E xplorer

Fle Edi View Favoies Took  Help | &
Qeack - ) - %] 2] ‘h‘;) Search ¢ Favortes @‘ -t wl - |
Adsiess [[2) hup.//cg/C6-taining/Default aspy Tl e ks »

Clients | =
Home Search

Robert Forsythe Home | Help | LogOQut

Enter New Service:
Type of Service

Salect - | * To start & new service note, select the type of service

Pending Services
S #F Procedure 57 Group Svc #~7 Client #~7 Client Hame <7 Provider 57 Date <7 Sort 7 Type 7
Advanced Search

Far Type Status Provider

Date
|C\|ems j |Any j |Any j |Everywhere j |Any1|me j Search

Services Search

All 7| service | Ampawhere 7| Rendered for Search

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

< Janusry 2003 February 2003 March 2009

Su Mo Tu We Th Fr 63 Su Mo Tu We Th Fr $3 Su Mo Tu We Th Fr Sa
[T

4 5 6 7 8 % W 1 F 3 4 5 & T 1 2 3 4 5 & 7

Moz 13 14 15 16 17 8 8 MW 11 12 13 148 & 0 i1 1z 13 14

B0 w0 oM Br 33 3 18 6 17 4B 10 30 #1506 17 dE 10 w0 3
@5 36 37 28 I8 30 31 12 I3 24 35 W 7 W 1@ 53 14 16 ¥ 17 W
2= 30 3
Clinical Adminstrator Access
Search Staff

[01081 OAKLAND MHS ADULT =] [arwtime =] | Search
Administrator Access

Tools

m Manage Staff and Cliert Groups

= Manage Staff Passwards /Personal Info
= Passwords Todl

w Edit Staif Reporting

SECURITY (PASSWORD) | GUIDESHELP

[T [ 83 Local intanet

[
Z

» Click on security from the bottom of the home page.

» Choose the “Change Password” tab

) - Microsoft Internet Explorer

File Edit Mew Faworites Tools  Help

@Back - O - |ﬂ @ Lh‘/:) Search kE":E"Favorites ﬁ}

Rda - JE

Address I htkpe e CE-GaSecurity, aspx j Go | Links **
Sandy TEST Home | Help| Logout |

Profile || Freferences || Change Password || Security Questions || Electronic Signature Agreement |

Firzt Mame: ISandy Mliclalle Initisl I Lzt Mame: ITEST

=
4| | »

|@ Ciore l_l_l_l_l_lg Lacal inkranet 4
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a Clinician's Gateway version 3.4 { Security & Personalization ) - Microsoft Internet Explore; _ ||:||£|

File Edit ‘Wiew Favorites Tools Help | :,'
@Back - -J - d @ h /'__.] Search ‘{'\'{ Favarites 6‘3 ‘ <] = :i ,ﬂ < _J ﬁ
Address I httpe o CE-C Security, asps j o | Links **
Clinicians Gat eway ICIiEmS j d
Clincians Gateway Security & SearchAndTag | Search |

Parennalizatinn

Sandy TEST Home | Helpl Log Out |

Profile | Preferences | Change Password | Security Questions | Electronic Signature Agreement

E{ 1 prOld Password: I

El D brMew Password: I
Lo 2 rassnarl: I
A date Passward |
« | ;IJ

|ﬁ:| Dane l_l_l_l_l_h-g Local inkranet v

1 — Enter your current password in the first field.

2 — Enter your new password in the second field. (Your password must contain at
least one uppercase alpha, one lowercase alpha, and one numeric character. It
also must be at least seven characters in length).

3 — Re-enter your new password in the third field to confirm the change.

4 - Click on “Update password”
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ADMINISTRATION TOOLS
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Administration Home Page

File Edit ‘iew Favorites Tools  Help | ':;'
G Back + = - @ [7) ﬁ|@53arch [3] Favorites @“%v@vgm
Address I http: ffeg/CG default. aspa w»

ICIients 'l

Home Search |
Sandy TEST Homs | Helpl Logout |
Srv. #57 Procedure Group Sve # 57 Client # <7 Client Hame <7 Provider 57 Date 7 Type 7
Advanced Search
For Type Statuz Provider Date
Clients j |Any j |Any j |E\rem\rhere j |Any‘time j Search |

Services Search

IA” ﬂ SerwcelAnW\‘herE‘ ﬂ Rendered forl Search |

Search Services by Date [Click day to see services perfarmed on that day

Clinical Adminstrator ¥ ccess
Search Staff

& 0T T [ Wfcmranet

< January 2008 February 2003 March 200
Su Mo Tu We Th Fr Sa  Su Mo Tu %We Th Fr Sa | Su Mo Tu We Th Fr Sa
1 T 2 & 1 2 1
& 7 & 9 1w 1 1 3 4 5 & 7 & 4 3 4 858 6 7 8
13014 15 16 17 18 19 10 11 12 13 14 15 16 a 1 1n 12 13 14 15
bt e < B ST N N - S = Icoc i cc L | N N - T I

27 28 28 3N M 4 5 26 27 28 29 23 24 35 I8 ¥ @ 29

D1333VOCATIONALPROGRAMMHSADULTj IAny’time j Search |

FPERZONAL INFO | SECURITY (PASSWORD) | GUIDESHELP

» This is your home page

> Either search for client services via the Search functions in the center of the page or through
the Global Search in the upper right hand corner (choose Services and enter the client name).

» Search for an individual staff person’s Staff View page through the Global Search in the
upper right corner (choose Staff and enter the staff name)

» Search for a report on Clinical Staff by Reporting Unit through Search Staff notes (Finalized,
Pending and Draft) at the bottom of the page
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SUPERVISOR TOOLS
Staff Reviewing

1. A Staff Report by RU can be generated using provider and time parameters:

nician’s Gateway version 3.4 (Home) - Microsoft Internet Explorer = |EI|5|
File Edit ‘“iew Favarites Tools Help | i ,’
e Back ~ L3 - | : . :j ) Search \','n" Favarites {::‘3 ,:< - a2 Iv_)] - i g
s LA B A .-/\f [3_., b=

Address I http:)fegiciEdefault. aspx LI Go | Links
< Septernber 2009 October 2003 Howernber 2003 ;I
S5u Mo Tu We Th Fr Sa S5u Mo Tu We Th Fr 5a Su Mo Tu We Th Fr Sa

1 s 2 4 ] 1 2 K

& T8 @9 1 11z 4 5 & 7 & 94 10 1 @ 3 4 5 & 7
13 14 15 16 17 18 19 11 12 13 14 15 16 17 g a 1o 11 1z 13 14
M X XX ¥ 34 XS G 18 19 0 X1 OEE 23 X015 16 17 13 13 o 2
¥ 2@ I8 30 25 26 ¥ I 29 30 03 22 Z3 24 25 X6 I I

ClinZ Adminstrator Access
Search Staff

0112M1 EDEN ADULT MEDICATION OMLY SvE x| [amtime =]  Search

Administrator Access

Tools LI
m  hanage Staff and Client Groups —
m  Manage Staff Passwords [ Persaonal Info

Edit Staff Reporting Units

Manage Admin Messages

Search Audit Logs
Manage Individual Service Record Rejection Codes

PERZOMAL INFO | SECURITY (PASEWWORD) | GUIDESMHELF

Clinician's & ateway version 241001 (rele aze2002-107)
Built: 10/20/2009 (5:25 Fh)

|@ Done I_ ’_ l_ I_ ’_ |§§ Local intranet A
Tallies of services by staff are generated:
nician’s Gateway version 3.4 {Search Staff Results) - Microsoft Internet Explorer - |EI|L|

Eil= Edit Wiew Faworites Tools Help | o

eBack = 'J - |ﬂ @ g:j | /;_j Search ‘w;r\_\'{FavUrites Ezl [‘:.:3‘\)" :\ﬁ l?_/‘l - _J ﬁ

Address |[&=) http:ijrg/CaisearchResultsStaffByDate, aspxPsearch=18l=0112M1 Bdt—08ds=1 1%2F 1 %2f 2009Ede=1 1% 2F1 4%%2f 200~ | Go | Links >
T 1 - T :I

Search for: unspecified

[0112T1 EDEN MHS ADULT SERVICE TEAM 1 [Between =]|[1as1 42004

I‘I 101452009

)

Staff # <7 Hame <7 #_Ser_uices .F\:uer_age Interwval T_ime_ 3 Serl_ulices Auera_ge Interwval Time_ # Services
Finalized ~F Finalized ~7 Finalized =7 Pending ~7 Pending ~7F Pending &7 Draft =7
1077 MILLER JEMMIFER a o ao:oo a o o000 a
1093 LasALLE PETER a o aQ:00 a o000 a
1225 LAFFERTY MICHAEL 20 1 ayza a o o000 a
1252 HRETZIMER KATHLEEM 1 o ao:zo a o o000 a
1436 LUCAS MARGARET a o ao:oo a o oo:oo a
1454 TZUDIKER JARE a o ao:o0 a o o000 a
1457 HARRIS CORMIE a o ao:oo a o oo:oo a
1641 rARCUS LM ELLEM O o ao:o0 a o o000 a
1960 COHER AL 19 o 0615 a o oo:oo a
2033 GROSE WA 130 13 132:45 2 o ooas s
2337 RODDY WO a o ao:00 a o o000 a
2851 ROXAS LUISITO 112 o sz10 a o oo:oo a
2855 DR RO bR a o ao:00 a o o000 a
S004 GILDEM ROBERT a Lu} ao:o0 a Lu} o000 a
4033 WIEIRA MICHELLE 28 S S0:30 a o o000 a
4329 FAolr BETH 129 2 16710 a o oo:oo a
4746 ZIMMWMERLE A0 AN & 14 1 0550 a o o000 a

=
|@ Done '7 ’7 ,7 '7 ’7 |G Local intranet =

This information can be pasted into an Excel spreadsheet.

Clicking on a staff person’s name will bring up their staff view page that displays their service
notes and statistics. (Example of staff view page shown in next section)
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2. Staff Search can be done by individual staff person via Global Search to see their
notes or statistics by defined times.

3 Clinician's Gateway version 3.4 {(Home) - Microsoft Internet Explorer ;|g|5|
File Edit Wiew Favorites Tools  Help | ﬂ’
@Back - O - @ @ \/_h | pSearch ‘in‘\?Favorites @‘ Ez_{- .,;,, I.fA_—| - I_J ﬁ
Address I hikp: g CG defaul, aspx j Go | Links **
=
Clinicians Gat esvary Sty

Home Search And Tag | ‘Bearch |

Camille Peterson Hame | Helpl Log Out |

Enter New Service:
Type of Service

I Select - vI To start a new service note, select the type of service
Pending Services -]
w

5 . ’— l_ l_ l_ |_ %] Local intranet S

Click on the staff name to bring up the Staff View Page

2} Clinician's Gateway version 3.4 (Search Results) - Microsoft Internet Explorer -0l =|
Fle Edit ‘iew Favorites Tools Help | a'“
o e ) ; < R
e Back - Q v @ @ :_h p Search N Favarites @ ‘ D:g =] E - I_J ﬁ
Address http: oo/ CGisearchResuls, aspx j G0 |Links **

Search tor: test san |_viewall | closeal | N

Search Again

|testsan Search |
IStaff vl

Staff 257 Hame 57 Role ~7 Open Cases 7 Closed Cases 7 Staff
a142 TEST SaMNDY User 0 i Wiew

* Client Plans
=

PERSORNAL INFO | SECURITY (PASSWORDY | GUIDESHELP

|@ Dane l_ I_ l_ l_ I_ H; Local inkranet

N




The Staff View page has statistics that can be calculated according to the date and Provider
parameters that you define. It also lists all of the services generated by that individual.

2} Clinician’s Gateway version 3.4 (¥iew Staff) - Microsoft Internet Explorer o |4
File Edit YWiew Favorites Tools Help | ff
Py i : : Z A F
@ Back = | : - @ @ ;:j | p Search WFavontes ﬁ‘} ‘ [;_r__{‘ =] |-V_JF| < ﬁ
ddress | htkp: {fca/CGiViewStaff , aspx?STAFF_MUMBER=0142 = Go | Lirks #
Y
Staff Information for: TEST, Sandy (3142) _I
S5H: AR _ER_BERE License # Start date: 11 72006
Gender: Female License Renew: End date:
BirthDate: i ik License State: Last Changed On: 202002007
Ethnicity: White Taxonomy: Record Created On: 9i26/2006
Hational Provider Id:
Medicaid PIN:
Medicare PIH:
DEA Humber:
UPIH:
Staff Type: Unlicensed Worker
Lang&s: English \ \

w Statistics =110/19/2009 Sop| 1 1719020049 All J Search
Type of Service Clinican Role Humber of Services Average Interval Time Time Reporting
Inclivcual Primary Clinician 0 ] 00:00 Erter Estimated Time
Co-Clinician 0 0] 0o:00
Group Primary Clinician i) u] 00;00 I Calculate |
Co-Clinician &) 1} 01:30 Est % I—
Indirect Primary Clinician 1] i 0000
Totals: 3 L] 01:30

* Procedures

* Reporting Units

* Clients

b Groups

P D tService Records

* Pending Service Records
wFinalized Service Records

Sru. F Client #~7 Client Hame 57 Reporting Unit ~7 Procedure ~7 Date ~7 Type 7 Hote
420337 T 79135386 TESTCASE DAVE 999900 CLIMICIAN GATEWAY TEST MHS AD Group Rehabiltation 1072252009 Group Wiewy
420338 79130257 TESTY CIMDY 99990 CLIMICIARN GATEWAY TEST MHS AD Group Rehabiltation 1072252009 Group Wigwy
420336 TEO0STYT2 TEST CINDYTWS 999905 CLIMICIAN GATEWAY TEST MHS AD Group Rehabiltation 1072272009 Group gy
S58080 01122 EDEM MHS CHILD General Administration Si352009 Indirect  “iew
332513 TSOSTITZ O TEST CIMNDYTWO  9993CG CLIMICIAN GATEWLY TEST MHS A0 Collsteral 1112452008 Ineiv. Wiy
332454 TSOSTITZ O TEST CIMDYTWO  9999CG CLINICIAN GATEWLY TEST MHS A0 Collstersl 1112452008 Inclv. Wiy
3343 TSOSTITZ O TEST CINDYTWO  99939CG CLIMICIAN GATEWAY TEST MHS AD Evalustion 11712008 Iniv. Wiewy T
326841 TSO0GTFTZ O TEST CINDYTWO  9999CG CLINICIAN GATEWAY TEST MHS A0 Collateral 101652008 Inciv. Wiy
F2EYT2 0 TEO0STYTZ TEST CINDYTWAD 999900 CLIMICIAN GATEWAY TEST MHS AD Collsteral 10452008 Inciv. ey
F26YTE 999900 CLIMICIAN GATEWAY TEST MHS AD Mertal Health Promotion 10442008 Indirect “iew

== First < Prey -1- -2- Mext = Last ==

(5] ’_ l_ ’_ ’_ l_ [ Local intranet

=l
4

Click on the Service # or the word “View” to examine any individual note.
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3. Search and Tag can be used to assemble sets of notes based on multiple parameters,
including Primary Therapist, Types of Notes, Time parameters, etc.

=10l x|
| ..!f

/4 Clinician’s Gateway version 3.4 (Home) - Microsoft Internet Explorer

File Edit ‘iew Favorites Tools  Help
@Back - -\_) - \ﬂ @ \-_;j | /L_] Search “gn_‘\'g‘Favorites ﬁ‘z‘ Ej_:{- :\?, l_f)_f| - _J ﬂ

Address I http: Hog/CG/Default, aspi:

| B e |Links »

Clinicians Gat eway Iﬁ iis vl

Home gearch And Tag | [ Searcn |

Home | Helpl Log Ot |

Camille Peterson

Enter New Service:

]

,— I_ ,_ ,_ I_ % Local intranet A

Define up to five parameters to narrow your search criteria.

=101 ]
L

3 http://cg/CG/SearchAndTag.aspx - Microsoft Internet Explorer

File Edit Wew Favorites Tools  Help
eBack - -J - \ﬂ @ ;:j /:j Search Ls‘_'f'rl'g‘Feworites ﬁ‘z‘ [j:zv :\?,. y_fl - _J ﬂ

address I http: ffcg/CafSearchandTag. aspx
Clinicians Gat eway ICIientS 'I

SearchAnd Tag | Search |

| B e |Links »
Y

Search and Tag

Hame | Help | Log out |

Camille Peterson

Search for. (% Service Records © Prescriptions

\ ™ Inciude deleted records in search resuts

| Pagaary therapist j=|8142
:5ew‘iceDate | |Between >|[10/18/2008 and [11718rz008

[Select search item] jl
Client -
Medical Compliance I
Mote Status

et I
Pri therapist
Procedure

R
oag Reporting Unit
Service Date

———|Semice duration e
Side Effects hd hd
>|

1 I
,— I_ ,_ ,_ I_ % Local intranet A

132



Click Search. Search results display at the bottom of the page. Tag (check) the ones to examine,
click Review/Print.

/3 http:/ fca/CG/SearchAndTag.aspx - Microsoft Internet Explorer - 1Ol x|
File Edit Yiew Favorites Tools Help | ."f
™y ‘s . ; 3 ! e
Qe - O - ¢ [B] (D] Dsewen Jormonss €0 (3~ Lo - | JE
Address I http: ficg/CafSearchandTag, aspsx LI Go | Lirks **
=

[Primarytherapist =] _ [8142

[Senice Date =] [Between =|[10r14/z008 and [11713iz008

|[Se|ect search itermn] LI I

|[Se|ect search itern] LI I

WQrch itern] LI I
Search |

ISeIect existing collection;l Add Collection I

Search Results - Service Motes | \

I~ uUnfcheck all Check tems On &l Pages Rewiew Frint Al Checked

Review /Print All Resuts

Date of Service v Client v Client# v Proc. code ¥
14-0Oct-2008 TEST CINDYTWO FEOETTV2 311
[ 14-0ct-2008 401

2 records found.

, =
| »

|
|@ Done ’_ I_ ’_ ’_ I_ |€ Local intranet A

Services can now be viewed, saved as an electronic file or printed.

File Download |

Do you want to open or save this file?

IE/ Mame: ConversionB esult. pdf
ok Tupe: Adobe Acrobat Document

Fram: cg

Open Save

wihile files from the Intermet can be useful, zome files can potentially
harm pour computer. [F you do nob brust the gource, do not open or
zave thig file, What's the ngk?

Complete directions for Search and Tag are available at the two websites below:

Lhttp://covenet/gateway/CG_search and tag.pdf, (TEXT)

2.http://covenet/gateway/Search_and_tag_swi.html (VIDEO)
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CG staff who “require review” for the Progress Note

Step 1: Setup CG account

For Staff who need their notes approved by Supervisor:
Add “require review” to their CG account

For Supervisor who review the notes for Staff:
Add “can review” to their CG account

RU# for required approval added to Staff and Supervisor CG account

Procedure: Staff creates Progress note and Supervisor “Accepts” the notes

1. At bottom of the Progress note (after completing the note boxes), complete the “Assign to be
reviewed by” section:

mecun enwes:| (Select Note) |+ |

Flan

this is only a test

Assign to be reviewed by
Notes:

Reviewer: -
Select Reviewer ol

Spell Check l Submit for review l Save as Pending ]
PERSCMAL MFO | SECURITY (PASSWORD) | GUIDESHELP

2. Select Reviewer from the drop down box:

Assign to be reviewed by

Notes:

Reviewer.

Select Reviewer A

 Select Reviewer

SMITH SHAMMON (8612) l
TEST MATALIE (8141)
TEST SHERYL (3144) Spell Check l Submit for review l Save as Pending ]
WORDEN DAVE (8139)
PERSOMAL INFO | SECURITY (PASSWORD) | GUIDESHELP | |
=
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3. Complete Notes and click “submit for review.” Note is sent to Supervisor for review and approval:
Assign to be reviewed by
Reviewer: Motes:

SMITH SHANNON (8612) &

please review and approve my note5|

Spell Check l Submit for review

I

Save as Pending ]

PERSOMAL INFO | SECURITY (PASSWORD) | GLIDESHELP

4. The Progress Note appears in “pending services” of the Supervisor’s home page and the “type” is “Approve”:
waiting for approval:

| Clients j
Home
Sheny Diedrick Home | Help | Log Out |
Enter New Service:
Type of Service
I Select ---- vl To start @ new service note, select the type of service
Pending Services
Srv. #57  Procedure <7 Group Sve # 7 Client #~7  Client Hame ~7 Provider <7 Date 7 Sort <7 Type 7
332083 311 Callatersl Fa0aTIT2 TEST CIMDY TWiD 9999CG CLIMCIAMN GATEWAY TEST MHS A, 1172152008 Appry. Update. ..
Advanced Search
Far Type Status Provider Date
Clients j IAHY j |Any j |Everywhere j |Anylime j Search |

Services Search

Al = SerwcelAn\‘Whe"e 'I Rendered for Search

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

< September 2008 October 2003 Hovember 2008
Su Mo Tu We Th Fr %3 Su Mo Tu Wwe Th Fr %2 Su Mo Tu We Th Fr %a
1 & 3 4 &6 8 1z 3 4 1
o2 0w o111z o1 08 & F g 0 10N 2 3 4 & B 7 38

Supervisor clicks “update,” at bottom of note complete “notes” section with comments — click “accept.” The
“accept” button removes the note from the Supervisor’s “pending services” section of their home page and moves
the note back to the Staff’s “pending services” section of their home page and the “sort” is “Accept”: Supervisor
Approved the note:

Ans Gt ey

| Clients

Bl
Home | Help LUgOuIl

Home

Sheny Diedrick

Enter New Service:
Type of Service

IBeIect---- 'I
Pending Services

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

Sre. #%7  Procedure <7 Group Sve # <7 Client #57  Client Hame 7 Provider 7 Date <7 Sort <7 Type 7
332083 311 Callatersl TE0ETTIL TEST CIWD TwuiD 9995CG CLIMCIAK GATEWAY TEST MHE A 1142172005 Accept  Indiv. Update ..
Advanced Search
Far Type Status Provider Date
Clients j |Amf j |Any d |Ever\rwhere d |Any1ime j Search |

Services Search

Al > SerwcalAn\‘Where 'I Rendered for Search

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

< September 2008 October 2003 Hovember 2008
Su Mo Tu We Th Fr $a S0 Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa
1 3 4 &6 8 1 3 4 1
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6. Note is now ready to be “finalized” via “daily approval” screen:

Respanse

this is only atest

Plan

this is only atest

Date Staff Action

Hotes
1102172008 DIEDRICK SHERYL Submit Please reviewy and approve my notes
112172008 TEST SHERYL Accept | have revievwed and spprave your nate
PERSONAL INFO | SECURITY (PASSWORD) | GUIDESHELFR

Procedure: Staff creates Progress note and Supervisor “Rejects” the notes
before “Accepting” the note

1. Follow steps 1 thru 4 above

Supervisor clicks “update,” at bottom of note, completes the “notes” section with comments — clicks “reject.” The
“reject” button removes the note from the Supervisor’s “pending services” section of their home page and moves the

note back to the Staff’s “pending services” section of their home page and the “sort” is “Reject”: Supervisor
Rejected the note:

Clinicians Gatewan

|Clients |

l—

Home _Search |
Home | Help | Log Out |

Sheny Diedrick

Enter New Service:
Type of Service

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

Pending Services

Srv. #5F  Procedure 57 Group Svc #57 Client #~7  Client Hame 57 Provider 57 Date 7 Sort 57 Type 57

332083 311 Collateral TE0ETIT2 TEST CIMD T 9993C3 CLIMCIAN GATEMAY TEST MHS A 1142172008 Reject  Indiv. Upciate...
Advanced Search

Far Type Status Provider Diate

Clients ﬂ |An3r j |Any j |E\rerw\rhere j |An\flime j Search |

Services Search

Al = SerwcalAn\‘Where 'I Rendered for Search

Search Services by Date Clic day to see senvices performed on that day

< September 2008 Dectober 2008 Hovember 2008
Su Mo Tu We Th Fr $a Su Mo Tu we Th Fr %3 %u Mo Tu We Th Fr $a
12 3 4 5 8 1 2 3 4 1
Too# @ 1w 11 o1x 1z 048 & F o8 9 1 N 0 4 &5 &6 7 3
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3 Staff clicks “update” at bottom of note.  Click “edit service”, Make necessary changes, verify the correct
Supervisor is listed in the “Reviewer” box and complete the “notes” section with comments back to the Supervisor.
Click “submit for review”. The note is sent to Supervisor for review and approval:

Plan Preuous Enies: | (5 €122t Note) =1
this is only a test =
[
Assign to be reviewed hy
Date Staff Action Hotes
11/21/2003 DIEDRICK SHERYL Submit Please review and spprove
11/21/2008 TEST SHERYL Reject Please document the plan with more detail
11/21/2008 DIEDRICK SHERYL Submit made necessary changes please approve this note
1172152008 TEST SHERYL Reject please update the intervention
Reviewer, Motes:
ITESTSHERYL(8144) 'I rmade neceaary changes, please apprnve\ ;I
=
Spell Check | Submitfor review Save as Pending

4  Supervisor clicks “update,” at bottom of note complete “notes” section with comments — click “accept.” The
“accept” button removes the note from the Supervisor’s “pending services” section of their home page and moves
the note back to the Staff’s “pending services” section of their home page and the “sort” is “Accept”: Supervisor
Approved the note:

Plan

this is only atest

Date Staff Action Hotes

11021/2008 DIEDRICK. SHERYL Subimit Plesse review and sporove
11/21/2008 TEST SHERYL Reject Please document the plan with more detail
11/21/2008 DIEDRICK SHERYL Submit made neceszary changes please approve this note
11/21/2008 TEST SHERYL Reject please update the intervention
11/21/2008 DIEDRICK SHERYL Submit made neceaary changes, please approve
hlotes:
I now accept this note| =

-

Y v 7 [ ]

| GED T —
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5 Note is now ready to be “finalized” via “daily approval” screen:

Type of Service

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

Pending Services

Sre. #%7  Procedure <7 Group Sve # <7 Client #57  Client Hame 7 Provider 7 Date <7 Sort <7 Type 7
332099 311 Callatersl TE0ETTIL TEST CIWD TwuiD 9995CG CLIMCIAK GATEWAY TEST MHE A 1142172005 Accept  Indiv. Update ..
Advanced Search

Far Type Status Provider

Date
clients x| [any = [any =] [Evenmwhere | [amtime =] Search |

< September 2008 Dectober 2008 Movember 2008
Su Mo Tu We Th Fr $a Su Mo Tu we Th Fr %3 %u Mo Tu We Th Fr $a
12 3 4 5 8 1 2 3 4 1
o2 9 w11 o112 08 & F o8 0 10N T a4 & B 7 38
14 15 16 17 18 19 0 1% 13 14 15 16 17 1& 9 10 11 1% 13 14 14
1 4 25 R 1920 21 R AT S A T T T |

6  Staff can click “update” to see Supervisor’s comments:

Plan

this is only atest

Date Staff Action Hotes

1142172008 DIEDRICK SHERYL Submit Please review and spprove

11/21/2008 TEST SHERYL Reject Please document the plan with more detail
11/21/2008 DIEDRICK SHERYL Submit made neceszary changes please approve this note
11/21/2008 TEST SHERYL Reject please update the intervention

11/21/2008 DIEDRICK SHERYL Submit made neceaary changes, please approve
11/21/2008 TEST SHERYL Accept | novy accept this note
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Change Reviewer Procedure

The designated reviewer on a service can be changed by a staff person who has been given the
“Change Reviewer” role in Clinician’s Gateway.

The Clinic Manager must first inform System Support which individuals will be given this role.
After the role is assigned to that staff person, they may change the reviewer to any available
reviewer in the Reporting Unit.

1. Locate the service. You can search for the client’s services by client name or service #
(#xxxxxxx) if known, or search for the Staff person’s Pending services.

2} Clinician’s Gateway version 3.4 {Home) - Microsoft Internet Explorer — ol =|
Eile: Edit Wieww Favorites Tools Help | ;,'
@ Back - _‘__) : j Search ‘-LT/\( Favorites €‘3 | <]~ .,?_ ] - i s
Address I- http:ffeg) CE-0a Default, aspx _I . Go L}Ks =
Clinicians Gat evway Ser\-’lces =l
#HH test clnd;ﬂwn
wl
_— Home SearchAnd Tag I Searc
Sandy TEST Home | Help | Logout |

Enter New Service:
Twpe of Service

I Select ---- vI To start & new service note, select the tyvpe of service

Pending Services
Sru. Group Sve Client Client

7~ Procedure 7 b = s Provider <7 Date <7 Type 7 Sort "7 Reviewer <7
381 Inelivichual TEST 9999CG - CLIMICIAN Clinician's
TS B habiitation TIOBTTT2 Dy Twin  GATEWAY TEST MHS AD 232009 0 e Note UHpdate...
Adwvanced Search
For Type Status Provider Ciate

Clients | Ay =l [any =] [Evervwhere =l [anvtime =] Search |

Services Search

[0 WN =l [01122 EDEN MHS CHILD =1 Rendered tor [test cindytwel Search | -
,_ [%d Local intranst g

2l Clinician’s Gateway version 3.4 {(Home) - Microsoft Internet Explorer =1
Eile Edit wiew Favorites Tools  Help | =
e Back - (L - [ 2] &a | fj Search '-i\( Favorites 6% | - A ] - il
Address [[F] http:/ica)CG-GAIDeFaul.aspx ~] Go mngi >
r [star =1
ITE!St Mary
Home SearchMnd Tag I Search I
Sandy TEST Home | Help | Logout |

Enter New Service:
Type of Service

[Select— =] To start a new service note, select the type of service

Pending Services

Sru. Group Sve Client Client - -
#=> Procedure <7 el e Hame 7 Provider <7 Date <7 Type <7 Sort 7 Reviewer <7
381 Individual TEST 999905 - CLIMICLLR Clinician's
TS B habiitation TEOSTTTL Cne T GATEwAY TEST MHS A0 2RR009 £ s Mot Update...
Advanced Search
For Type Status Provider Cate
[Clients =1 [Any =~ [2ny ~| [Evervwhere ~| [Amtime =]  Search I
Services Search
[an =1 service [t =] [01122 EDEMN MHS CHILD ~| rendered tor Itesi cindybao| Search | -1
&) |%=] Local intranst Z
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2. View the note by clicking on View or the Service number.

3 Clinician's Gateway version 3.4 {¥iew Staff) - Microsoft Internet Explorer - |E||5|

File Edit ‘iew Favorites Tools Help | #r

@Back v @ - @ @ \f_h‘pSearch *Favorites ﬁ‘) Ej_:{:v :;,, |y_":| - J ﬂ

http:fog/Ca-QaMiewstaff, aspx?STAFF _NUMBER=8140

F Groups
P Draft Service Records

¥ Ponging Service Records

Srv. 7 Clent # 57 Client Hame 7 Reporting Unit ~7 Procedure 57 Date 7 TypeNy

372871 TEST CIMDY T 0108T1 O&KLAND ADULT SERYICE TEAM 1 CG PRE-ERISCOCDE MNOTE B/5/2009  Indliv.

362020 / TEST CIMDY T 3999CG CLIMICIAN GATEWAY TEST MHS AD Collatersl 41222009 Indliv.
TEST CIMDY T 9999CG CLIMICIAN GATEWAY TEST MHE AD 96105 ASMT APHASIA, INTER, RPT - 41572009 Indiv.

458397 M11333 WOCATIONA] PROGRAM MHS A0 T Paird Time Off 419072009 Indireet

|@ Done |_|_|_|_|_|g Local intranet 4

3. At the bottom of the Service Note, choose a new reviewer from the list. Click Update.

J Clinician's Gateway version 3.4 {¥iew Service) - Microsoft Internet Explorer i =]
File Edit Wew Favorites Tools  Help | al‘
ey ( L. ' ; e R r
@Back L ) - @ @ ;h‘pSearch \z’_\(Favorltes {:‘3 E}:_{' (== Iy_.;l - ﬂ
Address I httpfeg/CE-QaserviceentryYiewService, aspx?INDY_SRY_MUMBER=368328 j Go | Links **
=
Date Staff Action Hotes

1552009

iewed by: |8141 - Courson, Matalie x|
8809 - Diedrick, Sheryl

10931 - Fargythe, Robert

~[10804 - Petersan, Camille_—
bl

FER=OMAL |81 41 - Coursom, Natalie
8144 - Diedrick, Sheryl

8139 - Worden, Dave

This service has currently been submitted to be re

|
of”

|@ ,—l—l_l_l_@ Local inkranet o

3. The service will be transferred from the original reviewer’s Home Page Pending to the
replacement reviewer’s Home Page Pending list.
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MANAGING REPORTS
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Rejected Service Notice
1. Duplicate or Rejected Service notices may be sent for research.

2. Clerical Staff must justify the daily InSyst MHS 442 Direct Service Audit
Report and MHS 443 Indirect Service Audit Report against Clinician’s
Gateway services. Examples of the reports follow. Use the search functions
from the Home page to find services.

File Edit WView Favorites Tools  Help

GBak v = - @ G} | @i search G Favartes (B | B & -5 B’

Address I htkp: [fcg) G default, aspx

Home
Santty TEST Home | He|p| Log out |
Sru. #57 Procedure Group Sve # 57 Client # 57 Client Hame <7 Provider 57 Date “7 Type ~F
Advanced Search
For Type Status Provider Date
j |Any ;I |Any j |Ever\-where j |An\ftime j Search |

Services Search

IA” LI SErViCEIAnYWhere LI Rendered fUrI ﬂl

Search Services by Date Clidt day to ses services parformed on that day

Januar; y 2008 February 2002 March 2008
Su Mo Tu We Th Fr %3 Su Mo Tu We Th Fr S Su Mo Tu We Th Fr Sa
1 7 3 4 4 1 2

& T8 9 1w 1oz 3 4 & 6 ¥7 5 39 z 34 5 6 T 8

13 14 15 16 17 18 19 10 11 12 13 14 15 16 a 10 1 1z 13 14 15
20 21 22 23 M 5 6 A7 18 19 0 21 22 23 16 17 18 19 D 21 22
EL: R R | X4 I8 I6 I7 18 20 33 34 36 16 I¥ B 30
a A

Clinical Adminstrator Access
Search Staff

D1333VOCATIONALPROGRAMMHSADULTj IAny’time d Search |

PERZONAL INFO | SECURITY (PASSWORD) | GUIDESHELP

& B B * [T

» Search for client services via either the Search functions in the center of the
page or through the Global Search in the upper right hand corner (choose
Services and enter the client name).

» Search for an individual staff person’s Staff View page through the Global
Search in the upper right corner (choose Staff and enter the staff name) From
the staff page, lists of Finalized, Pending and Draft service notes may be
accessed.
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EXAMPLE ONLY

FROM: Help Desk, BHCS, Problem Reporting

SENT: Wednesday, November 24, 2010

TO: Clinic Supervisor

CC: Help Desk, BHCS

SUBJECT: REJECTED SERVICE NOTICE - Clinician’s Gateway RU #011XX1

Good Morning,

The Clinician’s Gateway service listed below was rejected during the transfer from
Clinician’s Gateway to InSyst. The reason for the rejection is that someone added a
closing date of 08/22/10 to the client’s episode before the evening transfer. Thus
InSyst was unable to accept the services when Clinician’s Gateway tried to transfer
them. It might be easier to wait for the Clinician’s Gateway services to show up on the
MHS442 report before closing the episodes to which they belong. Or, search for a
draft or pending services in Clinician’s Gateway could reveal outstanding services for
the client.

REJECTED SERVICES:

Co-

Client Reporting Service Proc Staff Staff Tx Num EBP Ref
Number Unit Date Code ID Time ID Time Loc Grp SS Num
75117018 01191 17 Aug 10 311 3473 01:15 0 00:00 1 1 396262

REASON: Cannot find an episode for client

If the Clinician’s Gateway service is valid, you will need to re-open the episode in InSyst, enter the
service manually in InSyst (so that it matches the service in Clinician’s Gateway), and then close the
episode again with a date after the final service. Clinician’s Gateway will not attempt to transfer this
service.

If the Clinician’s Gateway service is invalid, please complete a request to have the Clinician’s
Gateway note deleted and fax it to the Help Desk. Re-enter a corrected service if necessary.

Thank you for your attention to this matter.
Alameda County BHCS

Information Systems Support Staff
510-567-8181
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Report MHS 442
Direct Service Audit Report

Report Description

This shows all direct services (based on the date the service was entered) entered into
the computer for each clinician for the day of the report run. Information includes
service date, clinician, client served, procedure code, number in-group, service
duration, and co-staff. “Number in Group” and “Co-Staff” contains an asterisk for
non-group procedures.

How to Get the Report

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

How to Use the Report

Review the report for accuracy. The report is intended as a data entry management
tool to assist in making sure all 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.
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REPORT EXAMPLE

Mental Health Services dd-mmm-yyyy
Service Audit Report Page 1
REPORT MHS442
Provider: Oakland Mental Health Services (RU ####)
Input Date:  dd-mmm-yyy
Service Audit Date:  dd/mmm/yyyy
Primary Therapist: ~ Clinician’s Name Staff#: ####
Case # Client Name Procedure #Group HH-MM Location Co-Staff
0123459 Sample, John 130 il 24:00 9
Eax e v v o >
Service Audit Date:  dd/mmm/yyyy
Primary Therapist:  Clinician’s Name Staff#. ###
Case # Client Name Procedure #Group HH-MM Location Co-Staff
0123458 Schmoo, Joe 131 ol 24:00 9
*kkkkkik
0123457 Schmoz, Janet 131 *k 24:00 9 faleiaiaiaieied
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Report MHS 443
Indirect Service Audit Report

Report Description

This shows all direct services (based on the date the service was entered) entered into
the computer for each clinician for the day of the report run. Information includes
service date, clinician, client served, procedure code, number in-group, service
duration, and co-staff. “Number in Group” and “Co-Staff” contains an asterisk for
non-group procedures.

How to Get the Report

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

How to Use the Report

Review the report for accuracy. The report is intended as a data entry management
tool to assist a manager in making sure all 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.
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Mental Health Services
Service Audit Report

REPORT EXAMPLE

dd-mmm-yyyy
Page 1

REPORT MHS443
Reporting Period:
Reporting Unit:

16 July 2010 to 16 July 2010 23:59:00
REPORTING UNIT NAME (RU #itHHHHHHHHEHHHI)

Service Audit Date:  dd/mmm/yyyy

Primary Therapist:  Clinician’s Name Staff#: ###
Case # Client Name Procedure #Group HH-MM Location Co-Staff
0123459 Sample, John 130 ke 24:00 9
N
CLINICIAN NAME
Procedure Recipient Service Date Time Cost
684 PLAN &DEV 5 Other 16 June 2010 0.50
684 PLillc\)lo& DEV 5 Other 17 June 2010 0.40
699 OTﬁ(I)E(I)? ACTV 5 Other 19 June 2010 0.40
684 PLiI(\)IO& DEV 5 Other 20 June 2010 0.6
684 PLill(\)lo& DEV 5 Other 24 June 2010 0.475
684 PLiI(\)IO& DEV 5 Other 25 June 2010 0.650
684PL£I'\(I)(<)& DEV 5 Other 3 July 2010 0.50
$.00
Total Indirect Services for ~ CLINICIAN NAME 7 Total Hours: 34.75

$0.00

Total Indirect Services for E CLINIC RECOVERY SAMPLE for 16 July 2010 to 16 July 2010

23:59:99:8
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