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Clinician’s Gateway is an Integrated ‘Online Progress Note System’.

The primary objective of Clinician’s Gateway is to allow HIPP-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 in a
series of add-on packages that can be used instead of standard built in data entry
screens for Insyst

Web based application utilizing Electronic Signatures

Allows Clinic Managers and QA/Ql staff to review the work of treatment staff; a daily
log report is available on demand to assist 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.

HIPP-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.







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 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.







Logging into Clinician’s

Gateway







Login — Security

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

FOR CBO STAFF: Find the link via the web portal at https://go.bhcsportal.org .

Clinicians Gateway
LT

Staff ID#

Password:

Log In

You have been authorized to access patient data only to perform your job as it is defined by Alameda County.

Please ensure you have taken appropriate precautions to guard against inappropriate sharing of Protected Health
Information (PHI) pursuant to HIPAA and California Welfare and Institutions Code Section 5328 regarding
“Confidential Patient Information”.

Do not share your password with anyone.

= Log on page - This invokes your digital signature.

= Keep your password secure — Important: To be kept as secure as a bank card pin
number.

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

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

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

page

| Clinicians Gateway SUD

Clinicians Gateway
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Initial Login
1. Sign into CG using your InSyst staff number and default password (currently

Gateway2018). The first time you login, you will need to update your password. (8
characters or more, including at least 1 uppercase, 1 lowercase, and 1 number)

2. Check personal information via “Security/Password” at bottom of Home page

PERSONAL | SECURITY (PASSWORD)

Clinician's Gateway version 3.6.0
Built: 6/9/2018 (9:26 AM)

3. Make changes, if needed, and click “update profile” to retain changes. HINT: Use the
“Tab” key to enter the Phone Number fields from the e-mail field to land in the
correct spot.

X . . Clients v
Security & Personalization '

Search

A—— —— Home Menu - Log out

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

First Name: Middie Initial: Last Name:
Professional Suffix: | Adjunct v
Title: .information Systems Technician
Address: BHCS IS Department

Address Cont.: 1900 Embarcadero
City: |Oakland State: |CA Zip: 194606
Email Address:
Phone Number Day: |510-567-8181
Phone Number Mobile: |

Phone Mumber Night: .

Update Profile
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The preferences tab is used to set the following:

O Yes - Print Service page will display after Finalizing, and with Daily Approval, all
services will print under your Staff Log.
0 No - return to the Home Page after finalizing and with Daily Approval, only the summary

0 Yes - Print Service page will display after saving.
0 No - return to the Home Page after saving

O Yes - Print Service page will display after approving.
0 No - return to the Home Page after approving.

0 Yes to default todays date on a note.

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

e Print On Finalize — Defaulted (Yes)
on the Staff Log printout.

e Print On Save — Defaulted (No)

e Print on Approve — Defaulted (Yes)

o Default Service Date — Defaulted (Yes)

0 No to start without a date selected.

e Service Note Popup — Defaulted (Yes)
Select no to disable.

[ )

Import RXNT Manually - Defaulted (Yes)
0 Import RXNT Manually means the prescriber pulls the day's prescription manually onto
a note. If unchecked, then a draft note is created in CG with each prescription in RXNT

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

Yes - Print Service page will display
after Finalizing, and with Daily
Approval, all Services will print under
your Staff Log.

No - return to the Home Page when a
service is finalized and with Daily
Approval, only the summary on the
Staff Log printout.

ﬁ Print On Finalize:

Print On Save:

Print On Approve:

Default Service Date:

Service Note Popup launches an
Enlarged popup textbox when double-
clicking a textbox. Select No to
disable.

% Service Note Popup:

Import RXNT Manually:

Default (Yes) v

Default (No) v | «fff——
Default (Yes) v K

Default (Yes) v /ll——

Yes - Print Service page will
display after saving/approving
No - return to the Home Page
after saving/approving.

Default Service Date Yes for
today's date, No for no date
when writing notes.

Default (Yes) v

.

I Click update to Save Changes '_”*Update FIETEIS TS |

Import RXNT Manually means
the prescriber pulls the day's
prescription manually onto a
note. If unchecked, then a draft
note is created in CG with each
prescription in RXNT
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5. Note the tabs for changing your password, adding security questions, and seeing
the expiration date for your electronic signature agreement.

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

Enter your Old Password: | |

Changing your password
restarts the 90 day period
before the next required
password change

Enter your New Password: | |

Confirm Password: | |

| Update Password |

click here if you forgot yvour password

6. Check your staff information. Click on your name on the Home page to bring up
your staff view page.

Home

13



— Home Menu *  Log out

Staff Informationfor: .. .

SSN: S License #: Start date: 2M17/2016

Gender: Iale License Renew: End date:

BirthDate: o g b License State: Last Changed On: 6/18/2018

Ethnicity: White Taxonomy: Record Created On: 2116/2018
Naticnal Provider Id:

Medicaid PIN:

Medicare PIN:

DEA Number:

UPIN:

CG Code: [No code yet]

Staff Type: Unlicensed Worker

Languages: English

Service Dates: | = Search

}» Daily Approval Service Date: =l scarch

} Procedures

~Providers
— # Name Address City, State, Zip Phone =
99991 Wesl Counly Mental Health Svs I8 NEWMONTEOMERY ST gaN FRANCISCO, A 94105-0 (415) 4956969 o
99595 Short Term House 116 NEW MONTGOMERY ST SAt FRANCISCO, CASII0S 415 495 503 0
99998 VOCATIONAL PROGRAM 0 946060 0
99999 HOSPITAL 24HR SERVICES 116 NEW MONTGOMERY ST SAN FRANCISCO, CA 94105-0 (415) 495-5969 0
9999CG  CLINICIAN GATEWAY TEST MHS AD 2000 EMBARCADEROEY. GAKLAND, CA94606-5300  (510) 567-8100 [

View| 50 v (<< First] (< Prev) (Next>)[Last >>]

N

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

o

Verify your Reporting Units: To view your reporting units, click on the
“Providers” bar. The designated RU’s allow you to write a progress note into an
RU. To update them, a supervisor submits a CG Authorization Update Request e-
form.
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Client Information

16
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Client Search

Clients v
2 |
Home Seal rc]

Home Menu - Log out

Enter New Service:

Type of Service
To start a new service note, select the of service
Select — v type

Notes | Client Shortcuts | Lab Results (0}

~Pending Services

— Svc# Gsr# Client# Client Name 3| Provider Date Template Procedure Sort Reviewer 7
1410800 75087772 TEST, CINDYTWQ 9999CG - CLINIC... 2/22/2018  Interim Ass... 323 90791 Ps_.. 0o
1410801 75087772 TEST, CINDYTWO 9999CG - CLINIC... 2/27/2018  Interim Ass... 323 90791 Ps... 0
1410793 75087772 TEST, CINDYTWO  9999CG - CLINIC... 2/6/2017 Clinician P... 581 Plan Dev... [+
1410792 75087772 TEST, CINDYTWQ  9999CG - CLINIC... 2/8/2018 FSP PAF-_.. 197 CGINFO... O Draft [+

View{10 v [ << First | [ < Prev | [ Next > |[ Last>> |

1. Youcan use the global search tool located at the top right of all Clinician’s Gateway
Pages. Select “Clients” from the drop list. (Clients is also the default for this tool)

2. Type the client’s last name first, then first name. (with a space in between...no
need to use a comma)

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

b. Alternately, you could type in the client’s Social Security Number preceded
by the # sign (for example, #123-33-3333. You may use dashes or not.)

c. If you are unsure on exact spelling you may use a percent (%) symbol as the
wild card. For example, a client name Client Testerson can be found by
searching ‘Test% Client’

3. Click on Search

18



Search: | viewal | cloz2all |

Search Again
test ci Search
Clients v
— Client# Client Name Status Gender Birth Date Age Serviceable | Services '?
75087772 &0 TEST, CINCIN (TEST, CINDYTWO T) Active Female 02/02/1960 58 Ld 3 T )
2 Start Individual Sgryice
. 752269658 TEST, CINDY Active Female 12/12/1900 17 - 1]
aceshee
75087772 TEST, CINDYTWO, Active Female 02/02/1960 58 - 3 : 1 [
(=) (<Per) @ o ES Client Medif_lon
e << < v Xl = 5t ==
View 50 ¥ = £ = 2 Start Client Plan

Start Document
PERSOMAL INFO SECURITY (PASSWORD) GUIDES/HELP
Account

. o Services Search
Clinician's Gateway version 3.5.0
Built: 4/7/2017 (5:01 AM) vital Signs Log
e The search results screen will show the list of clients.
1. The list of “All” clients are all clients in Alameda County.
2. The list of “Serviceable” clients are those clients for whom you can write a note.
3. Notice that these two clients are the same person, because they have the same

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

Client Face Sheet

e To get the Face Sheet, either
4. Click on the client’s name or
5. Click on the blue button at the far right of the row, to bring up the menu and
then click on “Facesheet” for that client.

19



7

Action Generate Patient Code .ﬁy

CONSUMER INFORMATION

Aliases: TEST, CINCIN
TESTING, CINDYCIN T.
TESTING, CINDYONETWO

Name: TEST Number: 75087772 Birth Date: 2/2/1960
CINDYTWO T. Issued On: 10/8/2001 Age: 58
Address: 9999 STREET S5N: 123-33-3333 Gender: Female
FEREMOMT, CA 94538-0 Account: 551701 Language: Chinese Dialect
TEST, CINDYTWO Education: Grade 11
Phone: (510)999-9999 Exi-0 Marital: Mever Married Ethnicity: Black
Staff: Staff, General Digability: Physical Impaimment Ethnic Origin:
RP Owes: 50.00 Problem: Mone

Consumer Detail Alert

KTA Eligible From Jul 1 2013

Medicaid Coverage
Covered Medical Insured Eligibility Eligible Special
Number Name Date County Reason

g Company Policy & Ingured Effective Expires
2485 HEALTH PAC MCE 123333333 6/1/2012 a312012
CONSUMER MESSAGES
Effective Expiration Type Author Username Status
Dangerous Client Alert
6/19/2009 12152020  Incident PETERSOMN C PETERSONC Aclive

Known to throw marshmellows unprediciably.

THIS 15 ONLY A TEST
G28/2007 102772007 Other SHERYL DIEDRICK DIEDRICK Expired
THIS IS ONLY A TEST

SIGNIFICANT OTHER

Name Relation Full Address Effective Expires Phone
TEST, MAMA MOTHER  99% TESTER 5T, OAKLAND. CA 94506-0 4/1/2013 (210) 999-9999
Ext:0

CLINICAL HISTORY Results:11

— | Stalus Provider Clinician Opened Closed Diag

995991 - West County Mental Health Svs
Physician: 0 - Staff, General
Open Svc Coordinator:
Legal Status: Voluntary

13155 - BALA-IS, PRIVA TR20/2017 F20.81
Last Service: Units: 0
Consent: Not Applicable

9989CG - CLINICIAN GATEWAY TEST M...
Physician: 0 - S5taff. General
Open Svec Coordinator:

Legal Status: Veoluntary

6224 - HINES, TRACI 3TR2007 F31.2
Last Service: 5/23/2017  Units: 3
Consent: Unknown




dit View Favorites Tools Help

Mew tab Ctrl+T

Duplicate tab Crl+ K

Mew window Chrl+M

New session Client Information Facesheet
Open... Ctrl+C

Edit with Excel (desktop)

Save

Save as... Ctrl+5

Close tab Ctrl+W

Page setup... CONSUMER INFORMATION

Print... Ctrl+P k

Print preview... —
TESTING, CINDYCIN T.

Send 3 TESTING, CINDYOMETWO
Import and export...
: TEST Number: 75087772
Properties CINDYTWO T. Issued On: 1032001
Exit : 55599 STREET NW 85MN: 123-33-3333
FREMONT, CA 94538-10 Account: 231701

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

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

N |
!
General | Options |

~ Select Printer
re= [SEIZHUBCA54 on bhesprn

155551 on bhesprn
= Laserfiche Snapshot (from

Click on the name of
printer you want to use

Rl ™ | 2l

Status: Ready [T Prnttofile  Preferences |

Location:

Comment: Find Printer... |
— Page Range

= Al Mumber of copies: |1 3:

= Selection f Current Fage

i~ Pages: |1 I™ | Collate
Enter either a single page number or a single _:I-lH _-'zlﬂ _3lﬂ

page range. For example, 5-12

Click Print Prirt Cancel | Anrl |

21



Client Services Search

Services D

test cin
Home Search

Home Menu ~ Log out

Enter New Service:
Type of Service

To start a new =ervice nole, select the type of service
Select — v

Notes | Client Shortcuts | Lab Results (0)

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

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

3. Click on Search.

Services Search

= Search
All ¥ |Service | Anywhere v | Rendered for |

Search Services by Date Click day to see services performed on that day
< January 2018 February 2018 March 2018
£

S50 Me Tu We Th Fr 53 5u Me Tu We Th Fr 53 Su Me Tu We Th Fr 3Sa
| 3 4. B TH 1 2 3 1 2 3

¥ & 9 W W 2 WB|4L 5 6 F 8 8 W|4 5 67T B B 10

14 15 18 17 18 19 20 |11 12 13 14 15 18 17 |11 12 13 14 15 18 1

21 22 23 24 25 26 27 |18 19 20 21 22 23 24 |18

28 20 30 3 25 28 27 2B

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

22



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

Search: =

Sealc” “Click on the Service Number
@34° " 'or Blue Button to read the note

wServices

= ' lent # Client Name Provider Date ¥l Status F] Template Procedure ye T
1410803 75087772 TEST, CINDYTWO  9999CG - CLINICIAN GAT...  2/28/2018 Finalized Assessment .. 323 90791 Psychiatric D...  Individual [0 |
1410799 75087772 TEST, CINDYTWO  0108T1 - OAKLAND ADUL... 2/15/2018 Finalized Assessment ... 197 CG INFORMATION...  Individual »
1410795 75087772 TEST, CINDYTWO  9989CG - CLINICIAN GAT...  2/13/2018 Finalized Clinician Pro... 391 Group Rehabilitation ~ Group U
4440783 F5087772 FEST-CINDYTPAO 000056 CHIMGIAN-GAT P24 Fipalized A . 32300704 Poychiatde B v »
1410768 75087772 TEST, CINDYTWO  9999CG - CLINICIAN GAT...  11/27/2017 Finalized AlMS 197 CG INFORMATION...  Individual U
1410761 75087772 TEST, CINDYTWO  9999CG - CLINICIAN GAT...  11/9/2017 Finalized Adult Assess... 197 CG INFORMATION...  Individual U
1410753 75087772 TEST, CINDYTWO  9999CG - CLINICIAN GAT... 47812017 Finalized Guidance Crisis 377 90839 Crisis Thpy 6... Individual »
1410752 75087772 TEST, CINDYTWQO  9999CG - CLINICIAN GAT... 472017 Finalized Guidance Crisis 197 CG INFORMATION...  Individual »

Searching for a Single Service by Service number

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

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

Services ¥

Home Menu - Log out

23



Medication Log

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

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

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

Clients ¥
test cin

Search

o

2. Click the “Action Button ” then click Client Medication.

— Client# Client Name Status Gender Birth Date Age Serviceable Services .=,-'
75087772 oo TEST, CINCIN (TEST, CINDYTWO T) Active Female 02/02M1860 58 ¢ 3 y
75087772 TEST, CINDYTWO T Active Female 02/02M1860 58 v 7

p \ ¢ \ p N \ Start Individual Serv
iew << First || < Prev 1 Next = || Last ==
View:| 10 ¥ ( i J (Next= | J Facesheet

lient Medication

Start Client Plal@
Clinician's Gateway version 3.6.0 5 )
Built: 3/5/2018 (10:11 AM) tart Document

PERSONAL INFO SECURITY (PASSWORD)

Method # 2: “CLIENT MEDICATION” SEARCH PROCEDURE:

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

Client Medication v
123456789

Search

24



MEDICATION LOG:

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

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

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

Sample of a Client’s Medication Log:

N
Connect to & |
*RXNT Medications

Entry Date Drug Name Dosage Prescribing Doctor Refills “ Svc. Number )
24-May- Zyprexa 10 mg Tab 1 pogam Luisito Roxas 3 1038364

2012 vﬁ
12-Apr-2012 benztropine 1 mg Tab take 1 tablet by mouth at bedtime Luisito Roxas 3 1002637 ™

12-Apr-2012 levothyroxine 50 mcg Tab take 1 tablet (50 mcg) by oral route once daily Luisito Roxas 3 1002637

~ ' 12-Apr-2012 Zyprexa 20 mg Tab 1qhs o Luisito Roxas 3 1002637

~Local Medications
—  Svc. Number Svc Date Primary Clinician Status Note
1057040 E/142012 ROXAS LUISITO FINALIZED Will continue present medications since they do appear to be effective az long as zhe is taking them. Will

adjust the dose as indicated. Noted ne hand tremors while off Depakete. She might need a other mood
stabilizer to help contral her meod and outburst or increase the dose of her Zyprexa to target the mood. Also
discussed the possibility of trying depot medications agsin specifically Risperdal Consta to maximize the
compliance. . Compliance with medications was emphasized. dISCUSSED WITH cm. Medications: Zyprexa
10 mg q am and 20 mg q hs; Synthroid 50 meg po q day. Cogentin 1 mg q hs RTC: 7/5@10:00

1044057 53112012 ROXAS LUISITO FIMALIZED il confinug present medications since ey do appear 1o be effective as long as ehe is taking them. Wi
adjust the dose as indicated. Moted no hand tremors while off Depakote. She might need a other mood
. stabilizer to help control her mood and outburst or increase the dose of her Zyprexa to target the mood. . It
// will be easier for her to manage if she is less agitated. Compliance with medications was emphasized.

Discussed with CM. Medications: Zyprexa 10 mg g am and 20 mg g hs; Synthroid 50 mcg po q day. Cogentin
1 mg q hs RTC: 6M14@11:00

1038364 572472012 ROXAS LUISITO FINALIZED il confinue present medications SiNGe ey 4o appear [0 be eleclive as [ong as sne 1s taking them. Wi
adjust the dose as indicated. Noted no hand tremors while off Depakote. She might need a other mood
stabilizer to help confrol her mooed and outburst or increase the dose of her Zyprexa to target the mood. . It

will be easier for her to manage if she is less agitated. Compliance with medications was emphasized. The
patient was given Zyprexa 10 mg to calm her down and to help with the voices. Discussed need to go back to
the board and care . Moted need to be stable for the next 2 weeks so she can celebrate the birthdays of her
children in the hotel. She agreed then to go back to the board and care via a tawi. Discussed with CM.
Medications: Zyprexa 10 mg g am and 20 mg q hs; Synthroid S0 meg po g day. Cogentin 1 mg g hs RTC:

‘ 6/14@11:00 REFILL: PAYLESS PHARAMCY: ZYPREXA 10 MG TAB 1 Q AM #30 + 3 REFILLS ‘

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

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

25



Vital Signs

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

Log or the Growth Chart from the Action Bar.

PERSOMAL INFO  SECURITY (PASSWORD) GUIDES/HELFP

Clinician’s Gateway version 3.6.0
Built: 1/14/2018 {10:47 PM}

\g Vital Signs Log
Vital Signs - growth
Tnical summary

vClients
—  Client#3] Client Name Status Gender Birth Date Age Serviceable  Services T
75087772 TEST, CINDYTWO T Active Female 02/02/1960 55 1 .
| start Individual Service
75226968 TEST, CINDY Mone Female 12121500 113 ] —
- —_— — Facesheet
View:|20 ¥ | |== First |[ < Prev | [[Mext= || Last== |

Client Medication
Start Client Plan
Start Document

Account

Vital Signs Log: displays Vital Signs over the entire history of client. (data from medical staff Vital

Signs chart on notes)

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

- Service #
1410651
1182151
1182146
1182141
1182140
1182113
264820
863396
263407
805825
805828
805591
805592

Date Height Weight
052002014

10M272m2

1M252m2 69.0 150.0
10242mz

1WzIzmz 700 160.0
1wz2rzmz

1014201 10 100
10013201 70 150
1013201 70 150
07252011 70 170
07252011 70 170
07/24/2011 70 180
07/24/2011 70 180

BP

125082

150§75

1004100
110
110
110860
11590
120080
145/30

Pulse

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

F -

S

_8{35535 ¥ - ;/'/. T 3552_30_
w 70355, e = 30E 77
E Le03= o +—60-
I E:ES = A - --""__ f_.r 25:5
G -50__20 = e _:_-' 20__ 50"
e ==t 401

BESI==== N

ES—== 105
Ib ::kg 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 :nIIGIEI I(.IYIEIl%ﬁSI]I 1 1 1 1 1 1 1 1 T 1 1 1 1 1 Ir‘g:E Ib
2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20
A e
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Search and Tag

Search and Tag is used to collect, display and save sets of service notes so they may be
viewed in sequence, such as a client’s history of services. Notes can be filtered by one
or more parameters. (Client, Service Dates, Note Status, Text, Clinician, Procedure,
Record Type, Reporting Unit, Location)

Cliniclans Gateway

Clients v

Search and Tag

Search

- Home Menu Log out

Search for:  ® sepice Records Prescriptions

Include deleted records in search results

[Select search item] ~

[Select search item] ¥

[Select search item] v

I
I
[Select search item] v |
I
[Select search item] v |

Search

Select existing collection v

DEFINE YOUR SEARCH CRITERIA

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

Uiniclans Gateway Clients hd
— Home Search
Cameren Sales Home Log out
Help
Enter New Service: Appointments
Type of Service Medicati
To start a new service note, select the type of service Medication Lists

Select — v

Med Allergy List

Notes | Client Shortcuts | Lab Results (0) Search and Ta o
7 Patient | isrh

2. The Services radio button should be checked.

Searchfor:  ® Sanice Records Prescriptions

Include deleted records in search resulis
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3. Select the first search parameter by clicking on the “Select Search Item” drop down

menu. Click on the parameter that you wish search, such as “Client.”

4. Click on “Lookup” and enter the specific search item
i.e. For Client; Search by Client Number or 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.

| Client

|LOL'.Ikl.||}

Please select criteria
Piease enter the Client name or number to search for:

| searchforclients |

_%I Cancel |

Please select crieria
Please enter the Chent name or number to search fior:

[10067802
Search for clients

Please select criteria
Please enter the Client name or number to search for:

[10067802
| searchforclients |

Please select criteria

number to search for:
test cin

Search for clients

TEST
TH08TT72 CINDYTWO F 58

] 10067802 TESTADAM M 13

OK || Cancel |

::pj cancel |

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

Service Date v || Between 3 and =3
On
[Select search item] ¥ O -
After
[Select search item] » Before

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

7. Click the Search button to assemble your results.
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Search (

Search for:  (® Seryice Records Prescriptions

Include deleted records in search resulis

Client V= |T508???2 |

Service Date v | [Between v | [02/01/2018 | and [02/28/2018 |25

[Select search item] v | | |

[Select search item] v | | |

[Select search item] v | | |

Results:

Select existing collection v

# Un/Check all Check ltems On All Pages Review/Print All Checked Review/Print All Resulis
Client#

15-Feb-2018 TEST CINDYTWO 75087772 197 CG INFORMATIONAL NOTE
08-Feb-2018 TEST CINDYTWO 75087772 197 CG INFORMATIONAL NOTE
13-Feb-2018 TEST CINDYTWO 75087772 391 Group Rehabilitation
22-Feb-2018 TEST CINDYTWO 75087772 323 90791 Psychiatric Diag Eval
27-Feb-2018 TEST CINDYTWC 75087772 323 90791 Psychiatric Diag Eval
27-Feb-2018 TEST CINDYTWO 75087772 197 CG INFORMATIONAL NOTE
28-Feb-2018 TEST CINDYTWO 75087772 323 90791 Psychiatric Diag Eval

7 records found.

Save tagged

Search Results - Service Notes

REVIEW, PRINT OR SAVE YOUR RESULTS

WOV EWN R

TO SA

=

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.

VE A COLLECTION

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

Enter the name of the collection and click OK

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

TO RETRIEVE A PREVIOUSLY SAVED COLLECTION

1.
2.
3.

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

Build your custom client shortcut list on the Home Page (Does not alter InSyst caseload records)

Notes || Client Shortcuts || Lab Results (0) |

1. Enter Client Name 2. Click Apply

Add client to my shortcuts: |Emer client id or name

—~ Client# Client Name Status Gender Birth Date g STVICE
75087772 TEST, CINDYTWO T Active Female 02/02/1960 58 /) 3

View:| 10 v I: << First ] [ < F'rev] @ I: Next >] I: Last => ]

Above is the Client Shortcut tab on your home page. To add a client to you shortcuts; (1)
enter client name to add to shortcuts, (2) click the apply button. Once added you can
quickly access the Client Action Bar by clicking the Blue Button (3)

The Action Bar gives access to quick client information and common actions: view
Facesheet, start a service or client plan, view medication log, etc...

When a client is added to the shortcuts, a new item is added to the top of the action
bar. This action will remove this client from your shortcuts list (4)

Notes | Client Shortcuts “ Lab Results (0) |

~Client Shortcuts
Add client to my shortcuts: |Enter clientid or name

=
~ Client# Client Name Status Gender Birth Date Age Serviceable Services T

75087772 TEST, CINDYTWO T Actve  Female 02021960 58 ’ cemove from |;—
View: 10 v (=<First](<Prev] (1) [Next>][Last>>] AcionBar shorteuts I
Start Individual
Service

* Pending Client Plans

Facesheet
Client Medication
Advanced Search _
Type Status Date Start Client Plan
For| Clients v Any v Any v Anytime Start Document
at provider; Everywhere v Search Account

Services Search
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Filtering and Sorting

At any point when you have a large list of clients, services, etc. you may want to find specific
information. This can be attained with the assistance of the various Filters and sorts.

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

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

— | Service # Client # Client Name Provider 2 Date Status Template Procedure Type '\f

-
-

i

el

200166 T50G7 712 TEST, G 0995CG - CLIMICIAN GAT...  2/8/2018 Pending Chnician Bro... 391 Group Rehabiliation  Group

3209646 75087772 TEST, CINDYTWO  9999CG - CLINICIAN GAT...  2/&/2018 Draft FSP PAF - TAY 377 90539 Crisis Thpy 6... Individual [+ ]
3209742 75087772 TEST, CINDYTWO  9993CG - CLINICIAN GAT...  2/8/2018 Finalized Assessment ... 197 CG INFORMATION...  Individual [+ ]
3209923 75087772 TEST, CINDYTWO  9993CG - CLINICIAN GAT... 2/8/20138 Pending Clinician Pro... 377 90539 Crisis Thpy 6... Individual [+]
3205040 Feae7rio FEST CHHEY TG — ... 2Bf2048 Fenading ChpisianPre. . = ... indbadual [+]
anpcace 75225058 TECT ClMn 0OOOCO  CLIMICIARL T... 262018 Pending ChnisianPro.. 384 CroupRehabililation Group o
3208060 5087372 JEST CIMDY TG Soooar o CLIBICIAMN CAT 282012 FEM ClipicianPro . Mm*pﬂehm Qmp o
os204 Fealeges FESTCHE Booocc CLIMMCIAMN AT 4342045 Erafl Child-fssess . 32380704 Pevchialde D indhddusl [+]
Henas7 Feaerrio FESTCHHETING 422047 Eipalized RefarFollow Eecumant [+]

Vw157 e ezl 00]6]0,6/6/6/0/0/0)

Remove Filters by clicking on the [7] button.

Service # Client # Client Name Provider Date Status Template Procedure Type ?

ﬁ v v o

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

Sort Order will be retained for the next time you search!
e First click = ascending. A second click = descending. Third click = remove the sort.

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

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

e Your custom sort order is retained and applied to future searches of the same type.
e Minus button clears the sort order and restores date order as default.

e Remove Sort Order by clicking on the @ button.

Click to
remove Sort

— i Name Provider 2] ) Date Statug¥] 2y Template Procedure Type 2
291548 75130257 TESTY, CINDY, 1 ADULT M., 8/29/2007 [Finalize Clinician Pro... 456 80853 GROUF PSY... Group [+]
291547 75130257 TESTY, Cl 0112M1} EDEN ADULT M_..  8/29/2007 Finalized linician Pro... 456 90853 GROUP PSY... Group 0
293490 75130257 TES NDY 0112M1} EDEN ADULT M. 10/4/2007 Pending Chqjcian Pro... 456 80853 GROUF PSY ... Group 0
AGLADL FLdnnan += , CINDY 0112M1} EDEN ADULT M. 12M10/2007 Pending Clinids o 20-...  Individual [+]
i i v, CINDY 0112M1 EDEN ADULT M. 10/28/2007 FPending Clinici 20-...  Individual [+]

First (1) Sorted '_nto P 112M1} EDEN ADULT M...  7F16/2007 Pending ciinicig - ~second{2} sort SY... Group 0
groups by Provider Y, CINDY 011201} EDEN ADULT M...  7M86/2007 Pendin I by status [Z.A] SY... Group 0
(A_Z] Y, CINDY 'est County Ment...  9/19/2011 Finalized CTI G ort Individual [+]

INDY 99991} West County Ment...  7/25/2012 Finalized M...  Individual [+]

iy, C 99991} West County Ment...  7/25/2012 Finalized linician Pro... IOM...  Individual [+]

4002043 Fe4302s TESR CiD 200041 Wast Couply Mant | 7242042 Einalized ClhnisianPro . 407 COINFORMATION | |lndhddusl [+ ]
1225510 75130257 TESTY, CINDY 99991| West County Ment... 12/13/2012 Finalized CJ Brief Assess 197 CG INFORMATION .. Individual 0
1198962 75130257 TESTY, CINDY 99991} West County Ment...  11/14/2012 Finalized CJ Assessment 197 CG INFORMATION...  Individual [+ ]
1182150 75130257 TESTY, CINDY 99991} West County Ment...  10/28/2012 Finalized Physician Pro... 197 CG INFORMATIOM...  Individual [+]
Ba4gEE Fedz0as FESR LD (2920t Waet Copntu Mant | 4202042 FRanading Bhysicianfe. . HFCOINFORMATION | lpdaddual [+]
ey e FESR CD Hlast Counbe Mant | 52002000 Panding ClhnisianPra. . 361 Madication Suppard trdibddusl 0
3E55752 Fedz0as FES LD —Wast County Mant | 20402094 i Med Support | T COINFORMATION | lpdaddual []
2462958 75130257 TESTY, CINDY 99995t Short Term House 3972018 Finalized Refer Create Diocument [+]
2462971 75130257 TESTY, CINDY 99995 | Short Term House 3/9/2016 Finalized Refer Follow- Document [+]

Vew(z ¥ NEEEEAEOEE
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Individual Notes Using Client Name or Number

Clients v
Home Search

Home Menu - Log out

Enter New Service:
Type of Service

Select —— v_

MNotes || Client Shortcuts I Lab Results (0} |

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

~Pending Services

— Svc# Gsr# Client# Client Name 2] Provider Date Template Procedure Sort Reviewer 57
1410800 75087772 TEST, CINDYTWO 9999CG - CLINIC... 2/22/2018  Interim Ass... 323 90791 Ps... (]
1410801 75087772 TEST, CINDYTWO 9999CG- CLINIC... 2/27/2018  Interim Ass... 323 90791 Ps... 0
1410793 75087772 TEST, CINDYTWO 9999CG - CLINIC... 2/6/2017 Clinician P... 581 Plan Dev... 0
1410792 75087772 TEST, CINDYTWO 9999CG - CLINIC... 2/8/2018 FSP PAF - .. 197 CG INFO... O Draft [+]

View| 10 v_'- ( =< First | < Prev | [ Next > || Last>> |

1. This is your home page.
2. Click on the drop arrow to select “Individual” for the type of service.

Enter New Service:

Type of Service Primary Clinit:ian Client HNote Template

Individual L v | test cindy Clinician's Progress Note r start Indiv Service
Edit Primary Clinician List

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.

Select the template name from the drop list.

4. Click on “Start Indiv Service.”

w

Servicable Clients Matching, "test c™

Search For Different Client

test c Search
Clients Matched
Client#<p  ClientNamey  SIZUS  Gepger  Age  Services  geleot provider Note Template n
7sogrrrz ]S T OMDYTWO e Female  se 3 9999CG - CLINICIAN GATEWAY TEST MHS AD v | Clinician's Progress Note v || select
75135386  TESTCASE, DAVE Active  Male 68 1 9999CG - CLINICIAN GATEWAY TEST MHS AD v | Clinician's Progress Note v || select
2 records

found.

1. Verify the client name.

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

Verify the appropriate provider name is indicated.

Select the Title of the type of note you will enter.

5. Click on “Select”

B w
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The Note Entry page looks like this:

Clinicians Gateway

. e Clients v
Service Entry, Individual .
Search
Home Menu Log out
Service #: New Title: Clinician's Progress Note .\@7
Number Last Name First Name Service date: L ﬁ
Client: 7557772 |[TEST | [ciNDYTWO ] Client opened: 3/7/2007
Util. review date:
Procedures: | Select Procedure v
Client Plan Due Date: 2/28/2019
Service Location: | Select Location * Lastassessment: 1/1/2014
Med. Compliant: | NFA v Side Effects: | N/A v
Emergency | Pregnant? | Veteran? ¥
Staff Time
Primary Clinician: b Primary Total Time: 00:00
Provider: | 9999CG - CLINICIAN GATEWAY TEST MHS AD v

Add Additional Clinicians

E/M Plus Psychotherapy or Additional Crisis:| None ¥ | 2nd FF Time: 2nd Tot
Time:

Interactive Complexity: | Mot Present v

Instructions

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

Epizode Diagnosis Information

Primary  Secondary  Tertiary suU GMC
Services were provided in; English v ICD-10- F312 RE9 1011 12
Primary FF Time: Hours:Minutes _ . o i ; ey
by L interpreter or clinician  DSM 5. Probable major vascular neurocognitive disorder. Withot
Primary ICD-10 and DSM 5 do not match - vou must update
Insyst or CG
Allergies

Alert for Last Assessment Date displays the last Child, Adult or Physician Assessment.
The date links to the assessment, opened on a new tab, for easy access.

(**** Remember to close the tab after viewing the assessment. An unused tab can time out - logging
out your Clinician's Gateway session. You could lose your unsaved work. ****)

Service #: New Title: Clinician's Progress Note

i . T
Number Last Name First Name Service date: :ﬁ
Client:  [75087772 | [TEST | CNDYTWO ] B Client opened: 3/7/2007
Util. review date:
Procedures: | Select Procedure v

Last Assessment Date links to

N N ient Plan Due
the assessment. Click to view

i 22812019

Service Location: | Select Location hd in seperate tab. Last assess
Med. Compliant: | N/A v Side Effects: | N/A v
Emergency Pregnant? Veteran? ¥

Alert for Katie A eligibility on note entry screen.

Service #: New Title: Clinician's Progress Note

Mumber Last Name First Name
Client [15087772 |[TEST | EINDYTWO

Opened: 2/1/2007 Closed: 8/30/2014

Procadure__s_:LSeLeet—PmceUUTE— — V| Service Date:
o

Utilization review date:
K-‘_ﬁ_ KTA ELIGIBLE (Jul 1 2013) _,.) Client Plan due date:m Client Plan has expired!
S — T —
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Starting the Note:

1. When writing a progress note in Clinician's Gateway, first choose the Primary code matching the
Face to Face time and complexity of the service. Enter the time spent on that code’s activity,
including documentation and travel, in the ‘Primary Total Time’ field. Codes have minimum time
requirements. For Crisis: record ALL Documentation and Travel time in the Primary Clinician time
field.

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

3. Choose the Secondary add-on code for Psychotherapy or Additional Crisis/Pharmacist. Enter the
times spent on that activity into both the ‘2" Face to Face’ and ‘2" Total Time’ fields. For
Crisis/Pharmacist: 2" FF time = 2" Total time (NO documentation/ travel time)

‘Primary Clinician Time’ + ‘2" Total Time’ = Total time for entire service.
‘Primary FF Time’ + ‘2" FF Time’ = Total Face to Face time for entire service.

4. Some Procedures allow coding to indicate Interactive Complexity (no time recorded).

i . .
Number Last Name First Name Service date: i

Client: 75087772 |[TEST | [CINDYTWO | @B Client opened: 3/7/2007

Util. review date:
Procedures: | 377 90839 Crisis Thpy 60 min v
Plan due date: 2/28/2019
service Location: | Office v Last assessment: 1/1/2014
Med. Compliant: | N/A v Side Effects: | N/A v

= 1. Choose Primary Code. Enter Primary
Emergency Pregnant? Veteran? Code Face to Face time + Documentation
and Travel time

Staff Time
Primary Clinician:| 19072 - Sales, Cameren v moma
Provider: | 9939CG - CLINICIAN GATEWAY TEST MHS AD v
Add Additional Clinicians
E/M Plus Psychotherapy or Additional Crisis: | 378 90840 Crisis Therapy Additional minutes v | 2ndFFTime: 02:00 | 2nd Tot

Time: [02:00 [E—n > 4

L _ 3. Choose Secondary add-on Code if needed. Enter time spent in
Interactive Complexity. | Not Present v secondary activity in 2nd ff and 2nd Total Time fields. (For additional
4. Add Interactive Complexity if Crisis/IPharmacist codes, do not add Documentation or travel time here)
appropriate (no time)

tment plan and signs and symptoms related to diagnosis. Include treatment interventions and address changes in the client's
functioning. If there is little progress, include an explanation of the limited progress.
Episode Diagnosis Information

Primary  Secondary  Tertiary suU GMC
Services were provided in: English M 1cD-10-
Primary FF Time: |01:00 | Hours:Minutes . . i F312 RE9 10.11,12
- by - interpreter or clinician  DSM 5:  Probable major vascular neurocognitive disorder. Withot
2. Primary _Face to Primary ICD-10 and DSM 5 do not match - you must update
Face time Insyst or CG

Enter Face to Face time and Total
time in secodary activity. (for
Crisis/Pharmacist codes both time are
equal to the Face to Face time.

For Psycotherapy, choose the add-on code that most closely matches
Secondary Codes the Face to Face time for that activity. For Crisis/Pharmacist, add-on
code is used for additional Face to Face time.

2nd Total Time

E/M Plus Ps)igllotherapy or Additional Crisis: | 465 90833 Psychoiherapy 30 minutes with patientfamily member when performed with E/M service ¥ | 2nd FF Time: (00:18 " | 2nd Tot

Time: |00:25

Interactive Complexity: | Mot Present v

MNone
465 90833 Psychotherapy 30 minutes with patient/family member when performed with E/M service

467 90836 Psychotherapy 45 minutes with patient/family member when performed with E/M service
468 90838 Psychotherapy 60 minutes with patient/family member when performed with E/M service
Instructions 378 90840 Crisis Therapy Additional minutes
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1. Both total Primary Clinician Time and total Secondary Add-On code time and will
be transferred to InSyst for billing.

Staff Time

Primary  Clinician:| 19072 - Sales, Cameren v |

Primary Total Time will be Primary Total Tige: |01:00
Provider: [ 9999CG - CLINICIAN GATEWAY TEST MHS AD v transferred to the Staff Log K’A

and Insyst

Add Additional Clinicians

E/M Plus Psychotherapy or Additional Crisis: | 465 90833 Psychotherapy 30 minutes with patient/family member when performed with EMM service v | 2nd FF Time: (00:18 | 2nd Tot

Time: 0026 *\—— Secondary Total Time will be transferred to Insyst but
Interactive Complexity: | Not Present v | NOT onto the Staff Log at this time. Write Secondary
Time on a seperate seperate paper Staff Log stapled
to the Daily Staff log. Add the times together before
writing final indirect admin time notes.

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

wDaily Approval [N R 03/07/2018 Search

Srv.#  Date Type Client# Client Name Reporting Unit Procedure Status Approve Time # In Group Approve Time
1410812 37772018 Indiv. 75087772 TEST CINDYTWO 9998CG CLINICIAN GATEWAY TEST MHS AD 381 Individual Rehabilitation PEMDING Pendi 1:00 1 01:00

Only Primary Code

Time included. 1 service record on 3/7/2018 for a total Ii# oful:DD.I Approve Time

g ALAMEDA COUNTY Behavioral Health Care Services

Home | Help | Log Out

Individual Staff Log

Service Date: 3/7/2018

Time
Svc # | Type RU Client # | Client Name Procedure H:M Ctl Loc Rec. Flags
9999C06
) CLINICIAN TEST 381 Individual ) )
1410812) Indv- |y reway TesT | 7987772 | cinpyTwio Rehabilitation moo | 1 Office
MHS AD
9999CG
) CLINICIAN TEST 323 90791 Psychiatric ) Currently, Primary
1410801 IndV- | preway TEST | 72087772 | CINDYTWO Diag Eval m30| 1 o Code time is listed
MHS AD but Secondary -
Cf?slg;ih‘ ST Code Time is not.
i . In the Future
1410793| Indiv. GATEWAY TEST 75087772 CINDYTWO 581 Plan Development 03:00 1 Off S | o :
MHS AD EEEOI'I( ary itime
will be added — |
3 service records on 3/7/2018 for a total time of | 05:30 ‘=

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

claiming.
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Presenting Problem(s) Previous Entries: (Select Note) v

Use the "Previous

Entries" Dropdown
to view the last five
notes entered for

e Complete all of the progress note fields.

e Utilize the ‘previous entries’ drop list to review or use information from the last
five notes.

e Click on ‘Note is Complete’ if available and ‘Save as pending’ at the bottom of the
page. *Note is Complete is only visible if you have ‘Daily Approval’

1#| Note is complete.

Clients v

Home

Search

Cameren Sales Home Menu ~ Log out
Service record [1410813 vas succesfully saved.
Enter New Service:
Type of Service
To start a new service nole, select the type of service

Select - v

Notes | Client Shortcuts | Lab Results (0}

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.

2. You can click Service Number to return to Note.
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CRISIS AND CPT Codes 2014: add-on Codes and Time

Procedure codes now exist that are designed to be used in sets. Total Time (including
documentation and travel) and Face-to-Face: times are now recorded for each code.
Please refer to QA training resources on the ACBHCS Providers website for coding
guidelines.

INote Face-to-Face time becomes “contact time” when the work is done on the phone. Follow the same procedures below but be sure

to select “telephone” in the “location” field.

1. When writing a progress note in Clinician's Gateway for a Crisis service, first
choose the 377 Primary code. Documentation and Travel will be added to

Primary Code time.

SITUATION ONE: CRISIS TIME = 75 MINUTES or less of FACE TO FACE TIME

2. Enter the total time spent, including all charting and travel, in the “Primary
Clinician Time” field.

7

3. Enter the Face-to-Face time for the Primary Code 377 in the “Primary FF Time’
field (below the “Instructions” line). The Primary FF Time field accepts 30 — 75

minutes of time)

Example: 75 minutes (1:15) face to face time and 30 minutes documentation = 1:45
Total time

Service # New Title: Clinician’s Progress Note
Service date: [07/21/2021 | ]
Number Last Name First Name _ Client opened: 5/26/2009
Client: [{5135386 | [TESTCASE | pAvE 2]
: Client Plan due date: [FEIFIFIN C/P has expired!
. TPTE
Py [377 90839 Crisis Thpy 60 min__ — ~|| Use Primary Code 377 Lastassessment: 7/27/2017
when FF/Contact time is
) [Gfice = 75 minutes or less. Enter Primary Code total time equal to
Service L Primary Code 377 time + all
Med. Compliant: Side Effects: documentation and travel time.
Emergency [}
Billing time \
Primary Clinician: [ 10904 - Peterson, Camille E | Primary Total Time: | 01:45
Provider: | 9999CG - CLINICIAN GATEWAY TEST MHS AD v

Add Additional Clinicians

| 2nd FF/Contact/E-M Time: I:I

Additional EM, Psychetherapy or Crisis Minutes: | Mone

C 1| Mot Present ~

Enter up to 75 minutes of Primary code
377 Crisis FF/Contact time

Instructions and Pre-Existing Diagnoes:
Respond to problems/goals/objectives of #featment plan and signs and symptoms related to di
functioning. If there is little progress, include an explanation of the limited progress.

is. Include tr interventions and address changes in the client's

Episode Diagnosis Information
Primary Secondary Tertiary su GMC

Primary FR/Gantact/E-M Time: Services were provided in | English | 1CD-10 Fa12 701.89 34
DSM 5: Acute stress disorder

Hours:Minutes by ] interpreter or [ elinician
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(Note: Codes have minimum and maximum time requirements. If Crisis time is more
than 75 minutes for Face to Face time, you will be adding a secondary code to the note.
We will address that situation next)

SITUATION TWO: CRISIS TIME GREATER THAN 75 MINUTES FACE TO FACE TIME.

Example: 3:00 hours face to face time plus 2:30 documentation/travel time = 5:30

Total

4.

Service # Mew Title: Clinician’s Progress Note

Service Locati | Field v |
Med. Complant Side Efects: time. (1 + 2:30 = 3:30)
Emergency D
Billing time Enter the FFfCunta_ct time that
corresponds to the Primary Code 377
Primary Clinician:[ 10904 - Peterson, Camille E v Primary Total Time: | 03.30
Provider: | 9999CG - CLINICIAN GATEWAY TEST MHS AD v|
Add Additional Clinicians
Additienal EMM, Psychotherapy or Crisis Minutes: | MNone | 2nd FF/Contact/E-M Time: l:l

tive G ity:| Not Present  w

If Crisis time is more than 75 minutes for Face to Face time, the time attributed to
Primary Code 377 will be stepped down to 60 minutes.

e Choose Primary code 377 for the first 60 minutes (1 hour) of face to face
time

e Enter 1:00 hour to the Primary FF/Contact/E-M Time field

e Add ALL Documentation and Travel time to the 1 hour of 377 Primary Time
(2:30 + 1:00 =3:30). Enter into the Primary Clinician Time field.

Service date: E

Number Last Name First Name Client opened: 6/26/2009
Client: 75135386 |[TESTCASE | pAVE |
Client Plan due date: J&sifeliky] C/P has expired!
Last t: 7272017

Proced [377 90838 Crisis Thpy 60 min dé________\:L Choose Primary Code 377
for the first 60 minutes Enter the first hour of Primary Code 377
time plus all travel and documentation

Instructions and Pre-Existing Diagnoses

Respond to problems/goals/objectives of treatment
functioning. If there is little progress, include an

. e v
Primary FFiContactE-M Time: |01:00 Senices were provided in| English | 1CD-10:  F31.2 203.89 34

Hours:Minutes by [ innerpreter|:| o [ cinician  DSMS:  Acute stress disorder

n and signs and symptoms related to diagnosis. Include treatment interventions and address changes in the client's
lanation of the limited progress.

Episode Diagnosis Information
Primary Secondary Tertiary su GMC
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5. Choose the Secondary add-on code 378 for Additional Crisis time.
There are 2 hours of Crisis face to face time remaining. Use Secondary add-on code 378 to document it.

Choose Secondary Code 378 for Enter FF/Contact time that
/ Crisis time exceeding 1 hour exceeds 1 hour
4

Additional EMM, Psychotherapy or Crisis Minut :1'3?8 90840 Crisis Therapy Additional minules) | 2nd FF/Contact/E-M Time:
Interactive Complexity: | Not Present v _____--'/

When Primary code 377 Crisis senvice time exceeds 75 minutes, set the Primary code 377 Crisis service fime to 60 minutes. Enter the remaining Crisis service fime for the 2nd code 378 Additional
Crisis. Add all documentation and travel time to the Primary code time.

6. Check your Math:

e Primary Clinician Time = 1 hour Face to Face time plus documentation and
travel time.

e 2"4 Add-on Code 378 = all face to face time exceeding 1 hour (No doc/travel).

e The two added together (Primary Clinician Time and 2" Total Time) will
equal the grand total for the entire service.

Service #: New Title: Clinician's Progress Note

Service date: |07/21/2021 |

Number Last Name First Name Client opened: 6/26/2009

Client: [75135386 |[TESTCASE | pAvE | B

Client Plan due date: E¥eifel{iky] C/P has expired!

Procedures: |3?? 90839 Crisis Thpy 60 min vl Last assessment: 7/27/2017 . ]
Primary Total Time

+ Secondary Time =
Service Location: | Field v] Grand Total Time

(3:30 + 2:00 = 5:30)

Med. Complant Side Etcts:

Emergency O

Billing time

Primary Clinician: | 10904 - Peterson, Camille E v
Provider: | 9999CG - CLINICIAN GATEWAY TEST MHS AD v‘

Primary Code FF time + Secondary
Code FF time = Total FF time
(1+2=3:00)

Additicnal EM, Psychotherapy or Crisis Minutes: | 373 90340 Crisis Therapy ﬁd’dit\onal minutes

Interactive Complexity: | Not Present s

When Primary code 377 Crisis service time exceeds 75 minutes, set il
Crisis. Add all documentation and travel time to the Primary code fi

Primary code 377 Crisis service fime to 60 minutes. Enter the remaining Crisis service fime for the 2nd code 378 Additional

Instructions and Pre-Existing Diagnoses,
Respond to problems/goals/objectives of tr ent plan and signs and symptoms related to diagnosis. Include treatment interventions and address changes in the client's
functioning. If there is little progress, include an explanation of the limited progress.

Episode Diagnosis Information
Primary Secondary Tertiary s5uU GMC

Primary FF/ContaclE-M Time: Services were provided in:| English v| 1CD-10: F312 703,50 24
Hours:Minutes by [ innerpreterl:l or [ cinician  DSM5  Acute stress disorder
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The two Face-to-Face times added together = Total Face-to-Face time for
entire service. (“Primary FF Time” + “2" FF Time”

“2nd FF/Contact Time” will never have documentation or travel time
included.

7. Both Primary Code and Secondary Code Times will be transferred to InSyst for
billing.

Billing time

Primary Clinician: | 10904 - Peterson, Camille E v

Primary Total Time: | 03:30
Provider: | 9999CG - CLINICIAN GATEWAY TEST MHS AD v

Add Additional Cliniciahs

Additional EM, Psychotherapy or Crisis Minutes: | 378 90840 Crisis Therapy Additional minutes

% || 2nd FF/Contact/E-M Time:
Interactive Complexity: | Mot Present  w

8. ALERT: Only Primary Clinician Time is reported on the Daily Approval and Daily
Staff Log at this time. In the future, secondary time will be included.

¥ Daily Approval Service Date: PITJFIVER] .

Srv.# Date  Type Client# Client Name Reporting Unit

Procedure Status  Approve  Time #InGroup Approve Time
1277585 212013 Indiv. 75135386 TESTCASEDAVE  9898CG CLINICIAN GATEWAY TEST MHS AD 442 90834 Psychotherapy 45 min PENDING  Pending 00:50 1 00:50
1276867 2213 Indiv. 75087772 TESTCMNOYTWO  9999CG CLINICIAN GATEWAY TEST MHS AD 377 90839 Crisis Thpy 60 min PENDING  Pending 0100 1 01:00
Primary Code Time

lyincluded I > i
e TEcords 013 for atotlme o 150
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Q ALAMEDA COUNTY Behavioral Health Care Services

Home: | Help | Log Out

Individual Staff Log

Service Date: 10/26/2012

Time
Svc#| Type RU Client # | Client Name Procedure H:M Ect": Loc Rec. Flags
01028 BACS MHS :
1182862 | Indirect | ADULT SERVICE 5'9'"f°rhTHﬂ;R'5k About) napo | 4
VS
SO0OCG .
Currently, Primary
: CLINICIAN TEST . B
182148 Indiv. | o e | 75087772 CINDYTWO 331 Assessment 00:30 1 Codetime is listed hut (78
MHS AD S_ECDI"ldaI"‘,.f Code time
Py 515 r1u:rt'.:I i tgeguttu_ re,
’ CLINICIAN TEST CoRRoAry Lode tme
1182148| Indiv. GATEWAY TEST TEOATTTZ CINDYTWO 331 Assessment 0D:30 1 will be added
MHS AD
3 service records on 10/26/2012 for a total time of o4:on~-(—q

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

9. To account for your time currently:

e Record the time spent doing the secondary activity on a separate old-style
manual paper staff log.

e Add the times from the 2 logs together to check your daily total time.

e Add indirect/MAA services as appropriate in Clinician's Gateway.

e Staple the manual paper staff log to the Clinician's Gateway generated staff
log.
In the future, Clinician's Gateway will transfer both Primary and Secondary code times
to the Daily Approval and Daily Staff Log, calculating the totals again for you. Thank you

for your patience as we work through all of the programming changes required due to
the new CPT coding structure.
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Image of ACBHCS Staff Log form:

ALAMEDA COUNTY BEHAVIORAL HEALTH CARE - MENTAL HEALTH
INDIWIDUAL STAFF LOG
REPORTIMG UNIT # CONFIDENTIAL INFORMATION STAFF MAME:
DATE OF SERVICE California W&l Code Section 5328 STAPF#
]
TIME CO-STAFF
RU Client Mumber Cliert Mame (Last, First) Proc. HRS:MIM Grp | Loc* [ Co-Staff | HRS:MIM Recipient Mext Appt
Code ct Mumber
SUBTOTAL "1=0ffice, 2=Field, 3=Phone, 4=Home, S=Schoal S atellite, =5 atellite
Enterotherstaff time already entered in PSP from Staff Appointment Roster =
Enterotherstaff time already entered in PSP from Group Attendance Roster or Day Swes Log N
Enteryour Co-Stafftime already enteredin PSP from Primany Staff Log =
TOTAL PAID TIME
Signature: Date: Data Entry Init. [ |

10.Co-staff may be included on the note. Follow the same rules for co-staff time and
codes.
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SITUATION THREE: CRISIS EVALUATION TEMPLATE

The Crisis Evaluation template has some different fields from the regular Progress Note
but will follow the same rules. Co-staff may also be included also. The Primary Code is
the code at the top and the time associated with it is the Primary Total Time. When you
exceed the limit of FF/Contact time for the Primary Code then the Secondary Code (the
add-on code) is used.

Example: 2:10 face to face plus 0:20 travel plus 0:30 documentation = 3:00 total for
Author of note and 2:30 for second co-staff.

1. Use the two rows under “Add Co-Staff Time” to calculate the values for the
Primary Code time. Add those figures to Primary Total Time and Service Time.
The rule still applies to drop the Primary Code 377 Time to 60 minutes if FF time
exceeds 75 minutes.

2. All Travel and Documentation Time is still added to the Primary Code Total Time.
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Service date: [07/21/2021 |

Number First Mame

Client opened: G/25/2008
Client: 7513535 Iﬁ E EavE
l l @E Client Plan due date: [EEEVEN — C/F hss expired!
Procedures: | 277 802838 Crisis Thpy 50 min v Last assessment: 7/27/2017
Service Location: |Field V|
Med. Compliant: Side Effects:
Emergency O R
For Primary Code

Billing time

Primary Clinician: [ 10904 - Peterson, Camille E V| Primary Total Time: | 01:50 E. .‘\"

Provider: [8999CG - CLIMICIAN GATEWAY TEST MHS AD V|

Co-Clinician: [8140 - Test, Mary Annia v e

Provider: [CLINICIAN GATEWAY TEST MHS AD v|

Total $taff Time: 03:10
Add Additional Clinicians
Primary Code FF + Secondary
Was a 2nd staff needed for safety reasons? Oes O No Code FF = Total FF Time
If yes, describe why? (1:00 + 1:10 = 2:10) |
Secendary Code time transfers
to InSyst for both staff 1

Additional EM, Psychotherapy or Crisis Minutes: |3?8 80840 Crisis The;!py Additional mis | 2nd FF/Contact'E-M Time:
Interactive ity:[Mot Present W]

Wihen Primary code 377 Crisis service time exceeds 75 minuies, 3£t the Primary code 377 Crisis service time to 60 minutes. Enter the remaining Crisis service time for the 2nd code 378 Additional
Cirisis. Add all documentation and trawvel time to the Primary codetime.

Insinlctimls and Pre-Existing Diagnosis

d to reatment plan and signs and sympioms related to diagnosis. Include freatment inter i and hanges in the client's

funclmmng Iﬂllere is Illﬂe progress include an explanation of the limited progress.
Episcde Disgnasis Informaticn Use the calculation
Frimary Sacondary Tertiary below to figure
Eervices were provided in - .
1Co-10: Falz Z03.80 times for-Primary
byD i 4 or D ciinician DEM 5: Acute stress disorder CDdE ahOVE
i & pust npdate In:
For Primary Code 377 -

M Add Co-Staff Time

Frimary FF/Cantact Time: Hiam Travel Time: Ht Documenstion Time: HHM Primary Total Time: 01:50
Co-Staff FR/Contact Time: HH:MM Travel Time: HHMM Diocumentstion Time: HH:M Co-5taff Total Time: 01:20

3. Check your math: Does the Primary FF + Secondary FF = Total FF time?
Does the Primary Total Time + Secondary FF time = Total Time including
documentation and travel?
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Pending versus Draft, Archive, and Finalize

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

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

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

claiming.

Save and Continue: Quick save while continuing to work on Note that may take a few
hours to complete. You may want to save frequently if you have lost notes in the past.
This saves a draft note, unless already in pending status, with all the current information
on note and stays on the edit page so you may continue working. **Please be aware if
you leave date blank and use save and continue it will enter todays date**
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Archiving Draft Notes

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

name.

Archiving the Note:

1.
2.
3.

h

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

Click “Update” or the specific Service # that you want to archive.

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

The service is no longer listed in your pending services list.

Recalling the Archived Note:

1.

v AW

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
Enter zero minute’s time. (actual data entry of 0 minutes required)

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

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

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

6. Write an Indirect service for your time.

B WN

o

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.

Leave Name/ID field blank when
writing a note for an unregistered
client and click Start
Enter New Service:
Type of Service Primary Clinician Client Mote Template
Individual L ¥ | [Enter Client Name or ID or leave blank Clinician’s Progress Mote A start Indiv Service

Edit Primary Clinician List

3. Choose your template
4. Click the Start Individual Service button.
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5. On the Service Entry Screen, enter the client’s Last Name and First Name in their
respective data field boxes.
6. USE PROCEDURE CODE 197 — INFORMATIONAL NOTE and enter 0 MINUTES time.
Designate the Provider Reporting Unit from the drop down menu.
Service #: New Title: Clinician's Progress Note

Number Last Name First Name Service date: :ﬁ
Client: Unregistered Client (-] Util review date:
Client Plan Due Date:
Procedures: | 197 CG INFORMATIONAL NOTE v Select Code 197
Service Location: | Office v
Med. Compliant: | N/A v Side Effects: | N/A v
Emergency Pregnant? Veteran?
Staff Time [ Enter 00:00 minutes l
Primary Clinician: | 19072 - Sales, Cameren v Select Reporting Unit ] Primary Total Time: 00:00

Provider: | 8899CG - CLINICIAN GATEWAY TEST MHS AD v/

Add Additional Clinicians

7. The Procedure Code, Location, Provider, Date, and Clinician’s time must be
entered in order to save it as a draft.
8. Fill in as much or as little of the form as appropriate.
9. Save as a Draft! Write an Indirect Service for your time.
To recall the Draft note: (To add the client’s # when available) Find the note in one of
three ways:

e 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.

e Look in the author’s Home Page Pending List (or Staff View page Drafts list).
e Use the Services Search in the middle of the Home Page.

Services v
\unregi
. Home Search

Cameren Sales Home Menu ~ Log out

Enter New Service:
Type of Service

To start 3 new service nole, select the type of service
Select — i

Notes | Client Shortcuts || Lab Results (0) |

~Pending Services

— Svc# Gsr# Client# Client Name 3| Provider Date Template Procedure Sort Reviewer <7
1410813 75087772 TEST, CINDYTWO 9999CG - CLINIC... 3/7/2018 Clinician P... 197 CG INFO.. [+]
1410800 75087772 TEST, CINDYTWO 9999CG - CLINIC... 2/22/2018 Interim Ass... 323 90791 Ps_.. (1]
1410792 5087772 TEST CINDYTWO 9999CG - CLINIC . 2/8/2018 ESPPAF - 197 CGINFO.. Draft

§141 0814 Unregistered, Client 9999CG - CLINIC... 3/7/2018 Clinician P... 197 CG INFO... O Draft [+]
View| 10 v | << First | [ < Prev | [ Next > | Last >> |

*Pending Client Plans

Advanced Search
o Type Status Date
For| Clients v | Any v Any v Anytime v
at provider| Everywnere v

search

T T Search
All_ v | service |Anywhere ¥ | Rendered for |
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To update the Draft Note

Update the client’s name and 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.

Service #: 1410814 Title: Clinician’s Progress Note

Number Last Name First Name Service date: 03/07/2018 ﬁ

Client: Unregistered Client

Util. review date:

Client Plan Due Date:
Procedures: | 197 CG INFORMATIONAL NCTE v

Service Location: | Office v

Med. Compliant: | N/A v Side Effects: | N/A A

Emergency Pregnant? Veteran?

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)

When the note is complete, check the “Note Complete” box.
*Note is complete is only visible if you have ‘Daily Approval’

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

Home

| Clients v

Search

Home Menu - Log out

Enter New Service:
Type of Service

Select — v

Notes | Client Shortcuts | Lab Results (0} |

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

~Pending Services

— Svc# Gsr# Client# Client Name 2] Provider Date Template Procedure Sort Reviewer 57
1410800 75087772 TEST, CINDYTWO 9999CG - CLINIC... 2/22/2018  Interim Ass... 323 90791 Ps... (]
1410801 75087772 TEST, CINDYTWO 9999CG- CLINIC... 2/27/2018  Interim Ass... 323 90791 Ps... 0
1410793 75087772 TEST, CINDYTWO 9999CG - CLINIC... 2/6/2017 Clinician P... 581 Plan Dev... 0
1410792 75087772 TEST, CINDYTWO 9999CG - CLINIC... 2/8/2018 FSP PAF - .. 197 CG INFO... O Draft [+]

View| 10 v | << First || < Prev | | Mext = || Last > |

1. Start all notes from your home page.
2. Click on the drop arrow to select “Individual” for the type of service.

Enter New Service:
Type of Service Primary Clinician Client Note Template

Individual v ¥ | test cindy Clinician’s Progress Note v Start Indiv Service
Edit Primary Clinician List

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.

Select the template name from the drop list.

4. Click on “Start Indiv Service.”

w

Servicable Clients Matching, "test c™

Search For Different Client

test

Clients Matched
Client# <z  ClientNamep SIS Gender Age  Services  geject provider Note Template n
7sogrrrz ]S T OMDYTWO e Female  se 3 [9999CG - CLINICIAN GATEWAY TEST MHS AD v || Clinician's Progress Note v
75135386 TESTCASE, DAVE  Aclive Male ] 1 9999CG - CLINICIAN GATEWAY TEST MHS AD v || Clinician's Progress Note v
fowng.

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 Staff Time Section.

Service #: 1410813 Title: Clinician's Progress Note

Mumber Last Name First Name

Service date:

Client: 75087772 |[TEST ] [CINDYTWO

Procedures: | 197 CG INFORMATIONAL NCOTE v

Service Location: | Office v
Med. Compliant: | MN/A v Side Effects: | N/A v
Emergency Pregnant? Veteran? ¥
Staff Time
Primary Clinician: v
Provider: | 9999CG - CLINICIAN GATEWAY TEST MHS AD v

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

Client Plan Due Date:

Last assessment:

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

3. Enter time for both clinicians

Staff Time
Primary Clinician: v
Provider: | 9998CG - CLINICIAN GATEWAY TEST MHS AD v
Co-5taff Clinician: v Z
provider: | S€1€Ct Clinician -

| B Client opened:

Util. review date:

@
03/07/2012 |EH

372007

2/28/2018

1172014

Primary Total Time: |00:00

[D Add Additional Glinicians

Primary Total Time: |00:00

Time: |00:00

Total Staff Time: 00:00

Add Additional Clinicians

= Complete all of the progress note entries. Check “Note is Complete.”
*Note is complete is only visible if you have ‘Daily Approval’

= Click on “Save as pending.”
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= 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.

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

* Primary Staff:

Notes || Client Shortcuts | Lab Results (0) |

~Pending Services
— Svc#  Gsr# Client# Client Name 3] Provider Date Template Procedure Sort Reviewer
1410813 75087772 TEST, CINDYTWO 9999CG - CLINIC... 3/7/2018 Clinician P... 197 CG INFO ... 0
1410800 75087772 TEST, CINDYTWO 9999CG - CLINIC... 2/22/2018  Interim Ass... 323 90791 Ps_.. 0
1410792 75087772 TEST, CINDYTWO  9999CG - CLINIC... 2/8/2018 FSP PAF- .. 197 CG INFO... O Draft 0
1410814 Unregistered, Client 9999CG - CLINIC... 3/7/2018 Clinician P... 197 CG INFO... < Draft [+]
View: 10 v [<< First][-=: F’re‘.f] [Next >][Last >>]
= Co-Staff:
E" Client Shortcuts | Lab Results (0) |
~Pending Services
— Sve# Gsr# Client# Client Name Provider Date Template Procedure Sort Reviewer 7
1410813 75087772 TEST, CINDYTWO  99339CG - CLINICL...  3/7/2018 Clinician Pr... 197 CG INFOR...[CWait_] [+

View]10 v | (=< First |[ = Prev] [Next = |[ Last == |

* The co-staff have the opportunity to edit their time and add an optional addendum
to the note before the Primary finalizes.

= To edit, click the service #

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

Role Staff # Staff Name Time To update time Approved
Primary Clinician 00:30 Edit click edit
Co-Clinician 00:10 | Edit |

Total Staff Time 00:40

Correct time and

Ti click Update L
0020 Edit 030 Edit
00:20 Edit
00:20 lIpdate|Cancel
50
00:30

» Add the addendum at the bottom of the note and click “Approve Addendum”

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

Add your Addendum here.

Add your addendum then click

Approve Addendum r\

= When the co-staff approve their addendum
1. A checkmark is placed in the “Approved” checkbox at the top of the note

*Note: Co-staff approval is optional.

Role Staff # Staff Name Time Approved

Primary Clinician 00:30 Edit i

Co-Clinician 00:20 Edit i
00:50

Total Staff Time

2. The note will disappear from the Co-Staff’'s Home Page Pending service list.
It is no longer available for editing.

Notes | Client Shortcuts | Lab Results (0) |

3. The dot on the Primary’s Home Page Pending list then turns green.

Notes | Client Shortcuts | Lab Results {0) |

~Pending Services
Sort

— Svc# Gsr# Client# Client Name 3] Provider Date Template Procedure Reviewer '
1410813 75087772 TEST, CINDYTWO  9999CG - CLINIC... 3/7/2018 Clinician P... 197 CG INFO... |@ Approvad 0
1410800 75087772 TEST, CINDYTWO 9999CG - CLINIC... 3/7/2018 Interim Ass... 323 90791 Ps... |@ Approved 0
1410792 75087772 TEST, CINDYTWO  9999CG - CLINIC... 2/8/2018 FSP PAF - .. 197 CG INFO... O Draft [ ]
1410814 Unregistered, Client 9999CG - CLINIC... 3/7/2018 Clinician P... 197 CG INFO... < Draft [+ ]

View[10 v (<< First] (< Prev] (Next >][Last >>

4. The Primary Clinician then finalizes the note and the services drop into InSyst
for both primary and co-staff.
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Group Notes



59



Creating Groups

Enter New vice:
Type of Service Primary Clinician Group Mote
Group [ v| [Click Edit Groups' to add Gr* v | Progress Report v
Edit Primary Clinician List IEdiI Your Groups
[ Motes " Client Shortcuts | Lab Results (0) | 3

1. Select “group” under “type of service.”
2. Select group description.
3. If thisis a new group then click on “Edit your groups”

Select Group 4429 Mew Untitled Group v '- Delete Group |

[ e Grow |

Please search for and add clients to this group before proceeding

Default Provider | (Mo Provider

Add Clients [ |__?| Search [ERGEETE

= Click on the “New group” button.
* Type in the client’s 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

v || save Provider

populate.
Select Group 4429 New Untitled Group v .- Delete Group ' | New Group '
Client # 7 Client Name 7 Last Service Date 7
75241442 TEST ALANTINE
75087772 TEST CINDYTWO wgr_— 32172018
Default Provider: | (Mo Provider T— T || Save Provi

lest I Search

Client # < Client Name <z

75241442 TEST, ALANTINE F 1232013 1]

75134821 TEST, BABY F 11171950 0 Add
75133513 TEST, BOBH 1 71990 0
75087772 TEST, CINCIN F 21211960 4 Add
75226968 TEST, CINDY F 12/12/1900 1] Add
75087772 TEST, CINDYTWO T F 221960 53 4 Add
73061468 TEST, MEMBER 1 11111811 108 0 Add

<< First < Prev -1- -2- -3- -4- Next> Last>>

= When the client information appears, click on the “Add” button.
» The client will move above to the group section
= Follow the same steps to add all of the other members to the group listing.
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LT TR eIV 4429 Wednesday Rehad '- Delete Group |

MNew Group '

Client # 7 Client Name -7 Last Service Date bvd

75241442 TEST ALANTINE
75134621 TEST BABY 32472014
75135515 TEST BOB
75226968 TEST CINDY TH212017
75087772 TEST CINDYTWO 312112018
75061469 TEST MEMBER 32112016
Default Provider: |9999CG CLINICIAN GATEWAY TEST MHS AD ¥ IM\[B

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”

From cgate

Enter new name

Wednesday Rehab

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

= (Click on home  Home to go back to the home page and start the group
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Enter New Service:

Type of Service

Group

v

Writing the Group Note
Primary Clinician Groun@ “0""“’*’“"'3‘3

v | |4429 Wednesday Rehad v | Clinician's Progress Note v Start Group Service

Edit Primary Clinician List Edit Your Groups

Group: Wednesday Rehad (4429) Title: Clinician's Progress Note

Record
Group Members Show client RUs for: v
T
S Provider

Client #

75241442 TEST ALANTINE F 5 NiA v MN/A v 99999 HOSPITAL 24HR SERVICES v
75134621 TEST BABY F 65 NiA v N/A v 99991 West County Mental Health Svs v
75135515 TEST BOB M 27 N/A v MN/A v 99999 HOSPITAL 24HR SERVICES v
75226968 TEST CINDY F "7 4 NiA A MN/A v | 9889CG CLINICIAN GATEWAY TEST MHS AD A
75087772 TEST CINDYTWO F 58 4 NiA v MN/A v |9999CG CLINICIAN GATEWAY TEST MHS AD v
75061469 TEST MEMBER M 106 NiA v N/A v 99995 Short Term House v
Additional participants in group: |0 Be sure to verify RUs
for present clients
Procedures:| Select Procedure v Service Date: ﬁ
Service Location: Select Location v

Primary Clinician: Primary Clinician Time: |I1h:n"n

wnN e

4.

Name

Select group under “Type of service.”
Select the group.

Select note template.

Click on “Start group service.”

A

Gender Age Present Med Compliant Side Effects

Add addifional clinicans

Presenting Problem(s)

Evaluation

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)

Previous Enfries: | (Select Mote) ¥

You can use the drop /
arrow to select from the

list of available entries

T
Previous Enfries: | (Szlect Mote) ¥

Complete each text box as appropriate.
View previous notes if desired.
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" DETTCIE Save as Pending |

= 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).

~Pending Services

—  Svec #-:l S & Client#  Client Name Provider Date Template Procedure Sort Reviewer T
J2594E7 75087772 TEST CINDYTWO  9993CG - CLINICIAN GA. . TR0 Clinician Pro... 377 90838 Crisis Thpy... ' Wait r
3259524 926 75226968 TEST, CINDY 9998CG - CLINICIAN GA... 372018 Clinician Pro... 391 Group Rehabilitation ¥
3259525 | 27926 75087772 TEST CINDYTWO  9939CG - CLINICIAN GA. . 720G Clinician Pro... 391 Group Rehabilitation

View| 10 ¥ [c:-: First][ < Pre‘.'] E] [Ne:«'t = ][Last :==-]

= You will see your group service listed in your ‘Pending Services’ split into
individual notes for each client present.

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

Presenting Problem(s)
NJA

Evaluation
/A

Intervention

NJA

Response
Click here to
N/A edit Service

Plan

NJA

On the next screen, click on “Edit Service” to add information for the client you have
selected.
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Group Members IR EE S SALES CAMEREN (19072) v |

Client # Name Gender Age Present
75241442 TEST ALANTINE F 5 99999 HOSPITAL 24HR. SERVICES v
75134621 TEST BABY F 68 [ 99991 West County Mental Health Svs v |
75135515 TESTBOB M 27 | 99999 HOSPITAL 24HR SERVICES v |
75226968 TEST CINDY F M7 i | 9999CG CLINICIAN GATEWAY TEST MHS AD v |
75087772 TEST CINDYTWO F 58 i | 9999CG CLINICIAN GATEWAY TEST MHS AD v |
75061469 TEST MEMBER M 106 | 99995 Short Term House v |
Additional participants in group: 0
Frucedures:| 391 Group Rehabilitation A Service Dale: 03/07/2018
Service Lut:ation:| Office v | Emergency? | Pregnant? | Util. review date [EIEREL
Primary Clinician: SALES CAMEREN Primary Clinician Time: 01:00
Previous Entries:

EM Plus Psychotherapy or Additional Crisis:| MNone ¥ | 2nd FF Time: I:I 2nd Tot
Time:
Interactive Complexity: | Mot Present v
Instructions and Pre-Existing Diagnoses Previgus Entries:

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

Episode Diagnosis Information
Primary Secondary Tertiary 5U GMC

. . . Services were provided in:| English v | D10 Fig
Primary FF Time: Hours:Minutes
by interp-reter| | or | clinician  DSM 5:

Primary ICD-10 and DSM 35 do not match - you must update
Insyst or CG

Presenting Problemis) Previous Enfries: | [Select Mote) hd

Client Specific Note

Evaluation Previous Enfries: | [Select Mote) v
MNiA
Intervention Previous Enfries: | [Select Mote) v

|Client Specific Intervention |

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.

SeTCrI] Save = Poning

Click on “Save as Pending” when your entries are completed.

64




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.

a Approva R TR (13/07/2018 Search
i i i i Pro i i
3259525 3/7/2018 Group 75087772 TEST CINDYTWO 99%9CG CLIMICIAN GATEWAY TEST MHS AD 391 Group Rehabilitafion PEMDIMG Pending | 01:00 2 00:30
3259524 3/7/2018 Group 75226968 TEST CINDY 9999CG CLIMICIAN GATEWAY TEST MHS AD 391 Group Rehabilitafion PEMDING Pendin 01:00 2 00:30

3259487 3/7/2018 Indiv. T5087772 TEST CINDYTWO 99%3CG CLIMICIAN GATEWAY TEST MHS AD 377 90839 Crisis Thpy 60 min PENDING Pending 1:30 1 01:30

3 service records on 3/7/2018 for a total time of 02:30. Approve Time
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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.

Group Members Show client RUs for: v
Client £ Name Gender Age Present Med Compliant Side Effects

75241442  TEST ALANTINE F 5 NiA v N/A v 09999 HOSPITAL 24HR SERVICES v
75134621 TEST BABY F 65 NiA v NIA v 99991 West County Mental Health Svs v
75135515 TEST BOB M 27 NIA v NIA A 99999 HOSPITAL 24HR SERVICES v
75226968 TEST CINDY F 17 v NIA v NIA v 9999CG CLINICIAN GATEWAY TEST MHS AD v
75087772 TEST CINDYTWOQ F 58 v NiA v NIA v 9999CG CLINICIAN GATEWAY TEST MHS AD v

Enter the number of additional
Additional participants in group: ", participants without an open episode

Srv. #

Date

= Complete the group note and the individualizations as usual.
= 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)

~Daily Approval

Type Client# Client Name

Reporting Unit

L ELET 03/07/2018

Procedure Status

B

Approve |Time #In Group Approve Time

Search

259546 3/7/2018 Group 75087772 TEST CINDYTWO 9989CG CLINICIAN GATEWAY TEST MHS AD 391 Group Rehabilitation PENDING Pending |01:00 3 00:20
259545 3/7/2018 Group 75226968 TEST CINDY 9999CG CLINICIAN GATEWAY TEST MHS AD 391 Group Rehabilitation PENDING Pending |01:00 3 00:20
! roup Folai i S v ATEWA v Al PEMDING Pending oo Z oo 30

3259524 3/7/2018 Group 75226968 TEST CINDY 9999CG CLINICIAN GATEWAY TEST MHS AD 391 Group Rehabilitation PEMDING Pending 01:00 2 00:30
3259487 37/2018 Indiv. 75087772 TEST CINDYTWO 9999GG CLINICIAN GATEWAY TEST MHS AD 377 90839 Crisis Thpy 60 min  PENDING Pending @01:30 1 01:30

= |f you gave services to clients who did not have an open episode, their time will
not be added to your staff log. Notice two services were given 20 minutes for
the 01:00 spent. Time given to each note equals the total time divided by the
number in group. 01:00/3 = 00:20.

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

5l scarch

+Daily Approval LY S 03/07/2018

Srv. #  Date Type Client# Client Name Reporting Unit Procedure Status Approve |Time #In Group Approve Time
3239557 3/T/2013 Indirect 9999CG CLINICIAN GATEWAY TEST MHS AD 401 Mental Health Promotion | PEMDING Pending  |00:20 1 00:20
3259546 3/7/2018 Group 75087772 TEST CINDYTWO 99%99CG CLINICIAN GATEWAY TEST MHS AD 391 Group Rehabilitation PEMDING Pending 00:20
(3259545 3/7/2018 Group 75226968 TEST CINDY 9999CG CLINICIAMN GATEWAY TEST MHS AD 391 Group Rehabilitation PEMDING Pending

3259525 3072018 Group 75067772 TEST CINDYTWO 9993CG CLINICIAN GATEWAY TEST MHS AD 391 Group Rehabilitation PEMDING Pending K E
3259524 /72018 Group TSZ26968 TEST CINDY 9999CG CLINICIAM GATEWAY TEST MHS AD 391 Group Rehabilitation PEMDING Pending  01:00 2 0030
32509487 37/2018 Indiv. 75087772 TEST CINDYTWO 9999CG CLINICIAN GATEWAY TEST MHS AD 377 90839 Crisis Thpy 60 min  PEMDING Pending @01:30 1 01:30

6 service records on 3/7/2018 for a total time of 03:30. | Approve Time |

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.

» |ndicate that there is one additional participant (the AB3632 client) in the group.
= Use the non-AB3632 procedure code.

“3 Clinician's Gateway version 3.4 {Service Entry, Group) - Microsoft Internet Explorer =10] x|
File Edit Wiew Fawvorites Tools Help | !;'
N - — . ;
O Back - (J - ,g: [ ol | P ! Search ‘:\7’ Favarites {-“1 | T b ] - ﬁ
Address I http: ficgfCG-QuayServiceEntry Group. aspx PGROUP _MNUMBER =2458CLINICIAN=10904&TITLE=1 ;I 50 | Links **
TC=TCT oo LR P 2 1 g P ) g ) e o
[EEE = 23 = e MEIES =7 |
TESTING Mo matching providers -
75139851 , o M 58 = e =] fria =l | =
751 36646 TESTING TEN 130 0 e | B =1 | 99834 works Hard Crisis Unit =l
75130257 TESTY CINDY F 43 = IN.I’A L”N.I’A LI IQQQQCG CLIMICIAN GATEWAY TEST MHS AD LI

Additional participants in group: |1

Procedures:| 391 Group Rehahilitation LI Service Date:lW LY
Service Location: | Office LI
Primary Clinician:PETERSON CAMILLE Primary Clnician Tme:[2:30
Add additional clinicans
Presenting Problem(s) R E,“H:I(Select Noted =]
Type in one Mote, then copy and paste inta the other note ;l
=
|@j l_l_l_l_l_lld Local intranst v

CG will calculate that there are three total in the group and give 1/3rd 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.

3 Clinician's Gateway version 3.4 {Service Entry, Group) - Microsoft Internet Explorer - IEIIlI
File Edit “ew Favarites Tools Help | ;';'
@ Back - \_) ™ \ﬂ \ELI __;\] | /'._\J Search ‘i'\';:‘ Favarites 6} ‘ < k_,-__’. ﬂ < ﬁ
Address | hitp:JcgfCG-0a)ServiceEnkry Group. aspx?GROUP_NUMBER=2458CLINICTAN=10904&TITLE=1 | Go | Links *

—— [
ISIGESTESTNGTEN M 13 @ [NA =1 [ = | 98994 Warks Hard Crisis Unit =l
75130257 TESTY CIMDY F 43 r INIA ﬂ INIA j IQQQQCG CLINICIAN GATEWAY TEST MHS AD j

Additional participants in group: |2

Procedures:| 392 Group Rehab-AB3632 [~ Service Date: 3812008
Service Location:l Office j
Primary CliniciarPETERSON CAMILLE Primary Cirician Tme:[215
Add additional clinicans
Presenting Problem(=] Hiiice e Foiie Im
Tyne in one Mote, then copy and paste into the other note ;l
=
[&] [ [ [ [ [ [&d ocalintranet v

» 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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linician's Gateway version 3.4 (Yiew Staff) - Microsoft Internet Explorer - |D|ﬂ

Fil=  Edit “jew Favorites Tools  Help | 1?’

@Back - -J - \ﬂ @ \-_;j | f__j Search “gn\"g‘Favorites €‘3|| [::<v :\?. M - _J ﬂ

Address http: [ fegiCE-0a iewStaff, aspx S TAFF _MUMBER=10%04

e )

Go | Links »

 Daily Approval

#in Approve

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

354758 6/8/2009 Group 75130257 TESTY CINDY ?22?‘:5'_";";"['?'“ GATENEY ;i;;ri;“;gm PEMDING Pending  01:00 3 00:20
384757 £/8/2009 Group 75135306 EE{EASE ?23??@"2’5““ BATEMEY ;i;;ﬁ;“;gm PEMDING Pending  01:00 3 00:20
384756 BIBI2009 Group 75138646 TESTING TEN glﬁifﬂ'é%ﬁgﬁg WS 1?323%;”'] Rehab-  penDiG Pending  01:00 3 0020

3 service records on 6/5/2009 for a total time of 01:00, Apprave Time |
|@ Daone ’_ ’_ ’_ ’_ ’_ |g Local inkranet 4

/3 Clinician's Gateway version 3.4 (Print Daily Approval) - Microsoft Internet Explorer

File  Edit Wiew Faworites Tools  Help ‘ "'

@Back - '\:) 2 |ﬂ @ Lh ‘ /:j Search “:,.":'\'.;‘Favorites &3 E’-,:'_{v L:\; .ﬂ - _J ﬁ

Address http: HegiCa-QafPrintDaikyApproval aspxDate=6/5/2009

Harne | Help | Lo

Individual Staff Log

Service Date: 55

Time
i . -na | GIP
Svec # | Type RU Client # | Client Name Procedure H:M ct Loc Rec. Fl
izl ]
39F5S | Grou ELINIELAN 75130257 | TESTY CINDY | 221 Group Rehatbilitation | O0:20 3 Office
P| saTEwsY TEST F :
MHS AD
fei=l== Ty c]
CLINICIAN TESTCASE T . .
95T | Group GATEWAY TEST TE135326 D AVE 281 Group Rehatbilitation | 00:20 3 Office
HS AD
21092
CHILDREMNS .
2EHFEG | Group SPECIALIZED TEH1E8E46 TESTING TEM | 292 Group Rehab ABEG3E2 | 00020 3 Office
SWS MHS
3 senicerecords on 6/8/2009 for a total ime of |01:00

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

claiming.

Staff 10 10904 CamMILLE PETERSOMN Computer Operata__|

12/28/2009 10:00:50 AM

Bl EE T RAN e bR f e E R Ee AT R B BRSO

4 |
|@ Done l_ l_ l_ l_ l_ |g Local inkranet 4
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Indirect Notes
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Indirect Notes

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

= Click on “Start indirect service.”(4)

(1)

Enter New Service:
Type of Service E Primary Clinician Reporting Unit Mote Template
| TESTCARE TESTCARE v| | 99939CG CLINICIAN GATEWAY TEST MHS AD v| | Indirect Note v| Start Indirect Service

Edit Primary Clinician List

= Select the appropriate procedure code (1), service location (2), Service date (3),
Recipient code (4), time (5), and any notes (6) *optional.
= Click on “Save as pending.” (7)

Procedures| 680 General Administration v [[Il Service Date[03/0772018 |
Service Location:| E}ﬁ'l ce T‘L@ Recipient Code:ff]é -_
TMHS A ' g

Reporting Unit:9999CG CLINICIAN GATEW,

Frimary Clinician: Primary Clinician ﬁme:?02:00

Nete Previous Entries: '._[Eﬁ!gc‘t_r?lma.]. ‘r:,

E"optional: Notes

|

= After you click “Save as pending” you will be returned to your “Home” screen,
where you will see the pending services listed.

MNotes | Client Shortcuts | Lab Results (0}

~Pending Services

~ Svc# Gsr# Client# Client Name Provider Date Template  Procedure Sort Reviewer 7
1410790 9988CG - CLINIC... 3/7/2018 Indirect 630 General A [+]
View 10 ¥ [==First)( = Prev) E] (Mext = [ Last =
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What is a Document?

A Document is a note for a client that will not be tracking time or entered under a
procedure code. Depending on the agency, Environment (MHS or SUD), and Staff
configuration you will only see a select set of templates under Documents.

Starting a document

* From the ‘Enter new service’ section (1); click the ‘Type of service’ (2) drop arrow
and select ‘Document’; enter the clients name or number (3); Select the correct
‘Note Template’.

= Click on ‘Start Document.’(5)

Enter New Service:
Type of Service Primary Clinician Client MNote Template

Document v |_ v [Enter Client Name or 1D or leave blank Document v Start Document

| Notes | Client Shortcuts | Lab Results (0) |

= |f there are multiple results find the correct client and click select

Clients Matching, "test c”

Search For Different Client

testc Search

Clients Matched

Client # 7 Client Name 7 Status 7 Gender 7 Age 7 Services 7 Note Template

75071453 TEST CASE, JOE None Male 30 0 Document v Select
75087772 TEST, CINDYTWO T Active Female 58 3 Document >
75087772 TEST, CINDYTWO T Active Female 58 3 Document v Select
75053807 TESTCASE, CINDY V Closed Female 57 0 Document v Select
75144431 TESTCASE, CINDYLOUIE W Active Female 69 0 Document v Select
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Completing the Document

= The Document Must have a Client

= Fill in the Document Date

= Complete all Notes Fields that may be required based on the document Template
* Follow the same procedures to finalize a document as you would a Note.

Service # New Title: Document .\@
N ker st Naamie: St Hiame Document date: {03/07/2018 |25
Client: [75087772 |[TEST | EINBYTWG | %]
Comment Previous Entries: | (Select Noie) v |
oot e [ Sove s o [ te sy | Sae w5t ]
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SUD Specifics
Notes, Forms, and

Authentication




83



Notes

In the SUD Environment, there are much stricter rules, and you will notice there are
minor changes in the input of services than described in the previous pages.

Time Entry
Depending on the Services provided, you may see the following Time Entry Fields.

e Standard Billing Time Entry (On Progress/Service Note Daily) will Display fields for
start and end time for Service Time, Travel to, and Travel From, as well as an overall
Documentation Time.

Billing time
Primary Clinician v Service Start: | hh:mm <E.
Provider: | 999CGS - CLINICIAN GATEWAY TEST SUD AD v :
End: | hh:mm Jop
Time: 00:00
Travel To Start: | hh:mm qop Travel From Start: | hh:mm o)
End: | hh:mm {op End: | hh:mm (o)
Time: 00:00 Time: 00:00
Documentation Time: | 00:00
Total Staff Time: 00:00

e When zero minute codes are used (tracking codes, info only 197, or no show), no
Billing Time will be required, zero minutes will be defaulted.

Billing time
Primary Clinician v Service Time: 00:00
Provider: | 999CGS - CLINICIAN GATEWAY TEST SUD AD v

e When 24 hr Residential Day codes are used, no additional Billing Time will be
entered, 24 hours will be defaulted.

Billing time
Primary Clinician . v Service Time: 2400
Provider:  999CGRE - CLINICIAN GATEWAY TEST SUD RES v
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Using the Time Entry Widget

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

1. When typing directly into the fields use a zero when necessary, (e.g typing 0806pm will display
as 08:06 PM)

2. The widget to the left of the text box con default and adjust time

e (licking the center square will enter the Current Time

Start: | hhomm

End: | hh:mm
Time: 00:00

Clicking the center
Square on the time
widget will enter the
Current Time

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

Start: | hh:mm Clicking on the left and
right arrows move
between the hour,

minute, and am/pm fields

End: | hh:mm
Time: 00:00

e (licking either the up or down arrow will increase or decrease the value of the field selected

Start: | hh:mm Clicking either the up or
- down arrow will increase

End: | hh:mm @ 'E or decrease the value of

Time: 0000 the field selected

Documentation Time:

When writing specific notes there may also be a Documentation Time Log:

Date, Time Start, and End are required.

Format HH:MM AM/PM *Note the Space in the format

You MUST enter a space between the minute and AM/PM

If you are writing a Service Note Daily covering multiple services, denote time spent on each type
of Form documented

Documentation Time Log Type/Notes

Date: I:l.@ Time Start: ‘ ‘ End: ‘ ‘ Duration: ‘ ‘
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Forms

Some Service Note Types will be referred to as Forms. These Notes will all have Zero
time and time spent will be entered on your Progress/Service Daily Note.

Forms will still be entered under Individual Services with the following Templates:

e Intake and Assessment

e Initial Medical Necessity
e ALOC Assessments

e Discharge Plan

e Discharge Summary

Enter New Service:
lype of Service Primary Clinician Client Note Template

v v Enter Client Name or |ID or leave blank [Intake & Assessment v Start Indiv Service

Individual

Edit Primary Clinician List

When entering one of these forms you will be required to select a tracking code, this
will ensure the service will transfer to Insyst in a meaningful way without double billing
any time on separate service, e.g. daily residential.

The Tracking codes included are:

e 880 - SUD TRACKING-ASSESSMENT
e 881 —SUD TRACKING MED NECESS/JUSTIF
e 882 - SUD TRACKING ALOC

Service # New Title: Intake & Assessment
service date: [07/23/2018 | Lal

Number Last Name First Name
Client: E Util. review date:
Plan due date:
Procedures: | 580 SUD TRACKING-ASSESSMENT v

service Location: | Office v

Med. Compliant: N/A v Side Effects: | N/A r
Emergency Pregnant?
Billing time
Primary Clinician r Service Time: 00:00
Provider: | 999CGR - CLINICIAN GATEWAY TEST SUD RES v

Add Additional Clinicians

When a form is completed, it may be require to be submitted for Authentication in
order to be finalized. (e.g. Intake and Assessment, and the Initial Medical Necessity)
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Authentication

At the bottom of specific Forms you will notice you are unable to finalize. You will need
to use the ‘Submit for Authentication’ button.

Assign to be authenticated by

Authenticator:
| Select Authenticator v | ‘

Notice the 'Authenticator’ dropdown, 'Submit for
Authentication' button, and the missing 'Finalize' Button

Spell Check § Submit for Authentication § Save and Continue I Save as Pending I Save as Draft

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

1. Complete the form

2. Select Authenticator from the drop down and click ‘Submit for Authentication’
e Note the dropdown will have specific staff based on the Note Template, RU, and Staff Mask in Insyst
e Ifyou are included in the dropdown you may submit to yourself

Assign to be authenticated by

[Authenticator:
Select Authenticator
Select Authenticator

Submit for Authentication § Save and Continue Save as Draft

Cancel

Spell Check Save as Pending

3. There will be a ‘Pending Authentication’ service on your home page and the home page of the
Authenticator.

Notes || Client Shortcuts | Lab Results (0)

~Pending Services

— Svc#3l Gsr# Client# Client Name Provider Date Template Procedure Sort Reviewer T
View| 50 v | (<<First)( < Prev] (Next > ][ Last >>

4. The Authenticator will then open the service and select ‘Edit Service’.
5. After reviewing and making any necessary edits the Authenticator can then click ‘Authenticate’.
*Authenticate will Finalize the Note.

Spell Check

Authenticate
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Finalizing Notes
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Without Review Required

When you are not required to submit your notes for review, you will Finalize your Note
one of two ways:

1. At the bottom of each service, select the ‘Finalize’ button.

—\‘-\\

Default Summary § Custom Summary Delete Service | Edit Servic€ § Finalize

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

Log (Daily Approval)

Note in SUD ‘Authenticate’ will also Finalize a Note

With Review Required
CG account Setup for Review Required

For Staff who need their notes approved by Supervisor:
Add ‘Review Required’ to their CG account
For Supervisor who will review the notes for Staff:
Add ‘Can Review’ to their CG account
RU# required to be added to Staff and Supervisor CG accounts

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:

Assign to be reviewed by

Reviewer: Notes:
Select Reviewer v|

D Mote is complete.

Spell Check I Submit for Review I Save and Continue I Save as Pending I Save as Draft I

2. Select Reviewer from the drop down box:

Assign to be reviewed by

Reviewer: Notes:

Select Reviewer

Note is complete.

Spell Check I Submit for Review I Save and Continue I Save as Pending I Save as Draft I
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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:

Notes:

V| Flease Review and Approve this Motel?

Note is complete.

Cancel

Spell Check I Submit for Review I Save and Continue I Save as Pending I Save as Draft I

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

Notes H Client Shortcuts | Lab Results (0)

~Pending Services

~ Svc# Gsr# Client# Client Name Provider Date Template Procedure Sort Reviewer
1410819 75087772 TEST, CINDYTWO 9999CG - CLINIC... 3/7/2018 Clinician P... 381 Individual ... %Review e 0
View: 10 v [ << First ] [ < Prev ] [ Next > ] [ Last >> ] | Waiting for reviewer to accept or reject this service. |

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

Notes ‘ Client Shortcuts | Lab Results (0) |

~Pending Services

~ Svc# Gsr# Client# Client Name Provider Date Template Procedure Sort Reviewer
1410819 75087772 TEST, CINDYTWO  9999CG - CLINIC... 3/7/2018 Clinician P... 381 Individual ... © Review
View: 10 v - - (<<First)[ < Prev]
- Click Service Number or blue

‘Action Button® to view Note

6. Atthe bottom of the note complete ‘Review Notes’ section with comments, then click
‘Accept’. The note will be removed from the Supervisor’s ‘Pending Services’ section of
their home page and updates the note on the Staff’s ‘Pending Services’

Review Notes

Date Staff Action Notes
3/28/2018 Submit Please Review and Approve this Notel?
This service has currently been submitied to be reviewed by: v Update

Motes:

Accepted!

Default Summary I Custom Summary I Print I Spell Che Ai:r.epll Reject I
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7. Note is now ready to be “Finalized” via Individual Staff Log (Daily Approval) or opening
the note and selecting ‘Finalize’: *Do not click ‘Edit Service’ if you have review required
and it’s been approved, or you will be required to resubmit for approval.

Notes | Client Shortcuts | Lab Results (0) |

~Pending Services

— Swc# Gsr# Client# Client Name Provider Date Template Procedure Sort Reviewer <
1410819 75087772 TEST, CINDYTWO  9999CG - CLINICL...  3/7/2018 Clinician Pr_. 381 Individual ... @ Accepted [}
View: [<< First ] [ < F'rev] [Mext = ][ Last >>]

-'-‘._\_ |

.' Default Summary § Cusiom Summary Delete Service §| Edit Service

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

1. Follow steps 1 through 5 above

6. Atthe bottom of the note complete ‘Review Notes’ section with comments, then click
‘Reject’. The note will be removed from the Supervisor’s ‘Pending Services’ section of
their home page and updates the note on the Staff’s ‘Pending Services’

Review Notes

Date Staff Action Notes
3/28/2018 Submit Please Review and Approve this Notel?
This service has currently been submitied to be reviewed by: v Update

Motes:
Rejected - Notes on what the Clinician may need to correct.

Default Summary I Custom Summary I Print I Spell Check I Au:m Rejedl

Supervisor ‘Rejected’ the note:

Notes | Client Shortcuts | Lab Results (0) |

~Pending Services

- Swc# Gsr# Client# Client Name Provider Date Template Procedure Sort Reviewer <7
1410819 75087772 TEST, CINDYTWO  9999CG - CLINICL...  3/7/2018 Clinician Pr... 381 Individual ... @ Rejected Sales, .. ©
View: [<< First ] [ < F'rev] [Mext = ][ Last >>]
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7. Staff will open note to view. 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:

Assign to be reviewed by

Reviewer:

Notes:

19072 - Sales, Cameren v| Corrected Mote!

Note iz complete.

Spell Check Submit for Review I Save and Continue I Save as Pending I Save as Draft I

.

Supervisor will open the note. At the bottom of note complete ‘Review Notes’ section
with comments, then click ‘Accept’. The note will be removed from the Supervisor’s

‘Pending Services’ section of their home page and updates the note on the Staff’s
‘Pending Services’

Review Notes
Date Staff Action Notes
3/28/2018 Submit Fleaze Review and Approve this Notel?
3/28/2018 Reject Rejected - Notes on what the Clinician may need to correct.
3/28/2018 Submit Corrected Note!
This service has currently been submitted to be reviewed by: v Update
Notes:

Accepted!

Default Summary | Custom Summary | Print | Spell Che Accept | Reject ||

Supervisor ‘Approved’ the note: *In SUD Approving will Finalize this Note

Notes || Client Shortcuts || Lab Results (0) |

~Pending Services

— Swc# Gsr# Client# Client Name Provider Date Template Procedure Sort Reviewer <
1410819 75087772 TEST, CINDYTWO  9999CG - CLINICL...  3/7/2018 Clinician Pr_. 381 Individual ... @ Accepted [}
View: | == First]l = F'rev] | Next = J| Last >>]

9. Noteis now ready to be ‘Finalized’ and the Staff can view the note to see Supervisor’s
comments:

Date Staff

Action Notes
3/28/2018 Submit FPlease Review and Approve this Motel?
3/28/2018 Reject Rejected - Notes on what the Clinician may need to correct.
3/28/2018 Submit Corrected Note!
3/28/2018 Accept Accepted!
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Individual Staff Log

(Daily Approval)
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Approval printout and Finalizing Notes

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

2. In the daily approval section of the screen,

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

4. Click on “Search.”

Staff Informationfor: -~ ...

SSN: License #:

Gender: License Renew:

BirthDate: License State:

Ethnicity: Taxonomy:
National Provider Id:

Medicaid PIN:

Medicare PIN:

DEA Number:

UPIN:

Staff Type: Unlicensed Worker

Languages: English

| Clients

v}

Home Menu -

Start date:

End date:

Last Changed On:
Record Created On:

Search

Log out

» Statistics PRSI 02/23/2018 |t 03/07/2018

* Daily Approval E

* Procedures

B OB 03/07/2018

4

Search
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IMPORTANT!

When you click on “APPROVE TIME”, you are

- all of the services listed.

IMPORTANT!
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IMPORTANT!

Please be sure to

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

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

vDaily Approval LRI W 03/07/2018 [l search

iDate Type Client# Client Name Reporting Unit Procedure Status  Approve Time #In Group Approve Time

3259557 [3/7/2018 Indirect 9999CG CLINICIAN GATEWAY TEST MHS AD 401 Mental Health Promotion  PENDING Pending  00:20 1 00:20
3259545[3/7/2018 Group 75087772 TEST CINDYTWO 9999CG CLINICIAN GATEWAY TEST MHS AD 391 Group Rehabilitation PENDING Pending  01:00 3 00:20
32595453/7/2018 Group 75226968 TEST CINDY 9999CG CLINICIAN GATEWAY TEST MHS AD 391 Group Rehabilitation PENDING Pending  01:00 3 00:20

k 75087772 TEST CINDYTWO 9999CG CLINICIAN GATEWAY TEST MHS AD 391 Group Rehabilitation PENDING Pending  01:00 2 00:30
3259524 3/7/2018 Group 75226968 TEST CINDY 9999CG CLINICIAN GATEWAY TEST MHS AD 391 Group Rehabilitation PENDING Pending  01:00 2 00:30
3259487 [3/7/2018 Indiv. 75087772 TEST CINDYTWO 9999CG CLINICIAN GATEWAY TEST MHS AD 377 90839 Crisis Thpy 60 min  PENDING Pending Qo130 1 01:30

6 service records on 3/7/2018 for a total time of 03:30. Approve Time

* To edit any “Pending” note click on the “Srv. #”

= Add any additional service to the log, click on “Home,” and enter a new note.

= Continue to repeat these steps until you are satisfied with the log----then click
on the “Approve Time” button.

IMPORTANT!

102




IMPORTANT!

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

~+Daily Approval This will FINALIZE all your pending notes for 3/7/2018; Your total PR /072018 'E; search
number of hours = 03:30.

Srv.# Date Type Client# Client Name Reporting Status  Approve Time #In Group Approve Time
3259557 3/7/2018 Indirect 9999CG G ARE YOU SURE? jotion PENDING Pending  00:20 1 00:20
3259546 3/7/2018 Group 75087772 TEST CINDYTWO 9999CG C 1 PENDING Pending  01:00 3 00:20
3259545 3/7/2018 Group 75226968 TEST CINDY 9999CG C Cancel 1 PENDING Pending  01:00 3 00:20
3259525 3/7/2018 Group 75087772 TEST CINDYTWO 9999CG C PENDING Pending  01:00 2 00:30
3259524 3/7/2018 Group 75226968 TEST CINDY 9999CG C PENDING Pending  01:00 2 00:30
3259487 3/7/2018 Indiv. 75087772 TEST CINDYTWO 9999CG CLINICIAN GATEWAY TEST MHS AD 377 90839 Crisis Thpy 60 min P nding @01:30 1 01:30

6 service records on 3/7/2018 for a total time of 03:30. | Approve Time

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

Service Notes are sealed with the clinician’s Electronic Signature

|clients
Use the print icon on [
the Individual Staff Log Print Daily Approval
Home Menu - Log out

1)

Home | Help | Log Out

Individual Staff Log

Service Date: 3/7/2018

Time

Svc # | Type RU Client # | Client Name Procedure H:M Loc Rec. Flags

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

All printed electronic Individual Staff Log (MAA) forms must be signed!
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Co-staff Individual Logs

PRIMARY CLINICIANS MUST FINALIZE THE NOTE FIRST. CO-STAFF WILL BE UNABLE TO
GET TIME ON THEIR STAFF LOG UNTIL THE PRIMARY FINALIZES. (Time will ONLY be
transferred into Insyst on the day the Primary finalizes.)

The Co-staff and Primary will both see the service listed on their Daily Approval
tally and added into their total time. In the example below, the co-staff is given

credit for the one hour of co-staff time, even though the Primary has not
finalized. (“Waiting on Finalization”)

wDaily Approval

prevey o 03/07/2018 [ search

Srv.# Date TypeClient # Client Name Reporting Unit Procedure

Status  Approve Time # In Group Approve Time
3259487 3T/2018 Indiv. TS087772 TEST CINDYTWO S955CG CLINICIAN GATEWAY TEST MHS AD 377 90839 Crisis Thpy 60 min |PENDING Waiting on Finalization |'.D1:DD 1

01:00
3259682 372018 Indiv. 75087772 TEST CINDYTWO 5393CG CLINICLAN GATEWAY TEST MHS AD 377 90839 Crisis Thpy 60 min  PENDING Pending 01:00 1 01:00

2 service records on 3/7/2018 for a total time of 02:00. | | Approve Time

If you attempt to Approve Time before the primary you will notice the service
will not be displayed on your Staff Log’s print out

Individual Staff Log

Service Date: 3/7/2018

Time
Svec #| Type RU Client # | Cliant Name Procedure H:M GC:;P Loc Rec. Flags
0OBOCG
2250882 Indiv. | _ Aﬁ;lﬁf;f‘rrI:ST 7E0ETTT2 «:|NT|::EYSTTW o o gﬂgagi:i:is TheY 80 g | 4 Office
MHS AD
1 service record on 3/7/2018 for a total time of | 01:00

| hereby certify, under penalty of perury, that the information contained in this document is accurate and free from fraudulent
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= Inform the Primary clinician they will need to finalize their service
= Once the service is Finalized (1) return to Daily Approval and View Report (2)

LT (13/07/2018

wDaily Approval

Srv.# Date Type Client# Client Name Reporting Unit Procedure Status Approve Time #In Group Approve Time
3259682 JT2018 Indiv. TS0ETTTZ TEST CINDYTWO  9%99CG CLINICIAN GATEWAY TEST MHS AD 377 90835 Crisis Thpy 60 min FINALIZED Approved| 01:00 1 01:00
3259487 372018 Indiv. 75087772 TEST CINDYTWO  9999CG CLINICLAN GATEWAY TEST MHS AD 377 90839 Crizis Thpy 60 min NALLZED Approved W40 1 01:00

2 service records on 3/7/201 8 for a total time of 02:00. View Report

Individual Staff Log

Service Date: 3/7/2018

Time
i , i Grp
Svc #| Type RU Client # | Client Name Procedure H:M ot Loc Rec. Flags
QEERCG
i CLINICIAN TEST 377 80838 Crisis Thpy 60 . !
3250882| Indiv. GATEWAY TEST TEORTTT2 CINDYTWO min 01:00 1 Office
MHS AD
QEERCG
. CLIMICIAN TEST 377 80838 Crisis Thpy 60 . .
3259487 | Indiv. GATEWAY TEST TEORTTY2 CINDYTWO min 01:00 1 Office
MHE AD
2 service records on 3/7/2018 for a total time of | 02:00

**Note:

Both primary and co-staff times are transferred to InSyst, the evening that the note is
finalized by the primary clinician.

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

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

To print your Staff Log and progress notes after Daily Approval, use the printer icon
adjacent to the image. Do not use File/Print

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

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

|Clients
Use the print icon on |
the Individual Staff Log Print Daily Approval

Home Menu - Log out

havioral Health Care Services :I

Home | Help | Log Out

Individual Staff Log

Service Date: 3/7/2018

Time

Svc # | Type RU Client # | Client Name Procedure H:M Grp Loc Rec. Flags

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: E} g Properties Advanced Help @

Copies: i'l : [] Print in grayscale (black and white)
[ 5ave ink/toner @

Pages to Print @ Comments & Forms
O A | Document and Markups o
{®) Current page . -
() Pages 1

k More Options etz Y]

2511 Inches

Page Sizing & Handling (1)
Size Poster Multiple Booklet ALAMEDIA COUNTY briad soss torm s -

() Actual size
ID Shrink oversized pages

[T

] = | P [u[%] o [ = | P

3t s o

() Custom Scale: |1 00 %

[] Choose paper source by PDF page size vz ——

[]Print on both sides of paper

Orientation:

(®) Auto portrait/landscape
() Portrait

() Landscape

Cancel

Page Setup...

1. Select your Printer
2. Chose which pages to print (I selected current page to print only page 1)
3. Set Page Scaling to either ‘Fit’ or ‘Shrink oversized pages’

4. Click ‘Print’
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ClRicians Gatewa,

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

Creating a Larger Font for
Viewing on Screen and for
Printing...

*In Internet Explorer, you can set
the Font Size Larger by selecting
“View-Font Size-Largest” on the
Menu Bar. This feature may
need to be reset whenever you
login to your PC.

Setting Margins so all the
Information is Displayed when
Printing...

*In Internet Explorer, you can
change your Margins by selecting
“File-Page Setup”, change the
Left=0.25, Right=0.25, Top=0.25,
and Bottom-0.25. This feature
should stay once it is set.

*The Header is needed to print
client info on the OLPN

UTILIZATION REVIEW..

*It is very important that you keep
all Client Record in Compliance.
When ever you see the Utilization
Review up-to-date. Make sure
your Client Assessments and
Service/Treatment Plans are
completed in a timely manner.

Have Questions? Need Help? Contact your Administrative

Gateway Tips

/4 Clinician's Gateway version 2.3a (Home) - Microsoft Intenet Exg

| Fie Edt [Ven savrtes Twos Heb
Toobars WA
‘@Bﬂ g 4 Ehakn Bar / Sexth L‘-,‘C’metu
A= LA - +
Explorer Bar b
GoTo }
== Stop Exc
w Refresh s -«
Larger Font
Encodng b Lage
 Medu
EnterNe souce e
Typé of Servi Privacy Report.., et
Selagt e Ful Screen Fi1

Close
g M o —
Frem | 3 2 A i
e | 3o e Setting Margins|
S| el |
A

0| The senvie oate you entered s afer the utzation review expration dae!

~.'_/D°

you vant o aceept tis?

7 Cinican's Gateway version 23a (Home)

Fla EBt Ve Fovortes Toos Hep

Nesw 2
0p. Cti+0

[ EdtwithMoosoft ffce Word
Savehs..

e =y
Pi. o | EEE
Print Preview.., ]

| j
sed )| e
Ingortand Bxoart., e
Propertes

WorkOffine

UR Compliance

—

~

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

The following issues need to be addressed before your

Support Person.
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Deleting a Note




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 Insyst and redone by the clinician/physician in Clinician's Gateway. We
cannot modify any notes that have been finalized. Notes are deleted ONLY if
there is an error in any of the billing information such as:
O Wrong client number
Wrong staff number
Wrong procedure code
Wrong reporting unit
Wrong service hours
Wrong service date
Wrong treatment location
0 Wrong number of clients in group
® Incorrect text is NOT an acceptable reason for deleting electronic notes.

O OO0 O0OO0oOo

What do | do to get my note deleted?

= |fitis before 4:00pm on the day that the note has been finalized:
O Submit a ‘Clinician's Gateway Staff Note Delete Request’ and make sure
to mark it as a ‘Same-Day Delete’
0 Complete the form and click submit
O You will receive a Pending request in your email
0 Contact the Help Desk via phone at (510) 567-8181 (tie line 38181) to
inform them that a "Clinician's Gateway Same Day Delete has been
Submitted
= |fitis after 4:00pm of the day that the note has been Finalized:
0 Submit a ‘Clinician's Gateway Staff Note Delete Request’ and make sure
to mark it as a ‘Not Same-Day Delete’
0 Complete the form and click submit
O You will receive a Pending request in your email
O Ensure your Insyst support staff received a copy in order to delete the
service from Insyst

The contact on the e-form will be notified when the note has been marked as deleted.
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Be sure to submit delete requests as soon as an error is discovered. If note deletes are
submitted after the service has been claimed, the note cannot be deleted.

Note Delete Requests are found in BHCS E-Forms in the Clinicians Gateway section.

—x
@ Health Care Services Agency

i
al th Services

Contact Information

Clinician's Gateway Staff Note Delete Request

Please complete this form and zllow 3 business days for processing, This Delete Note Regquest form is to be used for requesting
Clinicians Gateway Motes to be Deleted from the BHCS IS Support Group.

Use the TAB key to navigate through each field. Click on the GREEN circles for help on each field. When you have completed
tha form, dick on the "Submit CG Note Deletion Request” button. The completed form will be emailed to the IS Suppeort Help
Desk (HIS@acgowv.org) and you will receive a copy for your records. Mote: To process another request, simply press the Refresh
icon or the F3 key to reload the form.

® Today's Date : 03072018 @
® Clinician's First Name :

® Clinician's Last Name :

® Clinician's Phone / Ext:

® Clinician's Email

Enter Name of Crganization
(BHCS or CBO name):

© © & e e

i N o I Same-Day Delete or Rejected Delete
Indicate if this deletion is for the

L
Same-Day or Not Same-Day - =/ Mot Same-Day Deleta @

I Already Claimed Delete

CG Service Number :
(Flease confirm the service
number, once submitted this
number cannot be changed)

Client Number : @

® Service Date - @

® Sarvice RU - @
Clinician’s Staff Number : @

Reason for Note Deletion
(FPleaze specify) -
Supporting Documentation

You can either scan a copy of the note and attach it to this form as an electronic document OR copy the web address of the note
from Clinician's Gateway and paste it into the available web address fizld below.

o Web Address (URL) of CG Note

File Attachment : 4 upload | (BMEmay) @

Q Submit CG Note Deletion Request ! Q Cancel and Exit Form !
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Consumer/Client Life
Plan — Treatment Plan
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Starting the Client Plan

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

The Consumer/Client Life Plan consists of two plan types: the Medication Plan and the Universal Client
Plan. Throughout these Plans, 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:

1. Write the Plan (using correct RU and End Dates to match InSyst episode cycle. Include Client
Participation information before submitting for approval.)
2. Submit for approvals by licensed, supervisor and medical staff as needed.
3. Obtain approvals in Clinician's Gateway.
4. Print for Client Signature. (After submitting for approval the Plan doesn’t say “Pending”)
5. Add the client signature date in CG.
6. Finalize the Plan.
7. Submit all the required Annual Documents with the Approved Treatment Plan signed by the
client to supervisorial staff.
8. Support staff enters Plan approval into InSyst and scans the entire plan.
9. “Edit” the Plan when objectives are achieved. Minor edits are allowed without re-approval.
10. Revise: modify current plan and obtain new signatures/approvals as needed during the plan
year.
11. Renew: Renew the Plan, before the end date of the current plan, for the next year as needed.

A special note from the BHCS QA Department:

Once a Licensed, Waivered or Registered LPHA (including doc’s) sign the Plan and then have the Client
sign the Plan it is compliant for documentation requirements (if done by due date).

This can be accomplished by printing, have the client sign and routing to be scanned for data entry.

We have Clinic supervisors who are doing a great job of reviewing Plans by requiring the Plans to be
forwarded to them for review. However, this does not need to hold up the finalization process for
Licensed, Waivered and Registered LPHA’s. Please note, if a revision is requested by the Supervisor—
then the clinician will need to do so, re-sign with the new date, and again obtain the client

signature. This too will be scanned into the client record (an auditor will see both Plans, but audit the
most recent).

Please remember--It is crucial that anytime a printed CG document is modified by hand (such as a client
signature) that it be scanned into the client record as this becomes part of the Medical Record. It MUST
be uploaded—or we are not maintaining an accurate Medical Record. Regardless of the reason (such

as the document says “pending”, “draft”, etc.) a document routed for uploading into Laserfiche by a
clinicians—MUST always be uploaded.
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To start writing a Plan, Choose “Client Plan” from the Enter New Service menu on your
Home page, enter the client # or name. Choose plan type and click “Start”.

Select Client Plan for Type of Service, Select Universal or Medication plan
then enter the Client Name or Number type and click Start Client Plan
Enter New Sérvice: \ \
Type of Service Primary Clinician Client Plan Type
M |tESt cindy | Start Client Plan
Edit Primary Clinician List Universal
[ Notes || Client Shortcuts | Lab Resuts (0) |

Select the line with the correct client, you may get multiple clients. *Ignore the RU
listed as the Lead Provider.

Start Client Plan for:
Primary Clinician Client
v | [test cindy || search

Verify Client and
Click Select Client

wServicable Clients Matching "test cindy™

~ Clinician Client # Client Name Status Gender Age  Services Plan Type Lead provider ?
75226068  TEST, CINDY Active Female 17 0 Universal v | 9999CG - CLINICIAN GATEWAY ;
TEST MHS AD Select Client
75087772  TEST, CINDYTWO Active Female 58 4 Universal v | 99895 - Shert Term House Salect Client
T
View] 10 v (== First | [ = Prev @ [Next= | [Last== |

The View Client Plans window will display Plans that already exist: Note the Plan # (1),
the reporting unit (2), the start and end dates (3), and the status(4) of the plan (New,
Authorizing, or Finalized)

The following Client Plans already exist for this client. If possible RENEW or REVISE these plans before creating

~The following Client Plans exist for TEST, CINDYTWO T (75087772)
Plan Type i Start Date End Date Author Status

ALE_Client_Plan_MHS |9999CG - CLINICIAN GATEWAY T... ||4/5/2018 21282019 Finalized
ALE_Meds_Svcs_Plan |99995 - Short Term House 2/28/2018 Finalized

0000000 <

Standard 99995 - Short Term House 21472017 Finalized

Standard 9999CG - CLINICIAN GATEWAY T. 11/30/2016 Finalized

Standard 99991 - West County Mental Health 172016 Authorizin

Standard 9999CG - CLINICIAN GATEWAY T. 10/31/2014 Finalized

Standard 90991 - West County Mental Health. .|| 7/1/2014 12/31.2014 Finalized
View: 10 v | == First || = Prev | LLJ | Next = || Last == |

Only create new plans for a new Reporting Unit or if an exisiting plan CANNOT be RENEWED or REVISED.

Create A New Plan (Note: only one plan may be active per provider for a given date range)
Clinician Client Plan Type

TEST, CINDYTWO T (75087772) Universal v Start New Plan
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First, Try to Renew or Revise.

Revise a plan in the same reporting unit that is still in effect.

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

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

The following Client Plans already exist for this client. If possible RENEW or REVISE these plans before creating a new plan.
+The following Client Plans exist for TEST, CINDYTWO T (75087772)

- Plan#  Plan Type Provider Start Date End Date Author Rev  Status A 4
» 4587 ALE_Client_Plan_MHS 9999CG - CLINICIAN CATEWAY T... 4/5/2018 1 Finalized [-]
4585 ALE_Meds_Svcs_Plan 89985 - Short Term House 2112018 2/28/2018 | 1 Finalized | View
andar - Short Term House 2512016 TIAT0TT 1 Finalize
4651 Standard 8999CG - CLINICIAN GATEWAY T 12/28/2015 /3002016 i d Edit
4542 Standard 99991 - West County Mental Health... 1/8/2015 172016 1 Authorizing
4641 Standard 9999CG - CLINICIAN GATEWAY T...  10/3/2014 10/31/2014 1 Finalized Renew
» 4630 Standard 99991 - West County Mental Health... 7/1/2014 1213112014 1 Finalized Print @
View 10 v (<< First (< Prev) [Next = )( Last>> ) |

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

The following Client Plans already exist for this client. If possible RENEW or REVISE these plans before creating a new plan.
~The following Client Plans exist for TEST, CINDYTWO T (75087772)
Plan Type Provider

Start Date End Date

Author Rev Status

ALE_Client_Plan_MHS 9999CG - CLINICIAN GATEWAY T... 212812019 1 Finalized
4585  ALE_Meds_Svcs_Plan 99995 - Snort Term House 1 Finalized e
4852 Standard 99995 - Short Term House 2/5/2016 2/14/2017 1 i Edit
4651 Standard 9999CG - CLINICIAN GATEWAY T 12/28/2015 11/30/2016 1 Finalized
4642 Standard 99991 - West County Mental Health... 1/8/2015 1712016 1 Authorizing Revise
4641 Standard 9999CG - CLINICIAN GATEWAY T... 10/3/2014 10i31/2014 1 Finalized Print @
» 4630 Standard 99991 - West County Mental Health... 7/1/2014 12/31/2014 1 Finalized
View|10 v | ==First || = Prev | | Next = || Last == | |

*SUD Will only use New and Revise

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

Only create new plans for a new Reporting Unit or if an exisiting plan CANNOT be RENEWED or REVISED.

Create A New Plan (Note: only one plan may be active per provider for a given date range)
Clinician Client Plarr

TEST, CINDYTWO T (75087772) Universal v Start New Plan
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This will bring up the Client Plan entry screen.

Client Plan MHS
Plan #: New Status: MNew
Revision: 1 Episode Opening Date: 3/7/2007
Client: TEST, CINDYTWO T (75087772) Effective Start: |03/01/2018 __E @
Client DOB: 2/2/1960 Effective End: |02/28/2019 _'E

Provider: | 9999CG - CLINICIAN GAT! » [E]

Plan type: () | itia) (new to this RU or client) ConsumeriClient is a long term -
ACBHCS beneficiary (> 3 (@
Update (Annual Update or Change months).

to the current plan in place)

Plan Instructions

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.

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

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

4.The Effective Start and Effective End automatically default to cover the one year starting with the
first day of the episode opening month. End dates can be changed if your program uses shorter
time frames. *Verify the dates are correct (SUD will be 90 day plans)

5.Choose the Correct Reporting Unit for the client.

6.Mark Initial if it is the first plan for the client in this Reporting Unit. Mark Update if it is an annual
update or a revision of the current plan during the effective period.

7.1f the Client is not a long term beneficiary of Alameda County BHCS (receiving services less than
3 months), then uncheck the box.

Fill in Goals, Strengths, Challenges*, Objectives, Modalities, and Specific Services.

MY GOALS FOR THE FUTURE

INDIVIDUALFAMILY DESIRED RESULTS FROM MH INTERVENTIONS (Client quote if possible)

INDVIDUALFAMILY STRENGTHS TOWARD OWVERCOMING BARRIERSE AND ACHIEVING DESIRED MH RELATED RESULTS
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*Challenges section is specific to Universal Plan

CHALLENGES

Area of Challenges: Community Life, Family Life, Safety School/Education, Level of Challenges: Moderate,
Vocational, Independent Living, ADLs, Health, Housing, Legal, SUD, Severe

Food/Clothing/Shelter, etc.

(Select) v (Select) v

Specific Challenges or Functional Impairments related to MH Diagnosis’s Signs & Symptoms: [For Case Mgt, must
indicate need for C/M sermvice, i.e_ ci. is homeless. Also, must indicate (1) which severe Symptoms/impairmenis/Barriers
resulting from MH Diagnosis that prevents client from accessing/maintaining needed services, or (2) for child that the lack
of such services (caretaker not providing) exacerbates child's MH symptoms/impairments ]

Add Another Challenge

Use ‘Add Another Challenge’ button to add more challenges as needed.

Obj# Short-Term Mental Health Objectives: Specific, Target Date: At Reassessment: (Optional)
quantifiable or observable cutcomes of target {12 months When appropriate indicate
symptoms, behaviors, or impairments in functioning.  unless specified) level of improvement, date and
(Note: these are ALWAYS MENTAL HEALTH Objectives initial.

- even when providing Case Management Services.)

12 Months ¥ Mot Improved

Somewhat Improved

Very Much Improved
Date: Initials:
Met

Add Another Objective

Use ‘Add Another Objective’ button to add more objectives as needed.

The Objecitves will be displayed on the progress notes for reference.

Revisions can be made during the Effective Period to add or change Objectives, or mark
the level of improvement, or accomplishment of the Objective.
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Service Modality and Specific Services for each modality

1. Select the correct Service Modalities as needed.
2. For each Modality selected, there will be a section to annotate the specific services for that

modality

The Modality and Services sections vary based on Plan type

Modality and Services sections specific to the Medication Plan:

SERVICE MODALITIES

MODALITY FREQUENCY DURATION
Every v
5] icati 12 Months v
Medication Mgmt Monin and As Needed v
! other Every v
12 Months v
Testing Week and As Needed v
= Other Every v
12 Months v
Week and As Needed v
SPECIFIC SERVICES FOR EACH MODALITY
MODALITY Detailed Intervention(s)
Medication Mgmt Detailed Interventions provided to client and/or significant support may include but are not
limited to:

1 Evaluation of clinical effects of medication.
1#| Medication regimen adjustment.

1+ QObtaining informed consent for medication (inform of risks and benefits, discuss
alternative treatments and obtain signed informed consent).

1#! Medication education (re proper use, henefits, risks and side effect management of
medications).

1#! Medication prescribing, administration or dispensing.
1#! Medication related consultation with providers.
¥/ Phone calls to client and/or significant support persons about medications.

! Phone calls to pharmacy and transmitting medication orders (re communicate with
pharmacy, prepare prescription orders for fransmission, authorize prescription refills, and
resolve issues related to client's prescriptions).

1+ Counseling {Supportive Psychotherapy) and Coordination of Care (Referrals).

Additional Comments:

Testing
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Modality and Services sections specific to the Universal Plan:

SERVICE MODALITIES l

MODALITY FREQUENCY DURATION

Every M 12 Months v

Week and As Needed v

Every v 3-12 Months v

| Week and As Needed v

Every v 12 Months v

Week and As Needed v

Every M 12 Months v

Week and As Needed v

Every M 12 Months v

| Week and As Needed v

Every v 12 Months v

Week and As Needed v

Every M 12 Months v

Week and As Needed v

Every M 12 Months v

| Week and As Needed v

Every M 12 Months v

Month and As Needed v

Every v 12 Months v

| Week and As Needed v

Every v 3-12 Months v

Week and As Needed v

Every M 3-12 Months v

Week and As Needed v

Every v 3-12 Months v

| Week and As Needed v

Every v 6-12 Months v

Day and As Needed v

Every M 3-12 Months v

Week and As Needed v

Every M - 12 Months v

| Week and As Needed v

Every v 3-12 Months v

Week and As Needed v

<
¥l other Every v 12 Months v

Testing | Week and As Needed v]

= Other Every M 12 Months v

| | | Week and As Needed v

¥ Collateral

¥ caze Momt

) Indiv Rehab

a Group Rehah

) Indiv Therapy

7] Group Therapy

a Family Therapy

O Mui Family Grp Therapy

) Medication Mamt

[ coliateral Family Grp

1S

[ Katie A. (1CC)

[ Katie A. (HBES)

a Day Rehab

[ ¢risis Residential

) Adult Residential

[ Crisis Stabilization

SPECIFIC SERVICES FOR EACH MODALITY l

MODALITY Deetailed Intervention(s){For Case Management indicate as relevant: linkage te and monitoring of
community support services for i.e. homeless, jobl . dical illness, or substance
abuse) will result in client achieving their Mental Health Objectives # and # listed above)

Collateral

Group Therapy

Case Mgmt

Testing
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Discharge Plan, Authorizing, and Client Participation

Finish by entering the Discharge Plan, Additional Comments, Authorizations, and
Participation sections.

DISCHARGE PLAN

DISCHARGE FLAN (Readiness/Time Frame/Expected Refarals, Efo.)

ADDITIONAL COMMENTS

Additional Comments (Chent, Provider, Family, ete.)

If authorization is needed before
printing for client signature, add
authorizers here. Plan will be
sent to them to authorize

AUTHORIZATION SIGNATURES

This plan is to be forwarded to the following ferauthorization:

) Psychiatric NP/PA | Select Clinician v
O Psychiatrist | Select Clinician v | [ clientis being treated by a non-BHCS psychiatrist.
) Program Supervisor | Select Clinician v
) other | Select Clinician v

This plan also sent to:

INDIVIDUAL/FAMILY PARTICIPATION

Check the box for the correct type of
participation. Type and date of Participation
and progress note date are required before

Finalizing.

7] Plan was discussed in primary language

7] IndividualiFamily was offered.a

¥ Ingividuall

) | Provider attests that Individual signed plan.

() |Provider attests that legal representative (Parent, Legal Guardian, Cgnservator, etc.) signed
or verbally accepted this Plan on this date due to Individual inabilityfo sign.

] Individual/Family verbally accepts this plan but not able to sign

%

this date {explain below).

) | Individual/Family declines to sign (explain below).
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After completing the plan, “Submit for Authorization”. (At this point you could bring up
the plan and “Print for Signature”. This procedure is described later after authorizations
are described.)

I Notes between author and authorizer

Authorization/Reject Notes:

Save as Draft if Submit for Authorization Finalize when authorized
not finished before printing and complete

Spell Check ave as Draft Submit for Authorization Finalize

When the Plan is “Saved” or “Submitted”, it will appear on the Home page of the author
and the authorizers. Notice the yellow dot near Authorizing, this means it has been
submitted but not authorized by one the selected Authorizers.

wPending Client Plans

— Plan# Type Client # Client name Provider Date Rev Author Status Role Supercedes # ?
4690 ALE_Client_Plan_MHS 75087772 TEST, CINDYTWO T 89999CG - CLINICIAN GA... 3/1/2018 1 Authorizing O Author [»]
View:| 10 v (=< First ][ < Prev (Next = | Last ==

The role column displays if you are the author or one of the authorizers.

wPending Client Plans

— Plan#  Type Client # Client name Provider Date Rev  Author Status Role Supercedes#
4690 ALE_Client_Plan_MHS 75087772 TEST CINDYTWOT 9999CG - CLINICIAN GA .. 312018 1 Authorizing Iphacosign [»]
view[10 ] (<=First)(=Prev) (1] (Next=)(Last=>)

Obtain Authorizations. After “Submit for Authorization”, the plan appears on the
Pending Client Plans list on the authorizer’s Home page. The authorizer should click the
plan ID # or its blue button to open the plan for approval.

***|f the author of the plan doesn’t need any approvers, they may Finalize the plan after the client or
representative signature date has been added to the Participation section.

Click the Plan # to view the plan

— for authorization
wPending Client Plans
— Plan# Type Client # Client name Provider Date Rev Author Status Role Supercedes # 7
ALE_Client_Plan_MHS 75087772 TEST, CINDYTWOT  9999CG - CLINICIAN GA..  31/2018 1 Authorizing Iphacosign (/]
view[10 ] (==First)(<Prev) (1) (mext=)(Last=>)
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The authorizer brings up the plan to review it. Using the Action Button they either
Authorize, Reject, or possibly Finalize the Plan. (Only Finalize if all authorizers have
approved the plan, and you are the last one.)

After reading the plan the authorizer
can leave a note and either Authorize
or Reject the plan

= Action User Name Date e

Submit 2TI2018 1:48:41 PM pript for Signature

Edit
Print

Authorize

Reject

Finalize

Delete

Action

The Green dot tells me my plan was authorized. All it needs is the individual or family signature.

~Pending Client Plans

— Plan#  Type Client # Client name Provider Date Rev  Author Status Role Supercedes # T
4890 ALE_Client_Plan_MHS 75087772 TEST, CINDYTWO T 0939CG - CLINICIAN GA... 3/1/2018 1 Authorizing @  Author 0
View]10 v (== First |[ < Prev) [Next = |[Last ==

***|f the author of the plan doesn’t need any approvers, they may Finalize the plan after the client or
representative signature date has been added to the Participation section.

Authorizers and their signature dates are shown in the Authorization Signature section near the end of
the plan. After Authorization then bring up the plan and “Print for Signature” of the client or
representative. (After “Submit”, the “Pending” banner disappears and you can print it for the
signature without “Pending” splashed across it.)

AUTHORIZATION SIGNATURES
This plan is to be forwarded to the following for authorization:

N/A

| Licensed LPHA Co-Sign- 37018 |

INDIVIDUAL/FAMILY PARTICIPATION

By signing, | agree that | have: 1) participated in the development of, and agreed to, this Plan; and 2) have been
offered a copy of this Plan.

Individual Date

and/or Family/Representative Date

- Action User Name Date Note
Submit 32712018 1:48:41 PM
Authorize 372712018 2:16:15 PM
Authorization/Reject Notes: g
Edit
Print
Reject
Finalize