422

Community

MENTAL HEALTH
CLINTON - * INGHAM

Service Entry for Clinicians

User Guide

Issued August 1, 2015



http://www.ceicmh.org/

This manual will explain how Clinicians can search for and create services and notes. Please see the
User Guides on the intranet for more information on related topics: Reference Material > IS

Information > Streamline SmartCare > User Manuals.
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In SmartCare, there are several Service-related screens. The Services/ Notes screen was designed for
Clinicians to enter their services. Clinicians can also use the My Services Banner to view a list of their
services. The Banner titled ‘Services’ is used by Clerical Staff and should only be used by Clinicians
when making certain error corrections. (See the guide ‘Correcting Services and Service Notes” for

more information.)

Services can be entered into SmartCare after the service occurred, or they can be scheduled in

advance and updated afterwards.

Entering a Service

How to Open the Service/Notes Screen

There are a few different ways to start creating a service.

1. Open a client and click on the Services/Notes Banner from the Client Tab:

F

Clier

Client Information (Admin)

Sewicemmutes«gﬁ__ Gerne
Assessments “Ii > Al
ias
Treatment Flans 3
Dacuments
Gener
Medical
Client Employment Client
[} Jail Diversion Prafix
Client Allergies
d E-Mail
Client Authorizations
Client Calendar

it Tl

This will bring up the Services/Notes List Page. (Services/Notes List Page information will be

covered in a separate section.) Click on the New icon in the upper right corner of the screen to

start a new Services/Notes screen for the client selected:

Create Service/Notes + NeNE)
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2. Or, you can also use the Create Service/Notes menu dropdown at the top of the screen.

Clicking on the dropdown will display your list of clients. You can click <Current Client> if
you already have the client open, or you can select the client from the list.

Create Servicef Notes
< Current Client >
AdATestcasel, Tammy
client, naw

testy, test
Zagnut, Kat

Once a Service/Note has been created, there are multiple ways of pulling up the screen. Those will be

covered in the section: Searching for a Service/Note.

Completing the Service Tab

© Streamline
Healthcare Solutions

I Community Mental Health of Clinton | Clinician
Eaton and Ingham Counties Test

Quick Action Open this Client

EYCi Hoath, Heather (355) X

= P
- @O0 : 4 b 4
Client Infarmation (Admin) Service Note dv 8@ .
Services/Notes S -
T (Goto | -
Assessments 3 u‘i- “J .
Treatment Plans . Lo [sttus New | [Effective 080222015 | = [(Author Test, Clinician QB Viore Deti
o - L J
ocumen * | Service H Billing Diagnosis |
Medical >
Client Emplayment Pervicn ™, (2] ' 3 l
pra— —
Jail Diversion Status Show @ 7 Start Date 08022015 | B
Client Allergies
Program 7
Client Authorizations 4 @ @
Client Calendar Procedure @ Start Duration
Client Flags Location v
Client Inquiries Clinician Test, Clinician Attending v | Referring v |
Client Messages Comment
Client Plans And Time
Spans
Client Spend Down Cancel Reason Y
b 4
T T

u Client Viewing Custom Fields !_\1 5 [—]1 5

Consumer Satisfaction 7 A DD Consumer Input L () Werbal ) Limited Verbal ) Non-verbal () None
Unsaved Changes Consumer Satisfaction Comment

Prescription Number !

Alternate Service Location v

(Required for Madicare)

1. The header (‘Service Note” in the snapshot) changes based on the information entered in the
Service. When the Procedure is selected, the header will change to display the Note Type (if a

note is required for the Procedure Code) or the name of the Procedure (if there is no note.)
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The Document Header, which displays just below the header, is the same for all notes and
documents. See the Basic Functions User Guide for more information regarding the

Documents Header.)

2. Status (Required): The Status will default to Show, indicating that the service took place. These
are other Status options:

o Scheduled: Select this Status to schedule a service in advance. The Start Date must be in
the future.

o Cancel: If the appointment was Canceled, select this Status and select a Cancel Reason.

o No Show: Select this Status if the client did not show up for the appointment.

o Completed: The Status will automatically change to Completed once the service has
been processed.

o Error: The Status of Error may be required to edit a service that has been Completed.
See the document on Correcting Services and Service Notes for more information. This

Status should be used with caution

3. Start Date (Required): Enter or select the Date of the Service.
Note: If only one service can be reported, even if it spans multiple days (such as H0001), enter the
service only for the date that you complete the documentation and sign the note. Notify
reimbursementanalysts@ceicmh.org if the combined duration overlaps with another service so that they

can override the error.

4. Program (Required): Select the Program for the Service. Only the Programs available to you

will display in the dropdown. This must be selected before Procedure or Location.

5. Procedure (Required): Select the Procedure. Only the Procedures associated with the Program
selected will display; the options will change if the Program is changed. Also, the Clinician
must have the appropriate credentials for the Procedure in order for the Procedure to show.

The dropdown displays the Procedure Name.

Procedures preceded by an * are internal codes that are not reportable to DHHS. Most of the

asterisk codes are not billable, either.
6. Start (Required): The Start Time of the service.

7. Unit Type. The Unit Type will display in the box once the Procedure is selected. Following are
the Unit Types.
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o Minutes: Time-based services are usually entered in Minutes (e.g. a service lasting one
hour 15 minutes should be entered as 75.)

o Day: Day units must be entered as ‘1’ —they cannot be entered for a range of days. See
the guide for the Direct Service Entry Tool for information on mass service entry in
SmartCare.

o Items

o mg

o Miles

8. Duration (Required): Enter the Duration appropriate for the Unity Type displayed.

9. Location (Required): Select the Location in which the Service took place. Only the Locations

associated with the Program selected will display.

10. Clinician (Required): This defaults to the Author of the document and cannot be changed.
(Except in cases of Proxy users which is covered in their training.)

11. Attending (Sometimes Required): If Attending is appropriate for the service, select the
Attending Staff from the dropdown.

12. Referring (Sometimes Required): If Referring is appropriate for the service, select the Referring

Physician from the dropdown.

13. Comment (Optional): Non-clinical comments can be added if desired. Any comments of a

clinical nature should be entered on the Note tab.

14. Cancel Reason (Sometimes Required): If the Status is Cancel, a Cancel Reason must be

selected.
15. If the Status is Show, Consumer Satisfaction must be selected in order to Save the service.
16. For DD clients, select the method of input.
17. Enter a Consumer Satisfaction Comment, if appropriate.

18. Enter a Prescription Number, if appropriate.
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19. Select the Alternate Service Location if Location is other than Office and client is on Medicare.

(System will provide a pop-up on Save when this is required.)

20. Saving is not required at this step, but it's a good idea to Save between tabs or after you've

entered a lot of information.

Completing the Note Tab

Not all Procedures have Notes associated with them. If there is no note associated to the Procedure
selected, then no Note tab will display and a note cannot be entered. If there is no note associated,
then the Sign button will be grayed out. Service Entry is complete when the Service is saved with any
status other than Scheduled.

If a Note is associated, then a note is required and must be signed. The format of the note is also

dependent upon the Procedure Code selected.

There are several different types of Notes with various formats. The Miscellaneous Note is simply a

text box for free form text:

Miscellaneous LEARSHIm] sove | x
U = DS
IR (Status New | [Effective 08022015 | = [‘Author  Test, Clinician v

|.. Service ” Note || Billing Diagnosis || Warnings |

(T T,
Narrative

The General Service Note pulls in Goals and Objectives from the last signed Treatment Plan.
Clinicians can identify if which Goals and Objectives, if any, were addressed during. This note

contains two tabs:
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General Service Note % 8 O 4

17 (GoTo_| M .
R (status New | [[Effective 08022015 | = [Author Test, Clinician v

| Sarvice || Note || Billing Dizgnosis || Warnings |

| Goal(s)/Objective(s) || Note |

Treatment Plan Objectives Addressed by This Service
[l Not addressed during this visit

[ Goal 1: Wewant her to play nicely and safely with her little brother and leam to control her anger. -

("] Goal 2: Youth and mother will attend CMH Summer Camp to work on appropriate social skills and confidence.

Progress Towards Goals/Objectives

r

General Service Note EAhElIm] sove | *®

*1° = M
B . (status New | [Effective 08022015 | = [Author Test, Clinician v

| Sarvice || Maota || Billing Diagnosis || Warnings |

| Goal(s)/Objctive(s) | Note |

Today's Presenting Issues
[[J Check if None Indicated

Follow-up/Plan

Additionally, there are several other note formats specific to certain types of procedures, such as the
Case Management Note and the Individual Therapy Note. Some notes can have multiple tabs and
sections. Some of these notes, like the General Progress Note, pull in Goals and Objectives from the

signed Treatment Plan.
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Completing the Billing Diagnosis Tab

A service must have at least one Billing Diagnosis on the Service in order to complete the billing
process and get reported to DHHS. If there is a signed Diagnosis Document, the active diagnoses

should pull into the service.

If no diagnosis is listed on the Billing Diagnosis tab, click the Refresh Diagnosis link:

r

General Service Note

U (GoTo | M .
L Status  InProgress | [ Effective 0810212015 | [:Author Test, Clinician v
. Service Note Billing Diagnosis ” Warmnings |

Billing Diagnosis

o I

Re-Order Dizgnosis  Refresh Digg@sis

o

If the diagnoses appear after Refresh and are appropriate for the service, then Save the service. If any
changes need to be made to the diagnoses used for billing, click on the ICD10 button* and make any
necessary changes. Diagnoses must have an associated order to be included in billing and

reporting.**

If no diagnosis appears after Refresh, click on the ICD10 button* and select the appropriate Diagnoses

and assign their orders for billing.**

If the service does not have at least one diagnosis with an order, the service will error out during

processing.

General Service Note
080022015 - Individual Th. . (GoTo | &M S
Oty (status New | [Effective 080212015 | = [Author Test, Clinician v
Sarvice Billing Diagnaosis |

PSS
Billing Diagnosis

1 v | F43.22 - Adjustment disorder with anxisty

2 v | Z03.89 - Encounter for observation for other suspectad diseases and conditions ruled out

l

Re-Order Dizgnosis  Refresh Disanosis
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*If Axis I & II and III buttons appear instead of ICD10, the client has an ICD9 diagnosis in the
Diagnosis Document that could not be converted to ICD10. That diagnosis needs to be corrected.

** Any changes to diagnosis on this screen affects only this individual service; it does not change the

Diagnosis Document or any other services.

The Warnings Tab

Check the Warnings tab for any potential problems. Any errors noted should be corrected before

signing the service or the service might error out during processing.

Lo B 061042015 - Genersl Senvi. (GoTo | B son |
B L0l (status | InProgress | [ Effective 060412015 | - [[Author  Clinician, Ms v

|.. Sanvice || Note || Billing Diagnasis ” Warnings |

Error Type | Error Massage | Next Step
4406 Reguired authorization missing for General Fund- -
Sign the Note

If there is no Note button, the service will not be signed; the Sign button will not be enabled.

If there is a note and you need to add a co-signer, click on the More Detail button and select the name

from the Signer dropdown.

General Service Note

08022015 - Individual Th_ Q (GoTo |

Ot (status New | [Effective 08022015 | - [ Author Test Clinician

| PRI | T

(GoTo | 2 sig
*[:Author Test, Clinician '|

Signer

Test, Supervisor

yId
Add Signer(s)... &
Cther Signeris)... i
Heath, Heather
| Admin, System
Gilbert, Andrea
| Manley, Jason
IMoaon, Jason
—| Test, Clinician
User, Access
Yanswoll, Katherine
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(Goto_| o]
[:Author Test, Clinician '|
Signer

Add Signer(s).. v| | xTest Supenvisor -«

You may want to run Spell Check and fix any typos that are uncovered.

I
(%90 ETR|§X

&

Click Save.

Look over the service and note to make sure that they are accurate and complete. If so, click the Sign
button and enter your password. If you identified a co-signer, it will automatically appear on that

person’s Documents widget To Co-Sign.

Validation

Some validation takes place at Sign. If any fields are missing, they will be listed in a pop-up and you
will not be able to sign until they are addressed. Please note that some issues will pass the service
validation but will cause the Procedure to error out during processing. The service will appear in the

Widget ‘Services Needing Attention’ if additional errors are present.

Editing a Service

Often, corrections can be made to a service, even after it has been signed. See the User Guide Editing

Services and Service Notes for more information.

Add-On Codes

If Add-On Codes are appropriate for a Procedure, an Add-On Code tab will appear in the service
once the Procedure has been selected:
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PreScreen, Test (952530) X

naamm | Miscellaneous
S| (09192015 - PsychianicE... | G L) [GoTo | &M EEE
> e (Seans= New | [Effective 03202015 | |-[Author  VanZwoll Katherine v
L
. | Semice | Note | Billing Diagnosis | Add-OnCodes | Warnings |
N
. Service
ons
Status Show v Start Date |0%/202015 | EE
Program | 86108 Speech v |
Procedure | SpeechiLanguage Th ¥ | Start 5:00 AM Duration |30 Minutes
— Location Office 11 v
Time Spans
wn Clinician  VanZwoll, Katherine Attending T| Referring "|
Comment
juests
“orms - Cancel Reason r

In the Add-On Code tab, Add-On Codes appropriate for the Procedure selected will appear in the
‘Select Add-On Codes’” dropdown.

Select the appropriate code and click the Add button:

PreScreen, Test (952530) X

s o) Miscellaneous
S| (09132015 . PeychiamcE... (Y [GoTe [v]
¥ w llStatus New >1 IiEﬂectin 09202015 |  «| Author VanZwoll, Katherine v More Detall
> Senice Note || Billing Diagnosis | Add-On Codes | Wamnings

ons Add-On Codes
Select Add-On Codes v .
|
| Add-On Codes Other SLP current status 20-35 N0 | ]
- Other SLP current status 40.5¢
Time Spans Other SLP current status 60-79
wn Other SLP current status 80-99
Other SLP current status 100
Other SLP goal status 0
Other SLP goal status 1-19
lesth Other SLP goal status 20-39
‘orms » Other SLP goal status 40-59
Other SLP goal status 60 79
572 Other SLP goal status £0.98
 Other SLP goal status 100 J

You can add more codes if needed by selecting another code and clicking the Add button.
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PreScreen, Test (952530) X

Taaminy | Miscellaneous
LB (091192015 - PsychiaticE.. o [GoTo | M
> L | | | [ status New | [Effective 09202015 | |~ Author VanZwoll, Katherine M More Detai
[
. | Service || Note || Eilling Diagnosis || Add-On Codes || Warnings
T
ons Add-On Codes
Select Add-On Codes Other SLP goal status 20-38 v
Other SLP current status 0
Other SLP current status 1-19
| Add-On Codes Other SLP current status 20-38
Other SLP current status 40-58
Time Spans X Other SLP curment st oyt <1 p current status 60-75
wn Other SLP current status 280-99
Other SLP current status 100
Other SLP goal status 0
is Other SLP goal status 1-15
ues goal status 20-39
orms » Other SLP goal status 40-59
. Other SLP geal status 60 79
i Other SLP goal status 80-25
Other SLP geal status 100

To view the Add-On codes after the note has been signed, click on the Services banner under the
Client Tab and click on the Add-On Code tab.

b PreScreen, Test (952530) X
T Service Detail
Assessments >
Treatment Plans W | service petail | illing Diagnosis | Add-0nCodes | Authorization(s) |
Documents >
- T
Medical *H| Add-On Codes
Client Allergies
- f— Select Add-On Codes |
Clignt Authorizations
Client Calendar
Client Flags | Add-On Codes
Clignt Inquiries X Other SLP current status 1-19

Client Messages

Client Plans And Time Spans
Client Spend Down

Contact Notes

X Other SLP goal status 20-39

Disclosures/Reguests
Other Program Forms »

Program Enrcliments
Services %%

Once the service has been completed by Reimbursement, the Add-On codes will show in the

Services/Notes or Services List pages:

, Services/Notes (7)

All Clinicians v || All Statuses v || All Procedures v || Other Ml Apply Filter
Show Services and Care Mgmt Claims v || Past 12 Months v | From 09/21/2014 | E@* To E* | All Programs \
Auth DoS v | Status | Document Procedure Clinician | Program | Comment | |
09/21/2015 080 Complete Other SLP goal 20-3X 30.00... VanZwoll, Kather.. 86108 Spasch =

09212015090  Complete Other SLP current 1X 30.00 .. VanZwoll, Kather.. 86108 Spesch
0921/201508:0° Complete Miscellaneaus Speechf/LangThpy,Ind 30.0..  VanZwoll, Kather. . 86108 Spasch
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Other Methods of Service Entry

Clinicians may find other methods of entering services useful in some cases:

My Calendar

Services can also be created through My Calendar. See the Calendar Guide for more information.

(® Streamline Healthcare Solutions | Community Mental Health of Clinto

Almondjoy, Sean (350) X | Utilization Management

Y

Dashboard Dashboard
Authorization Info - EHR Widgets
2nd Gpinions Katherine VanZwoll
837 Import

' Appointments §§

AR by Plan Client Name/ Descripti

Batch Signature

Calendars » Appaintment Search
Care Man nt * My Calendar &
Ll S ] fiadl -”

Groups

Group services for which a note is required can also be created through Groups. See the Group Notes

User Guide for more information.

Heath, Heat

N
Dashboard
Authorization Info 3

2nd Opinians
Calendars

Groups

My Caseload 1?

Wy Documents
Wy Preferences
Wy Reports

Iy Senvices
Motifications

Spend Downs
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Services Widgets

After a service is created or scheduled, it may affect or appear on some of your Dashboard Widgets:

e Appointments for Today

e Caseload

e Documents

e Services Needing Attention

e Services for Today

Services Needing Attention is especially important. Services appearing in this Widget cannot be
billed or reported to DHHS until they are fixed. If they appear on your widget, then you are

responsible for following up on corrections.

See the Widget User Guide for more information.

Troubleshooting Service Entry
Some fields on the Service screen are dependent on selections made in other fields. The following
fields have some logic built into them. If the dropdown is blank or your item is not included in the
dropdown, make sure that the other values you have selected are correct. If you are certain that your

entries are correct and your selection is still not available, contact Helpdesk:

e Program
e Procedure (confirm that the Program selected is correct and you have the necessary credentials
to perform the service.)

e Location (confirm that the Program selected is correct.)
You will be unable to Save the service if some required fields are missing.
You can click on the Validate button to run the service validation prior to signing. Any issues that

would prevent you from signing will display in a pop-up.

1% EE ¥xX

Searching for an Existing Service/Note

There are two main methods for searching for an existing service.

From the Client Tab:
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If you have the client selected and want to locate an existing service for that client, click on the

Service/Notes Banner from Client Banners. This will bring up the Services/Notes List Page.

© Streamline Healthcare
Solutions

Client Information (Admin)
Services/Notes .-
Assessments IX v

Treatment Plans >
Documents >
Medical b
Client Allergies

The Services/Notes List Page contains a record of all services for the client. You can use the Filters at
the top of the list page to assist in your search. Setting criteria and then clicking on the Filter button

will modify the list of services based on the filter criteria. You can also sort on columns.

Services / Notes List Page

BT fantesicasex...(1) X

S
Gientmomaton amm W Services/Notes (56) ﬂ QA %
Services/Notes -~
Assessments + | [ Al Cinicians v | [All Statuses v | [All Pracedures v |[cther 2 ooy Fier |
Treatment Plans » Show Services and Care Mamt Claims v || Past 12 Months ¥ | From 07/11/2014 | E&* To [Ef> | Al Programs v
Documents >
Medical » | auth | DOS % | Status | Document ‘ Procedure | Clinician | Pragram ‘ Comment | ﬁ
Client Allergies 07/28/2015 100 l 3 !edu, PsychThpy,Grp 60.00 Minutes  Vanzwoll, Kather_. 67301 Case Mgt Team I a
Client Autharizations 07/21/2015 1, jedu._. 1 PSYCiThpy,GD 60.00 Minutes  Vanzwoll, Kather... 67301 Case Mgt Team II
Client Calendar 0714120151007 Schedu... hThDv,Grp 60.00 Minutes  VanZwall, Kather.. 67301 Case Mgt Team IT
Client Employment 07/07/2015080°  Complete  General Servical.. CaseConsult in Team 10.00 .. VanZwoll, Ksther.. 10000 BA
2::::: :::i:ies | 5 |/2/201508 D Complete  General Service... QOther Case Mgt Act 30.00 Mi_. Admin, System B7306 Children's Waive.__
Client Massages ot /0172015 12 D___ Schedu... PsychThpy,Grp 60.00 Minutes  Clinician, Ms 66108 Adult Crisis CCCC
Client Plans And Time 07/01/2015 100 Schedu... Miscellansous PsychThpy,Grp 60.00 Minutes  VanZwall, Kather.. 67301 Case Mgt Team II
Spans [ 07/01/2015100°  Show Miscellaneous PsychThpy,Grp 60.00 Minutes  VanZwoll, Kather.. 67301 Case Mgt Team II
Client Spend Down ] D6/30/2015 070" Shaw General Service... ActivityThpy,Non-rec 30.00 ... Admin, System 87306 Children's Waive...
Contact Notes 8 0822020151007  Show Miscellaneous PsychThpy,Grp 60.00 Minutes  VanZwoll, Kather.. 67301 Case Mat Team II
= 06/20/2015 100 Schedu. PsychThpy,Grp 60.00 Minutes  Clinician, Ms 36108 Intensive Outpat..
8 06/19201510.0° show  CaseManagement.. Case Management 60.00 Min_. Borgman, Cynthia  67206-Outreach Case M.
06M19/201510.0°  Schedu... PsychThpy,Grp 60.00 Minutes  Clinician, Ms 36108 Intensive Outpat..
Unsaved Changes 06/18/2015 10:0°  Schedu... PsychThpy,Grp 60.00 Minutes  Clinician, Ms 36108 Intensive Outpat..
Service Note (AAATes... D6/7/2015030 Schedu.. General Service... Injection, Abilify 30.00 mg Admin, System 60103 AMHS Assessme... a
0617720151007 Schedu... PsvchThov.Gro 60.00 Minutes  Clinician, Ms 36108 Intensive OUtDaL..

1. This is the Filter section. You can filter on any fields displayed. After making your selection,
click on the Apply Filter button. Any time your List Page is not showing what you expected,
check the Filters.

2. You can click on any Header to sort by that column. Clicking again will sort in reverse order.
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3. Click on a DOS (Date of Service) hyperlink to open that service. If the service was performed
by another Clinician, you will only be able to open the service if it is Shared or Signed.

4. Click on the Document hyperlink to open the note. If the note was created by another clinician,
you will only be able to view it if it is Shared or Signed.

5. A flag on the service indicates that there are issues that might prevent billing. These should be
corrected or they will appear in the Services Needing Attention Widget.

From the My Office Tab

My Services List Page

You can also view services from the My Services Banner, located on the My Office tab.

e

Dashboard
Autharization Info *

2nd Cpinions
Calendars >
Groups

Wy Caseload

Wy Documents

Wy Preferences
Wy Repaorts )

Iy Sewices%%

Matifications

The My Services List Page contains a record of all services for which you are the Clinician. Filters,

Sorts, and links work the same as described for the Service/Notes List Page.
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-
My Services (11)
All My Clients v | [ All Statuses v | [All Procedures v | [ Al Programs v
Custom Date v | Fom 07/01/2015 |EH@* To|08/02/2015 |EEw | All Services v | | Other v
Client ID | Auth | Client Name ‘ Dos v ‘ Procedurs ‘ Program ‘ Status | Group Name | Comment ‘ Cancelz ‘ Warnings ‘
355 Hesth, He... 08/02/201511:00... *Co-sessi... 87301 Lif... Show -
115 AsroMint,... 08/02/2015 08:00... ActivityT... 87301 Lif... Show
355 Na Heath, He... 08/02/2015 08:00... PsychThpy... 87301 Lif... Show Requirad aut..
153 Mo Hershey,... 08/01/2015 04:00... PsychThpy... 82601 Orc... Scheduled My Test Gro... Authorizatio...
355 Na Heath, He... 08/01/2015 04:00... PsychThpy... 82601 Orc... Scheduled My Test Gro... Autharizatio...
224 Mo Bubblicio... 08/01/2015 04:00... PsychThpy... 82601 Orc... Scheduled My Test Gro... Autharizatio...
48 No Boost, Li... 08/01/2015 04:00... PsychThpy... 82601 Orc... Scheduled My Test Gro... Authorizatio...
162 MNestles.... 08/01/2015 08:00... *Co-sessi... 82601 Orc... Show
224 Bubblicig... 08/01/2015 06:00... CLS 45 Mi... 62514 MLK... Complste
2490 Daim, Pat... 07/31/2015 03:00... Alc/Drug... 62514 MLK... Scheduled
115 AsroMint,... 07/31/2015 08:00... Alc/Drug... 26202 ES/... Mo Show
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