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The purpose of this guide is to give you a brief introduction to the SmartCare system and give you

the tools needed to take and pass the SmartCare Training Exercises.
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Searching For a Client
To learn how to search for a client in SmartCare, watch the How to Search For a Client video located
on the Intranet under Reference Material -> IS Information -> Streamline Smartcare -> Video Training

or by clicking here.

Finding Client Information Using the Client Information Screen
This screen houses general information like addresses and phone numbers, demographic

information, as well as contacts for the selected client.
If you need to access this screen, you can do so by:

- If you are on the client QuickLink: Clicking the Client Information QuickLink on the left side

of the screen. Note: You must have a client open to access the Client QuickLinks. These QuickLinks
display without a client selected. If you attempt to select one without a client selected, you will be

prompted to select a client in the client search.

Azzessments
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[ smariLinks
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R

Cutcome Tools > Client Flags
Program Forms Client Information

Semvices Client Inquiries
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General Tab

The General tab of the Client Information screen displays general information about the client. This

information includes their client ID, primary clinician and physician, Medicaid ID (if they are on

Medicaid), phone numbers, and addresses.

Client Information

Client Episodes Demographics Contacts Release of Infermation Log Hospitalization Aliases Timeliness Family

Custom Fields

General Information

Type of Client € Individual 1 Organization

Client ID 1 SSN 6789 Primary Clinician ~ | Primary Physician | Sanley, Jennifer W

Prefix W First Name | Tony Middle Mame T Last Name AAATestcass Suffix

E-Mail nonel@none.com Madicaid ID 1234567899 ﬂ Active  Professional Suffix

Medicare Beneficiary ID

Patiznt Portal 1D

Phone Numbers Addresses Comment

onc @ DNLM @ Home E 812 E Jolly Rd, Ste 210 List any special needs or
Lansing,MI 48910-6821 considerations important to
Home [¥] (517) 344-3232 O ] note about the client
Bus inessE B | Pleaze, do not change
. o o client nams.

2Eru5|:1ess M m Billing test client

History
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Contacts Tab

The Contacts tab gives you information about people that have been identified as contacts for this

client.

Client Information

General  Client Episodes  Demographics ~ Contacts  Release of Information Log  Hospitalization  Aliases  Timeliness  Family
Custom Fields
Contact Information
Relation W Add to Frequent Contacts
Prefix - First Hame Last Name Suffix b
Date of Birth - Age Sex w 5N
List A= E-Mail Aszign Treatment Team Role
Credentials b Department Professional Suffix
Organization Mailing Name
|"] Financially Responsible || Emergency Contact || Guardian Asscciated Cliert 10 >< Q Active
[| Household Member [] carsTeam Member || Healthcare Decision Maker
Patient Portal ID Reset
Phone Numbers Addresses Comments
[ serms As Client Prones [ same As Clisnt Address
Buziness E Home
Business 2 E
Fax E
Home [=] [ Mailing
List of Contacts Show Only Active Contacts (ot Fisk
= = = Financially Household Care Team = Healthcare
Contact Relation Phone Organization Guardian Emergency Responsible Member FAabis Active A Decision Maker
}( ! Cane, Candy Mother (517} bb-1234 Mo Yes Yes Yes No Yes Mo =
w0 g";: SLAPY: giner (313) 855-2871 Mo Mo Na Mo Na Yes Mo
% () Roth, Harold T YSIEEN - No Ho Mo Mo Na Yes Mo
Primary T

At the bottom of the screen, you will see a section called List of Contacts. This is where all contacts

for this client reside. By default, this list only shows active contacts. To view all contacts, including

past and no longer relevant ones, uncheck the Show Only Active Contacts checkbox.

If the information in a field is cut off and shows ellipses (...), you can hover over that field with your

mouse to see the full text.
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'List of Contacts . [#| Show Only Active Contacts

| |~::unta-:t

Relation | Phone | Organ

Clarkbar, ... Mother  (517)555.. ElAzte

ZercBar, ... P (517)555.... Jimmmy

BarMone, ... Othe—

X X X ¥

Juicyfruit... Other

To see the full set of information for that contact, click the radio button to the left of the contact name.

List “f B cts -\'.\ IQI o Only Active Contacts Export List - -
| | Contact | Orgamzat'lm‘{ Guardian | Emergesncy | HTIETEIE“YR-ESLDI‘E‘IHE' Household Member | Care Team I'~4£.'11r|ber|

>< i) Clarkbar, ... Mother (517)555.. Eazteco No Yes No MNo Mo Yes

)( * oBar, ... Physic.. (517)555.. Jimmylo.. No o N No Mo Yes

}( & rione, ...  Other (517) 555... Coscarellis Mo No N MNo Mo Yes

¥ ) Juicyfruit.. Other  (517)555.. LlitdeCae.. Mo Mo No Mo Mo Yes |-

This will cause the contact to open in the sections above.

Contact Information

Relation i'-Flr_Lrsiui&n— Pr T|

Prefix [ v First Name | Willie | LlastMame | ZeroBar | suffix | v
Date of Birth | | B Age sex v] ssno ||

. e | o | o | Professional | |
List As |ZeroBar, Willie | E-Mail {email@email.com | i | |
Organization -J“I-I:I'.-HWJGhPG Mailing Name .
("] Financially Respensible || Emergency Contact [ Guardian g iatad Clisnt 10 ' '>< 'D\ ¥ Active

|| Household Member [l care Team Member

ﬁ“ﬂm m nll‘m l“u MESEE \-'\ " E Il. mments \'\.

Other [*] (517} 555-1148 : Other [+] 806 Arbys Drive

== 2 | Lansing, MI 48910

Business 2 =] '

Fax E|

Home =~ ' [IMailing ) A

- ' Detaiks. . History

Other Basic Functions
To learn about other basic functions, please read the Basic functions user manual available on the
Intranet under Reference Material -> IS Information -> Streamline Smartcare -> User Manuals or by

clicking here.
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For the purposes of this training exercise, you will need to read the section titled “Entering into a
Grid” and “Unsaved Changes.” The rest of the user manual covers other important basics about the

SmartCare system and it is highly recommended that you read the manual in its entirety.

Viewing Previously Created Documents
Clicking on the Documents QuickLink under the client QuickLink will display a list of all previously
created documents for that client. These documents may be authored by many different staff

members, but always pertain to the client you have open.
a i

BH-TEDS

Cllv.-.-nt Dashboard

Client Information

Cunta{:t Motes

SmartLinks

Documents

Dut{:r:nmﬂ Tools

F'mgram Forms

..:EI"I."I{.EE

Treaum—.-nt Plans

Depending on the client, there could be hundreds of documents available. When that is the case,

using the filtering options at the top of the screen will simplify your task of finding a document.

[ All Authors .. v | [AnDocuments [v] [Signed, Compieted v | [Due in X days v | [ Dther v ‘

For example, if you wanted to only view documents that were In Progress, you can click on the
dropdown that displays the document status (“Signed, Completed” in the screenshot) and select In
Progress. Then you click the Apply Filter button to filter the document list.
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| All Authors .. v | | Al Documents [ ] [Signed. Compietea v | [Duein X days v|[otmer v |gEE
Oyl O #] L= =
All Statuses | 2 = -
Document | Effective WV | Status To do o To Co-Sign | Cligr Shared
In Progress &
Transfer/Referral Doc ument 04/30/2015 Signed Signed ) 3 Yes =
Client Info - Legal Documents(Ot...  04/30/2015 Comiplated .?gfgpo_béfn |, migration Yes
Assessment - Outcomes 04/30/2015 Completed _Il‘\_loté&gned Completed |, migration Yes
o Sign

To filter for only one type of document, you can click the dropdown that displays the document type

(“All Documents” in the screenshot), make your selection and click the Apply Filter button.

[ &1 Authors... v | | Al Documents [] [Signed, Completed ¥ | [Due in X days

: All Documents 1
Document ll General Documents | | Dus Date | Author To Co-Sian
Transfer/Referral Document | Peri Authorization Document Somenvill, Debra

migration, migration

Client Info - Legal Documents(CO1 Tree  Discharge Summary Yl

Assessment - Qutcomes 0 DSMS5 Diagnosis migration, migration Yes

Once you find the document you are looking for, click on the document title to bring the document

up for viewing.
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Documents (98) Create Document. . v

All Authora... v All Dacuments v Signed,

mplsisd ¥ DueinXeays ~ | Other Rall ooy Fitte:

Lesrivear [ |Include errored documents From 01/11/2023 [+ To 01/11/2024 [~

|Inciude Extemal Documents

Document/Description Group Name Effective ¥ Status Ver. Due Date Author To Co-Sign Others to Sign Shared Associated Documents Attachm

Psychiatric Servics Note { E&M,New Foc/StrCtOr ) 01/04/2024 To Do 1 Chapman, Rebecca Yes
PEsychiatric Service Note { E&M New Foc/StrCtOr ) 01/03/2024 Signed 5 Chapman, Rebecca Yes Add
Continuity of Care. 1212072023 Completed 1 MeCracken, Dean e Add
Continuity of Care 1212072023 Completed 1 MeCracken, Dean Yes Add
Disgnoss Document 12182023 Signed 1 MeCracken, Dean Yes Aed
General Service Note (RN Seniices 1243/2023  Signed 1 Chapman, Rebecca Yes Add
Crisls Services Cansent 12/42/2023  Signed 1 Trendel, Charlotte ves Agd
Mursing Note { *NursingMote/PhysOrders | 12/11/2023 Signed 1 Chapman, Rebecca Yes Add
General Service Note { C: pCo120.6+cl .. 12/08/2023 To Do i Tygre, Patti Yes Add
Advsrse Benefit Datermination Notics 12/05/2023 In Progress i Magen, Elise Yes Add
Asssssment 12/02/2023 In Progress 1 Szarka, Erin Yes Add
Mursing Note { “Nursingote/PhysGrders | 112772023 Signed 1 Chapman, Rebscca Yes Add
BH TEDS Admission Only with no sdditio. 11/27/2023 InProgress 1 Wissley, Katslynn Yes Add
Es Service Note ( E&M New Foc/StrCtor ) 11/15/2023 signed Szarks, Erin ey Add
BH TEDS Admission [/ Only with no additio. 11/12/2023 Completed 1 Wissley, Katelynn Yes Add
EH TEDS Update/Discharge. 11/11/2023  Completed 1 Wiseiey, Katetynn Yes Add
EHTEDS Undate/Discharze. 11/20/2023  Completed e Wiseley, Kateiynn Yes Add
EH TEDS Admission (Tnitial] 11/09/2023 Completed 1 Wiseley, Katelynn Yes Add
Crisis Services Inpatient Pre-Screen Note { Screen. 10/25/2023 In Progress 1 McCastin, Christian fes Add
Diagnosis Dogument 10/25/2023 Signed 1 McCastin, Christian Yes Add
Individua! Therapy Service Note { PsychThpy.Ind) 10/23/2023 Signed 1 Chapman, Rebecca Yes Add
Individual Theraoy Service Mote [ PsychThpy.Ind ) 107232023 Signed i Chapman, Rebscca Yes Add
Trestment Plan [nitial, Annu 10/23/2023 Signed 1 Szarka, Erin Yes Add
J%eatment Plan Annual itial lﬁ’ H i
Effective | 10232023 Status  Signed Author  Szarke, Erin 101012023 [« X+]
Document

PdfBytesHandler.axd

Treatment Plan Annual / Initial

Client Name:  Tony AAATestcase
Client ID: 1

Date: 10/23/2023

L Community

MENTAL HEALTH
CLINTON * EATON * INGHAM

General
Plan Type: Treatment Plan
Plan/Meeting Date: 10/23/2023
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Viewing Program Enrollments

Program enrollments are located on the client QuickLink under the Client Information QuickLink.

Clicking on the QuickLink will open a list of current and past program enrollments for that client.

Aszessments

I

BH-TEDS

b

[ smartLinks
Client Dashboard

Client Information >
Client Plans And Time Spans

Program Enrollments b

For more information on entering program enrollments, please view the user manual entitled
“Episodes and Enrollments” located on the Intranet under Reference Materials -> IS Information ->

Streamline Smartcare -> User Manuals, or by clicking here.
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Entering Services

To learn about entering services, look at the following training items.
Service Providers (clinicians, etc)

1) Watch the video titled “How to Enter a Service” located on the Intranet under Reference
Materials -> IS Information -> Streamline Smartcare -> Video Training or by clicking here.

2) Read the user manual titled “Service Entry for Clinicians” located on the Intranet under
Reference Materials -> IS Information -> Streamline Smartcare -> User Manuals or by clicking

here.
Clerical Staff

1) Read the user manual titled “Service Entry for Clerical Staff” located on the Intranet under
Reference Materials -> IS Information -> Streamline Smartcare -> User Manuals or by clicking

here.

Additional Resources
There are a lot of additional resources available to you once you start using SmartCare during your
day to day operations. These resources are designed to help you through many of the areas of
SmartCare in a step by step fashion.

User Manuals — User manuals are available on the Intranet under Reference Materials -> IS

Information -> Streamline Smartcare -> User Manuals or by clicking here.

Video Training — Video trainings are available on the Intranet under Reference Materials -> IS

Information -> Streamline Smartcare -> Video Training or by clicking here.

Supporting Documents — Supporting documents are available on the Intranet under Reference

Materials -> IS Information -> Streamline Smartcare -> Supporting Documents or by clicking here.

Train System — A practice system is available to allow you to work on your SmartCare skills without

the worry of affecting live data. You can access the train system by navigating to https://smartcare-

cei-train.ceicmhb/smartcare/ or by clicking here.
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Support Plan
When you start working with SmartCare you will most likely encounter questions. If you do, follow

the steps below to get the answers you need.

1) Look on the Intranet under Reference Materials -> IS Information -> Streamline Smartcare to
see if there is a user manual or video training that covers your question.

2) Talk to your colleagues. It’s likely that they have already had the same question and know the
answer.

3) If your colleagues can’t answer your question, you can contact the Business Analysts at

isba@ceicmh.org.
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