SanWITS Flow for Outpatient Providers

“Group List”

The Group Module is being required specifically for DMC ODS to ensure that
Group Counseling encounter notes are created and billed appropriately. Group
Counseling Encounters (H0005) for Outpatient Providers should only be created
using the SanWITS Group List.

1. Go to Group List from the Navigation Pane.

Home Page

» Agency

* Group List
Session List
Group Type
Residential Unit Dashboard
» Residential Unit Mgmt
» Client List

» System Administration

Reports

Support Ticket

2. To create a new Group Profile, click on “Add” hyperlink.

' et Beoct 1 10T Jx weeidy Coola, LL 200 am mnaenz
2 o KT 35 weekly Coold 1L 1000 AM 1naos
& shemonn Summer Mix Canup Emersan, Cynthis 100 P 1008
, Motreationsl 05 20 weekty Emerson, Cynthia 1100 AM ol ]
| 105808 o 003 Gros Stal, Rarom Tumsday 00 AN Tae
BHS MIS SUD Page10f9

Rev 1/9/19



SanWITS Flow for Outpatient Providers

“Group List”

3. A Group Profile should be created as needed for different types of groups.
In the Group Profile screen, please complete all the required fields for the
group profile. Note: The “Lead Staff” and “Time of Day” fields are required
for the profile; however, these fields should be edited to the appropriate

lead staff and start time on each group session as needed. After completing
this information please click “Save”.

Group Profile

Group Name August Group

Start Date 8/1/2018 g End Date [i=]
Group Type |[ODS Group Day of Week Time of Day 9:00am
Lead Staff | Munez, Janeth Room Location
Facility Main Facility
Co-Lead Staff Selected Co-Lead Staff
Adam, Kenneth >
Ailshie, Douglas ~ ~
Alcazar, Shirley
Altarejos, |sabel 4 - w7
Motivational Group
Description
4

4. After saving the Group Profile, click on the hyperlink “Edit Roster.”

Actiong

’chmc-m. Seesion  Print Sigein Sheet

Show Al Clierils  Edil Rosles

5. From the Roster screen, click on “Add Member” hyperlink. All DMC Billable

Counseling Groups should have a minimum of 2 present attendees and a
maximum of 12 present attendees.
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6. From the roster screen, type in the name of the client on the “Client Name”
field.

(10157874 i
O, Test 7

oo T = B
Stawberry, One (1/1/1906)

st chirstine (3/24/1995)

Test, Thiee (G22/1064)

Teat, Two (21571984}

fime, bt {11111528)

Udhiha, Sakura (X242003

7. After selecting your client’s name, please select the correct Program
Enrollment for your client.

e Client must have an active program enrollment. Please select “Active”
for the Status field, then enter the Status Effective Date (the date the
client joined the group.

e Status Date cannot be prior to Program Enrollment Date. After
completing all the required fields, click Save.

¢ You'll need to repeat this step for each of the clients you need to add
to the roster.
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“Group List”

Chent Name | DMC-2, ROBERT (221080]  + Program | DMC Biling Test FaciyiD3 - V12018 «

# of Sessions Agproved Stanes | Acke

#cf Seations Altended Status Fllectve Dale 1S010 2 \
Clenl Do Reason

8. After adding all your clients to the Roster, click Finish.
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’ DMCD, MATTHEW MG Bing TeaTH05 1 3 RES 400018 - a Acke AP
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Add Member

# cf Siaanion Approved St

#of Sessions Alended Stakys Effechve Dale:

9. Each time this Group meets, from the Group Profile screen, click on “Create
Group Session” hyperlink.

Group Profie

Group Hame [AUgUst Group b3 SteiDate BM201E M9 End Dale -
Growp Troe | 00G Group - Day of Week v Tiewe of Dy S:00 AM
Lead Stat  Nunez, Jansth 3,  Foom Locatien

Cod ead Stalt Saisctnd Cad ead Stalf

Adam, Kennulh

Adtshiis, Dovgls Ly n 4
Alcazar, Stirky v W
Altarefos., teabel n

Mativaionial Group

F}

- Atminsteatve Aztians

e Group Sepaion | Cont Sigein Shott

DMC-2, ROBERT DMC Dillieg Tes05: 112018 -
DRAC-3, MATTHEW DAMC Billing Tes'00S 3.3 RES: 412018 0 Actve 452018
Mellonaie, Tianald Maia Facsiy TV00% 31 FES 087018 - 0 Aestne LTAME
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“Group List”

10. In the Group Session Notes screen, please complete all the required fields.

e If you have at least one DMC client, Note Type should be “DMC
Billable.” If you selected DMC Billable for Note type, please enter YES
in the Billable field.

e If the entire Group is County Billable, Note Type should be “County
Billable.” If you selected County Billable for the Note Type, please
enter NO for the Billable field.

e Calculate ODS should always be YES.

e The “Lead Staff” should be the person who provided the group
session.

e Please select *Groups ODS for the Service field for Outpatient
Services (0S) clients and Intensive Outpatient Services (I0S) clients.

e Please enter zero for the Documentation Duration Time.
Documentation time should be added to the individual’s Encounter
screen.

e If there was Travel Time, please add it to the Group Session screen
under Travel Duration. Travel time should not be added to the
individual’s encounter screen

e Please enter the GROUP TYPE in the “Note” Box even though this box
is showing as an optional field. The Group Note Box is a required field
needed to create Encounters.

Uiroup 53500 Notcs

sannae BH70I8 & Fod fiate =]
Stadt Time 500 AM Cnd Time:

Teaved Dusalion 0 | M v | Senion Domam 80 | L

Lead Staff Hansen, Stephanc, LMFTLMFT » Tokal Duration 20 Duration Type M
ot Servce UnteSessione. |

1 ocation: |Non-residential Substance Abuse TX Facity

Co Lead Stan Selected Lo Lead Stan

Fccn. ol lew - ~ A
Acu, Bem G py
Agam Kenngth n

EX
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“Group List”

11. Recovery Services clients should have their own group. Recovery Services
clients cannot be mixed with Outpatient Services (OS) clients or Intensive
Outpatient Services (I0S) clients.

e If you have at least one DMC client, Note Type should be “DMC
Billable.” If you selected DMC Billable for Note type, please enter YES
in the Billable field.

e |[f the entire Group is County Billable, Note Type should be “County
Billable.” If you selected County Billable for the Note Type, please
enter NO for the Billable field.

e Calculate ODS should always be YES.

e The “Lead Staff” should be the person who provided the group
session.

e Please select *Recovery Service Group for the Service field.

e Please enter zero for the Documentation Duration Time.
Documentation time should be added to the individual’s Encounter
screen.

e |[f there was Travel Time, please add it to the Group Session screen
under Travel Duration. Travel time should not be added to the
individual’s encounter screen

e Please enter the GROUP TYPE in the “Note” Box even though this box
is showing as an optional field. The Group Note Box is a required field
needed to create Encounters.

Group Session Nales

Group Name:  Mativational Group Session I0:
Group Type: ODS Group

Noe Type | DMG Bilabie * Start D 8172018 End Dl
Bilabie |Yes ¥ Stan Time: 9.00 AM End Time 1030 AM
Caleulate 005 units | Yies

Documentation Duration 0 Min v Traved Duration 0 Min ¥ Session O n Man

Lead Stafl Hansen, Slephane, LMET LMFT Tobal Duration 50
# of Service U

Location | Non-resadenbal Substance Abuse TX Facilty

Senice | "Hecovery Senace Group

Co-Lead Stanf Selected Co-Lead Stad
Abnalkes, Greselle
Account, New
Acuft Beth

Adam, Kenneth V i
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12. After completing all the required fields in the Group Session Notes screen,
click “Save.”

U Session Moles

Grop Name;  eiabes Group Sesaion I
G Type: - D05 Gitniop

Vicke Type DMC Billable . SuniDale BHOO0ME B3 End Dute =]

E@ab | Yes ' Stant Tima 9,00 AM End Time

Calcutate 005 snts | Yes
Documentation Duration Mn - Travel Dusaon 0 Win +  Session Duratin 90 Min
Lead Stan | Mansen, Stephanie, MFTUMFT + | ot Duaten 90 Uuniton Tyee Min
#of Service Usily/Sessions 1
Lozaton Non-residential Subslance Abuse TX Faclity

Colead Stall Selecied Cod ead Stalt

Account, New A A

Adam Kenneth ¥ n i

| \
Actions
=EEE

13. After creating the Group Session, you will need to mark your group
members as Present if they attended the session. Please select the names
of the members first, then select the appropriate action. If your provider
agency would like to use the session status to track No Show or Excused
clients, you may do so, but this will not be required at this time.

14. Please select the names of the Group members who were Present for the
Session, then under the Action drop menu select “Mark as Present” and then
click on “Perform Action” hyperlink.
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“Group List”

15. Please select the names of the Group Members who were Present, under
the Action drop menu, select “Create Encounter”, then click on “Perform
Action” hyperlink. After doing this, the system will create Bulk Encounters
for the selected clients. All DMC Billable Counseling Groups should have a
minimum of 2 present attendees and a maximum of 12 present attendees.

Creale Encounter Bedorm Action | Add Allendee

Grems  Gremkw  [] Bueeemy Sx 2

Anendecs
indiidust =
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, , Creme Creae MeDenad, fanaid 5 Present
i
e |
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16. After performing the action “Create Encounter” for the Group members
who were marked as Present, you’ll receive this message: “The Encounter
notes are currently being created for the selected attendees. Please use the
Refresh link to see the update.” Please click on “Refresh” hyperlink from
the Administrative Action box. Note: You may need to click “Refresh” more
than 2 times.
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CoLaad Stat Selecied Co-Leac Stafl

17. Once the Encounters are created, the “View” hyperlink will become
available under the Encounter column.

1 Administrafive Actions

R eioin A
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“Group List”

18. For the Group Members who were “Present”, from which Bulk Encounters
were created, all the information in the Encounter screen will be pre-
populated except for the Pregnant/Postpartum question for female clients
only.

e Group Counseling Encounters will have a Group Session ID.

e Service field will pre-populate. Please do not change the Service
name.

e Documentation Duration needs to be added to the individual’s
Encounter.

e The Start Time, End Time and Session Duration need to be adjusted if
client arrives late to the session or leaves early.

e The “Used Evidence-Based Practices” will auto-populate to None.
Please change to the Evidence-Based Practice that was used for the
Group: Motivational Interviewing, Relapse Prevention, or both.

Motn Type DM Dititee

ENG 10 BETIS1 Ceeated Dutn BRSZ010 328 PM

Program tame |OMC Biling Test Facly/OS « B200018
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