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CONFIDENTIALITY

HIPAA regulations mandate that all client information be treated
confidentially.

Access to CCBH is based on your position and your job classification. You will
have the access you need to complete your job duties. This can include access
to clients in your Unit/SubUnit or may include full client look up. Remember -
with more access comes greater responsibility regarding confidentiality!

You are not to share passwords with other staff. The Summary of Policy you
signed before receiving your access to CCBH included your agreement to this
directive. You are still responsible if someone with whom you have shared your
password violates confidentiality!

The MIS unit investigates any suspicions regarding sharing of passwords.
Consequences are up to, and may include termination.

Do not open any active client charts unless instructed to do so, or if it is required
to complete your job duties. “Surfing” clients is a blatant breach of
confidentiality.

Remember you are personally and legally responsible for maintaining
confidentiality. Take it seriously.

Do not leave your computer unlocked with client data on the screen for others
to access or view while you are away from your desk. Lock your CCBH session
before leaving your computer.

When printing, make sure you are printing to a confidential printer, and pick up

your paperwork quickly. Leaving printed Protected Health Information (PHI) out
is also a confidentiality violation.

Play it safe — keep in mind how you would want your own PHI handled!
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Accessing the External View Via the Clinician’s Homepage

If you will be working outside of the Clinician’s Homepage (for client assignments,
service entry, scheduler, reports, etc.), click on the File Tab, click “Menu”, and click
your desired menu and submenu(s).

File Home

Client View

Recently Opened Views

CLINICIAN'S HOMEPAGE (TRAII

hortcuts

& o
O Tlinmd Codarorine BAdoimbom e en
— : : )
Menu . | Application Menu
I -
" Client Profile
@I Security y | L)
S Scheduler Maintenance - Multi Day

L
|ﬂ About CCBH
I _.....i

Client Assignments

Client Financial Information

Client Reviews

Client Services

ATP

Scheduler Maintenance - Single Day

Scheduler Setup 4

Scheduler Reports 4
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LOCATION AND STAFF WORK SCHEDULES MAINTENANCE

Program Managers and/or Administrative Staff will be responsible for maintaining
the “Location and Staff Work Schedules Maintenance” for their own program(s).

To access:
[ ]

Click on “Scheduler”
Click on “Scheduler Setup”
Click on “Location and Staff Work Schedules Maintenance”

File Accessl Scheduler Flient fssignments  Client Financial Information  Clisnt Reviews  Client Services  ATP

e

Scheduler

Scheduler Maintenance - Mulki Day
Scheduler Maintenance - Single Day
Setup

Scheduler Reports

3

Location and Staff Work Schedules Maintenance
Reserved Time Mainkenance
Transfer Scheduled Services

The “Location and Staff Work Schedules Maintenance” screen appears.

1.

2.

On the left side of the screen, programs are listed vertically by unit.

Click on your program. NOTE: You may need to scroll down to find it

In the “ Flags” section, check the “Closed on Holidays” box if your

program is closed on New Year’s, Memorial Day, 4" of July, Labor
Day, Thanksgiving, and Christmas. Do not check off any other boxes

W& Location and Staffiio

=] (1) HHSA MH BILLING =
=& (1110) SOUTHEAST ¢
(=& (1120) NORTH CENT
=& (1130) EAST COUNT
=& (1310) CASE MANAGL]
- J] (1320) CASE MANAGI
=& (2100) HILLCRESTH
=& (3000) U PAC MIDTO
Z)| (3010) U PAC EASTY
=& (30200 U C S D CLIM
(=& (3030) PROJECT EM
=& (3040) HEARTLAND ¢
=& (3050) KINESIS NOR'
%) (3060) BP 5 RWISTA
- &) £3070) NORTH INLAN
=& (3080) NORTH COAS
Z]| (3080) DOUGLAS YO
=& (3100) SOUTH BAY &
(=& (3110) ARETA CROW
=& (3120) MARIA SARDIM

-] £3130) JANE WESTIN

[ Automatically launch Pre-Payments when Checking In?
¥ Clozed on Holidays?

chedules Maintenance (Administra

s Y} Location Schedule for HHSA MH BILLING UNIT

Automatically Launch Biling Pro Farma at Check In far:

¥ Individual Services

ol x|

[ Group Services

o Add Staffl

Waork Breakl Meal Break2
/ 24| / | | | | |

\ & apy | & appy | & appy | & appy |
| 4| | | | | | |
R oncif | = | I | | | |
W Tuesdsy | EE| | I | | | |
Pwerean [l [ |
¥ Thusday | =4 | I | | | |
W Fidsy | B | | | | | |
™ Saturday I gxl I I | I I |

I 5ave |%Clear | X Delete |

3, Eind |l;‘§.gerre.. | & Expandl £ Cglla...'

x|Exit |
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Time Entry
1. Enter the program’s business hours. Use an “A” for AM and a “P” for PM.
2. For each day the program is open, check the corresponding box
3. Click “Apply”
4. Click “Save”

-

2

acation and Staff es Maintena ministrati = | jm] | X |

() =t il (LY 2 gﬁ Location Schedule for HHSA MH BILLING UNIT
(1110) SOUTHEAST «

(1120) NORTH CENT
{1130) EAST COUNT [ Automatically launch Pre-Payments when Checking In?  Automatically Launch Billing Pro Forma at Check In for:

(1310) CASE MANAG ) - . .
(1320) CASE MANAGI V' Clased on Holidays? ¥ Individual Services ™ Group Services

=- &

-2

e 2]

e 2]

- &

2]

- &) 2100 HILLCRESTH RS

@& (3000} U PAC MIDTO! Breakl Meal Break2
@& (3010) U PAC EASTY | | | | |
@& (30200 U C 8 D CLIMI

[ &] (3030) PROJECT EMs 2 Apply | L apnly | & Aty |
-] GoanyHEsRTLAND ¢ |k | | | | |
- E] (3050) KINESIS NOR =

192 (3060) B F § RVISTA W fMondsy  [DB:00AM =7 [05:00PM | | [ [ [ [
-] (3070) MORTH INLAN - [ [ruesday J8:00 M 27 [05.00PM | | [ [ [ [
E j ggggi EEEETAC;O\?S [+ ednesday |08:DD AM g;.g|05:nu =T | | | | | |
-2 3100y S0UTHBAY ¢ | [Thusday  [0B00 &M |24 [05:00PH | I | | | |
- j (3110) ARETA CROW  B1v IFriday |DS:DD AM gmus:nu =T || | | | | |
- E] (3120) MARIA SARDIF

FZ] (3130) JANE WESTIN ety | B I | | | I
- 2]

|
(3170) DEAF CuNj;I 3 Add staf @mmear | X Delste |
_|_|
|E§.Refre | E}{pandl IS Cglla...l x| Exit |

-

I'r|

1. Click on the “plus sign” to the left of your program to view staff who have been
set up.
2. To add an additional staff member, click “Add Staff

W3 Location and StarWork Schedules Maintenance (administrative Access)

= ilmm) SOUTHEAST ¢
Z] (1120) NORTH CENT
% Z (1130) EAST COUNT.

m
53]

[T Automatically launch Pre-Payments when Checking In?  Automatically Launch Biling Pro Forma at Check In for:

@ Z (1310) CASE MANAGI Closed on Holidays? [V Individual Services ™ Group Semvices

@ I (1320) CASE MANAGI
@ & (2100) HILLCREST H Work Break1 Meal Break2

@ & (3000) U PAC MIDTO! TR Ty

@ & (3010) U PAC EASTY I = ] I | | I I

@ & (3020) U C S D CLINI & anpy | 3 Annyy | & Aoy | & Aoy |

@ Z] (3030) PROJECTEN: - ¢ | B I |

- ) (3040) HEARTLAND ¢ -
Z] (3050) KNESIS NOR' ¥ Monday  [DBD0AM. = 3 [0S00PM |

&)

|

@ Z] (30B0)BPSRVISTA [ Tuesday |OB.ODAM S [0500PM | |
&1 Z] (3070) NORTH INLAM I /ey mfﬁ*ﬁl |
|

|

|

- & (3080) NORTH COAS
Z] (3090) DOUGLAS YO W Thuisday  [BI00AM 23 |0500PM |
g (3100) SOUTH BAY G W Fiiday |m;mm .=‘Elqs;mm ]
Z] (3110) ARETA CROW =
I (3120) MARIA SARDIF L | |

J<3130>JANEV\ESTN'M Rsave [ ¥ciear | Xoslete |
§

QFind | Refre...| 3 Expand| £ colla.. | N
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] |
| I
| |
| |
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| |
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1. Locate the additional staff member from the table, and check the corresponding

box
2. Click “Add”

B Add Staffto Location Schedule

D | Name

[ Select [ 2]

TEST, MH BILLING
ANASAZI, EMPLOYEE
EMPLOYEE. ANASAZI

ONE,MD

ONE, RN

ONE, PHARMD
ONE. ADMIN
w0, MD
THREE. MD
FOUR,MD
CLINICIAN, FAKE

|

00000000000o080o0o0

[ Al
[ None

2 Invert

O

Find
2 & add
v| | XIExt

m]
ke
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1.

To set up a specific staff member’s schedule, click on his/her name

SCHEDULE TYPE

2. Click on the down arrow to the right of the “Schedule Type”
3. Choose the appropriate “Schedule Type” from the table
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L- Same as Location- Staff works the same days and hours that the program is open

R- Rotating- Not used in the County of San Diego

S- Shift- Not used in the County of San Diego

W- Weekly- Staff normally works the same schedule every week

By choosing “Weekly”, specific break and meal times can be entered for the individual
staff member. This is done the same way “Time Entry” was explained in the Location

and Staff Work Schedules Maintenance section. NOTE: Be sure to “Save” when

finished

E Location and St

o OO ey OO ey O g O g O e O e OO e OO OO OO e OO e OO e OO e OO sy O s O e O s O

el

:|..
]..
:l..
:|..
:|..
:|..
:|..
:l..
:l..
:|..
- & (3040) HEARTLAND ¢
:|..
]..
:l..
:|..
:|..
:|..
:|..
:l..
:l..

f

13 HHSA hiH BILLINC &
El (11007 CLINICAL

JE] {1120y NORTH CENT
JE] 11130) EAST COUNT—
B (1310) CASE MANAGI
B (1320) CASE MANAG
JE] t2100) HILLCREST H
JE] £3000) U PAC MIDTON
JE] £3010) U PAC EASTY
& (3020)U C S D CLINI
&) (3030) FROJECT EN

JE] £3050) KINESIS MOR!
JE] {3060) B P S RVISTA
JE] £3070) MORTH INLAR
& (3080) NORTH COAS
B (3080) DOUGLAS YO
JE] £3100) SOUTH BAY G
JE] £3110) ARETA CROW
JE] £3120) MARIA SARDI

JE|| £3130) JANE WESTIN.T
[ 3

Schedule Type:

Time Entry

[ Sunday

¥ Monday
¥ Tuesday
¥ wednesday
¥ | Thursday
¥ Friday

[~ Saturday

hedules Maintenance Administrative

g'@ Staff Schedule for CLINICAL, STAFF

L - Same az Location

- ¢Undefined:
L - Same as Location
R - Rotating

3 Anply |

£ Anply |

L Anply |

|u?;uum¢| |UB:DD P |

|D?:DDAM |ns;uu Pt |

|E|?:E|E|AM IDB:DD P |

|u?;uum¢| |UB:DD P |

|E|?:E|E|AM IDB:DD P |

[ save |¥Clear |X_De|ete|

O Eind | E‘juﬂefre...l e E}{pandl £ Cglla...l

x| Exit |
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WORK SPECIAL DAYS

Work Special Days is used to identify the days when a staff person is working in
addition to his/her normal work schedule.

1. Click on the “plus sign” to the left of the staff member
2. Click on the “W” for “Work Special Days”

"'_3 Location and StaffWork Schedules

¢ Click in the “Date” cell to enter the date. Use the tab key on the keyboard to move
from cell to cell and enter the “Work Begin” and “Work End” times, as well as the
meal and break times (if applicable)

¢ Allinformation is saved once you successfully tab to the next row

'—3 Laocation and Staff'Work Schedules Maintenance (Administrative Access) - I 0O I X I

= E] (1) HHSA MH BILLINC & §® Staff Special Work Days for CLINICAL, STAFF
© 8] (11007 CLIMICAL

.[# wiark Special [ |€l Breakl Begin
: ... )0 off special Dar
- E] ¢1110) SOUTHEAST
- E (117200 NORTH GENT

Break? .

Breakl.. | Breakl... Meal End | Breaksa. ..
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OFF SPECIAL DAYS

Off Special Days is used to identify the days when a staff person is not working during
his/her normal work schedule.

1. Click on the “plus sign” to the left of the staff member
2. Click on the “O” for “Off Special Days”

"'_3 Location and StaffWork Schedu

(11007 CLIMICAL
#] work Special [
Off Special Days

e Enter the appropriate dates, the description, and “Save”

"'_3 Location and Staff

= Z] (1) HHSA MH BILLING &
=-8] (11007) CLIMICAL
ﬂ Wyark Special [
.. 0] Of Special Da
7- &) (1110) SOUTHEAST
0B (1120) NORTH CENT
0 &) {1130) EAST COUNT
0B (1310) CASE MANAGI
- & (1320) CASE MANAGI
7 &) (2100) HILLCREST H
& (3000) U PAC MIDTOH
0 & (3010) U PAC EASTY
0B (30200 U C 8 D CLINI
0 &) (3030) PROJECT ENs
- B (3040) HEARTLAND ¢
0 &) (3050) KINESIS NOR
0 & (3060) B P 5 RVISTA
7 & (3070) NORTH INLAN
7 &) (3080) NORTH COAS
0. & (3090) DOUGLAS YO
0 &) (3100) SOUTH BAY G
]..

JE] (3110) ARETA CRCi"-JILI
I >

OO o O OO o IO OO o IO e OO o OO O o OO0 e SN oy OO e SN ooy OO e OO ey OO o A

FY

O, Eind | E‘j.ﬂefre...l [z E}{pandl £ Caolla...

=N

gﬁ Staff Special Off Days for CLINICAL, STAFF

OFf Special Daps

Thru Deszcription

[pas22/2m4 7] |Da/25/2mé4 | TE] [VACATION

From

X | |
X | |
I ||
X | |

| Exit |
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MULTI DAY VIEW

The Multi-Day View allows the user to enter appointments on behalf of an individual
staff and to view one staff person’s daily, weekly, monthly or multi-day schedule. Client
services may also be entered and viewed in the Multi-Day View.

To access:
e Click on “Scheduler’
e Click on “Scheduler Maintenance — Multi Day”

The Multi-Day screen displays.

File #Access Oosigngents  Client Financial Ir

.....l;l--
Scheduler Maintenance - Mulki Day
Scheduler Maintenance - Single Day

Scheduler Setup »

Scheduler Reports »

o “Entity Type” will default to Staff

S 1ulti Day view - |lol x|
@ | O EDFE INNEIEEEENE BEENE | vov (0 I8EF &
E ntity T}lpe:IS - Staff LI IEnlil_l,l:I 3" Locations:lAll 3“
Mon 09/29/2014 | Tue 09/30/2014 LN Tha 1070272014 Fri 10/03/2014 b September 2014 'I
S M TwW T F §
1 2 3 4 B B
T8 51011 12 13
14 15 16 17 18 19 20
21 22 23 24 25 2% 7

To view a schedule

1. Enter the CCBH ID number in the “Entity” field and press the tab key on the
keyboard. NOTE: If you wish to schedule for a client instead of staff, change the

“Entity Type” to “Client”, and enter a client case number in the “Entity” field
2. Leave the “Location” field on “All”

'fi Multi Day View

Mon 09/29/2014
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Adjusting the Calendar

e Click on the yellow icons to “Go to Today”, or to see a “One Day View”, “Three
Day View”, etc.

= [ 3] [5] (7] (4] 3

e On the small calendar on the right, click and drag from your starting date to your
ending date. The larger calendar on the left will change accordingly. The left and
right arrows take you from month to month

Entity T_l,!pe:IS - Stalf VI Enlil_l,!:l ﬂl Locations: |4l ﬂl

Sunday 09/2172014 Thursday 09/25/2014 o A Septermber 2014 4
S M TW T F 5§
1 2 3 4 5 B
78 910 11 12 13
14 15 16 17 18 19 20

25 26 27

Monday 09/22/2014 Friday 09/26/2014 28 23 30

1 Ditober 2014 3

Tuesday 09/23/2014 Saturday 0972772014 12 12 14 15 16 17 18

19 20 21 22 23 24 25
26 27 28 29 30 A

1 Movember 2014 4 I
Wednesday 09/24/2014 S H Tw T F ?

2 3 4 5 B 7 8
910 11 12 13 14 15
16 17 18 13 20 21 22
23 24 25 26 27 28 28
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VIEW OPTIONS

¢ Click on the below icon to access the “View Options”

| @ EAEFEADES EEEEEEEEE NN | FEE )
E ntity Type:IS - Staff VI E ntity: || ﬂl Locations: I.-’-".ll -
e Under “Filters”, check the boxes for “Display Resolved Services” and “Display

Cancelled Events”. This ensures that resolved and cancelled events remain on
the calendar instead of disappearing

gﬁ Filters
e lJserinterface

[~ Display Beserved Time Only

¥ Display Resolved Services

W iDisplay Canceled Events:

Check, In Digplay
= all

" CheckedIn

" Mot Checked In

[ Ok | ﬂCaﬂcell

e Under “User Interface”, choose your preferred icon size. Small icons are used
throughout the screenshots in this resource packet
e Click “OK”

¥ Display ToalTips?

' Small lcons

" Large lcons

] Ok | ﬂCaﬂcell
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NEW APPOINTMENT EVENT

Appointments are events which do not involve a client.
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¢ Right click in the white area below the day to be scheduled. A drop down menu
appears. Click “New Appointment”

=N

¢ @ EONEFEDMNE DCAABMDDDD ADGE @« 0 NEH | &

e An appointment window appears

E ntity T_l.!pe:IS-Staff ;I Enlily:IELINIC.&L,STAFF 3” Localiuns:lAII 3”
Sun 1170972014 Mon 1141072014 Tue 1171172014 Wed 1171272014 | Thu 1111372014 September 2014 >|
S M TW T F S
1 2 3 4 5 B
AL ointrment T8 5910 1112 13
e 7 14 15 16 17 18 13 20
Mew Individual Service 2 2 23 24 W 2 2
MHew Individual Service (YVersion Q) 28 29 20
Mewy Group Service
Mew Recurring Appointment October 2014 >|
Mew Recurting Individual Service S M TWTF S
Standing Group Maintenance g 3 4
5 B 7 8 510N
Payrment 12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 23 30 A
Mavember 2014 v
S M TW T F S
]
1 1718 183 20 21 22
2324 25 26 27 8 A9
K I I3 |

e Complete the “Subject” line. Enter a subject or a comment that may provide
additional information (i.e. Staff Meeting in Conference Room A)

NOTE: You may mark “Private” to prevent the subject line from being viewed by other
users. For example: a personal doctor appointment. However, that means only the

attendee(s) will be able to open this window to make changes

Wl Enter Appointment for : CLINIGAL, STAFF (Adrministrative » |
Ewent
EHSave Sclear X Del.. M Resolve @@Print  EgEvent Log x|can...
| Thiz Appointment has not been Saved, |
Subject: [STAFF MEETING IN CONFERENCE ROOM & W e
12 Revised 04.2017
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e Select the “Event Type” from the drop down menu. All events are considered
“‘Normal” except for an “All Day” event or a “Task” event. A “Task” event has no
time associated with it and as a result will only appear in the Multi-Day view

Ewvent Type: IN - Mormal j

& - &)l D ay
M - Marmal
Unit: | T - Task

e For a “Normal” appointment event, enter the “Start Time.” The system will default
to “am”. To indicate “pm” enter a “p” after the hours and minutes. For duration,
enter as H:MM (i.e. 45 minutes would be entered as :45). One hour and fifteen
minutes would be 1:15. The system will calculate the “End Time”

5 -]

Tinne T_I,Ipe:l IIndefi

B - Buzy
F - Free
T - Tentative

Note: In Scheduler, the period (.) is not recognized in all start /stop time fields. Select
the “Time Type” from the drop down menu. B — Busy indicates an event has been
scheduled; F — Free indicates time that other events could be scheduled T — Tentative
indicates that an event is optional

e Enter your Unit, SubUnit, and Location where the appointment is being held.
Enter any “comments” if desired

e Click “Save”
W Enter Anppointment for : CLINICAL, STAFF (Administrative Ac X |
Ezave [ S€clear XDel.. MResolve  @Print  EEvent Log jcan...
[ This Appointment hag not been Saved, |
Subject: IST.-’-‘n.FF MEETIMG IM COMFEREMCE ROOM A [~ Piivate

Ewent Type: IN - Marnal vl Start [ ate: |11.-"'|'|,"2EI14 “I Start Tirme: |U1ZUU Pt Duratior: IUZ45
End Date:|11.v'1‘|."2lil14 DI End Time:|D1:45 P Time Type: IB - Buay vl

Urit: | TRAINING UNIT Q)| ga00 SubUrit, [TRAINING SUBUNIT Q)| gaof
Locatior: [HHSA MH BILLING UNIT Q| 1
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¢ The “Attendees” box is activated with the staff person’s name, “Start Date”, “End
Date”, “Start Time” and “End Time”. Additional staff can be added by clicking

“Add”
M Enter Appointment for: CLIMICAL, STAFF (Adm X |
—Event
Hsave S¥clear XDel.. @ Resolve &Print  SgEventLog x[Can..

[This Mormal Appointment will Dccur in the Future, |
Subject: |ST.¢\FF MEETING IN CONFERENCE ROOM &

[ Private

Ewent Type: IN - Marmal vl Start Date: |11£11£2D‘I4 “i Start Tirne: |D1 :00 P Diuration;: ID:45
End Date:l11a"11a"2ﬂ14 ni End Time:|D1:45 Ptd Time Type:IB - Busy vI

Unit: |THAINING UNIT BI I 3300 SubUrit: |TF|AINING SUBUMIT SI I 3301
Location: [HHSA MH BILLING UNIT af 1
Comments ;I
dAdd | BEdit  XDel.
Type | MHame | Start D ate | End D ate | Stark Time | End Time | -
g CLIMICAL, STAFF nA12014 0 114120014 01:00PM O1:45PM
Jid|

¢ An “Add Attendee” dialog box opens. Select staff from the “Staff Lookup” drop
down menu and click “Save”. Repeat as needed

Add Attendees " I
Erttity Type: IS - Staff ;I

Staff. [TESTLSTAFF =

Ewvent Type: IN - Mormal VI
Start D ate: |11£11£2D14 “i Start Time: Im :00 Pr Duration: IDZ45
End Date:|11311a’2014 "I End Time:|01:45 Fid Time Type: IE - Busy vl

Hsave [ clear |1|Cance||

e After adding all attendees, click “Cancel”

Ewent

Hsave Sclear XDel. EfResove ShPrint  EgEventLog x|Can..

[ This Mormal Appointrient will Dcour in the Future, |
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EDITING AN APPOINTMENT EVENT

¢ Right click on the appointment event to be edited and click “Edit Appointment”

=0l x|
¢+ & ENENEHOMEA DCAABEDDDT GTGC @« | 5 WEE | &

Entity Type:IS - Staff vl E ntity: ICL|N|DQL. STAFF BI Lucatiuns:lﬁ” 3‘”

Sun 11/09/2014 Mon 11/10/2014 Tue 111172014 Wwed 11/12/2014 | Thu 111372014 || 1 September 2014 b|
AHEE" ' W Tw T
Mewy Appointmernt 1 2 3 4 5 F
Mew [ndividual Service F a2 31011 12 13
Mew Individual Service (Wersion Q) # 15 16 17 18 13 20
. 22 23 24 25 26 &
ey Graup Service a9 170
Mew Recurring Appointment
MHew Recurring Individual Service Oectaober 2014 >|
Standing Group Maintenance M Tw T F 5§
14 2 4
Edit Appaintment b E 7 8 910 M
Shiow Appaintment P13 14 15 16 17 18
Ho20 21 22 23 24 25
Delete 27 28 29 30 A
Print
R November 2014 ¥ |
Cancs M Tw T F S
Fayment 1
Check n
*| | Appointment; 01:00 PW-01:45 P 17 18 19 20 21 22
1] T For STAFF MEETING IN CONFERENCE ROOM A 24 25 26 27 28 23
Location: HHSA MH BILLIMG LINIT

e The “Enter Appointment for [Staff Person’s Name]”’ screen appears. Make
changes in the appropriate field(s) and click “Save”

e When the “Update Attendee and Calendar Records?” dialog box appears, click
“Proceed with Save”

Update Attendee and Calendar Records? e il

& |pdate all attendee and calendar records with new event time

" |lpdate only thoze attendee and calendar records whose time no longer falls within the new event time

_h Froceed with 5 ave Cancel Save
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If there is a schedule conflict, the “Schedule Conflict” dialog box appears. Click

“Yes” to continue and save changes or “No” to review and correct before saving

Continue and Schedule aon Staff's Time OfF?

\i:) AppointmenttService falls on a Date and Time that CLIMICAL, STAFF
R -

is not scheduled towork, Continue and schedule Appointment’Sendce on Staff's Time O

Date: 1111152014
Tirne: 02:00 P - 01:45 Pw

YBS

[

NOTE: A scheduled non-recurring Appointment Event cannot be edited to become a

recurring Appointment Event

16
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RESOLVE/UNRESOLVE APPOINTMENT EVENT

When an event is resolved, that indicates that the event took place. Events on future
dates cannot be resolved. It is a program decision as to whether or not they resolve
appointment events.

There are two ways to resolve an appointment:

¢ Single click on the desired appointment on the calendar so that it is highlighted,
and click the red check icon —or—

¢ Right click on the desired appointment on the calendar so that the drop down
menu appears, and click “Resolve”

= 1ol x|
S ENEEDNE DCAABAMDDDM ADNE)| & B WEEE &
Entity Type:[5 - Stalf ~| Entity: [ELINICAL STAFF o Locations: [ alf

Monday 0972272014 Tuesday 09/23/2014 Wednesday 09/24/2014 | Thursday 09/25/2014 4
1

MNew Appointment

Mew [ndividual Service

Mew Individual Service {Wersion Q)
Mews Group Service

Mew Recurring Appointment

MNew Recurring Individual Service [ Detaber 2014 »
Standing Group Maintenance S M Tw T F S
- - , g 3 4
Edit Recurring Appointment 5 5 7 8 91011
Show Recurring Appointment 12 13 14 15 16 17 18
Edit Series 19 20 1 22 23 24 8

26 27 28 29 30 A

Delete
Erint

1 MNovember 2014 4
S M TWwW T F §

; ) x|
Ewent
[Hsave #clear X Del. | & Resolve || SErint  EfEvent Log iilCaﬂ...i

[ Thiz Recuring Appointment Dc:u:urll Reszolve the Appgintment! |‘

e The event displays on the calendar with a pink check

W& riulti Day View
¢ & EOEDEOMNE DCAARDDDIT ATDGCE| @ |
Entity Type:|5 - Staff | Entity: [CLINICAL, STAFF Q| anatiuns:r

Monday 0972272014 Tuesday 0952372014 Wednesday 09/24/2014 | Thursday 09725752014
DE:DDam STAFF MEETIF
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e NOTE: If the event does not display on the calendar, check the “View Options” to
ensure the “Display Resolved Services” box is checked

The only reason you would unresolve, is if you resolved by mistake.
There are two ways to unresolve an appointment:

e Single click on the desired appointment on the calendar so that it is highlighted,
and click the red check icon

¢ Right click on the desired appointment on the calendar so that the drop down
menu appears, and click “Resolve”

. =lof x|
&6 INNNNEE IdAAEDDDD Ane[cl O/ nEE6H &
=] Entity: [CLNICAL, STAFF o
Wednesday 09/24/2014 l Thursday 09/25/2014

Locations: IA\I

E ntity T_vpe:IS - Staff

s

Monday 089/22/2014

Mew Appointment

Mews Individual Service

Mew Individual Service (Wersion Q)
Mew Group Service

Mew Recurring Appointment

Mew Recurting Individual Service 4 October 2014 >|
Standing Group Maintenance S KM TwW T F 8§
1ICd 2 4

Edit Recurring Appointment
Show Recurring Appointment
Edit Series

Delete

=) T

5 B 7 8 9101
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 027 28 28 300 A

November 2014 v

S M TWwW T F S
1

e The appointment window opens. Click “Unresolve”, and then click “Cancel”

M Enter Appointment for ; CLIKICAL, STAFF (Administrative X |
Ewent
EHzave SEclear XDel.. JdUntes.. | &Erint  SgEvent Log x|Can...
[ Thiz Riecuring Resolved Appointrment Dccured in the Past, |
e The event displays on the calendar without a pink check
¢ & EENEEGEM@mE OGC A Al A D D D (1) A I G6| & o |
Entity Type:[S - Staft =] Entity: [CLNIAL, STAFF 4 Locations: [A1
Monday 0972272014 Tuesday 0972372014 Wednesday 0972472014 | Thursday 09/25/2014
EIE:EIEIam STAFF MEETIF
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APPOINTMENT EVENT LOG

The Event Log records the creator of an event and tracks the last change by date, time,
and staff person. It also documents the cancellation reason by date, time, and staff
person. The Event Log can be accessed from within any scheduled event. If the
program wishes to track every change that occurs to a scheduled event, staff can enter
a comment in the “Comment” section of the event.

¢ Open the appointment window either by double clicking on the appointment, or
by right clicking and choosing “Edit Appointment” or “Show Appointment” from
the drop down menu

I3 tutti Day view - ol x|

S| ENEEIAEA DNCAARADDDT A@DGC| @ = |5 WEE | &

Entity Type:|5 - Staff ~|  Entity: [CLINICAL, STAFF a Locations: |4l |

Sun Mon Tue Wed Thu | 4 Geplember 2014 ¥|
154 10:00 AM-03:0 m Mew Appointment

Mew Individual Service
Mewy Individual Service (Yersion &)
Mewy Group Service

Mew Recurring Appaintment
Mewy Recurring Individual Service
Standing Group Maintenance

| Show Appointment |

Delate
e Click “Event Log”
l M Erter Appointment far : CLIMICAL, STAFF (Full Access) ] X |
. Ewvent
’7 Hsave SEclear XDel. B Resove &hPrint | EgEventLog x[can..
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The tracking information displays. NOTE: Cancellation information will only
display if the event was cancelled

M Event Log E LI

gﬁ Event Logging Information

Staff/Date/Time Event Created

Staff [SCHEDULER, STAFF |
Date/Time [09/24/2014  |03:46:00 PM

Staff [SCHEDULER, STAFF |
Date/Time [03/24/2014 035431 PM

Staff | | 0
DateHTimel A I

Cancellaton Beazon I I

Click “CANCEL”

Click “Cancel” to return to the calendar

W Erter Appointrment for: CLIMICAL, STAFF (Full Acc

S%
€d,

. Event
(Eﬁave Sclear XDel. B Resove &hPrint  EgEventLog
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PRINTING AN APPOINTMENT SHEET

When an appointment event has been saved, it then can be printed. Single click the
appointment so that it is highlighted, and click the print icon at the top of the window.

W3 niutti Day view

| 2 FOGGEHEDMEE DOCAARDD DT BTG &8 # ||
Entity Type:|5 - Staff | Entity: |CLINICAL, STAFF [ Lucatiuns:l.-’-‘-.ll

Sun Mon Tue wWed Thu

]_;I1 0:00 Al-03:0 1 1:00am coffe

You can also print by right clicking on the appointment and selecting either “Edit
Appointment” or “Show Appointment” from the drop down menu

I3 mutti Day view - o] x|
S OO DNUAABRDDDODDN BTG | & = |5 WEE | &
Entity Type:|S - Staff | Entity: [CLINICAL, STAFF [ Locations: {41 Q|

Sun Mon Tue wed Thu [+ Septemberzoi4  v|

1
15470:00 an-03:0 | ERERE

MNew: Appointment

Mew Individual Service

Mew Individual Service (Wersion &)
Mew Group Service

Mewy Racurting Appaintment
MNew: Recurting Individual Service
Standing Group Maintenance

| Show Appaintment |

Delete

o The “Enter Appointment for [Staff Person’s Name]” window appears. Click “Print”

Bl Erter Appointrnent far : CLIMICAL, STAFF (Full Access) ] X |

. Event
lrnﬁave SEclear X Del. [ Resole | &Print =g Event Log x|Can...
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RECURRING APPOINTMENT EVENT

e Right click in the column of the day to be scheduled, and click “New Recurring
Appointment” from the drop down menu

- (ol x|
'+ @ DOEREDOME DCAABDD DI GEDIGE « @ |G BEE T &
Entity Type:[S-5talf  ~| Entity: [CLINICAL, STAFF alf Locations: [41 |

Sunday 1070572014 Tuesday 1070772014 < Seplember20ld___¥|

FFlan.on--- 915 TEST MED SERVI( S M TWwW T F 5

Mew Appointtent 1 2 3 4 B B

Mew Individual Service T8 91011 1213
Mew Individual Service (Version Q) 14 15 16 17 18 13 20

) 21 22 23 24 25 B &V
Mew Group Service o2 29 a0
Mew Recurring Appointrment
I\II:N PELLTTIY T TOO T aETVILE 4 DClDbEI’ 2014 }I
Standing Group Maintenance S M Tw T F 5§

1 304

Eayment IE

8 9310 11
¢ A “Rules of Recurrence” screen appears. Complete the prompts by entering the

appropriate information. The “Start Date” of the recurring appointment must be
the date of the first scheduled appointment

e Click “Build”

Rules of Recurrence _Ix

Start Tirme: IE:DD P4 Diwration I'I:DD End Tirne: I?:DD P
" Daiy Recur Every 1 week(s] an:
o
wieekly [T Sunday ¥ Monday [ Tuesday [ Wednesday
" Manthly [~ Thusday [ Friday [~ Saturday
Start Date: (1040642014 j & End After I 8 Occurences
" EndBy L #

Build “ Clear | Cancel
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The “Enter Appointment for [Staff Person’s Name]” screen appears. Complete
prompts by entering the appropriate information

% |
. Ewvent
Ecave ¥cClear X Del.. MfResole @pFrint  EgEvent Log x| Can...
| Thiz Recurmng &ppointment has not been Saved.
Subject: | TEAM MEETING| F Privale
Event Type: IN - Marmal vl Start D ate: I1D."DB:’2EI14 “I Start Tirne: IUEZUU Pt Duration: I'IZUD
End Date: I1D."DB:’2EI14 “I End Timne: IU?ZUU Pt Tirme Type: IB -Buzy vI

e Enter the “Unit”, “SubUnit”, and “Location”
e Click “Save”

Bl Enter & ppointment for . CLINICAL, STAFF (Administrative A

x|
EHzave |N8clear X Del.. WEesolver  @#Print  EgEvent Log x[Can...
[ Thiz Recuring Appointment has not been Saved, |
Subject: [TEAM MEETING I Private
Event Type: IN - Marmal vl Start Date: I'l 040642004 “I Start Time: IUE:EIEI P Diuration: |1 00
End Date:l‘lUJ"UE-QUH “I End Time:IWZUU PM Time Type: IB - Busy vl
Urit; |TRAINING LINIT Q] s Sublrit: |TRAINING SUBUNIT SUEED
Location: [HHS MH BILLING UNIT | 1
Caomments || ;I
Attendess
WAdd @lEdit X Del ‘
e The “Attendees” box is then activated. If desired, click “Add” to enter additional
staff
Dadd | EEdit  XKDel.
Type I Mame I Start Date I End Date I Start Time | End Time I -
5 CLIMICAL, STAFF 10/06/2014 104062014 0B:00 Prd

07:00 P

=
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e Enter additional staff in the “Staff” field and “Save”

E ntity Type: IS - Staff ;I
Staff. [TEST. STAFF Qll

Ewvent Type: IN - Marmal j

Start Date: [10/0672014 =] Start Time: [05:00 PM Duration: [1:00
End D' ate: |1 040642014 EI End Time: IU?:UU P Time Type: IB - Busy ;I

Iﬂgave I%Clear |£|Caﬂcell

e Once finished, click “Cancel”

Il Enter Appointment for : CLINICAL, STAFF (Administrative Access) x |
Ewent
HEave SEclear XDel  [EjEesoke  &iPrinl =g EventLon x|Can.

[ This Recuring Appaintment will Decur in the Future. |
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EDIT SERIES OF APPOINTMENT EVENTS

e To change an entire series that has already been scheduled, right click on any
appointment in the series, and click “Edit Series”

3 niuiti Day View

& ENEEDME DGAARDDDT BTG & |
Entity Type:|5 - Staff | Entity: |CLINICAL, STAFF = Locations: [41
Sunday 10/05/2014 Tuesday 10/07/2014

:06:00prm TEAM MEE

L R e, ———

Blew Appointment

Mew Individual Service

Blew Individual Service Mdersion G
Mesw Group Service

U7 TERYD

Mew Recurring Appointment
Blew Recurring Individual Sermvice
Standing Group Maintenance

Edit Recurring Appointrment

Ehgw EEE FF'W &pnnintr‘npnt
Edit Seri

e Check the box next to any appointment in the series, and click “Edit an
Appointment”

Recurring Appaintment (Full Ac ] X |
Startdate | Day | Starttime | E ndtime | Select | *l
10/06/2014 MONDAY 0E:00 PR 0700 P -
101342014 MONDAY 0F:00 P 07:00 P
1042042014 MONDAY 0E:00 PR 0700 P
1042742014 MONDAY 0E:00 PR 0700 PR
11/03/2014 MONDAY 0E:00 PR 0700 P

& Unresolved Onlp Al ‘ Copy D ate: I

Copy an Appaintment|  Select Al for Faste | Faste dppointment | Deselect All |
Edit an Appointment | Recur Appointment |Delete Selected.t’-‘n.pptsl Enit |
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¢ Make the necessary change(s) and “Save”

NOTE: In this example, the time is being changed from 6:00-7:00 to 5:00-6:00

B Enter Appointment for : CLINICAL, STAFF Administrative A J x |

=

I Save ﬁqear > Del.. B Eesole &hErint  EfEventLog | Can...

[ Thiz Recuring Appointrent will Occur in the Future, |

o “Proceed with Save” when you are asked to “Update all attendee and calendar
records with new event time”

Update Attendee and Calendar Records? 4 |

& Update all attendes and calendar recards with new evert time:

" Update only those attendee and calendar records whoze time no longer falls within the new event time

e

Froceed with 5 ave I Cancel Save

e Click “Cancel”

Wl Erter Appointrment far | CLINICAL, STAFF adrministrative £ X |
Ewvent
EHsave Sclear XDel. [ Resove ShPrint  EgEventLog X|Can...

[ This Recuring Appointrent will Dceur in the Future. |
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¢ |f you wish to make the same change to other appointments in the series:

o Select you appointment to copy
o “Copy an Appointment”

o “Select All for Paste”

o “Paste Appointment”

Recurring Appointrient (Full Azcess) X | pointment (Full X I
Startdate | Dap | Starttime | Endtime | Select |« Startdate | Day | Starttime | Endtime | Select [
1040642014 FOMDAY 05:00 P 06: 00 Phd 1040642014 MOMDAY 05:00 P4 06:00 P
101372014 FOMDAY 0600 P 07:00 Phd 10413752014 MOMNDAY (0E:00 Phd 07:00 Pr O
10/20/2014 FOMDAY 0600 P 07:00 Phd |- 1042042014 MOMDAY 000 Phd 07:00 PM |-
1042772014 FONDEY (06:00 P 0700 Pt 1042772014 MOMNDAY (0E:00 Phd 07:00 Phd
11/03/2014 AR DY (06:00 P 0700 Pt 1140352014 MOMDAY 000 Phd 0700 Pk
& Urrezolved Only Al ‘ Copy Date: I & Umesolved Only »\'—"«IIO1 @op}l [rate: -
Select All for Paste | Faste Appoinimert | Deselect Al | Copy an Appointmentl elect Al far Paste Appaintment | Deselect Al |
Edit an Appointment | - Recur Appointment IDeIete Selected Apptsl Eit | Edit an Appaintment | Fecur Anpointment | Delete Selected Appts] E xit |

e The entire series is then updated with the change. Click “Exit”

x|
Startdate | Day | Starttime | E ndtime | Select | *l
10/06/2014 b OMDAY 0B:00 Phd (0700 Phd O
1032014 WM D 0E:00 Phd 0700 P O
105202014 bOMDAY 0B:00 Phd (0700 Phd O
10/27/2014 W OM D 0E:00 Ph 0700 P O
11./03/2014 b OMDAY 0F:00 Phd (0700 Phd

& Unresolved Only - &l | Copy Drate: I
Copy an.-’-‘«ppointmentl Select Al for F'astel Fazte Appontment [ezelect Al |

Edit an Appointment | Hezur Appointment | Delete Selected Appt Exit
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RECUR EXPIRED APPOINTMENT EVENT

e If a recurring appointment is expiring, and you wish to add more occurrences to
the series, right click on any appointment in the series, and click “Edit Series”

W= tautti Day View - |l o] x|
8 DERDNEE ICEAADDDN BTG o « |0 WEE &
Entity Type:IS-Staff vl Entily:IELINIC.&L,STAFF 3” analinns:l.t‘-‘«ll 3”
Sunday 1070552014 Monday 10/06/2014 Tuesday 1070772014 1 September 2014 PI
él:lEi:[lI][]rﬂ TEAM MEETIN Mew Appointment 10} S M TW T F 5
Mew Individual Ser 1T 2 3 4 B B
ewr Individual Service 7 8 91011 12 13
Mew Individual Service Mersion G 14 15 16 17 18 19 20
Mew Group Service M 222324 X5 T
28 29 30
Mew Recurring Appointment
Mew Recurring Individual Service
Standing Group Maintenance : fctobs 2014 ']
g Lroup SMTwTFS
Edit Recurring Appointment _ 114 3 4
Show Recurring Appaintment Silaly &80T
- 13 14 15 16 17 18
19 20 21 22 23 24 25

e Check the box next to the last appointment in the series, and click “Recur
Appointment”

Recurring Appaintment (Full Acce

x|

Startdate | [ran | Skarttime | Endtime | Select | *l
104062014 MOMDAT 06:00 P 0700 Pk O
104132014 FOMDAY 06:00 P 0700 P O
1002002014 MOMDAT 06:00 P 0700 Pk O
104272014 FOMDAY 06:00 P 0700 Pk -

11/03/2014 MOMDAT 0E:00 P 07:00 P

&

% Unresolved Only € &l Copy Date: I

Copy an .-’-'-.ppu:uintmentl Select Al faor, Paste | Faste Appointment I Dezelect All |

Edit an Appointrment I R ecur Appointrent IJeIete Selected .-’-'-.pptsl E uit |
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Set the Rules of Recurrence. Make sure the Start Date is the first day that is not
already scheduled (otherwise duplicate appointments will appear). Click “Build”

Rules of Recurrence

| Start Time: IUE:UU Phd

Duration I'IZUU End Time: IU?ZUU Prd ‘

* Daiy & Every I 1 Daps

 Weekly  Every'Weekday

 Manthly

Start Date: [11/10/2014 EI =" End After I 3 DOocurences

" End By L &l
I Build I Clear | Cancel
“Exit” from the Rules of Recurrence
Recurring Appaintment (Full Ac LI

Startdate | [ran | Skarttime | Endtime | Select | -
10/06/2014 ROMDAY 0600 Pr 0700 FH O
104352014 MOMDAT 06:00 P 0700 Pk O
10/20/2014 FOMDAY 06:00 P 0700 P O _
100272014 MOMDAT 06:00 P 0700 Pk O
11/03/2014 FOMDAY 06:00 P 0700 P O
1102014 MOMDAT 06:00 P 0700 Pk O
1111/2014 TUESDAY 06:00 P 0700 P O
11Aa2/2014 WEDMESDAY 06:00 P 0700 Pk O

[=
& Urresolved Only € &l Copy Date: I
[Copy am .-’-'-.ppu:uintmentl Select Al for Paste | Faste SAppointment I [ezelect Al
Edit an Appointrment | B ecur Appaintriemnt | [Delete Selected Appt E st
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DELETE ONE APPOINTMENT EVENT

¢ Right click on the desired appointment and click “Delete”

-0l x|
¢+ & DOEREHDOOME DCAABODDDIT BTG &« [ BEB | &

Entity lepe:IS - Staff 'I Entity: ICL|N|D5&L. STAFF 3” Lucatiuns:l-"«” 3”

Sunday 1070542014 Monday 10/06/2014 Tuezday 10/07/72014 1 September 2014 L4 I
Wﬁw. P lamemme.. ma - 2T MED SERVIC S oM T W T F 5
Mew Appointment 1 2 3 4 5 B
Mew Individual Service o8 91011 12 13
Mew Individual Service (Wersion @) 14 15 168 17 18 13 20
) 21 22 23 24 25 26 7
Mews Group Service 5% 29 30
MNew Recurring Appointment
Mew Recurring Individual Service 4 Dctober 20714 v
Standing Group Maintenance S M Tw T F §
. : . g 3 4
Edit Recurring Appointment 2 910 11
Show Recurring Appaintment 12 13 14 15 16 17 18
Edit Series 13 20 21 22 23 24 25
26 27 28 29 30 #H
1 Mervember 2014 v

S M TW T F 5

Reszolve

DELETE SERIES OF APPOINTMENT EVENTS

¢ Right click on any appointment in the series, and click “Edit Series”

- =1o]l x|
¢ & ODNEEEDME| TCA A B DD DI ATGE = @ | F WEE F &

E ntity T_l,lpe:IS - Staff v| Entity: IEL|N|C‘3\L. STAFF B‘” Locations: I-"-\” 3”

Sunday 1070672014 Monday 10/06/2014 Tuesday 10/07/2014 1 September 2014 'I
§IZIEi:IZII:I;:|rr| TEAM MEETIM Mews Appointment 1] S M TW T F 5
Mew Individual Service 123488
T8 91011 12 13
Mew Individual Service (Wersion Q) 14 15 16 17 18 19 20
Mews Group Service 2022 23 24 25 X% K
28 29 30
MNews Recurring Appointtment
Mew Recurring Individual Service
Standing Group Maintenance h Dctober 2014 ’I
Y SMTWTF S
Edit Recurting Appointment 113 3 4
Showy Recurring Appointment IE g &
13 14 15 16 17 18
19 20 21 22 23 24 25
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e Check the boxes next to the desired appointments, and click “Delete Selected
Appts”

Recurting Appointtment (Full Ar

Startdate I Day | Staittime I Endtime:
10062014 rOM DYy 0E:00 Fhd 0700 Fhd
10132014 rOM DYy 0E:00 Fhd 0700 Fhd
10/20/2014 rOM DYy 0E:00 Fhd 0700 Fhd
10/27/2014 rOM DYy 0E:00 Fhd 0700 Fhd
11032014 rOM DYy 0E:00 Fhd 0700 Fhd
11102014 rOM DYy 0E:00 Fhd 0700 Fhd
11112004 TUESDAY 0E:00 Fhd 0700 Fhd
1172/204 WEDMESDAY 0E:00 Fhd 0700 Fhd

& Uniesalved Onlp € Al | Copy D ate: I

Copy an .-’-'«ppuintmentl Select Al for Paste | Paste &ppomtment | Dezelect All I

Edit an Appaintment | Fecur Appointment § Delete Selected .t’-'«pptsl Exit |

e They are then removed from the series. Click “Exit”

naintrment (Full A x |

Startdate | Day | Starttirme | E rdtirme: | Select | *l
T0/06/2074 RO DAY [0E:00 P 0700 P O
1041372014 RO DAY [0E:00 P 0700 P O
1042042014 RO DAY [0E:00 P 0700 P
1042772014 RO DAY [0E:00 P 0700 P O
1140372014 RO DAY [0E:00 P 0700 P O
1102014 RO DAY [0E:00 P 0700 P
11A1/2014 TUESDAY [0E:00 P 0700 P

1242014 WEDMESDAY 0&:00 P 07:00 PM

% Unresolved Only € All | Copy D ate: I

Capy an.ﬁppnintmentl Select il for Paste | Fazte Sppaimtment I Dezelect Al
Edit an Appointment | Fiecur Sppointment | Delete Selected Appt: Exit
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VERSION Q

Version Q has fewer fields to complete than the individual client service screen. Version
Q does not allow for the scheduling of a collateral server, comments cannot be added,
and when Version Q service events are edited, they are done so in the individual client
service screen.

e Right click in the open white area below the day you wish to schedule and click
“‘New Individual Service (Version Q)” from the drop down menu

& multi Day View = 1ol x|

& IO ICAAEDDDD EDNGE v« 0 NEEED &
Entity Type:|5 - Staff | Entity: [CLINICAL STAFF =\ Locations: [ ]
Mon Tue Wed Thu Fri 10/10/2014 [ Sat 10/11/2014 |[4  September2014  #|
[A]os:00pm TEANT]10:00am 218, S M TW T F §
123458
78 97107111213

e Appointment 14 15 16 17 18 19 20
New Individual Service 2122 23 M4 28 % X
News Individual | 28 23 30
) ) 1 October 2014 4 |

Mew Recurring Appointment S M Tw T F 5
Mew Recurring Individual Service 1 3z 4
Standing Group Maintenance 5

12 13 14 15 16 17 18
Fayrment 19 20 21 22 23 24 25

26 27 28 29 30 A

1 Movember 2014 v
SMTWwW T F S
1

2 3 4 85 B 7 8
910 11 12 13 14 15

16 17 18 19 20 21 22
o 1 el 2 23 24 25 26 27 28 29
<] _ JN |

A. The “Subject” can be manually entered, or it can be left blank. If it is left blank, it
will default to the service code description after selecting the service code

B. Enter the “Start Time”. The system will default to “am.” Either enter military time,
or the letter “p” for pm. For duration, enter as H:MM (i.e. forty-five minutes is :45
and one hour and fifteen minutes is 1:15).The system will calculate the “End

Time” automatically
C. Select the client from the “Client Look Up” screen

D. When the “Unit” is entered, the “Location” field automatically fills. Enter the Sub
Unit
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E. The “Staff’ field defaults to the entity selected when you originally right clicked on
the Multi Day View; however, the staff person can be changed

Individual Service X I
Subject: ITransIator needed for client ' A '
Date: |1DHDSHZD14 ni Start Tirne: I'I2:DD P
Cruiration: I‘I:‘IE .’
Stop Time: I'I:'|5 P
.
Client: C 0
oy et [TRAINING LNIT g’@ 5400
Sub Urit: |TFL‘-\INING SUBUNIT 330
Locatior: [TRAINING LOCATIONDT Q| 5353
Staff. |CLINICAL, STAFF E
Service: I ﬂ 1]
Quantity: 0.aa Fee: I 0.00
[~ Transportation Flequired EBF'ISS_I
Provided Tar I ﬂ I
Provided &t I ﬂ I
Outzide Facility: I BI I 0
Contact Type: I BI I
Appointment Type: I ﬂ I 0
Billing Type: I ﬂ I
Intenzity Type: I ﬂ I
Billing Pro Forma | Save | Clear | E wit |

From the drop down menu, select the intended Service Code for the service event
Wl Service Codes Looku ]

10 Desc

5 SCREEMIMNG 5

11 MEDICATION EVALUATION 11
12 PSYCHOLOGICAL TESTING 12
13 PLAN DEVELOPMENT 13

16 PSYCH TEST-TECHMICIAN 16

& Active O Inactive O &l

9 ASSESSMNT PSYCHSOC INTERACT 9
10 ASSESSMENT - PSYCHOSOCIAL 10

14 EVAL OF RECRD FOR AS5SESSMMNT 14
15 EXTERMAL REFORT PREFARATION 15

Eind...

=

Cancel |
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Once a service code is selected, the service indicators auto fill

Staff: IELINIEAL, STAFF

Service: [ASSESSMENT - PSYCHOSOCIAL 10 o | 10
Guantity: I—DUU Fee: I—DUU
; EBP/5S O
Provided To: [Client & C
Provided At |Dffice al| A
Dutside Faciity: | A 0
Contact Type: IFace ta Face gl I F
ppointment Type: ISCheduIed BI I 1
Billing Type: INot Applicable Q) | ®
Intensity Type: [NOT APPLICABLE | N
EBilling Pro Forma I Save | Clear | Exit |

S%
€d,
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If the place of service is different than the default for “Prov. At”, enter the correct
“Provided At” from the “Place of Service” look-up

Place of Service Types Lookup

X|

[} | Description

| Alternate 10 | =

oOmmmI omr 0

Clignt Jab Site

Comectional Facility

Criziz Residential

Faith Based [church)

Health Care - Primary Care
Home

Homelesz/Emerg Shelter

IP Free Stdng HospAlMD /SH
IP Full Scale Hozp/SHF

Wm0

% Active

= Infctive Al

Find

I ]

Enter an “Outside Facility” if “K”, “D”, or an “S” is selected as the place of service

Outside Facilities Lookup

1] | [rescription I -|

25 ABRAXAS CONTINLATION AIGH-FD

734 ACADEMY FOR LEARNING-BU

93 ADAW. HARRIS ELEMENTARY-CA

437 ADAMS ELEMENTARY-SD

347 ADOBE-BLUFFS ELEMENTARY-PO

706 ALAMOSA PARK ELEMENTARYAU

421 ALBASD

405 ALBERT EIMSTEIM ACA CHARTER-SD

589 ALBERT EINSTEIN ACAD CHARTE-SD

438 ALCOTT ELEMENTARY-5D

791 ALL TRIBES AMER INDI&N CHAR AP

106 ALLEN [ELLA B.-CH

59 ALPINE COMMUNITY DAY-4L

53 ALPINE ELEMENTARY-ALU

653 ALTAVISTA ACADEMY-SW

£33 ALTAVISTA HIGHWU

766 ALYIN M.DUNN ELEMENTARY-5M

168 M HERITAGE K-8 CHARTER-EE

439 AMGIER ELEMENTARY-5D

101 ANME AND Wi HEDENEAMP ELEME-CH

71 ANZA ELEMEMTARY-CYV LI
i+ Active " Infctive oAl Find.. | ak I Cancel I
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e The other indicators can be changed if desired. Click “Save”

[ Tranzportation Required EBPJSSBI

Provided Ta IEIient BI I C
Provided At: |School 51 5
Outside Faciity: [COMMUNITY SCHOOLS - CENTRALOE &4 | 33
Contact Type: I::EICE to Face BI I =
Appointment T ype: IScheduIed BI I 1
Billing Type: |Mot Applicable Ql | %

Intensity Type: [NOT APPLICABLE al |

L

Billing Pra Farma | Save Clear | E xit
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INDIVIDUAL SERVICE EVENT WITH A COLLATERAL SERVER

Right click in the column of the day to be scheduled and click “New Individual

Service” from the drop down menu

@ INDDOEE ICAAEDDDN BONE| @ « | [ WEEE

S =

Entitp T_vpe:IS - Staff

| Entity: [CLINIEAL STAFF ol

Mon Tue Wed

Thu

[A] n6:00pm TEANT]10:00am 216,

Locations: IAI\ ﬂl

Fri 101072014 | Sat 10/11/2014 (|4 September 2014 'I
S M TW T F 5§
12 3 4 5 &
T8 91011 1213
14 15 16 17 18 13 20
2022 23 24 48 26 27

28 23 30
4 October 2014 3
Mew Group Service S M TWwW T F S
IR
Mew Recurring Appointrment 7
Mew Recurring Individual Service 1213 14 15 16 17 18

1920 21 22 23 24 25

Standing Group Maintenance 26 77 28 29 30 30

Fayrment

[l November 2014 v
SMTwW TF 5
1
23 45 6 7 8
910 11 12 13 14 15
16 17 18 19 20 21 22

|

23024 25 26 27 28 29

I |

The “Add/Edit Individual Service Scheduled for [Staff Person’s Name]” screen

appears
AddiEdit Individu X I
Event [X] [This Nomal Event has not been Saved ]
Subject: I Pre-Payment 0.00
Date I'IU./'UE.’?EIM “i Start Time: Diuration I Stop Time:
Client I 3”” Location: I 3”
3' Urit: | = Camment: ;I
Sub Unit I S” ;I

Services

Save I Delete I Clzar ICO”. Svrsl

Staff.. |

| Service

% Created
Mat
=] Created

& Scheduled " Actual | FResolve Semvice | Cariel Senvice |Add Unschedu\edl

| Start Time: | End Time | Hesolvedl Canceled I -
u] u]

El

idd | Dete || o |

Farm #: | 1] D ate: | A4 ﬂ ™ C. Servers _I
Staff: | g” Supervisar: | g”
Unik: | B.” Assignment: | Unit | SubUnit -] _I
Sub Unit: | o =
Sewice:l 5” 5. Start: | Duration I_ Stop: I—
Lab.l 3” T. Start: | Duration; I_ Stop: I—

Days: I—D Quar: 0.00 Fee: Iw Part: I_U D. Start l— Duration I_ Stop: I—
I™ | Transportation Heqd EBF’;"SS_I Prov. Tor | g”
Prov. At | 3” Out. Fac: | g||
Con.Type: | 3” Appt.Type: | g||
Eill. Type: | 3” Int. Type: | g”
Post/Save Gervice | Billing Pra Forma Ewent Log | Biint Fayment | Exit |
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e Complete the necessary information in the top container and click “Save”

AddfEdit Individual Service Scheduled for CLIMICAL, STAFF (Administrative Access) X |
Event [I] [This Nomal Event has not been Saved. |
Subject: I Pre-Papment I 0.00
Drate: I'I':'-"'E'E-‘?E”*1r “I Start Time: |11|3|:| P Druration: |1145 Stop Time: |2145 P

Client: |F.-’-'-.KE,TEST Bl Location: |TH.-'1'-.INING LOCATION| 3”
D\l [t ITH-‘:"JN'NG UMIT B” 9900 Cormment: ;I
Sub Unit: |TF|.~'1'-.ININI3 SUBUMIT EHEIEIEI'I LI
I Save II [elete | Clear | [Zall! Svrsl

e The Collateral Server button and the bottom container activate. Click the “Coll.
Svrs” button

Add/Edit Individual Service Scheduled for CLIMICAL, STAFF (Administrative Access) LI
Event [I] [This Momal Event has not been Saved. |
Subject: | Pre-Payment I 0.00
Drate: |1I:I£I:IE£2EI'|4 “i Start Time: |11|3|:| P Drwratian: |1145 Stop Time: |2145 P

Client: |F.-*-.KE,TEST = Lacatian: |TFE.-“-‘-.ININI3 LOCATION| 3”
0| uni, [TRANING UNIT Q[ 9800 Comment =
Sub Unit: |TFI.-’-'-.INING SUBUNIT 5”95"]1 LI

Delete I [Clear Coll. Swrs

e Enter the necessary information for the collateral server(s), press the tab key on
the keyboard until the next row becomes active, and click “Exit”

Schedule Collateral Servers

X|

Staff
2

Start Time

Duration | End Time

— Clear |
Delete |
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e Enter the necessary information in the bottom container, click “Post/Save
Service”, and click “Exit”

AddiEdit Individual Sery cheduled far CLIMIC! AFF (Administrative X I
Event [ Thiz Wormal Event has nat been Saved |
Subject: I Pre-Payrment I 0.00
[ ate: I'ID-"'D5-"'2E|14 “I Start Time:; |1:DEI Phd Diuration; |1345 Stop Time: |2345 P

Cliert: |Ff-‘«KE, TEST 3" Lo atian: |TF|.f-‘-.INING LOCATION| 3”
C"\l LInit: ITHAlNlNG UNIT B‘” 9300 Comment: ;I
Sub Unit: |THAINING SUBUMNIT 3”9901 ;I
Save | Delete I LClear I Call. Swrs |
S ervices Adding M cheduled
Staff.. | | Semice | Start Time | End Time | Resolved | Canceled | =
| Created o 0 e
tat
H Created LI
|ﬁ' Scheduled = Actual | Fesolve Service | Cance] Service |.-’-'«dd Unscheduledl Add | Delete | Clear |
Form #: | 0 Date: [10/05/2014 5 Flcsewes ||
Staff: |I:LINII:.~'-\L,ST;’-'«FF 3” Superyizar | 3”
Unit: [TRAINING UNIT QI 9900 Assigrment; | Unit | SubUnit =] Q
Service: |EASE MGT/ BROKERAGE 50 3” a0 5. Start: |1:00PM  Durahion: |1:45 Stop: |2:45 Fid

Lab: | E” 0 T.Stat I Diuration; | Stop: |
Drays: | 0 Quarn: | 000 Fee: | 0.00 Fart: I_D D. Start: I Duratian: | Stop: |

[ Transportation Feqd EBP/55 _I Prov. To: |I:Iient glll:
Prow. At | | Out, Fae: | =) 0
Cion. Type: | 3” &ppt. Type: |Scheduled 3” 1
Bill Type: [Not Applinable = Int. Type: [NOT APPLICAELE =

I Post/Save Service Iﬁilling Fra Fu:nrrnal Event Log | Print Fayment I E xit |
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EDIT SERVICE EVENT
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¢ Right click on the individual service event to be edited. Click “Edit Individual

Service” from the drop down menu

Mew Individual Service Version &)
MNewy Group Service

Mew Recurring Appointment

| - |l ol x|

& DNDEDEEA ICAAADDDDT BTG « «|HHEEE @

Entity Type:[S - Staf =] Entity: [CLINICAL, STAFF = Locations: |4l af

Sat 10/04/2014 Mon 10/06/2014 | Tue 10/07/2014 | Wed 10/08/2014 || 4 Dctober 2014 3

[Glo6:00am running |IIHIE === ' 5M Tw T F 5
Mew Appointment 1 2 3
Mews Individual Service S S 10 11

12 13 14 15 168 17 18
13 20 21 22 23 24 25
26 27 28 23 30 A

Mew Recurring Individual Service 4 MNovember 2014 >|

Standing Group Maintenance

Edit Indiy Se
Show Individual Service
Launch Billing Pro Forma

S M TW T F S

2 3 4

310 111
16 17 181
23 24 28 2

e The “Add/Edit Individual Service for [Staff Member's Name]’ screen appears.
Make the appropriate changes in the top container, “Save”. Make the appropriate

changes in the bottom container, and click “Post/Save Service”

x|
[This Nomal Event has not been Saved. |
Subject: |EASE MGT/ BROKERAGE 50 Pre-Payment 0.00
D ate: |1D.-"05.-"2D14 “i Start Tirne: IW Duration: Ir Stop Time: W
Client: |FAKE, TEST || Locatior: |[TRAINING LOCATION] |
gl Unit; [TRAINING UNIT Ll 9300 Commert: :I
Sub Unit [TRAINING SUBLUNIT 3' 9501 LI

Save | Delete Llear |EOII. Svrsl

Services
Staff... | | Service | Start Time | End Time | Hesolvedl Canceled I AI
| Created [50] CASE MGT/ BROKERAGE 01:00 Pk 0245 P o o
ﬁﬁi::ed j
|# Scheduled € Actual | Resclve Service | Cancel Service |Add Unscheduled Add | Delete | [lear, |
Form #: | 1} Date: |1D.-"05.-"2D14 j [T C Semers _I
Staff: |CLINIE.QL,ST.-’3«FF 3” Supervizor | 3”
Unit: |TRAINING UMIT 3” 9900 Assignment: |_Unit | Sublnit = 8I
Sub Unit: [TRAINING SUBUNIT gl Iggm 9500 - TRAINIMNG UMNIT 9907 - TRAINING SUBI ;I
Service: [CASE MGT/ EROKERAGE 50 Al 50 5. Stat [1:00PM  Duration: [1:45  Stop: (245 Ph
Lak: | 3” 0 T Stak | Duration: | Stop: |
Dayps: I_D Quar: W Fee: Iw Part: I_D D. Start: | Duration: | Stop: |
[T Tranzportation Fegd EBP/SS _I Prov. Ta: |Client 3||E
Provw. &f: | 3” Out. Fac: | 3” 0
Con. Type: | =) Appt Type: |Scheduled =) 1
Bill Type: [Mot Applicable =3 Int. Type: [NOT APPLICABLE |

I Paost/S ave Service Iﬂilling Pra Farma Ewent Log | Print Paurient

| i |
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e The “Update Attendee and Calendar Records?” dialog box appears. Click
“Proceed with Save”.

Update Attendee and Calendar Recor il

¥ |lpdate all atterdee and calendar recards with new event time

£~ |lpdate only thoze attendee and calendar records whose time no longer falls within the new event time

ﬁjmceed with 5 ave Cancel Save

e Click “Exit”
[ Transpartation Reqd EBF/SS 3' Prow. Ter [Chent
Prav. At | =) Out. Fac: |
Con. Type: | 5“ Appt Type: |Scheduled
Bill. Type: |N|:ut &pplicable = |>< Int. Type: |NE|T APPLICABLE
PoztdS ave Service I Billing Pro Fnrmal Ewent Log I Prrint | Payrmemnt
e 2N I I 1

NOTE- A scheduled non-recurring Individual Service cannot be edited to become a
recurring event
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RESOLVE/UNRESOLVE INDIVIDUAL SERVICE EVENT

When an event is resolved, that indicates that the event took place. Events on future
dates cannot be resolved. NOTE: SDCMHS policy regarding scheduled events is that
service events that actually occurred shall be resolved. Service events that did not
occur shall not be resolved.

There are two ways to resolve an individual service event:

e Single click on the desired individual service event on the calendar so that it is
highlighted, and click the red check icon —or—

¢ Right click on the desired appointment on the calendar so that the drop down
menu appears, and click “Resolve”

& nutti Day View =N
E §|mmm@@|@@@@|m|m@@@|

Entity Type:IS - Staff ;I Entity: ICLINIEAL, STAFF Bl Locations: |4l B"

Sat 10/04/2014 | Sun 10/05/2014 | Mon 10/06/2014  [[PCRITIFZEEN Wed 10/08/2014 ||+ Doctober 2014 H
[A] 05:00pm TEAN | U= | IV \g T F 5
;

MNeswr Appointment z B
Mew Individual Service 910 11
Mew Individual Service (Version @) 5 16 17 18
MNew Group Service g gg g:’ »
MNew Recurring Appaintment
Mews Recurring Individual Service @
Standing Group Maintenance T F §
Edit Individual Service 5 5 7 13
Show Individual Service 2 13 14 15
Launch Billing Pro Farma 320 21 2
6 27 28 29
Delete

e The “Add/Edit Individual Service Scheduled for [Staff Member Name]” window
opens. Click “Resolve Service”

L r il Editing Server/Service.
Staff... | | Service | Start Time | End Time | Heml\-’edl Canceled | -
% Created CLIMICAL, STAFF [50) CASE MGT/ EROFERAGE 01:00 P 02:45 Phd ] W] r
Mot
H Created ;I
|* Scheduled " Actual | Flesolve Service | § CancelSewvice | AddUnscheduled Add Delete | LClear |
T —— -
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¢ A pink check box appears in the resolved column of the middle container
e el Dizplaying Scheduled Service for Server.
Staff... | | Semvice | Start Time | End Time vedl Canceled |:|
ﬂ Crested CLIMICAL, STAFF [50) CASE MGT/ BROKERAGE 01:00 Pk 0245 P ) B W]
Mot
H Created j
|% Scheduled C pctual || UfresdlveSemice] Cancel Service | Add Llnscheduledl Add I Celete | [Clear I
il
o Click “Exit” _
[™ Transportation Regd EBF/S5 ﬂl Praw. To: ||:|ienl
Prowe, At | (=1} Out. Fac: |
Con. Type: | 3” Appt. Type: |5cheduled
Bill. Type: [Not Applicable A Int. Type: |NOT APPLICAELE
Post/Save Service | Biling Pra Furmal Ewent Log | Print Fayrnent
T T T T
e The event displays on the calendar with a pink check

W3 wulti Day View

¢ & DOGEOMNE DCAABAEDD DI BTG & & |!

E ntity T}lpe:IS - Shaff

| Entity: |CLINICAL,

STAFF

g| Locations: I-"i"-"

Tuesday 0973072014

Wednesday 100172014

1|II:IIIIIIam 218, TEST ME

Thursday 10/02/2014 Friday 10/03/2014

NOTE: If the event does not display on the calendar, check the “View Options” to
ensure the “Display Resolved Services” box is checked
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The only reason you would unresolve, is if you resolved by mistake.
There are two ways to unresolve an individual service event:

e Single click on the desired appointment on the calendar so that it is highlighted,
and click the red check icon —or—

¢ Right click on the desired appointment on the calendar so that the drop down
menu appears, and click “Resolve”

3 nutti Day view
&8 EANDIMA ICEAEDDDD &DE(a)

Entity Type:|S - Staff | Entity: [CLINICAL, STAFF | ' Locations: [2

Tuesday 0943072014 L ELETRNNIT PR Thursday 10/02/2014 Friday 10/03/2014

Mew Appointment

Mew Individual Service

Mew Individual Service (Wersion &)
Mewy Group Service

Mew Recurring Appointment
Mew Recurring Individual Serdce
Standing Group Maintenance

Edit Individual Service
Show Individual Service
Launch Billing Pro Forma

Delete
Print

AN ]

e The “Add/Edit Individual Service Scheduled for [Staff Member Name]” window
opens. Click “Unresolve Service”

°
e el [izplaving Scheduled Service for Server.
Staff.. | | Service | Start Time | End Time | Hesnlvedl Canceled |:|
% Created CLIMICAL, STAFF [60) CASE MGT/ BROKERAGE 01:00 P 0245PM | mf |
It
ﬁ Created j

|® Scheduled  actual || Uzl Serice] ICance Service AddUnscheduIedl Add I Delete | Clear |
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e The pink check box that was in the resolved column of the middle container

disappears
Services Editing Server/Service.
Staff... | | Service | Start Time | End Time \-'edl Canceled | -
% Created CLIMICAL, STAFF [B0) CASE MGT/ BEROFERAGE 01:00 PR 0245 Phd ] ] r
Mot
= Created ! ;I
| Scheduled  Actual | Resclve Service | CancelService | Add Unscheduledl Add | Delete | [Clear |
I al
e Click “Exit”
[” Trianzportation Reqgd EBF/SS 3' Prav. To: ||:|ient
Prow. At | ] Dut. Fac: |
Con. Type: | 3” Appt. Type: |Schedu|ed
Bill Type: |N|:|t #pplicable EI |><.' Int. Type: |NDT APPLICABLE
FPost/Save Service I Billing Pra Forma Ewent Log I Print Fapmernt
o 3 T T T

The event displays on the calendar without a pink check

W3 niulti Day view

¢+ @ DDEREODME DCAIRA ED D DI ADE | &« ||

Entity Type:| - Staff ~| Entity: [CLINICAL, STAFF 4l Locations: |ﬂ«||

Tuesday 09/30/2014 Wednezday 107012014 ([QIUNELEITR N IEEEITE S Friday 105032014
|I|1 0:00arm 216, TEST ME
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CANCEL/UNCANCEL

¢ Right click on the individual service event you wish to cancel, and from the drop
down menu, click “Cancel”

¢ S| EDEEEHEOOMNE DCAAADDOEDITN BTG & a0 EEE
Entity Type:IS - Staff ;I E ntity: ICLlNlD‘-‘«L, STAFF B" Locations: IAII E
Wednesday 09/24/2014 | Thursday 09/25/2014 Friday 0972672014 Saturday 095272014 || Al Septemb
ey Appointrment :Tz \"‘
Mew Individual Service 9 1)
Mew Individual Service (Wersion o) E 1
Mew Group Service % 7]
1]
Mew Recurring Appointment
Mew Recurring Individual Service E
Standing Group Maintenance T
Edit Recurring Individual Service ‘
Show Recurring Individual Service 1;
Edit Series M2
Launch Billing Pra Farma es 2
Delete L
Print e
i

¢ |n the middle container, click “Cancel Service”

Services
Staff... | | Service | Start Time | End Time | Hesulvedl Canceled | -
% Created CLIMICAL, STAFF [B0) CASE MGT/ BEROFERAGE 01:00 PR 0245 Phd ] ] i
Mot
5] Created ;I
| Scheduled  Actual | Resolve Servics | Cancel Service | fucld Unscheduledl Add | Delete | [Clear |
I al

e The “Cancel Service” dialog box appears. Click the magnifying glass to access
the “Cancellation Reason” table

Cancel 50 - CASE MGT/ BROKERAGE 50 Service for 216, TEST on 10/01/2014 at 10:00 287

Cancellation Reazon || BI I

Yes Mo |
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e Once a cancellation reason is selected, click “Yes”

Cancel B0 - CASE MGT/ BROKERAGE 50 Service for 216, TEST on 104012014 &t 10:00 AM7?

Cancellation Feazon |Canceled by Clisnt (__)\I |3

e Click “Exit”
[~ Transpartation Reqd EBP/55 gl Prov. To: |I:Iient

Prov. At | =) Dut. Fac: |

Con. Type: | 3” Appt. Type: |Schedu|ed

Bill Type: |Mot &pplicable L= Int. Type: [NOT APPLICABLE

PoztdS ave Service I Billing Pro Fnrmal Ewent Log I Brrint | Payrmemnt
- T T 1 1

e The cancelled Individual Service Event displays on the calendar with a pink X

3 niutti Day view
¢ @ ODAGEEEMER TG A A E D D B [T
Entity Type:IS - Staff LI Entity: IELINIE.E‘-.L, STAFF 3"

L TG TR LB D ER Thursday 1040272014 Friday 10/03/2014

1 0:00arm 216, TEST ME

NOTE: If the event does not display on the calendar, check the “View Options” to
ensure the “Display Cancelled Services” box is checked
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NOTE: The only reason you would uncancel is if you cancelled by mistake
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¢ Right click on the service you wish to uncancel, and from the drop down menu,

click “Cancel”

¢ @3

MG E M | @G A A’ D D

e Click the “Uncancel Service” button in the middle container

Services

E ntity lepe:IS - Staff

Wednesday 1070172014

f0:00am 216, TEY

| Entity: [CLINICAL STAFF

=

Thursday 1070242014 | Friday 10/03/201.
|

Mew Appointment

Mew Individual Service

Mew Individual Service Mdersion @)
Mewy Group Service

Mew Recurring Appaintment
Mew Recurring Individual Service
Standing Grodp Maintenance

Edit Individual Service
Show Individual Service
Launch Billing Pra Forma

Delete
Erint
En il Y11

Staff.. |

| Service

| Start Tirme | Erd Time | Hesolvedl Canceled |:|

CLINICAL, STAFF

% Created
Fiot
H Created

|# Scheduled

o Actual| Fesolve Service

[50] CASE MGT/ BROKERAGE 01:00 P

| Uncancel Service

0245FPW [

e dd Uhscheduled

=]

5

add | Delete | Cla |

e Click “Exit” to return to the schedule

EUE
=) 0
= J

[” Transportation Feqd EBF/SS gl Prow. Tar |E|ienl
Prioee. At | 3” Dut, Fae: |
ConType: | =) Appt Type: [Scheduled
Bill. Type: [Mat Applicable L Int. Type: [NOT APPLICABLE

FPoszt/Save Service | Billing Pro Forma

Ewvent Log |

Errint

Fayment

=y

e 2 T
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o The service event appears on the Multi Day View screen without the pink X

E ntity Type:IS - Skaff

~| Entity: [CLINICAL,

STAFF

Al

Locations: I-'“-"-"

Tueszday 097302014

Wednesday 1050152014

Thurzday 10/02/2014

|I|1 0:00am 216, TEST ME

Friday 10/03/2014

CHECK IN/CHECK OUT

There are two ways to indicate that a client has arrived for the service event:

e Single click on the desired appointment on the calendar so that it is highlighted,
and click the green check icon —or—
¢ Right click on the desired appointment on the calendar so that the drop down
menu appears, and click “Check In”

ﬁ Multi Day Wiesw

¢+ & EOEEEDME DG A Al E D D D

- lc

mene =)o EEE:

Mewy Appointment
Mew Individual Service

Mew Group Service

Mew Individual Service Mersion &)

Entity Type:|5 - Staff | Entity: [CLINICAL, STAFF Q| Locations: 4 ol
Monday 09/29/2014 Tuesday 09/30/2014 wWednesday 10/01/2014 1 August 2014
S KMOT W T

Mew Recurring Appointment
Mew Recurring Individual Service
Standing Group Maintenance

Edit Individual Service
Show Individual Service
Launch Billing Pro Forma

Delete
Print
Resolve
Cancel
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e A green check mark appears next to the event

= ruiti Day view

@ ONEEHDNH ICAAADDDT ADNG = |
Entity Type: |5 - Staff | Entity: [CLINICAL, STAFF aj Locations:[Al
s e L Tuesday 0973072014

1 0:00am 216, TEST MED SERVIC

There are two ways to indicate that the client has checked out:

e Single click on the desired appointment on the calendar so that it is highlighted,
and click the green check icon —or—

¢ Right click on the desired appointment on the calendar so that the drop down
menu appears, and click “Check Out”.

F Multi Day View - |l ol x

re DROOOEN NEEAEDDDD dne | «E@)0 BEED|
E ntity Type:IS - Staff LI E ntity: ICL|N|D’5«L, STAFF BJI Locations: IAII gl
Monday 09/29/2014 Tuesday 09/30/2014 I 4 August 2014 ’l

0:00am 216, T WAEEE L c M T w1 F &
’ MNews Appointment

MNew Individual Service

Mew Individual Service (Version G

Mew Group Semvice

MNew Recurring Appointment
MNew Recurring Individual Service
Standing Group Maintenance

Edit Individual Service
Show Individual Service
Launch Billing Pro Forma

Delete
Print
Resalve
Cancel

T —

e The green check mark next to the event disappears

¢+ @& EORBREEDME ICRE A A D D DT EDGE | o |

Entity Type:|5 - Staf | Entity: [CLINICAL, STAFF 4 Locations: 21
Monday 09/2952014 Tueszday 09/30/2014 Wednesday 100152014

|I|1 0:00arm 216, TEST MED SERVIC
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BILLING PRO FORMA

To see how a scheduled service will be billed to the client’s pay source(s), right
click on the desired service and click “Launch Billing Pro Forma”

= ruiti [ =
¢ & ENEREDAEA DECARAMADDET ATDGE @« @ 0 BEEEF ®

Entity Tppe:IS - Staff

| Entity: [CLINICAL, STAFF

Al Al

Locations: Iﬁi"-"

Friday 09/12/2014

Saturday 09/13/2014

Sunday 09/14/2014 I 1 August 2014
| - L - -
m Meve Appointment

F

1
Mewr Individual Service g
Mew Individual Service {fersion Q) 51
Hewy Group Service S E

Mlew Recurting Appointtment
Mleww Recurting Individual Service
Standing Group Maintenance

Edit Individual Service
Show Individual Service

,

2
Launch Billing Pro Forma :
H H H H 11} ”
e The dialog box appears. Once you are done viewing, click “OK
M Billing Pro Forma Dialog x I
Client: 216, TEST Admitted Date: (091472014 Start: |05:00 Pk
SAl: Duration |1:00 Stop |06:00 P
Urnit: |TRAINING LIMIT 3300 Provided Te: ICIienl atd Family IB
Sublpit: [TRAINIMG SUBUMNIT 9301 Provided At |School IS
Server: IELINID—\L, STAFF I Contact Type: IFace to Face IF
Supervisar: | | Outside Facility: |ANNE AND Wit HEDEMNKAMP ELEME-C | 101
Service: |ASSESSMENT -PSYCHOSOCIAL 10 | 10 Appointment Type: |Scheduled I 1
Lat: I I Billing Type: INot Applicable |><
Guantity: I Fee: I Days I Intenszity Type: INDT APPLICARBLE IN
— Ihsurance — Billing Pro Forma
Pav So... | | Benefit ... | | Fram |;| Testing Contract Pay Source 83338933 -
1 Determining Billing Information for MOM BILLABLE FOR O5HFD. EEF
Service is not Covered by Benefit Plan 8339,
Looking up Client's Insurance Coverages.
j Testing Contract Pay Source 8358/4010
— Determining Billing Information for MOM BILLABLE FOR LIHF, LIHP |
- Autharization Service iz not Covered by Benefit Plan 4010,
Autht | F'.I Frocedure | From | Thiu | Oty I Uszed I ‘I Testing Contract Pay Source 8332/4105
Determining Billing Information for MO BILLABLE FOR LIHF, LIHF C
Service iz not Covered by Benefit Plan 4105,
Testing Contract Pay Source 8398/4109
=1 A | v
a Colla.. I oK iI
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EVENT LOG WITH CANCELLED SERVICE EVENT

Open the individual service window either by double clicking on the service event,
or by right clicking and choosing “Edit Individual Service” or “Show Individual
Service” from the drop down menu

B3 tuiti D : =N
¢+ & ENEREDMNE DCAABADDD T ATDG «4«@|H|EEE | &
Entity Type:IS - Staff VI Entity: ICL|N|D’-‘-L, STAFF 3" Locations:IA" 3"
Friday 09/12/2014 Saturday 09/13/2014 |4 August 2014
I © kT Wd T F E
Mew Appointment 1
Mew Individual Service [
Mew Individual Service Mersian Q) i 1E
Mew Group Service g g[

Mew Recurring Appointment
Mew Recurring Individual Service
Standing Group Maintenance F =

Edit Individual Service

Show Individual Service 3 EC

T T

Click “Event Log”
[ Transpartation Regd EBF'HSSBI Prav. Ta: IClienl BJIC -
Prov. &k | Ll Out. Fae: | =] 0
Con. Type: I B” Appt.Type: ISCheduled 3” 1
Bill Twpe: [Not &pplicable Q= Int. Type: [NOT APPLICABLE AN
Post/S ave Service | Biling Pro Fnrmal Event Log FErrint | Faprment | Exit |
— I T

The tracking information displays, including the cancellation information if the
event was cancelled. Once you are done viewing, click “Cancel”

M Evenit Log X I

9_;@ Event Logging Information

StafffDate/Time Event Created

Staff |SCHEDULER, STAFF [
Date/Time [08/24/2014  [03:46:00 PM

Staff |SCHEDULER, STAFF [
Date/Time [09/24/2014  [03:54:31 PM

Staff | | D
DateJTimel i I

Cancellation Reazon I I
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e Click “Exit”
[™ Transportation FReqd EBP/SS gl Prow. Ta: ||:|ienl
Praw. At: | Ll Dut. Fa: |
Con. Type: | B” Appt. Type: |Schedu|ed
Bill Type: [Mot Applicable (S| Int. Type: [NOT AFPLICABLE
Fost/Save Service I Billing Pro FDII‘I‘Ial Event Log I Print | Favment
2N O I I I

PRINT CONSUMER ENCOUNTER FORM

The Consumer Encounter form includes information about the selected event.

e Right click on the desired event and click “Print”

3 multi Day view _ =N
8 ENINNNE NdEAEBDDDN AT ol BT &
Entity Type: |5 - Stalf ~| Entity: [CLINICAL, STAFF =] Locations: [41 =1
Wednesday 09/24/2014 Thursday 09/257/2014 Friday 0972652014 I 1 August 2014
Wﬁml oM T e T
Mew Appointment
kew Individual Semwice
Rew Individual Semice [arsion G 1
Mew Group Service g
Mew Recurring Appaintment
Rew Recurting Individual Service B
Standing Groun Maintenance K
Edit Recurring Individual Service 1
Show Recurring Individual Service >
Edit Beties 2
Launch Billing Pro Farma
S
| ] I
C

NOTE: The Consumer Encounter Form is for staff use only and is not an appointment
sheet for the client. Programs can determine how the form can be best utilized.
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RECURRING INDIVIDUAL SERVICE EVENT

NOTE: Programs shall not exceed 90 days or twelve (12) weeks, when setting the
“Rules of Recurrence” in the “End after” or “End by” fields.

¢ Right click in the column of the day to be scheduled, and click “New Recurring
Individual Service” from the drop down menu

3 rutti Day view

¢ @& ODRNEDME DCEAABDDDIN ADE| @ @ [ WNE

E ntity Type:IS - Staff LI Entity: ICLINIC.*—\L, STAFF B” Locations: I."-\II

Saturday 10/04/2014 Sunday 10/05/2014 A
[&] 05:00pm TEAM MEETING 5 M

Mlew Appaintment

Mew Individual Service

Mew Individual Service MVersion &)
Mlewy Group Sernice N

Mew Recurring Appointment

Mewy Recurring Individual Service

S LA TTUTTTL AT Mdllllb‘lldllbb‘

Fayrment

e The “Rules of Recurrence” screen appears. Enter the appropriate information and
click “Build”

Rules of Recurrence _IX

Start Time: IE:UD P Diuratian I'I:DI:I End Time: I?:DD Phd
" Daiy Recur Eveny 1 week(z) on;
'y
Bl [~ Sunday W Monday [ Tuesday [ “Wednesday
" Monthly [ Thusday [ Friday [ Saturday
Start Date: |10/06/20104 EI ¢ End After I 8 Occurmences
" EndBy s i

Build “ Clear | Cancel
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e The “Add/Edit Individual Service Scheduled for [Staff Person’s Name]”’ screen
appears. Enter the appropriate information in the top container and click “Save”

AddiEdit Individual Service Scheduled for CLIMICAL, STAFF (Adminisirative ) > |
Event [I] [This Recuring Event has not heen Saved. |

Subject: I Fre-Paprent n.oo
Date: |1DHDEH2D14 “i Start Time: I‘WEI P Diuratior; |1:DD Stop Time: |51':":' P
Cligrt: |F.-’-'«KE, TEST 5” Lacation: |TF|#-'¢ININE5 LOCATION| 5”

gl Uit |TF|.~'1'~INING INIT g..” 9900 Cornmert: ;I
Sub Unit: |THAINING SUBUMIT 5.”9901 LI
Save Defete I Clear | Coll. Swrs I

e Enter the appropriate information in the bottom container and click “Post/Save

Service”
Farmn #: I—EI Date: W I C Sewers _|
Staff; [CLIMICAL, STAFF =) Supervisar, | =)
Urit: [TRAINING UNIT QJ[~ 9900 assignment [ Unit [ 5ubUrit | <] al
2 (Ul ITH.&INING SUBUNIT EI IEQD'I 3300 - TRAIMIMG UMIT 9301 - TRAIMIMG SUEBI LI
Service: [ASSESSMENT - PSTCHOSOCIAL 10 G| 10 S.Stat [#D0PM  Duratiors [1:00  Stop: [S:00PM
Lak: | ﬂ” 0 T.Stark I— Diuration: I Stop: I
Daps [ 0 Quarc | 000 Fee | 000 pae [ o D.Stat I— Duratior: | Stop: |
[~ Tranzportation Regd EBFP/SS _I Prov. To |C|ient 5||E
Prov. Al IfoiCE 3”#’-'& Out. Fac: I g” 0
Con. Type: |Face to Face B”F Appt. Type: |Scheduled 5” 1
Bill. Type: |N|:|t Applicable Bl |>< Int. Type: |NI:IT APPLICABLE EHN
Poszt/Save Service IIIEiIIing Pro Forma Ewent Log I Print Payment I E it |

o Click “Exit”

Farrn #: I—EI Date: Im "I C Servers _|
Staff: |CL|NID*\L,STAFF 5” Supervizor | B‘”
Urit, [TRAINING UNIT Q[ 9300 Assigrment [ Uni [ SubUrit | =] Ql
Sub Urit ITHNNWG SLEUNIT BI Iggm 9900 - TRAIMIMG UMIT 9300 - TRAIMING SUEB! ;I
Service: [ASSESSMENT - PSYCHOSOCIAL 10 4| 10 S.Stat [#00PM  Duratior: [0 Stop: [E00PM
Lab: | 5” 0 T.Stark I— Cluration: | Stop: |
Daps: | 0 Quan: | 000 Fee: | 000 Pat I_D D. Start: I— Ciuration: | Stop: |
[” Transportation Reqd EBF/SS _I Prove. To: ||:|ient 3”[:
Prose. At |Elffice 3”'.-;-,_ Out. Fac: I 3” 3
Con.Type: |Face to Face il fF Appt. Type: |Scheduled ) 1
Bill. Type: [Mot Applicable L= Irt. Type: [NOT APPLICAELE LAl
FPost/Save Service | Billing Pra Forma Ewent Log | Frint Fayment E xit
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EDIT ONE INDIVIDUAL SERVICE EVENT IN A SERIES

¢ Right click on the individual service event to be edited. Click “Edit Recurring
Individual Service” from the drop down menu

s INEENNAE ICAARADDDDN ANG o9

Entity Type:IS - Staff

~| Entity: [CLINICAL, STAFF

B" Locations: P-W_

Saturday 10/0472014

Sunday 10/05/2014 Monday 10/06/52014

Mew Appointment

Mewy Individual Service

Mewe Individual Service (Wersion @)
Mewe Group Service

Mewe Recurring Appaintment
Mewe Recurring Individual Service
Standing Group Maintenance

e The “Add/Edit Individual Service for [Staff Member's Name]”’ screen appears.
Make the appropriate changes in the top container, “Save”. Make the appropriate
changes in the bottom container, and click “Post/Save Service”

Add/Edit Indiy

eduled for CLI

x|

Event

Services

[This Recuring Event will Dccur in the Future. |
Subject: IASSESSMENT - PSYCHOSOCIAL 10 Pre-Payment I 0.00
Drate: |1D£05£2D14 “i Start Time: I“iDD P Druration: |13DD Stop Time: |51DD P
Clignt: |F.QKE, TEST B” Location: ITHAlNlNG LOCATION] 3”
O unit. [TRATNING URIT Ty 900 Comment |
Sub Unit: [TRAINING SUBLINIT A [35m =l
Save Delete | [Clear I Call. Svrs |

Staff.. |

I Service I Start Time I End Time I Flesolvedl Canceled Iﬂ

% Created
Mat
=] Created
| Scheduled

) Actual || Fiesclve Senvice | Cancel Service |ﬂdd Unscheduledl

[10)ASSESSMENT - PSYCHOS D4:00 PM - 0S:00PM [ [}

sdd | Dekte | Clar |

Form #: I 1]

Date: |1 0/05/2014 ui

Staff: [CLINICAL, STAFF

Urit: [TRAINING UNIT

Sub Unit. [TRAINING SUBLINIT

Service: |ASSESSMENT -PSYCHOSOCIAL 10

Lab: |

Draps: I 0 Quar: |

I Tranzpartation Feqd

0.00 Fee: |

EeP/ss |

Proey, &t |foice

Con. Type: |Face to Face

Bill. Type: |Not Applicable

[T & Senvers _I
= Supervisor: | =1 i
][ 3300 Assignment: | Unit | SubUnit -l
3' Iggm 9500 - TRAIMING UMIT 3307 - TRAINING SUBI ;I gl
= 10 S.Stat: [#00PM  Duration: [1:00 Staop: E:DD P
g” I} T. Start: | Druratior: | Stop: |
0.00 Part: I_U D Start: I Diuratior: I Stop: I
Prav. To: |Client = 5
= |-‘3\ Out. Fac: | 3” 0
EHF Appt. Type: |Scheduled 3” 1
R Int. Type: [NOT AFFLICABLE =

I Post/S ave Service I Billing Pra Forma

Print

Event Log I Fayment I Exit |
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e The “Update Attendee and Calendar Records?” dialog box appears. Click

“Proceed with Save”.

Update Attendee and Calendar Records?

¥ |lpdate all atterdee and calendar recards with new event time

£~ |lpdate only thoze attendee and calendar records whose time no longer falls within the new event time

ﬁ“mceed with 5 ave Cancel Save
e Click “Exit”
L} L) L) - 1 -
[™ Transportation Reqgd EBFP/SS _I Prave. To: ||:|iEr‘|t EHE
Praov. At |foice Bl |.f3u Out. Fac: | 5.” 0
Con. Type: IFEII:E to Face BI IF Appt.Type: ISChEduhEd E” 1
Bill. Type: |N|:|t Applicable Bl |>< Int. Type: |NEIT APPLICABLE B-IIN

Fost/Save Service I Billing Pro Forma Ewvent Log I Frint
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EDIT ALL INDIVIDUAL SERVICE EVENTS IN A SERIES

e Right click on any individual service event in the series and click “Edit Series”

K EIIEEEIEEIEIIIIEIIEIIIIIIIIIE

Entity T_l,lpe:IS - Staff

| Entity: [CUNICAL, STAFF

3” Locations: Im

Saturday 10/04/2014

Sunday 1 I];"I]E!Zm 4

Monday 1070672014

NewAppomtment

Mew Individual Service

Mewy Individual Service MWersion Q)
Mew Group Service

Mewy Recurring Appaintment
Mewy Recurring Individual Service
Standing Group Maintenance

Edit Recurring Individual Serice
Showy Bacurrind [ndividual Saice

Edit Seri

= 1u g Ellllrlg FTUFELTTTA

Delete

Recurring Service (Administrative A X |
Startdate | [ray | Starthime | E ndtime | Select | =
10/06/2014 SUMNDAY 04:00 Fr 05:00 Pk o)
10M12/2014 SUMDAY 04:00 P 05:00 Pk O
10/19/2014 SUMDAY 04:00 P 05:00 Pk o _
& Unresalved Only  © All | Caopy Date: I
Capy a Semvice | Select Al fonFaste | Faste Service | [eseleat Al |
Edit & Service | Fecur Semvice | Delete Selected Svc&l Exit |

57

The “Recurring Service” screen displays. Check any box and click “Edit a Service”
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o The “Add/Edit Individual Service” screen displays. Make the appropriate changes
in the top container, “Save”. Make the appropriate changes in the bottom
container, and click “Post/Save Service”

AddiEdit [ndivic xduled far & LI
Event II‘ [ This Recuring E vent will Dccur in the Future. |
Subject: |ASSESSMENT - PSYCHOSOCAL 10 Pre-Payment Iw
D ate: |1WD5-”2U14 “i Start Tirne: I41DD PM Duratian: IT Stop Time: IW
Client: |FAKE,TEST g” Lacation: |TF|AINING LOCATION] 3”
Q| Unie. [TRAINING ONIT T 9800 Comment: |
Sub Unit: |TRAINING SUBLINIT L9901 j

Save Delete I [lear |COII.SW3I

Services |l

Staff... | | Service | Start Time: | End Time | Hesolvedl Canceled | A|
| crested [T0)ASSESSMEMT - PSYCHOS 0400 PH  0%00 P ] O
ﬁtggted j
[# Scheduled  Actual | Fesolve Servicel Cancel Service |Add Unscheduledl Add | Delete | Clear I
Forrn #: I—D Date: lm [T C Servers _I
Staff. [CLINICAL, STAFF = Supervisar: | =] i
Urit, [TRAINING UNIT QI 3300 assignment: | Unit | Sublnit |=] gl
Sub Urit: [TRAINING SUBUNIT SUED 3300 - TRAINING UNIT 3307 - TRAINING SUBI |
Service: |ASSESSMENT - PSYCHOSOCIAL 10 3” 10 S Start: |4:DD Pbd  Dwiration: |1:DD Stap: E:EIEI Pt
Lak: | 3” 0 T Start | Duration: | Stap: |
Days: I_D Quan: | 0.00 Fee: | 000 Pat I—U D. Start: I Duration: | Stap: |
[~ Transportation Reqd EEF/SS _I Prov. To: |Client Ljjc
Prov. At |Office s Out. Fac: | Al 0
Con.Type: |Face o Face lfF Appt.Type: [Scheduled = 1
Bill Type: [Not Applicable o 3 Int. Type: [NOT APPLICABLE N

I Post/Save Service | hilling Pra Forma Event Log | Print Faprment | Exit I

e Click “Exit”

™ Transpaortation Feqd EEF/55 _I ' Prow. Te: [Client wljc
Prow. At |Elffice BIIA Out. Fac I 3” 0
Con. Type: |Face to Face BHF Appt. Type: |Scheduled 5.” 1
Bill. Type: |N|:|t Applicable =1 |>< Int. Type: |NEIT APPLICABLE EHN

PoztdS ave Service I Billing Pro Forma Ewent Log I Frrint Payrment I
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To copy the change to the remaining dates in the series, check the box next to the
service you just edited and click “Copy a Service”

Recurring Service (Administrative A

x|
Startdate | Day | Starttime | E ndtirme | SE."!E'Et ‘-l
10/058/2014 SUMDAY 05:00 Fr ODE:OOPM 0 vl
10M12/2014 SUMDAY 0d:00 Fr 05:00 P a
1019/2014 SUMDAY 04:00 Pk 05:00 Pk |
& Urresolved Only Al ‘ Copy Date: I
Select &l for Paste | Faste Senvice | Dezelect Al |
Edit & Service Fecur Service | Delete Selected 5\-'u:$| E xit |

Either check the box(es) next to the services you wish to copy the change to, or, if
the change applies to all services, click “Select All for Paste”

Recurring Service (Administrative A X |
Startdate | RE I Starthime | E ndtime | Select IA
10/05/2014 SLIMDAY 05:00 P 05:00 P O
10242014 SUMDaY 04:00 P 05:00 P O
101342014 SUMDAY 04:00 P 05:00 P o _
& Unresalved Only € Al | Copy Date: _
[Copy & Semvice Select All for Paste Faste Semwize | Mezelect Al I
Edit a Service Becur Semvice [elete Selected Svcsl E it I
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Click “Paste Service” which copies the change to the services you selected

Recurring X |
Startdate | D ay | Starttime | Endtime | Select |A
1040542014 SUNDa&Y 05:00 P [6:00 P O
1042/2014 SUNDaY 04:00 P (1500 P
1041942014 SUNDaY 04:00 P (1500 P |

* Upresolved Only Al |

Copy Dote: [1B/O8/20TA |

Copy a Service || Select Al for Paste Paste Service Deszelect Al
Edit a Semvice | Fecur Semwice Delete Selected Swves E wit |

Click “Exit”

Recurring Service (ddministrative A x |
Startdate I ET I Starthine I Endtime | Select I*I
10405/2014 SUMDAY [15: 00 Pk [E: 00 Phd
1041242014 SUMDAY [15:00 Pk [E: 00 Fhd
10413/2014 SLIMDAY [15: 00 Fh [E: 00 P k4
* Urnresolved Only &l Copy D ate: I
Copy a Semvize | Select Al fon Faste | Fazte Senvice | [rezelect Al |
Edit a Service | Hecur Semvice | Delete Selected Svcsl E it |
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e Right click on any individual service event in the series and click “Edit Series”

| ﬁllEEEllﬁl@l@@llll@lﬁlllllm@l

Entity Type:[S - Stal ] Entity: [CLINICAL, STAFF all Locations: &1
Saturday 1070472014 Sunda_l,l 10/05/2014 _ [ Monday 10/06/2014

Mews Individual Service
Mewy Individual Service (Wersion @)
Mews Group Service

Mewy Recurring Appointment
Mew Recurring Individual Service
Standing Group Maintenance

Edit Recurting Individual Service
Show Becurring ndivigual Service

Edit Series

=gy Ellllrlg FTLFUTTTE

Delete

e The “Recurring Service” window displays. Check the bottom select box and click

“Recur Service”

Recurring pAdministrative Ac x |
Startdate | Day | Starttirme | Endtime | Select | *l
10/05/2014 SUMD&Y 05:00 Pk [6:00 Phd
104242014 SUMDAY 0500 Pr [E:00 P
1041942014 SUMD&Y 05:00 Pr [B:00 Prd
[
' Urresclved Only Al | Copy Date: I
Copy a Service Select Al for Paste | Faste Service I Dezelect Al I
Edit a Service Recur Service Delete Selected Svcsl E it I
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e Set the “Rules of Recurrence”. Make sure the Start Date is the first day that is not
already scheduled (otherwise duplicate appointments will appear). Click “Build”

Rules of Recurrence _|><
Start Tirme: IEIE:EID P Diuration I'I:EID End Time: IUE:UU P
" Daily Fecur Every I 1 week[s) on:
 Weekly Vi [~ Monday [~ Tuesday [ Wednesday
 Monthly [T Thursday [ Friday [ Saturday
IStartDate: 1042642014 j & End After I 2 Dcournences
| " EndBy A o
Build II Clear | Cancel
¢ Exit from the Recurring Service window
Fecurring Service (Administrative Ac x |
Startdate | Day | Starttime | E ndtime | Select |4
100542014 SLUMDAY 05:00 P4 0600 Prd O
101242014 SUMDAY 0500 Pk 0600 P O
101942014 SUMDAY 05:00 P4 0600 Prd O _
102642014 SUMDAY 0500 Pk 0600 P O
110242014 SUMDAY 05:00 P4 0600 Prd O
& Unresolved Only ¢ Al Copy D ate: I

Copy a Senvice | Select Al fan Pazte I

Fazte Senvice | [Nezelect &)

Edit a Service | B ecur, Semvice I [Melete Selected S'-.ﬂ:sl E wit !
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APPOINTMENT LISTING
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To see the list of scheduled events for the “Entity” in the Multi Day View, click the
“Appointment Listing” icon

T multi

¢ @ DODEDODNE DCAABRDDDED GR’TE| @ =[]

= 5| =

=

E ntity Type:l 5 - Staff

_~| Entity: [CLINICAL, STAFF

3“ Locations: IAII

"Eppuimment List

Saturday 10/04/2014 Sunday 10/05/2014

Monday 10/06/2014 1 August 2014 v
DE:DmeTEAM MEETIMNG S M TWwW T F 5
1 2
3 5 6 7 8 13
10 11 12 13 14 15 16
1718 13 20 21 22 23
24 25 026 &7 28 23 3
Adjust the dates accordingly, click “Refresh” and click “Print”
x|

Appointment Listing

| Staff; [CLINICAL, STAFF

Dates: [10/01/204 5] Th: (RN T g Refresh |H

Date

1111724
11/10/204
11/03/2M4
10/31/2M4
10027724
10/20/204
10/13/2M4
10/06/2014

Subject

TEAM MEETING
TEAM MEETING
TEAM MEETING
coffes break

TEAM MEETING
TEAM MEETING
TEAM MEETING
TEAM MEETING

| ervice Created
fA| Service Naot Created

Location Server

T-HHSA MH BILLI
T-HHSA MH BILLII
T-HHSA MH BILLI
J410-CENTER ST,
T-HHSA MH BILLI
T-HHSA MH BILLII
T-HHSA MH BILLI
T-HHSA MH BILLII

Service Start End

(0E:00 P4 0700 P
06:00 P4 07:00 PM
(0E:00 P4 0700 P
11:00 &6 12200 PM
(0E:00 P4 0700 P
06:00 P4 07:00 PM
(0E:00 P4 0700 P
06:00 P4 07:00 PM

Appaintment Type

Busy Time Appointme
Busy Time Appointme
Busy Time Appointme
Busy Time Appointme
Busy Time Appointme
Busy Time Appointme
Busy Time Appointme
Busy Time Appointme

Resolved | Canceled | =

m]

u]
u]
u]
u]
u]
u]
u]
u]

ooodooooo

E

Iﬂﬁrmt IhEind |5|Cance||

Choose “Screen” as the Print Destination, and click “OK”

" Diefault Printer
" Other Printer:
£~ WPE File [WPE)
£ TextFile
L5 File

File: 4 arne: |

I (1] I Cancel
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e Once you are done viewing, click “Close Preview”

—
cm 10 1 2 3 4 5 B 7 g g 10
]
x|
‘ Siaff. [CLINICAL, STAFF | Dates: [10/01/2014 & Thru: [EEEN A 2 Refresh |J
D ate Subject Location Server Service Start End Appointment Type | Resolved | Canceled | =

a a
1111/2014  TEAM MEETING 1-HHSA MH BILLI 0E:00PM OF:00PM  Busy Time Appaintme [ ]
11A10/2014  TEAM MEETING 1-HHSA kH BILLI OE:00 Pk O7:00PM  Busy Time Appointme [ ]
11/03/2014  TEAM MEETING 1-HHSA MH BILLI 0E:00PM OF:00PM  Busy Time Appaintme [ ]
10/3/2014  coffee break. S3410-CEMTER 5T, 11:004M 1200PM  Busy Time Appointme [ a
10/27/2014  TEAM MEETING 1-HHSA MH BILLI 0E:00PM OF:00PM  Busy Time Appaintme [ ]
1042042014 TEAM MEETING 1-HHSA kH BILLI OE:00 Pk O7:00PM  Busy Time Appointme [ ]
10/13/2014  TEAM MEETING 1-HHSA MH BILLI 0E:00PM OF:00PM  Busy Time Appaintme [ ]
10/06/2014  TEAM MEETING 1-HHSA kH BILLI OE:00 Pk O7:00PM  Busy Time Appointme [ ]

=

ﬁl Service Created ; )
El Service Not Created fed Erint I Eind
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PRINT NEXT APPOINTMENT

e To print the client’s next service event, click the “Print Next Appointment” icon

= wutti o

: ol x|
|l @ EOEREDOMAEAE TICAARBRDDDI ATG| @ « |5 M |

Entity T_vpe:IS - Staff vI Entity: ICL|N|D-\L, STAFF g” Locations: I-Nl —

|Printthe Mext Appointment

Saturday 10/04/2014 Sunday 10/05/2014 Monday 10/06/2014 1 August 2014 'l

DE:DmeTEAMMEETING S M TWwW T F
1

5
2

e Enter the desired client, click on the service event you wish to print, and click

“ e ]

Print

pointment _IX

‘ Icuem- [FakE. TEST gl [Admited

Date.. Subject | Lacation | Server | Service Code | Start | End | Appaintment Type | Resolved | -

ASSESSMENT - PSYCHO 1 -HHSA MH BILLIMG 10 - A55ESSMENT - PSY 05:00 P 06:00 P Individual Service

1012/2014  ASSESSMENT -PSYCHO 1 HHSA MH BILLING 10-ASSESSMENT - PSY 0500 PM D500 PM  Individual Service ||
1041942014 | ASSESSMENT - PSYCHO 1 -HHSA MH BILLING 10-A55ES5MENT - PSY 05:00 PR (06:00 PM Individual Service

10/26/2014  ASSESSMENT -PSYCHO 1 HHSA MH BILLING 10-ASSESSMENT - PSY 0500 PM D500 PM  Individual Service

1140242014 ASSESSMENT - PSYCHO 1 HHSA MH BILLIMG £ 10-A5S5ES5MENT - PSY 05:00 PM (0600 P |Individual 5ervice

B | Service Created Displa

i | Service Not Created ’7 & UnResokved " Resolved Al ‘

I Pt | Ceo Find Close |

e Choose “Screen” as the Print Destination, and click “OK”

Print Destination

" Other Prinker=
" WPE File [VPE]
£ TextFile
£ L5V File

File: M amme: |

I ok I Cahcel
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Once you are done viewing, click “Close Preview”. NOTE: If you are printing for a
client, be sure not to give them the “Balance” section at the bottom of the page

E Print Presview

=1

HEEAES Kd bW 8

cm (D
1]

2

3 4

5 B

v

On the “Next Appointment” window, click “Close”

ppointment X |
Client: |FAKE, TEST Q) JAdmitted
Date Subject | Location | Server | Service Code | Start | End | Appointment Tupe | Rezolved | -
ASSESSMENT -PSYCHO 1 -HHSA MH BILLING 10-ASSESSMENT - PSY 05:00 P OE:00PM  Individual Service
10/12/2014 | ASSESSMENT -PSYCHO|1  -HHSA MH BILLING 10-A55ESSMENT - PSY 05:00 PM | DB:00PM | Individual Service |
10/19/2014 | ASSESSMENT - PEYCHO|1 -HHSA MH BILLING 10-ASSESSMENT - PSY 0500 P | DB:00PM | Individual Service
10/26/2014 | ASSESSMENT - PSYCHO|1  -HHSA MH BILLING 10-A55ESSMENT - PSY 05:00 PM | DB:00PM | Individual Service
11/02/2014 | ASSESSMENT - PEYCHO 1 -HHSA MH BILLING £ 10-ASSESSMENT - PEY| 0500 P |DE:00 PH | Individual Service

El
o1 I Service Created Dizplay
=1 I Service Mot Created ’7 = UnResolved " Resolved oAl ‘
Frirt | Clear Find I Cloze I
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SINGLE DAY VIEW

The Single-Day View displays more than one staff member’s schedule at a selected
location for a single day.

e Click the Scheduler menu, and click “Scheduler Maintenance- Single-Day”

scheduler  Client Assignments  Client Fin.

Scheduler Maintenance - Multi Day

Scheduler Maintenance - Single Day k
Scheduler Setup
Scheduler Reports 3

e Click “Add”

3 single Day View - I DIL
| & 2 ﬁ|.|.........|...|l§lE|E|...@|Eﬂ|

Locations | Buid List | Staff | Build List |1n;13;2m4 7 | | Zoomiview |

|| Sed sl October 2014 v
Add Client S 00M T W T F 5
Add Otheer 1 2 3 4
— 5 6 7T 8 3 10 1

"~ ton Lt | g 14 15 . 17 18

| 19 20 21 22 23 24 5
I, % 27 28 23 ;W A

:I‘ i |

e Check the box next to the location you wish to view, and click “Build”

= Single Day View - | Ellil
| & 2 5|.|.........|...|E{ElﬁI...@WﬂJII‘

Locations  Build List | Staff | Build List | |mﬂ senaTE A B | 2o view |
X | _ AddStaff | Dctober 2014 v
[In] | Description I SI ‘I Add Client 3 0M T W T F o5
7620 RADY KIDSTART NC [ #cld Oither 12 3 4
8250 TRANSITION SERVIL [ " Remove | E & 7 & 3 10 1

FAMILIES FDF!WAFEIZ __Temeve | .
; EI — 12 gE 14 15 16 17 18
..... TR — | 1920 M @ 23 M K
Tran:nne Lmt : Sotd L 6 27 28 29 30 3
@ |D  Desc| Findj Build Elear -~ I w
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e Click “Add Staff”

= single Day View ~ 5 x
% - &I ENEEEEEEN NN «o|F EEEF D[E
Locations | pui List | Statt | Build List | [onazoa =] 4 | B | Zoonvie |
Add Add Staff 1 October 2014 3 I
Remave I L s M T W T F &
Clear List | Add Other 1 2 3 4
f Remove 5 B 7 8 58 10 N
| E=r—— 12 14 15 16 17 18
Clear List
— 19 20 21 22 23 24 25
Sort Lit ® 7 2@ 29 W A
A I -

e Alist of staff members associated with the selected location displays. Check the
boxes next to the desired staff, and click “Save”

Staff Lookup il
I | Marmne | At | -]
1 CLIMICIAMN TEST
2 CLIMICIAN, TRAIMNER {

[ AN
[ Nore

& Inverk
\Q Find
H Save

LI X |Exit
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e Staff names can be moved up and down, which corresponds to left and right in
the grid below. To move a particular staff name to the left, click the staff name and
click the up arrow. To move a particular staff name to the right, click the staff
name and click the down arrow

Staff | Build List |
CLIMICIAN, TE 5—4—_ i Add Staff
CLINICIAN, TRAINER Add Client
Add Other
Remaowve

Clear List

=t
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CREDENTIAL FILTERS

e To view staff members schedules based on credentials, click “Build List”

3 single Day view =10l x|
e®: @/ AENEENEENENE BN v FNEES| D&
Locations |Build List| Staff m Imilll—IZoomVieﬂ
Tramng Ut add | Add Staff . October 2014 v
Hemo\-'8| Add Client S M T w T F S
E'BGst‘| e 5 B 7 ; g 13 1?
Wi | % g 14 15 16 17 18
m 18 20 A 22 23 4 A5
= ]_v 260027 028 23 o oA
e Click “Load”.
Staff  Build Listl
Crd Grps: @ BI Bivsild
Creds: |all [ Clear
Crd/Srve: (&1 g
Puwd/Parc: &l BI Save
Puwd/Plr:
Urnitz; |20 ﬂ
Staf: [41 =Y

e Click the desired credentials and click “OK”

Scheduler Templates

X

| T

70

10 Degcription... Created On I Created By I Lazt Uzed I*I
5 05/20/2009 2810421,/2m3
3 MEDICARE 05/14/2009 281107 2m2
£ MOMLICEMSED CLIMICIAMNS 05/14/2009 2804/27 /22
1 MURSES 05/14/2009 280941 202m2
5 PaRA PROFESSIOMALS 05/14/2009

Find

28/08/13,/2013 J

|

Cancel |
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e Click the View Options

VIEW OPTIONS

icon

3 single Day?

X+ @ D ICAAEDDET E@NGE| ««|F BEETD ®
| . I i— e

e Check the box next to “Display Cancelled Events”, and click “User Interface”

W Single Day:

ey Options X I

-~ Filters

- DatelTime

e For the “Number of Co
view

W Single Day \ie

~Usger Interface

@' Filters

[ Display Reserved Time Only

¥ Display Canceled E vents

Check In Display
o a

" Checked In

" Mot Checked In

(] Ok |5|Caﬂce||

lumns”, choose the desired number of staff you wish to

iy Options _Ix

é----User Intetface
... DatefTime

@ Uszer Interface

¥ Display Status Bar?

GndLine Style: IHDrizuntalNetticalGridlines LI

Murnber of Caolurmnz:

Time Interyval:
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For the “Time Interval” choose the interval that represents the shortest service
event your program offers (i.e. the program does not schedule services less than
20 minutes in length). Click “OK”

M Single Day® X |
Filters gﬁ' Uszer Interface
wUser Interface
L. DaterTime
v Dizplay Status Bar?
GrdLine Style: IHDriznntalNertical Gridlines ;I
Mumber of Columns: |3 vI
Time Interval |One Hour j
One Hawr
30 Minutes
20 Minutes
15 Minutes
10 Minutes
5 Minutes I
X ok I %|Ca ﬂCEll

72

Revised 04.2017



S%
€d,
W@Jg

RESERVE TIME MAINTENANCE

Reserve time allows you to set aside time for intakes, assessments, on call, triage, etc.
NOTE: Staff do not have rights to delete reserve time. If reserve time must be deleted,
call the OptumHealth Support Desk. Staff should not schedule reserve time more than
90 days in advance.

e Click the “Scheduler” menu, “Scheduler Setup”, and “Reserved Time
Maintenance”

File Access | Scheduler  Client Assignments  Client Financial Information  Client Reviews  Client Services  ATP

System Toals Scheduler Maintenance - Mulk Day |
Q | %l E Scheduler Maintenance - Single Day |
oY Scheduler Setup Location and Staff Wark Schedules Maintenance

Scheduler Reparts Reserved Time Mainkenance
Transfer Scheduled Services

e To view reserve time that has already been scheduled, adjust the filters

accordingly
3 Rezerved Time Maintenance (Administrative Access) — I O | X |
Reserved Time Types: [PAPERWORK / UPDATES Qa4 Dates: [10/13/2014 78] Thne [10/30/2014 7]
Staff. |CLINICAL, STAFF =

Locations: Im 3” %Clear |

|ﬂ' Date |

e To enter reserve time, click in the first open date cell, enter the date, and click the
magnifying glass in the “Reserved” column

3 Feserved Time Maintenance (tdministrative Access) — | O I x I
Reserved Time Types: |PAPERWORK / UPDATES [SYE Dates: [10/13/2014 TE] Thue [10/30/2014 TE]
Staff: |CLINICAL, STAFF =

Locations: If-\" B” S Clear |

|ﬂ' Feserved Time Type |

L ocation
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¢ Click the desired reserve time type, and click “OK”

s Lookup » I
In] | Dlezcription | A|
1 ASSESSMEMT -MD/D0
2 ASSESSMENT - CLIMICIAN
3 SCREEMIMG / TRIAGE
4 PAPERWORE / UPDATES
]
5
7

OFEM MEDS
INTAKE
OM CALL A DUTY

||

Cancel |

@ potive O lnactive € Al | Eind. ok |

e Enter the necessary information in the remaining fields, and tab to the next row to

save
rved Time Maintenance (Administrs . - = - LI
Reserved Time Types: [PAPERWORK / UPDATES [SNE Dates: [10/13/2014 78] Thu [10/30/2014 7H]
Staff: |CLINICAL, STAFF =
Locations: |4l | o
[@ End Time | |
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RECURRING RESERVE TIME MAINTENANCE

Click the row you wish to recur, and click “Recur”

& Feserved Time Maintenance fAdministrative Ac - I ] I X I
Reserved Time Types: [PAPERWORK / IPDATES )4 Dates: [10/13/2014 78] Thu: [10/30/2014 7]
Staff. [CLINICAL, STAFF all
Locations: I.-’-".ll ﬂl S Clear |
|'El' Date |
Location

S Clear | ¥ Delete |é_§_|‘jﬂem... |i|Exit |

Set the Rules of Recurrence as desired, and click “Build”

Rules of Recurrence

Start Time: IUEZUU P Duration ITZUU

End Time: |D3:E|E| Phd

£ DE"I-"* & Every
i weekly i~ Even weekday
= Maorthly

I 1 Daps

Start Date: (1042342014 3

¥ End After
" EndEy

I 10 Occurences

Build I Clear

Cancel
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FINDING AN OPEN TIME SLOT TO LOCATE
RESERVE TIME MAINTENANCE

e To locate reserve time, click the “Find An Open Time Slot” icon on the menu bar
of the single day view

3 single Day View E = |lof x|
V) @ D NEEAEDDDDN EANGE v B NEEL @ F |
— T ; — il

e Enter the desired information and click “Find”

Find QOpen Time Slot x I
n pen Time Slot
513' Find O Ti Sl

Staff. [CLINICAL, STAFF =)
Reserved Type: |PAPERWORK / UPDATES Y [

Start D ate: I'ID.-"EEI.-"EEIM ni
Find - IEIne Haour vI time: =lot

IQEind I%Clear |£|Caﬂcell

e The date on the single day view calendar changes according to the selections
chosen; however, the actual time slot is not automatically selected
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FINDING AN OPEN TIME SLOT

For staff who are booked solidly for weeks in advance, you can search for available
time.

e Click the “Find An Open Time Slot” icon on the menu bar of the single day view

=10 x|

e Enter the desired information and click “Find”. NOTE: Leave “Reserved Type”
blank

Find Open Time Slot X |
mn pen Time Slot
9%' Find O Time 51

Staff. [CLINICAL. STAFF al
Reserved Type: I BII

Start Date: |1|:|.-"3Ela"2|]14 ui
Find - IEIne Haur vI hirme =lot

IQEind I%Clear |£|Caﬂcell

e The date on the single day view calendar changes accordingly; however, the
actual time slot is not automatically selected
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TRANSFERRING SCHEDULED SERVICES

The “Transfer Scheduled Services” utility transfers selected services from one staff's
schedule to another.

e Click the “Scheduler” menu, “Scheduler Setup”, and “Transfer Scheduled
Services”

File Access | Scheduler  Client Assignments  Client Financial Information  Client Reviews  Client Services &1

Scheduler Maintenance - Mulki Day

Scheduler Maintenance - Single Day

Scheduler Setup Location and Staff MWork Schedules Maintenance
Scheduler Reparts 3

Reserved Time Maintenance

Transfer Scheduled Services

e Enter the desired staff in the fields on the left

| Transfer From

Staff: |CLIMICAL, STAFF =y Service Dates: [10/01/2014 O -|1DH19£2D14 [# A

| Transfer To
(=il (GEMERIC, CLIMICAL]

A

e Enter the service dates in the fields on the right

ﬁTranE:fEr Scheduled Seniices (Administrative Access) _ I | I » I
r— Transfer From
Staff. |CLIMICAL. STAFF Al Service Dates: [10/01/2014 L3 - [10/19/2014 L3 I

— Transfer To
IET 3 GEMERIC, CLIMICAL] 3' |

e Check the box(es) next to the services you wish to transfer and Click “Transfer”

Date | Start | End | Loc | Mame | Clignt | Mame | Linit | S it | Service | Desc | Type | Lead | Sel | ‘l
1040142014 10:00 A 11:004M 3410 CEMTEF 216, TE: 3410 34N 50 CASEM S h
1040542014 05:00 P 06:00 PM 1 HHSA b FAKE. T 3040 3042 1o SS5ESES he
1040742014 01:00 P 02:45PM 3040 HEARTL TEST. F 6240 G241 50 CASEM S N
1041042014 05:00 P 0E:00 PM 3410  CEMTEF 216, TE: 3410 341 30 PSYCHL 5 N
10411742014 06:00 AM DE:45AM 3410 CEMTEF GROUF O is) REH&E- G N
1041242014 05:00 P 06:00 PM 1 HHSA b FAKE. T 3040 3042 1o SS5ESES he
1041942014 05:00 P 06:00 PM 1 HHSA b FAKE. T 3040 3042 1o SS5ESES he

= Al
[ Mone
il

N
i = Trans.. )

S — |

%olear..l x| Exit |

78 Revised 04.2017

S%
€d,
W@?@



e The “Transfer” dialog box appears. Click “Yes”

\?/ Transfer Scheduled Services from CLINMICAL, STAFF to GENERIC, CLINICAL 7

—

Yes

e The “Warnings and Errors” dialog box appears. Click “Cancel”. NOTE: “Errors” will
not transfer, but “Warnings” will

0 Scheduled Services Transfarred from CLINICAL, STAFF to GENERIC, CLINICAL

I
Errors

ave credentials to perform the Sche

1. Trangfer to Server doss nol
D ate of Service is on 09/17 /2014
iz at 04:00 Pk

E195211743

= to perform the Sche

N STAR ACT 6195211742

4

[
B
ﬂCaﬂcell
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NEW GROUP SERVICE EVENT
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Right click in the column of the day to be scheduled. Click “New Group Service”

from the drop down menu

W3 wulii Da

=10 x]

| @ EBERECEMENMNEE| I GCMAE A ED DD BEB| @ @08 EE | e

Entity T_vpe:IS - Staff

Mon 10/13/2014

MNew Appointrment
Mew Individual Service

Mew Recurting Appaintme
Mew Recurring Individual Service
Standing Group Maintenance

nt

Fayrment

| | B

i

5 6 7 & 310
ik 13 14 15 16 17)
19 20 21 22 23 24
26 27 28 29 30 N

1l
12
25

| Entity: [CLINICAL, STAFF =] Locations: |4 o
ITTRIEIZI LI Wed 10/15/2014 | Thu 10/16/2014 | Fri 10/17/2014 1 October 2014 3
[A&] 05:00pm TEAM M L5110:00 Ab-03:00 P SMTW TFS
123 4

4 Movember 2014

S M TWwW T F

2 3 4 5 B8 7
1m0 1112 13 14
171819 20 A
24 25 26 27 28

w

16
23
a0

ecember 2014

8]
S5 M TWwW T F
1 2 31 48
7o 9101112
14 15 16 17 18 19
N XM E X

[« -

28 23 30 H

ol

27

An “Add/Edit Group Service Scheduled for [Staff Person’s Name]” screen
appears. On the “Subject” line, enter the name of the group. If no information is
entered into the “Subject” line, it will default to the service code description after

the first server is saved

Add/Edit Group Si e Scheduled for CLINICAL, STAFF (Administrative X
Event [G] [This Nomal Event has not been Saved |
Subject: | I
Date: |1U-”4f2014 a Start Time: | Duration: | Stop Time: |
Unit | 5” Comment: ;I Save
Sub Unit | =] Deletz
Location I 3” LI Clear
Scheduled |Actua\|
Servers Staff I 3"
Stalf | Servicel StallTimel End Timel Lead| A| e I 3”
add Start: | Duration Stop: |
Save ™| Lead Staff during Time Period?
;I [elere || Supervisor: | 3”
Clients
. 3
Clent Pi. | Statt Time | End Time | C.. | Cal |~ Bzt | 2l _
Urit | =) ssign Uit
Sunit: [ =)
I~ Tiransportation Required
Prov. Te: | = Start/Dur/Stap
Prav. &t | = |
Out. Fac: | 3| |
£y |FenTvpe: | = [
T |PenTeee | al EBP/SS
o B Teee: | =
j m Int. Type: | Bl
Fiesolve Group, Cancel Group Post Group, I EBilling Pra Folmal Ewent Lag Print | Pavment | Exit |
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e For a “Normal” appointment event, enter the “Start Time” followed by an “A” (or
“a”) for a.m. or “P” (or “p”) for p.m. and the duration of the event (i.e. if the length
of the event is 1 hour and 45 minutes, enter 1:45). This populates the “Stop Time”

S%
€d,
WQ?@

AddIEdit Group Service Scheduled for CLIMIC » I
Event [ Thiz Homal Event has not been Saved. P | Ny |
.
Subject: | f # \

D ate: |1D.-"1 442014 “i Start Time: |2ZUD P Duration; |1145 Stop Time: |3145 P

Unit: I 3” Commert: ;I Save
Sub Unit: | E” Delete
Lacation: | E” ;I Clear
Cobemdideal o o0

e Enter the “Unit” and the “Location” field automatically fills. Enter the “SubUnit”

AddiEdit Group Service Scheduled for CLIMICAL, STAFF (Administrative Acc X I
Event [ This Momal Event has not heen Saved. |
Subject: |
D ate: |1D£14£2D14 “i Start Time: |21|:IIJ P Duration: |1145 Stop Time: |3145 P
Unit: ITFU?AINING UMIT g” 9900 Fomment: ;I Save
Sub Unit: [TRAINING SUEUNIT 0 [5807 Delete
Location: [TRAINING LOCATION ol S
— . 1
e Enter any comments regarding the group in the “Comments” field, and click
“‘Save”. The lower containers activate
AddiEdit Group 5 scheduled for CLIMIC STAFF (Administrativ X |
Event [ This Momal Event has not heen Saved. |
Subject: I
Date: |1D£14£2D14 “i Start Time: |21|:IIJ P Duration: |1145 Stop Time: |3145 P
Unit: [TRAINING UNIT S| 5300 Comment: [SROURP WILL EDUCATE CLIENTS ON HOW TO =] Save
b Ui [TRAINING SUBLNIT Ty fee EE TAELISH AND MAINTAIN & MEDICATION —
Location: [TRAINING LOCATION 1)) A cen
ool N
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e The “Staff” field defaults to the entity selected; however, if desired, the staff
person can be changed. Select the intended “Service” for the scheduled event

from the drop down menu

Staff. [CLINICAL, STAFF]

Service: |

Start: (200 P

Duration: |'| 45

[ Lead Staff during Time Period?

Sto

Supervizor: |

=

Al

Bl Cervice Codes Lookup

D | Desc

[ -]

31 PSYCHOTHERAPY - GROUP 31
32 PSYCHOTHERAPY- FAMILY 32
33 COLLATERAL 33

34 REHAB-INDIVIDUAL 34

b REHAE-GROUP 35

36 REHAB-FAMILY 36

37 REHAR EVALUATION 37

& active  © Inactve &l |

38 P5YCH THERAPY INTERACAND 38
33 P5%CH THERAPY INTERAC-GRF 33

|

||

Cancel

o [

e Once a service code is selected, the service code indicators autofill. If the “Prov.
At” (place of service) is different than the default, enter the correct “Prov. At” from

the drop down menu

e Enter an “Outside Facility” if “K”, “D”, or “S” is selected as the “Prov. At). Other
service indicators can be changed if desired

Provse. T

Priove. &t

Cut. Fac:
Con. Tupe:

App.Type: |Scheduled

Bill Type: |Mot Applicable

Start/DurdStop
Schaal |2:00 P
MaSOM ELEMEMNTARY-5D |1:45
Face to Face |3:45 PM
g..” 1 | EBR#SS
R |
Irt, Type: [MOT APPLICABLE LAlM
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¢ |If the staff person in the staff field is the lead staff, mark the “Lead Staff during
time period?” check box. Click “Save”. Add additional staff as needed

Staff. [CLINICAL, STAFF =)
Service: |F|EH.-“-‘-.E-I3F|EILIF' 35 5” 35
Start: L Duratiar: [1:45 Stop: |3:45 P

ad Staff during Time Period?

Al 0

[ elete || Superyizor:

e Add clients and click “Save”

Scheduled | Achual I

Servers o o
Staff | Service | Start Time | End Time | Lead| AI - 3'
CLIMICAL, STAFF 35 0200 PM 0345 PM '
Clear Stark: Im_ Duration: [1:45 Stop: |3:45 Fhd
Save [T Lead Staff during Time Period?
LI [elete || Supervizor: I 5” 0
Clients ——
Client: |F&KE, TEST
Cliert [P, [ Stan Time | End Time | C... | Gl | =] o 4 4l
Unit. |TRAINING UNIT O] 9900 | Aseign Uni
SUnit: |TF|A|N|NG SUBUNIT 3' |SSD1 9300./3301
[T Transpartation Fequired
Prav. To: [Client == Start/Dur/Stop
Prav. At |School =B [z00PM
Out Fac: [MASON ELEMENTARY-5D g\” 547 | [1:45
[y |[ConTupe: [Faceto Face Al |3:45 PM
Cloar App.Tyupe: [Scheduled ]l 1 | EBP/SS
=il Tope: [NotAoplcable o |
B |NOT APFLICAELE AN

¢ Repeat to add additional clients. Edit any fields that are specific to the client
before saving. When all clients are added click “Exit”

Clients
e 0
Client [ Pr.. [ Start Time [ End Time [ C... | Cal | =] Clent I =Y hey
FAKE TEST  0000Z00PM DXd5PM [0 O Unit: [TRAINING UNIT AT 3300 assign Unit
SUnit. |TRAINING SUBUNIT L4 [aa0
[ Transportation Required
Prov. To ||:Iient g'llj Start/Dur/Stop
Prow. At |foice 5”'& — |2:DD =Ty
Out. Fac: | gll I |1:45
C:-:| Con, Type: |Face to Face BIIF |3;45 P
App.Type: [Scheduled Q[T | EBP/sS
Bill. Type: |N0l Applicable gllx _I
- Do Irtt. Type: [MOT APPLICABLE =L
Rezalve Group Cancel Graup Faost Group | Eilina Fra Formal Ewent Log Frint | Fayment Exit
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EDIT GROUP SERVICE EVENT

¢ Right click on the group service to be edited, and click “Edit Group Service” from
the drop down menu

¢ S EDOEFEDMmEEA DCAABDDDI ADLE & &

Entity Type:|S - Staff | Entity: [CLINICAL, STAFF = Locations: IAII

Mon 1071372014 (IUTRITAEYEGENN Wed 10/15/2014 | Thu 1071672014 | Fri 10/17/2014
[A] 06:00pm TEAM | SRR =, [1=11n-nn am-n2-no pi

MNew Appointment

MNew [ndividual Service

Mew Individual Service {Wersion G
Mew Group Sernvice

Mew Recurring Appaintment
MNew Recurring Individual Service
Standing Group Maintenance

Edit Grou

Launch Billing Fro Farma

¢ An “Add/Edit Group Service Scheduled for [Staff Person’s Name]” screen
appears

¢ Make the appropriate change(s) to the top container and click “Save”

AddiEdit Group Service Scheduled for CLINICAL, STAFF (Full Az X |

Event [This Marmal Event iz Scheduled for Taday. |

Subject: [REHABGROUP 35

Date: [10712/2014 =] Stort Time: [ZOOPM " Duatiors B0 Stop Time: [E0OFM

Uri: [TRAINING UNIT [ 9300 Comment: [GROUP WILL EDUCATE CLENTS ONHOW/ 1O = | Save
Sub Unit. [TRAINING SUBUNIT O [5am ESTASLISH ND MAINTAIN & MEDICATION L
Locatior; [TRAINING LOCATION] M illieee

e Make any appropriate change(s) to the “Server” container and click “Save”

Scheduled | Actual I

Servers Staff: |ELINID&L, STAFF 5”
S taff | Sewicel Start Time | End Tirmne | Lead | A| Service: |F|EH.~'-\B-GF|DUF' = B\” =
CLIMICAL, STAFF 35 D2:00PHM 0345 PM
Add Stat: [ZO0PM  Duration: [EI Stopr [400 PM
I Save ¥ Lead Staff during Time Period?
LI Delete || Supervisor: I 3” 1]
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¢ Make any appropriate change(s) to the “Client” container and click “Save”

— ient: [FAKE, TEST
Client | Pr... | Start Time | End Time | C.. [ € | =] Client IFAKE. =) Q
FAKE,TEST  0.000200PM 0400PM [ O Urit. [TRAINING UNIT Q[ 5900 [Assian Unt

SUnit. |TRAINING SUBUNIT
[ Transportation Fequired

[N EEN 9900,/9307

Prov. Te: |Client BIIE Start/Dur/Stap
Prow. &t |School s [2:00 PH
Out. Fac: [MASON ELEMENTARY-5D L[547 | [200
ol Con. Type: |Face to Face glIF |4:EIEI P
g |AeR-Tope: [Scheduied Q[T | EBPsS
[oove [ Toee: [Hotipricabi alk |
[ Ik, Type: [MOT APPLICAELE g._||N

e When the “Update Attendee and Calendar Records?” dialog box appears, click

“Proceed with Save”

Lipdate Attendee and Calendar Records?

" lpdate all attendee and calendar records with new event timel

" Update anly those attendee and calendar records whose time no longer falls within the new event time

Proceed with Save Cancel Save |

e If there is a schedule conflict, the “Schedule Conflict” dialog box appears. Click
“Yes” to save changes or “No” to review and correct before saving

Schedule Conflict X I

An Event currently exists which Conflicts with the Event heing Saved.
STAFF CLINICAL is already scheduled at 6:00 PM on 1001 272014
for an Appointment.

Do you want to continue with the Save?

Vs Mo |

¢ If no other changes are required, select “Exit”

Rezolve Group | Cancel Group | Eost Group | Billing Pro Formal Ewent Log | Erint

|
| Favment E =it '

NOTE: A scheduled group service cannot be edited to become a “Standing Group”
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CANCELLING ONE CLIENT IN A GROUP

¢ Right click on the group event, and click “Edit Group Service”

Sun 097282014 | LR R R E Tue I]HJEI]IEI]14| Wed 10/01/2014 Thu 100242014

ew Appointment
Mew Individual Service
Mew Individual Service (Version Q)

Mew Group Service

Mew Recurring Appointment
Mew Recurring Individual Service

Standing Group Maintenance

I Edit Group Service

Show Group Service

Launch Billing Pro Forma

NOTE: If “Cancel’ is selected from the drop down menu instead of “Edi Group Service”,
there is a risk of cancelling the entire group

e The service screen appears. Click on the client you wish to cancel so that it is
highlighted, and click “CxlI”

Client=s
Client [ Pr.. | Start Time | End Time | C.. | Col | =]
216, TEST 0.000G00AM DG45aM [ O

TEST, FAKE Doo0Eo0aM  OE45AM O O

Cxl
&dd

Save

;I Delete

¢ The “Cancel Service” dialog box appears. Click the magnifying glass to access
the “Cancellation Reason” table
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Cancel Service

Cancel Group Service for TEST, FAKE on 09/27/2014 at 06:00 &k7

Cancellation Reazon ||

Yes |

2

Click on the appropriate “Cancellation Reason”, and click “OK”

Cancellation Reasons Lookup

o] | Drescription

Cancelled by Client

Cancelled by Program
Left Before Service Provided
Mo Show

Mo~ = L

% Active " Inactive al

o [ ]

Click “Yes” to confirm the cancellation

Cancel Group Service for TEST, FAKE on 094272014 at 0E:00 AR

[

Cancel

Cancelation Beason |Canceled by Cliernt

Qs
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When there are multiple clients in the group, a yellow message box appears
confirming that the client was cancelled. Click “Save”

Clients [Canceling Group Service for TEST. FAKE |

Client | Pr.. | Start Time | End Time | C... | Cxl | =]

216, TEST 000 0&ODAM  OR454M [ O
TEST. FAKE D00 0&O0AM  DE454M [ O

Add

Save

LI Delete |

The pink checkmark appears in the “CxI” column next to the client’'s name. Click
“Exit” to return to Scheduler Maintenance- Multi Day

Clients TEST. FAKE =
Client: g
Client [ Pr... | Start Time | EndTime | C... | Cxl | =] = I I Al
216, TEST 000 0E00AM  D6452M [ i Uri: |TRAINING UNIT S| 9900 ["assin Unit
TEST. FAKE 0.00 05:004M  0DE454M O @ SUrit: |TF|AINING SUBUMIT 3”9901 9500,/3301
I~ {Transportation Required
Prov. To: |Client and Family [E Start/Dur/Stap
Prov. Ak |Dther Community/Field Unspec g”ﬂ |B:DEI.¢M
Out. Fac: | g” a |D:-’15
UinC | GO Tope: |Face to Face g”F |E:45 M
W App. Type: [Cancelled by Client gl 3 | EBR/SS
Cave Bill. Type: |Mot &pplicable gl M
j m Int. Type: |NDT APPLICABLE QIN
Bezolve Group Cancel Group Post Group | Billing Pra Formal Event Log Frint I Fayment I Exit
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UNCANCELLING ONE CLIENT IN A GROUP

NOTE: The only reason you would uncancel is if you cancelled by mistake

e Right click on the group event, and click “Edit Group Service” from the drop down

menu

Sun 097282014 | LR R R E
. M

Tue 0973042014

ew Appointment
Mew Individual Service
Mew Individual Service (Version Q)

Mew Group Service

Mew Recurring Appointment
Mew Recurring Individual Service

Standing Group Maintenance

Edit Group Service

Show Group Service

Launch Billing Pro Forma

Wed 10/01/2014

Thu 100242014

e The service screen appears. Highlight the name of the client you wish to
uncancel. Click the “Un-CxI” button found above the “Add” button

Clients
Clent [Pr.. [ Start Time | End Time [ C... | Cal | =] Gz TR A Al 4
216, TEST DOD0G00AM DE454M [0 O Urit: |TRAINING UNIT Sl 9800 [Masign Unit
TEST, FAKE 000 0600AM  OE454M [ & SUnit; |TF|AINING SUBUMIT = |SSD‘I 9500/9501
[ Transportation Hequired
Prav. Ta: |C|ient and Family = IE_ Start/Dur/Stop
Prav. &t |Other Commurity/Field Unspec = ID_ |6:00 &M
Out. Fac: | BII_D |D:45
on, Type: |Face ta Face BIIF— |E:45 1|
¥ ®op Type: |Cancelled by Client g..”—3 EBP/5S
Save Bill. Type: |Mot &pplicable BIIX—
| Delete]| It Tepe: [NOT APPLICABLE =1|
Reszolve Group Cancel Group Fost Group | Billing Pro Formal Ewvent Log Frint: | Fayment I Exit
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e The “Continue” dialog box appears. Click “Yes”

Continue? LI

P Lncancel Service for TEST, FAKE on 0972002014 at 06:00 A

. ]

Continue?

e The pink checkmark in the “CxI” column next to the client's name disappears.
Click “Exit” to return to Scheduler Maintenance- Multi Day

Clients TEST. FAKE 5]
Client: .
Client [ Pr... [ Start Time [ End Time [ C... [ Cxl | =] = I I =y
OO0 OE00AM DB45AM  [] Urit: |TRAINING UNIT S| 9900 [assign Uni
¢ 000 DE:00AM  OE45AM [ SUnit; |TF|AINING SUBUMIT 5”9901 9900930
[ Triansportation Bequired
Frow. To: |Clisnt and Farily B”E Start/Dur/Stop
Prov. At [Other Community/Field Unspec 3”0 IB:DD A
Out. Fac: | g” 0 ID:45
cul |ConType: |Face to Face glIF IB:45!—‘-.M
“aga | Tope: [Sohories Q[ T | EBpsss
& e Bill. Type: |N0t."-‘-.ppl|cable EIIX
= Dot 11t Type: |HOT AFPLICAELE g..||N
Besalve Group Cancel Group Faost Graup | Billing Pra Formal Event Log Print | Fayment Exit
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CANCELLING THE ENTIRE GROUP SERVICE EVENT

Right click on the group service you wish to cancel, and click “Cancel” from the
drop down menu

LRI EY  Mon 0972952014

Tue 095205201 4| Wed 100152014

Gl

Mew Appointment
Mew Individual Service
Mew Individual Service (Versian Q)

Mew Group Service

Mew Recurring Appointment
Mew Recurring Individual Service

Standing Group Maintenance

Edit Group Service
Show Group Service

Launch Billing Pro Forma

Delete
Print

Resolve

Cancel

Dre-Davr

Thu 10/02/2014

The service screen and the “Cancel Service” dialog box appear. Click the
magnifying glass to access the “Cancellation Reason” table

~

Cancel Service

Cancel Group Services for this Event on 09/29/2014 at 06:00 AM?

-

)

Cancellation Reason I|

©

Yes No |
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¢ Click on the appropriate “Cancellation Reason” and click “OK”
Cancellation Reas LI
1D | Desc:-r'iption | A|
3 Lancelled by Client
4 Cancelled by Program
7 Left Before Service Provided
5 Mo Show
=l
@ pctive O lnactive O Al | ome. [ ok | concel |
e Click “Yes” to confirm the cancellation
Cancel Service (=
Cancel Group Services for this Event on 09/29/2014 at 06:00 AM?
Cancellation Reason IC&mhdbyC‘imt g |3
Yes No |
¢ In the “Client” container, pink checkmarks appear in the “CxI” column next to
each client’s name. Click “Exit” to return to Scheduler Maintenance- Multi Day.
The service event is removed from the calendar
Clients
ient: |TEST, FAKE
Clent [Pr.._ Sttt Time | End Time | C..f/ Ci\-] Flent ITHMMNG - =1 — ﬂl :
216, TEST 0.00 0B:00 &M DE:45 AM =} Unit: | =) Assign Unit
TEST. FAKE D00 0EDDAM  OE454M O\ B S mit: |TFL"-‘-.|N|N|3 SUBUNIT 3”9901 33003301
™ Transportation Required
Prow. Te: |Client and Family 3”5 Start/Dur/Stop
Frive. At |Elther Community/Field Unspec 3”0 |E:DD A
Out. Fac: | 3” 0 |D:45
UreCsl Con. Type: |Face to Face EHF |E:45 Ahd
poE Gpp. T ppe: |Eancelled by Client 3” 3 | EBP/SS
——{ Bil. Type: [Not Applcable aF |
-] oo |t Type: |HOT AFFLICABLE QJN
Hesalve Group Unzancel Group Faost Group Biling Pra Farma Ewent Log Erirat Fayment Exit
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UNCANCELLING THE ENTIRE GROUP SERVICE EVENT

NOTE: The only reason you would uncancel is if you cancelled by mistake

e Right click on the service you wish to uncancel. Click “Cancel” from the drop
down menu

Sun 0972872014 Mon 09/29/2014

Edit Group

Launch Bil

Delete
Print

Resoclve

MNew Appointment
Mew Individual Service
Mew Individual Service (Wersion Q)

New Group Service

MNew Recurring Appointment
MNew Recurring Individual Service

Standing Group Maintenance

Show Group Service

‘ Tue 09;3012014| Wed 1070172014

Service

ling Pro Forma

Cancel

P Pre-Pay
Cherl Tn

Thu 1070242014

e The service event screen appears. The pink checkmark automatically disappears
from the “CxI” column next to the client’'s name
e Click “Exit” to return to Scheduler Maintenance- Multi Day

Chents .
Client: |TEST. FAKE
Client [ Pr.. | Start Time | End Time | C..J Cd N ] = ! Al Al
216, TEST IEN ] = Urit. |TRAINING UNIT A 3900 [assign Unit
TEST, FAKE noooEDD&M  OE458M OV O SUnit. [TRAINING SUBLINIT 4] 33m 9300/3301
Provw. Ter |Client and Farniy 3”3 Start/Dur/Stop
Prow. At |Other CammunityField Unspec EHD IE:DD b
Out. Fac: | ol 0| o
Cu |ConType: |Face toFace BIIF IE:45.-’-\M
i |AeeTvee: [Schedued Q[ T | EBPsss
Save | Bill Type: [Nt Appiicable 3 [
[ Doiatg || It Type: [NOT APPLICABLE =
FResolve Group Cancel Group Fazt Group | Billing Pra Fnrmal Event Log Frrint | Fayrmernt I E «it I
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e The service event appears on the schedule with the pink X removed, which
indicates that the service has been uncancelled

Sun 09/28/201 4 Mon 09/29/2014

[G]0§:00am REHAB-G

Tue 09/30/2014| Wed 10/01/2014
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Right click in the column of the day to be scheduled, and click “Standing Group

Maintenance”

& tuiti

v @ EOEREODME DCRAABADDDI ATG @ « | ) WEE ] e

=

Entity Type:|S - Staff x| Entity: [CLINICAL, STAFF af Locations: |4 a
Tue 11/0472014 Wed 1170572014 Thu 1170672014 Fri 110772014 Sat 11/08/2014 4 September 2014 >|
S M TW T F 5
1 2 3 4 5 B
T8 91011 12 13
. 14 15 16 17 18 19 20
e A 21222324 5 % 27
New Individual Service 28 29 20
Mew Individual Service (Wersion &)
Mew G Seryi
ST SRS . Dctober 2014 v
MNew Recurring Appointment S M TWwW T F §
Mew Recurring Individual Service 1.2 3 4
o — - 5 B 7 8 910N
Standing Group Maintenance 12 13 1 4 1E 17 18
19 20 21 22 2324 5
Fragment 2 27 28 23 30
1 November 2074 3
S M TW T F 5
2
910 11 12 13 14
16 17 18 19 20 21 22
23024 25 26 272829
[«] _ I3
“ H H ”
An “Add/Edit Standing Group” screen appears
Add/Edit Standing Group {(Adm X |
Main ISCheduIeI
10: || g] D escription: I
Uit : I 3”
Sublnit: al
Location: g
Slots: I 1}
Comments:
=
=
Save Clear | Delete |
Bules of Becurnence | Cancel
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To create a new group, type a group ID in the “ID:” field. The group ID is the unit
number followed by a three character abbreviation (i.e. 9900ART). Press the tab
key on the keyboard and additional fields will open

Add/Edit Standing Group (Administrative X |
Main |Schedule|
iD: [93008RT G Desciption: [
Lnit : I BII
Sublnit =
Location: BI
Slats: I a
Camments:
[ |
Save Clear | Delete |
Bules of Hecurence | Cancel

Enter the “Unit”, “SubUnit”, “Location”, and “Slots” (ideal number of clients for this
group). Any additional information may be entered in the “Comments” field. Click

“Save”

Add/Edit Standing Group (Administrat » |
M air | Schedulel
10 ISEIEIDAF!T gl Descrption: (3300 ART THERAPY CL&SS
Urit: |TRAINING UNIT 4 |3900
Sublinit; |TRAINING SUBUNIT 0y |39m
Location: |TF|AINING LOCATION] B”
Slats: I 10
Camments:
E
I Save I Clear | Delete |
Eules of Hecurrence | Cancel
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e Click “Rules of Recurrence”

AddiEdit Standing Group (Administrative At ) X |

tain | Soheduls I

1D: ISSDDAFIT gl Diescrption: |3300 ART THERAPY CLASS

Urit: [TRAINING UNIT £ |3900
Sublrnit [TRAINING SUBLINIT 3] [3301
Locatior: |TRAINING LOCATION] offi

Slats: I 10

Comments:

=

"

Save Clear | Delete |

I BRules of Recurrence I Cancel

e Complete the prompts by entering the appropriate information, and click “Build”.

Rules of Recurrence X |
| Start Time: |4ZDD P Duration |2ZDD End Time: IE:DU P |

" Daily Recur Everny 1 week(z] on:
o
ieekly [~ Sunday [~ Monday [~ Tuesday W wWednesdap
" Monthly [~ Thursday [ Friday [ Saturday
Start Date: |11/05/2014 j ¥ End After I 3 Occunences
" EndBy 4/ 3

I Build I Clear | Cancel |

NOTE: The “Start Date” of the recurring appointment must be the date of the first
scheduled appointment. Do not exceed 90 days when setting the “Rules of
Recurrence” in the “End After” or “End By” fields
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The “Schedule” tab activates on the “Add/Edit Standing Group” window. Click
“Edit Group”

x|

Main  Schedule |

‘ 10: ISBDDAF!T Descriptior: |3300 ART THERAFY CLASS Slots: I 10 ‘
Startdate | Day | Starttime | Endtime | Available | Select Al
1140542014 WEDNESDAY 04:00 P 0E:00 PM 7] o
Azems WEDNESDAY 04:00 Pt 0:00 PM 7] 1w a
114135/2014 WEDNESDAY 04:00 Pt 0:00 PM 7] 1w a
& Unieselved Orly 1 Al Copy D ate: I Add Group |I Edit Group I
Copy for Faste | Select 4l for Paste | Faste from Copy | [elete Selected | Deselect Al |
Bules of Recurnence | Cancel

The “Add/Edit Group Service” screen activates. Enter the necessary information
in the top container, “Servers” container, and “Clients” container
Once finished, click “Exit”

Add/Edit X |
Event [G] [This Recuring Event wil Dccur in the Future. Standing Group 10: 9300&RT |
Subject: |SSDD ART THERAPY CL&ASS
D ate: |11.-"05.-"2D14 “i Start Time: I‘WU P Dhuratior: |21DD Stop Time: IBiUU P
Uit |TRAINING LINIT =1j| 9500 Camment: =] Save
Sub Unit: |TF|AINING SUBLMIT 3”9901 Delete
Location: |TF|AINIG LOCATION] 3”1 LI _Elear
Scheduled |Actual|
Servers : : : S gl
Staff | Serwcel Start Time | End Time | Lead| A| Service: gI i
Clear Start: |4ZUU Fid Duration: |2:00 Stop: IB:UU P
Save ™ Lead Staff during Time Periad?
LI [Delete || Supervisor: I 3” 0
Clients
Client: a
Client [Pr__ | Start Time | End Time | C. | Cal | =] = I = Al
Urit: |TF|AINING UNIT 5” 9300 [ Assign Unit
SUnit: |TF|AINING SUBLINIT 3”9901
™ Transportation Required
Prov. To: |Clent 5|5 Stat/Dur/Stop
Prov. &t |Office = [400PH
Out. Fac: | S 0| [z00
[ |[ConType: [Face toFace Al [6:00 PM
Cloar [P Type: |8chedu|§d [ 1 | EBP/sSS
Gave Bill. Type: |NDtAplecabIe gnx
| Detets| It Tore: JNOT APPLICAELE AN
Eesolve Group Cance| Group Fost Group I EBilling Fro Formal Ewent Log FErint | Favment I Exit
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The “Schedule” tab on the “Add/Edit Standing Group” window activates

Add/Edit Standing Group {Administrati X I
Main  Schedule |
10 ISSDD}'—\HT Dezcription; 9900 ART THERAFY CLASS Slats: I 10
Startdate | NET | Starttime | Endtime | tevailable | Select ‘l
11/08/2014 WEDMESDAY 04:00 FM 0E:00 Pr a
1112/2014 WEDMESDAYT 04:00 Fh (0E:00 P ]
11419/2014 WEDHESDAY 04:00 P 0E:00 Pr [

=l

& Unresclved Only Al ‘ Copy Date: I Add Group | Edit Group |

Copy far Paste | Select Al for Paste | Faste fram Copy | [elete Selected | Deselzct Al |
Bulez of Recurrence | Cancel

To copy the staff and clients from the first date into the remaining dates, mark the
check box in the “Select” column for the first date. The “Copy for Paste” button

activates. Click “Copy for Paste”

AddiEdit Standing Group (Administrative Ac X I
Main  Schedule |
10 ISSDDAF!T Dezcription: 9300 ART THERAFY CLASS Slats: I 10
Startdate Starttime
11,/05/2014 WEDMESDAY 04:00 Pk 0E:00 P4
1122014 WEDMESDaY [04:00 Pk (0E:00 Phd ] 10
11/19/2014 WEDMESDAY 04:00 Pk 0E:00 P4 ] mw g
=l
& Uniesalved Only Al ‘ Copy Date:; I Add Group | Edit Group |
I Copy far Paste I Select Al for Paste | Faszte fram Copy | Delete Selected | Deszelect Al |
Bules of Recurrence | Cancel
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The “Select All for Paste” button activates. Click “Select All for Paste”

AddiEdit Standing Group Administrativ

x|

Main  Scheduls |

ID: ISSDD.&HT Descrption: |9900 ART THER&PY CLASS Slats: | 10
Startdate | [AET] | Starttime | E ndtime | dyailable | Select &
11./08/2014 WEDMESDAY 04:00 Ph [06:00 Phd O 504
1122014 WEDMESDAY 04:00 Fr 0E:00 PR [ n O
111972014 WEDMESDAY 04:00 PR [06:00 PR [ AL
& Unresolved Only Al | Copy Date: _ Add Group | Edit Group |

Capy for Faste |I Select All for Paste I Faste from Copy | [elete Selected | Dezelect Al |

Bules of Recurence | Cancel

The remaining check boxes in the “Select” column are automatically checked.

The “Paste from Copy” button activates. Click “Paste from Copy”

AddiEdit Standing Group Administrativ * I
Main  Scheduls |
10 IESDMHT Description: 9900 AR T THERAFY CLASS Slokz: I 10
Startdate | Day | Starttime | Endtime | tvallable | Select <
11/05/2014 WEDMESDAY 04:00 P 06:00 Pk O S |
111122014 WEDMESDAY 04:00 P4 06:00 Phd ] 10 |
11/19/2014 WEDMESDAY 04:00 P4 06:00 Phd ] 10
& Unresolved Only Al ‘ Copy Date: _ Audd Group | Edit Group |
Copy for Faste | |2’"9'Eiéﬁi"ﬂ'l'lmfﬁrmﬁEié' ]I Paste from Copy I Delete Selected | Deselect Al |
Bulez of Recunence | Cancel
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The staff, clients, service code, etc. from the initial group set-up are now copied
to the remaining recurring groups. Click “Cancel”’. This automatically applies the
rules of recurrence and includes clients for the group on the staff schedule(s)

AddiEdit Standing Group Administrative » I

Main  Scheduls |

10 ISQDMHT Description: 9900 AR T THERAFY CLASS Slokz: I 10

Startdate I Day I Starttime I Endtime I tvallable | Select AI
11/05/2014 WEDMNESDAY 04:00 Pkd (0B:00 Pk a 5 0O
122014 WEDMNESDAY 04:00 Pkd (0B:00 Pk a a D
111158/2014 WEDMNESDAY 04:00 Pkd (0B:00 Pkd a a |:]

J

' Uriesolved Only &l ‘ Copy Date: I Add Group | Edit Group |

Copy for Faste | SelectAIIforPastel Faste from Copy | Delete Selected | Deselect Al |

Bulez of Recunence | Cancel
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STANDING GROUP MAINTENANCE (EXISTING)

NOTE: When editing from the “Standing Group Maintenance Screen”, never change the
description of the group

e Toreuse a group ID and description, right click on any date and select “Standing
Group Maintenance” from the drop down menu

¢S EOEEDDNE DCAARDDEDT BTG 4 @ |
Entity Type:IS - Staff ;I E ntity: IEL|N|C-‘1L, STAFF 3” Lucatiuns:lﬂ"

Tue 11/04/2014 LT R RILT A E N Thu 1170672014 Fri 11/07/2014 Sat 11/08752014
L51.04.00pm iy :
Mew Appointment
Mew Individual Service
Mew Individual Service Version Q)
Mew Group Service

Mew Recurting Appointrment
Mew Recurring Individual Service

Standing Group Maintenance

Edit Standing Group
Show Standing Group
Edit Series

Launch Billing Pro Farma

e The “Add/Edit Standing Group” screen appears. Enter the ID of the group and
press the tab button on the keyboard. The fields will populate with the group
information

Add/Edit Standing Group (Administrati ) X I

Main | Schedulel

I 1D: ISSDDAF!T gllDescription: 3300 ART THERAPY CLASS

Urit: [TRAINING UNIT [N|E=
Sublnit: |TRAINING SUBLINIT ] [3am1
Location: |TRAINING LOCATION] [

Slots: I 10

Comments:

Save Clear | Delete |

FRules of Recurence | Cancel
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Add/Edit Standing Group (Administr Ll
Main I Schedule |I
‘ ID: [S9008RT  Desciiption: [SS00ART THERAFY CLASS Slats: [ 10 ‘
Startdate | Day | Starttime: | E ridtirne: | Available | Select A|
11/06/2014 WEDMNESDAY 04:00 Prd [0E:00 Pid '} I |
. . . 1] »
HASIe  WEDNEsoay - TR = = o Click on the "Schedule” tab,

and click on “Rules of Recurrence”

Z‘
& Unresolved Only € Al Copy Date: I Add Group | Edit Group |

Copy far Paste | Select Al for F‘astel Paste from Copy | [elete Selectad | Deselect Al |

IBuIes of Recurrence I Cancel

Rules of Recurrence X I

‘ Start Time: |4:UU Phd Duration |2:UEI End Time: IB:UD P ‘

e Enter a start date that does not ¢ Daly RecurEvey | 1 wesk(son:

overlap with a preViOUS date @ el [T Sunday [ Monday [ Tuesday W wednesday

[ Friday [T Saturday

for that group. Fill in the " Monthly I Thursday
remaining fields as appropriate
and click “Build”

Start D ate: I11a"28a"2014 ﬂi % Erd After I A Dccurences

" EndBy P ]

I Build I Clear | Cancel

AddrEdit Standing Group adr strative # 1 LI
Fain Schedulel
‘ D: [B300ERT Descrption: [3300ART THERAFY CLASS Stots: [ 10 ‘
Startdate | Day | Starttime | Endtime: | Available | Select =~ .
T 3@ | + Tocopytheclients and staffto
T WEDNESDAY sonpn GO the new dates, select the date you
12/03/2014 WEDMESDAY 04:00 P 0E:00 P 7]

wish to copy, and mark the check box.
The “Copy for Paste” button activates.
Click “Copy for Paste”

=
& Uniesolved Only &l CDpyDate:I Add Group | Edit Group |

I Copy for Paste I Select Al for F‘astel Faste fram Copy | Delete Selected | Deselect All |
Bules of Recurrence | Cancel
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Mark the check boxes for the dates you wish the copy the information into. Click

“Paste from Copy”

Add/Edit Standing Group (Administrative X |
Main  Schedule |
‘ 10: ISQDD}'—\HT Description: 9900 ART THERAPY CLASS Slats; I 10 ‘
Startdate | [ray | Starttime | Endtime | fvailable | Select ‘l
11406/2014 WEDMES Dy 04:00 Pt 0E:00 P O i 0
11A202m4 WEDMES Dy 04:00 Pt 0E:00 P O i 0
11415/204 WEDMES Dy 04:00 Pt 0E:00 P O EI -
11426/204 WEDMES Dy 04:00 P 06:00 P ] 10
124037204 WEDMES Dy 04:00 P 06:00 P ] 10¢
j
& Urresalved Only Al ‘ Copy Date: - Add Group | Edit Group |
Copy for Faste | Select All for Paste Delete Selected | Deselect Al |
Bules of Recurence | Cancel

The staff, clients, service code, etc. from the initial group set-up are now copied
to the new recurring groups. Click “Cancel”’. This automatically applies the rules
of recurrence and includes clients for the group on the staff schedule(s)

AddiEdit Standing Group (Adminis X I

Main  Schedule |

10 ISSUMHT Description: |39300 4RT THERAFY CLASS Slots: I 10

Startdate I Day I Starttime | E ndtime I Available | Select AI
11./05/2014 WEDMESDAY 04:00 Phd 06:00 Phd a I
112204 WEDME SDAY 04:00 Phd 06:00 Pha a 5 O
1119/20014 WEDMESDAY 04:00 Phd 06:00 Phd a I
11/26/2014 WEDME SDAY 04:00 Phd 06:00 Pha a Bl
120320014 WEDMESDAY 04:00 Phd 06:00 Phq a g |_____|J
& Uniesalved Only 4l | Copy Date: I Add Group | Edit Group |

Copy for Paste | Select 4l for Faste | Faste from Copy | [Delete Selected | [ezelect & |

|

Bulez of Recurrence

I Cancel
|
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EDIT ONE GROUP SERVICE EVENT

e Right click on the Standing Group in the staff person’s schedule, and click “Edit

Standing

Group”

= niutti

& MONENAE DCAARADDDI BAXE| 4 |

Entity T_l,lpe:IS - Staff

| Entity: [CLINICAL, STAFF

Qll

Locations: I."—\II

Tue 11/18/2014

Fri11/21/2014

Sat 11/722/2014

Mew Individual Service
MNewy [ndividual Service Mersion Q)
MNew Group Service

Mew Recurring Appaintment
Mew Recurring Individual Service
Standing Group Maintenance

Edit Series
Launch Billing Pra Forma

o The “Add/Edit Group Service” screen appears. Make the appropriate changes,
click “Save”, respond to the dialog box, and then click “Exit”

Add/Edit Group £ heduled for CLINICA X I
Event [ This Recurring Event will Decur in the Future. Standing Group 1D 99004RT |
Subject [9300 AR T THERAFY CLASS
Date: (1141942014 “i Start Time: |41DD PM Duration; |1:00 Stop Time: |51DD P
Unit: [TRAINING UNIT =] 9900 Comment: ;I I -
Sub Unit: [TRAINING SUBLINIT [N EEI Delete
Locatior: [HHSA MH BILLING LNIT = ;I Clear
Scheduled |Actua||
Servers | st [CORICAL 5 TAFF ol
Staff SE g
o 35
CLINICAL, STAFF 135 et |
& {pdate all attendee and calendar records with new event time
" LUpdate only those attendee and calendar records whose time ho longer falls within the new event time o
Chents —
Cli I P d with 5. Cancel 5 | gl
ient Fr. roceed with Save ancel Save |
FAKE, TEST  O0omeoorm— oo e 1] . — 0 [ ssign Unit
TEST.FAKE 0.000400PM  DS00PM O O SUrit: [TRAINING SUBLINIT L4 [g3m ISSEIEI.-’EISEI‘I
I Transportation Bequired
Prov. To: |C|ienl 3”[3 Stat/DurdStop
Prov. &t [Dffice = [400FM
Out Fac: | Sl 0| oo
Tl Con.Type: IFace to Face ﬂ IF IE:DD P
e App. Type: |Schedu\§d g” 1 | EEP/SS
Gave Bill. Type: INotAppllcable g”x
=] Delete Int. Type: [NOT APPLICABLE =
Eiesalve Graup Cancel Graup Fost Graup | Billing Pro Formal Ewent Lag Print | Payrment I Exit
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o |f the “Schedule” tab is reopened. (Right click, “Edit Series”). It is observed that
the changes are only applied to the selected group. Click “Cancel”

= wuiti - | o x|
8 DNDENAE DCEAADDDDN AXNGE o« BEET | &
Entity Type:|5 - Staff | Entity: |[CLINICAL, STAFF Qlf Locations: |2l al
Sun 1171672014 | Mon 11/17/2014 | Tue 11/18/2014 Thu 11/20/2014 |4 October 2014 v
[l s M Tw T F &
Mew Appointrnent 1 2 3 4
Mews Individual Service 78 310M

- _ . 14 18[1g 17 12
NEWIndI\-’IdUEIS.ENICE (Wersion &) i
Mew Group Service 28 29 30 3

Mew Recurring Appointment

Mew Recurring Individual Service vember 2074 >I

Standing Group Maintenance TwW T F §
]
Edit Standing Group 4 5 B 7 8

Show Standing Group 11 12 13 14 15

e — 9 20y
Edit Series % 27 28 29
Launch Billing Pra Farma

AddiEd nding Graup Administr X I
b ity I Schedule |I
I0: ISSDDAF!T Description: (3900 ART THERAFY CLASS Slats: I 10
Startdate | Dy | Starttime | E ndtime | Available | Select A|
11/05/2014 WEDNESDAY 04:00 Pk 0E:00 Fr O 50O
1141272014 WEDNESD;&Y [04:00 Pk (E:00 Fr ] o
F13/2004 WEDNESDAY 04:00 Pr 05:00 Fi D i
1172872014 WEDNESDAT [ERIET] e 00 Fh [ [
12/03/2014 WEDNESDAY 04:00 Pk 0E:00 Fr O 50O J
& Uniesalved Only Al ‘ Copy Date: I Add Group | Edit Group |
[Copy far, Faste | Select 4l far Faste | Faste fram Copy | [elete Selected | Deselect Al |
Bulez of Recurrence |
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EDIT SERIES OF GROUP SERVICE EVENTS

NOTE: When editing a standing group, do not select the “Rules of Recurrence” button
because you will create a new group instead of editing the existing group

NOTE: When editing a standing group, do not change the description of the group
because the series will disappear

e Right click on the Standing Group in the staff person’s schedule, and click “Edit
Series”

'+ & EOEFEOE®T DCAAAEADD DI AINGE g a0 FE & )

=

Entity T_l,lpe:IS - Stalf

Sun 11/16/2014

=] Entity: [CLINICAL STAFF

Mon 11/17/2014 Tue 11/18/2014

Al

Wwed 11/19/2014

(G |

Locations: IAII

Al

Thu 1172042014 1

October 2014

d

Mews Appaintment

Mew Individual Service

Mew Individual Service (Mersion @)
Mew Group Sernvice

5 M

Tw T F §
12 3 4
78 910 1
14 15[ 16 17 18
2122232425
222930 A

Mews Recurring Appointrent
Mew Recurring Individual Service
Standing Group Maintenance

wember 2014 4 I

Tw T F S

Edit Standing Group
Show Standing Group

Launch Billing Pro Farma

1
4 5 6 7 18
11 12 13 14 15
18 19 20[ea e
PE 26 27 28 29

¢ The “Add/Edit Standing Group” screen appears. Click on the “Schedule” tab

AddiEdit Standing Group (Adrministrative

Main I Schedule

10 ISSDD.QHT gl Description: ISSDD.QFIT THERAFY CLASS

Unit: | TRAINING UNIT

JSN| EEi

Sublnit: |TRAIMING SUBLIMNIT

5

3301

Locatior: |TRAINING UNIT]

Slats: I 1a

Comments:

SV

1

=

|

Save Clear | Delete |

Bulez of Recurrenice |

Cancel
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o The list of scheduled groups displays. Click the date of the group to be edited,
and click “Edit Group”

AddiEdit

Main [ Schedule

_x |

‘ 1D: ISSDDAHT Description: (3900 ART THERARY CLASS Slots: I 10 ‘
Startdate I [1ay I Starttime I E ndtime I Awailable |

11./06/2014 wEDMESDAY 0400 P [E:00 P O g

1122014 wEDMESDAY (0400 P (E:00 P O i T

11.19/2014 wEDMESDAY (0400 P (0500 P O I |

11/26/2014 wEDMESDAY (0400 P (E:00 P O I |

1240372014 wEDMESDAY (0400 P (E:00 P O I |

& Unresclved Only € Al ‘ Copy Date: I Add Group |I E dit Group I
Copy for Paste | Select All for Paste | Fazte from Capy | Delete Selected | Dezelect Al |

Rules of Recurence | Cancel

e The “Add/Edit Group Service” screen appears. Make the appropriate changes,
click “Save”, and click “Exit”

x|
Event @ |This Recuring Event will Dccur in the Future. Standing Group 1D: S3004RT |
Subject IEIEIUU ART THERAFY CLASS
Date: IHJUE/?D14 “i Start Time: |4 00 P Diuration: |21DD Stop Time: IEiUU P
Unit; JTRAINING UNIT =1 9900 Comment: d -
Sub Unit: |TF|AIN\NG SUBLMIT 3”8901 Delete
Location: [HHSE MH BILLING UNIT =g 2
Scheduled |Actual|
Servers Staff. [CLINICAL, STAFF =
Staff | Serwcal Start Timne | End Time | Lead | Al Service: [REHAB-GROUR B Sl 5
CLIMICAL. STAFF 35 0400 PK  06:00 PM
Add Start; |4:00 PM Duration; [2:00 Stop: |E:00 PM
Save ¥ Lead Staff during Time Period?
j Delete || Supervisor: | g” il
Clients
Client: |FAKE, TEST
Tt [P [ Stat Time | End Time | C.. [ Cal | =] ten I Al al
FAKE.TEST  0000400PM DEODPM [J OO Urit. [TRAINING UNIT S| 9900 [ sian Unit
TEST.FAKE 0000400PM OEDOPM [ O SUrit: [TRAINING SUBUINIT [3301 ISSDDHSSm
[™ Transportation Required
Prow. Ta: |EIiEnt 3' C Start/Dur/Stop
E [#00FH
Out. Fac: gl 1] |2:DD
ol Con Type: |Face to Face 3”}: |E.DD P
o App.Type: [Scheduled 3” 1  EBP/SS
:Save Bill. Type: |NDI Applicable g‘"x
LI Dol Int. Type: [NOT APFLICABLE g”N
Besaolve Group LCancel Group Past Group | EBilling Pro Formal Ewert Lag Print | Payment I Exit
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x|
Mair Schedulel
‘m; [s3008RT Description: |3300 ART THERARY CLASS Sats [ 10 ‘
Startdate | Day | Starttime | Endtime | Available | Selegt  ~ [ ] The “Schedule” tab reopens
11/05/2014 WEDNESDAY 0400PM  OB00FM a E] .
11/12/2014 WEDNESDAY O400PM  0E0OPM | B I To repllcate the same changes to
11/19/2014 WEDNESDAY 0400PM 0500 PM 8
11/26/2014 WEDNESDAY D400PM  0E00PM g 8 E other dates, select the date of the
1240342014 WEDNESDAY O400PM | OE:00PM O : 0O Changed group from the list. and
mark the check box. The “Copy for
Paste” button activates. Click “Copy
for Paste”
=l
& Unresolved Only ¢ a4l | Copy Date: l— Add Group | E dit Group |
I Copy for Paste I Select &l far Paste | Faszte from Copy | Delete Selected | Deselect Al |
Bules of Recurence Cancel

Add/Edit Sta roup (A X |
Main  Schedule |
‘ I0: ISSDDAF!T Descriptior: |9900 4RT THERAPY CLASS Slats: I 10 ‘
Startdate | Diay | Starttime | E ndtime | Avalable | Select =~
11/05/2014 WEDNESDAY 04:00 P 0E:00 Pk | |
11202014 WEDNESDAY 04:00 P 06:00 Pk | I |
“ ” 111972014 WEDNESDAY 04:00 P 05:00 Pk | I |
hd The SeleCt A" for PaSte 1142672014 WEDNESDAY 04:00 P 06:00 Pk | I |
H H & 1240372014 WEDNESDAY 04:00 P 06:00 Pk 8
button activates. Click “Select o =
”
All for Paste
& Unresolved Only € All | Copy Date: _ Add Group | Edit Group |
Copy for Paste | Faste fiom Copy | Lelete Selected | Deselect &l |
Fiules of Recurence | Cancel

AddiEdit Standin X I

Main  Schedule |

‘ D: [S00ART  Desciiption: [3300ART THERAPY CLASS Slots: [ 10 ‘

Startdate | Day | Stattime | Endtime | Available | Select 4

T1/05/2014 WEDNESDAY DEOOPM  OBOOPM [ 6

AT weoNEsDAY word  mwe @ o [B) « The remaining check boxes

Con i oooe i the “Select” column are
automatically checked. The “Paste
from Copy” button activates. Click
“Paste from Copy”

=
& Upnrssolved Onlp AII| Copy Date: [T1/0B/2014 | pddGowp | EdiGrowp |

Copy for Paste || Select Al for Paste‘éll Paste from Copy I Delete Selected | Deselect Al I

BRules of Recurence | Cancel
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o The staff, clients, and service code from the initial group set-up are now copied to
the remaining recurring groups. Click “Cancel”

AddiEdit Standing Group (Administrative X I
Main  Schedule I

| R ISSDD.QHT Description; |9300 ART THERAPY CLASS Slats; I 10 ‘

Startdate | [ray | Starttime | Endtime | Avallable | Select Al
11/08/2014 WEDMNESDAY 04:00 Prd (0E:00 Prd a LI |
1202014 WEDMNESDAY 04:00 Prd (0E:00 Prd a LI |
11419/2014 WEDMNESDAY 04:00 Prd (0E:00 Prd a LI |
11426/2014 WEDHESDAY (04:00 Prd (0E:00 Prd a I O

12403/2014 WEDHESDAY 04:00 Prd 0E:00 Prd a 8

=

@ Unresolved Only € Al ‘ Copy Date: I Add Group | Edit Group |

Copy for Faste | Select Al for, Paste | Fazte from Copy | [elete Selected | Deselect Al |

Bules of Recurence | I Cancel

NOTE: If an event in a series has previously been changed and staff makes a change to
another event in the series and copies that change to the rest of the series, the change
made to the first event will be lost. The new change must be copied to only the events
of the series that have not been altered. Previous changed events must be individually
edited with the new information. Because of this, it is recommended that only one
person per program manages standing groups
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Right click on the Standing Group in the staff person’s schedule, and click “Edit
Series”

¢ S| ENEHEDONE ICAABMDDDT ADNG| @ @58 FEEF &

=1o| x|

Entity T_l,lpe:IS - Staff j E ntity: ICLINIEAL, STAFF

Sun 11/16/2014 Mon 11/17/2014 Tue 11/18/2014

Click “Rules of Recurrence”

3" Locations: IAII 3"
LGB LT G E N Thu 1172072014 1 October 2014 '|
i s M Tw T F s
MNew Appointment 1 2 3 4
Mewy Individual Service 1; 12 12 118
Mew Individual S.er\nce MWersion Q) 21 22 23 24 25
Mews Group Service 28 29 30 31
Mew Recurring Appaintment
MNew Recurring Individual Service wember 2014 PI
Standing Group Maintenance Tw T F §
1
Edit Standing Group 4 5 B 7 B
Shaow Standing Group 11 12 13 14 15
Edit 8 19 20
= 'S 26 27 28 29

Launch Billing Pro Fortma

AddiEdit Standing Group (Administ » |
M ain |Schedule|
ID: ISQUMHT gl Description: |9900 ART THERAPY CLASS
Urit : [TRAINING UNIT JSN| EET
Sublmit: |TRAIMIMG SUBUMNIT Bl 930
Location: |TRAINING UMNIT| gl 1
Slats: I 10
Commerks:
-
Save Clear | Delete |
I Bules of Recurence I Cancel
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Enter a start date that does not overlap with a previous date for that group. Fill in
the remaining fields as appropriate and click “Build”

Rules of Recurrence X |
| Start Time: |4:E|D P Cluration I2:EIEI End Time: IE:DEI P4 |

" Daiy Recur Evern I 1 weekls] on:
=
B vl [~ Sunday [ Monday [~ Tuesday v Wednesday
" Manthly [ Thurgday [~ Friday [~ Saturday
Start Diate: 1241042014 j I % End after I 2 Oceurences
" EndBy A o

I Build I Clear | Cancel I

Check a box next to an existing group service event, click “Copy for Paste”,
“Select All for Paste”, and “Paste from Copy”. Click “Cancel’

x|

Main  Schedule |

|5 ISEDMHT Description: (3900 4RT THER&PY CLASS Slots: I 10

Startdate | Cray | Starttime | E ndtime | Available | Select A|
11/05/2014 WEDNESDAY 04:00PM |00 PM O 8
11/12/2m4 WEDNESDAY 0400PM 000 PM O 8
11/19/2014 WEDNESDAY 0400PM 000 PM O 8
11/26/2014 WEDNESDAY 0400PM 000 PM O 8
12/03/2014 WEDMESDAT 0400 P [06:00 Ph O CH
12/10/2014 WEDNESDAY 04:00PM 000 PM m 0
12/17/204 WEDNESDAY 0400PM 000 PM m 0

Add Group | Edit Group |

am Unresolved Only € -"-'~||@npy D ate:

Copy for Paste Select Al for Faste Pazte fram Copy Delete Selected | Dezelect Al |

Rulez of Fecurrence | ' 5 ' Cancel

[
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CHECK IN/CHECK OUT GROUP

To check in a client in a group:

¢ Right click on the group service event, and click “Check In”

& ENEHEIDME DCAAMADDDT ABITG 4@ £ EEE &
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Entity Type:IS - Staff

| Entity: [CLINICAL STAFF

3" Locations: IA"

Sun 11/16/2014

Mon 1171772014

- | m] | X |
a
Dctaber 2014 v

Tue 11/18/2014 LR FAEPEO I Thu 11/20/2014 |I'
W ]
M

ew Appaintment
Mew Individual Service
Mew Individual Service {Wersion Q)
Mew Group Service

1

2

Mew Recurring Appointment
Mew Recurring Individual Service
Standing Group Maintenance

1

S M TwW T F S
2 3 4

6 7 8 310M

5
213 14 1516 17 18
19 20 21 22 23 24 25
627 28 29 30 A

Mavember 2014 v

Edit Standing Group
Show Standing Group
Edit Series

Launch Billing Pra Forma

Delete
Print
Resolve
Carcel
Fre-Fa
kI

SMTwW T F

— W

34 5 6 7 8

15

7 26 29

2

3 30 3

2223 24 25 %8 27

e Check the box next to the client who has arrived for the service event, and click

“Check In”

x|

Sart Mame

Casze Mumber

Prao Forma | Al

FAKE, TEST
TEST. FAKE

Select Al

Deselect Al

O
O
Check In Close

[
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To check out a client in a group:

Right click on the group service event, and click “Check In”

; J =
[+ 2 ENEHEDME DCAARADDDI BTG v g0 BEE E T | &

Entity T_vpe:IS - Staff

Sun 1171672014

Uncheck the box next to the client who has arrived for the service event, and

click “Check In”

Mew Individual Service
Mew Individual Service (Mersion &)
Mew Group Service

56 7 8 910N
12 13 14 15[ 17 18
19 20 21 22 23 24 25
26 27 28 29 30 A

Mew Recurring Appaintment
Mew Recurring Individual Service
Standing Group Maintenance

S M TWwW T F 3§

Edit Standing Group
Shaow Standing Graup
Edit Series

Launch Billing Pro Forma

1

2 345 6 7 8
910 11 12 13 14 15
7 g 21 22

Delete
Print
Reszalve
Cancel
Fre-Fay.

S M TWwW T F 5§

1 2 3 4 5 8
o8 910111213
14 15 16 17 18 19 20
122 23 24 25 28 27
8293031

x|

Sort Mame

Farma | Al

FAKE, TEST

| Caze MNumber | Check In | Pra

O

TEST, FAKE

Select Al

Deselect Al

O

I Check In I

O
O

[ -

Cloze |

114

| Entity: [CLINICAL, STAFF =\ Locations: ¢l ol
Mon 1171772014 | Tue 11718/2014 | EEERAGEZIIEEN Thu 1172072014 || Dctober 2014 3
MNews Appaointment 12 3 4

Mowvember 2014 4 I

December 2014 ’I

S%
€d,
W@?@

Revised 04.2017



BILLING PRO FORMA GROUP
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¢ Right click on a group service event and click “Launch Billing Pro Forma”

S =

|2 8| ENEEDMHEA DEREARDD DT A DG @4 0B EE | &

Entity Type:IS - Staff

Sun 1141672014

=] Entity: [CLINICAL, STAFF al Locations: [41 a
Mon 1171772014 | Tue 11/18/2014 | RAPAETZIIEIN| Thu 1172072014 ][4 Dctober 2014 3
[ ifireesti=) e M Tw T F 5
MNewe Appointment 1 2 3 4

1

Mew Individual Service
Mew Individual Service (Version Q)
Mew Group Semice

E 7 8 91011
3 14 15[ 19 17 18
b0 21 22 23 24 25
b7 28 29 30 3

Mew Recurring Appointment
Mew Recurring Individual Service
Standing Group Maintenance

M TWwW T F S

Edit Standing Group
Show Standing Group

Delete
Print
Resalve
Cancel
Fre-Fay.
ChetklIn

1
34 5B 7 8

Sort Wame

Select Al

Deselect All

Caze Numnber

Pz |~

.-

I PFro Forma I

Cloge

115
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e The dialog box appears. Once you are done viewing, click “OK”

Ml Billing Pro Forma Dialog x|
Cliznt: |TEST. FAKE Admitted Date: [T0/21720014 Stat [0G002M
Sal: Duration oo Stop [O700aM
Urit: [TRAINING UNIT | 5500 Provided To: |Client and Family E
Sublrit: |TRAINING SUBLNIT J3301 Provided At [Other Community/Field nspec [o
Server. [CLINICAL, STAFF | Cortact Type: |Face to Face |F
Supervisar: I I Dutzide Faciliby: I I
Service: IHEHAB-GHDUF‘ 35 I S Appaintment Type: IEanceIIed b Client I 3
Lab: | | Biling Type: [Not Applicable [%
Quartity: I Fee: I Days I Intenzity Type: INEIT APPLICABLE IN
— Inzurance — Billing Pro Forma
Pay Sa... | Benefit ... | | Fram | - Testing Contract Pay Source 8993/8939 s

Determining Billing Information for NOM BILLABLE FOR OSHFD, BEF
Service iz ot Covered by Benefit Plan 8339,

Looking up Client's Insurance Coverages.

j Testing Contract Pay Source 8338/4010

Determining Billing Information for NOM BILLABLE FOR LIHF, LIHF 1
Service iz hot Covered by Benefit Plan 40710,

Authd I F'.I Procedure | From | Thiu | [ty | |Jzed | ‘I Testing Contract Pay Source 8338/4105

Determining Billing Information for NOM BILLABLE FOR LIHF, LIHF C
Service iz not Covered by Benefit Plan 4105,

Testing Contract Pay Source 8938/4109

=l 4| | _’I—I
A Collg... | I oK I

NOTE: If you are viewing the Billing Pro Forma for several clients, you will click “OK” for
each client

—Authorizations

116 Revised 04.2017



S%
€d,
W@Ia

PRINTING INSURANCE COVERAGE REPORT
FOR SCHEDULED CLIENTS

The “Scheduler Insurance Coverage Report” shows 3™ Party Coverage for scheduled
clients. A template has been created for use.

To Access the Template:

e Click “Scheduler” on the menu bar
From the drop down menu, click “Scheduler Reports”
Click “Scheduler Insurance Coverage Report”

File Access|5cheduler Client Assignments  Clienk Financial Information  Clienk Reviews  Client Services  ATP System Tools  Client Profile

Tools  Winda  Scheduler Maintenance - Mulk Day

Ql %l n acheduler Maintenance - Single Day

Scheduler Setup 4
Scheduler Reports Schedules Report
Print Appoinkment sheets

acheduled Services Report

e The “Scheduler Insurance Coverage Report” dialog box appears. Click “Load”
e Click the “Insurance Coverage Client by Alpha” template
e Click “Load”

Selections] | Print Colurmnns | Soit/Subtotal/Title |

Clignts |4l
Locations |4l
Servers |4l
Lrits Al
SubUrnits |4l Created On | Created E! | Lazt Uzed I ‘I
05/14/2009 33 [9/23/2014

Service Codes [Al1
Ewent Type |4l
Start Datez/Time

ThuDate/Tine  [1070172014 5] [

™ Exclude Phone Mur

-

> Delete |Q£ind =Lload | x|Cancel

(1) |

aN_J

S Clear Im’:Lngd Iﬂgave | @pateh | &print | xjExit |
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Selections 1 Tab

e Enter the unit number in the “Locations” field
e Enter the desired date range in the “Dates/Time” fields
e Click “Print” and choose your destination

ﬁ Scheduler Insurance Coverage Report (Show ACcess)

Selections] |F'[int Eu:ulumnsl Sgrt.-"SuI:utu:utaI.-"TitIeI

=N

Locations

Clients |&l
EMTER *0OUR UNIT HERE]|

Servers

I rits
Subllrits
Service Codes

Ewvent Type

Al

Al

Al

Al

Al

Start Datez/Time
Thru DatedTime

1040142014

1043142014

el

Ewclude Phane Murmbers for Chents nat 'Okay to Call at Hame'

LEEIEIEIELE

S Clear ||}7’Lngd |E§ave |ﬂatch

P
Serint | x|t |

NOTE: The report will sort by client name
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PRINTING ONE STAFF PERSON’S SCHEDULE

The “Schedules Report” will print a staff person’s schedule for a specific date range. A
template has been created to use

To Access the Template:

e Click “Scheduler” on the menu bar
e From the drop down menu, click “Scheduler Reports”
e Click “Schedules Report”

File Acc955|5cheduler Client Assignments  Client Financial Information  Client Reviews  Client Services

Ql%l El‘ Scheduler Maintenance - Multi Day

CLIENT ML Scheduler Maintenance - Single Day
Bl Client Abstr

El Client

dules Repotrt
Print Appointment Sheets
Scheduler Insurance Coverage Report
Scheduled Services Repart

¢ The “Schedules Report” dialog box appears. Click “Load”
¢ Click the “Individual Staff Schedule” template
e Click “Load”

W3 Schedules Report (Show Access) =R

Selections] | Selections2 | Print Columns | Sort/SubtatalTitle |

Locations |41

Servers Al
Clietits jall

||V ei|Ye)[}e

Other Resources |4l

Load Template for Schedules Repaort

Urits &1
Sublnits [ j Leaedin | o _
Event Type [&l Incividual Stail Sohedule. 10/03/20) 4855 09/03/2014
SubUnit Schedule by Lead Staff 10/03/20 4855 09/25/2014
Time Types |&l

Cahcellation Reason |4l

Ewents which are: & Al

( 1 ) X Delete

S clear |m’;|_ogd Ingave | gaten |&erint | x|Exit
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Selections 1 Tab
e Enter the unit number in the “Locations” field
e Enter the staff ID number in the “Servers” field

& schedules Report i 3) =N

Selections] |Selecti0n32| Frint Columnsl Sgrta’SuhtotaI.-’Titlel

Locations [EMTER YOUR UNIT HERE]

Servers |CLIMICAL, STAFF
Clientz |4l

Other Resources (Al
Uitz Al

Sublrits |0

Event Type |l

Time Types |Al

el L EIEIELENLENE

Cancellation Reason

E verits which are: Al " Resolved " UnResolved " Canceled

Nclear |Fload |Hoae | @Baten |SErnt | x|Edit |

Selections 2 Tab
e Enter the desired date range in the “Dates/Time” fields
e Click “Print” and choose your destination

/E Schedules Report (She 5] - | | | X I

Selectionz]  Selectionz2 | Frint Columnsl Sgrta’SuhtotaI.-’Titlel

Start Dates/Time: [10/01/2014 3 |
ThruDate/Time: | 1043142014 75]

¥ Print Clierit's Home Phone Mumber
[V Exclude Phone Numbers for Clisnts not 'Okay to Call at Home'

¥ciear |@load |Hoze | Baten |§Erim IﬂE}ﬂt |

NOTE: This report includes all scheduled appointments. If the “C” column near the end
of the report notes “N” (No), that means that the appointment has not been cancelled. A
“Y” (Yes) notes that the appointment has been cancelled
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PRINTING STAFF’'S SCHEDULES FOR A LOCATION

The “Schedules Report” will print staff(s) schedules for a specific date range. A template
has been created to use

To Access the Template:
e Click “Scheduler” on the menu bar
e From the drop down menu, click “Scheduler Reports”
e Click “Schedules Report”

File Access|5cheduler Client Assignments  Client Financial Information  Client Reviews  Client Services

AN &l

CLIENT Malt
E., Client Abstr

Scheduler Maintenance - Multi Day

Scheduler Maintenance - Single Day
Scheduler Setup
Scheduler Reports

Schedules Report

Print Appointment Sheets
Scheduler Insurance Coverage Repaort
Scheduled Services Report

El Client Assignments Main

EJ Client 2rd Part

e The “Schedules Report” dialog box appears. Click “Load”
e Click the “Sub-Unit Schedule by Lead Staff” template
e Click “Load”

T3 Schedules Report (Show Access) =

Selections] |Selecti0ns§| Print Columns | Sait/Subtatal Title

Locations |4l
Semvers |2l
Clientz |4l
Other Resources &l i
Urits T80 Load Template for Schedules Report
SubUnits &l Description Created On | Created By | Lazt Uzed
Ewent Tone . ntl'vidi:a‘fﬁtaff.-&chgire- 10,/03/2011 45855 19/23/2014
S S ubUrit Schedule by Lead Staff 1040372011 4855 09/29/2014 |
Time Types |4l

Cancellation Reazon |&l

Events which are; &

Q Xgeletel(:%Eind ﬂCaﬂcel
¥car [Fload fdooe | @Baten |&Gprint | xjedt |
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Selections 1 Tab
e Enter the unit number in the “Locations” field

=10 x|

Selections] | Selections2 | Print Colurnns | Sart/SubtatalTitle |

IL-:-:aticm ENTER YOUR UMIT HERE] I

Servers |2l
Clignts Jal

Other Resources (Al
Uriits &0

SubUnits &l

Event Type |4l

Time Types |4l

L EIEEENENLE]

Cancellation Reazon

Ewvents which are: Al {~ Resolved " UnResalved ¢ Canceled

Wclear |@load |Hzae | @patch |&Pint | xjedt |

Selection 2 Tab
¢ Enter the desired date range in the “Dates/Time” fields
e Click “Print”

3 schedules Report (5 — I = I X I

Selections]  SelectionsZ | Print Calumns I Saort/Subtatal/Title I

Stant Dates/Time: [10/01/2014 7] |
Thru Date/Time:  [10431/2014 3

¥ Frint Client's Home Phone Mumber
¥ Exclude Phone Mumbers for Clients not 'Okay to Call at Home'

Mclear |load |Hoave | @patch [ Seint I xjent |
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PRINTING APPOINTMENT SHEETS
AND CONSUMER ENCOUNTER FORMS

This report prints appointment sheets for appointment events and consumer encounter
forms for service events. A template has been created that prints the forms based on
the date range selected. The forms will be sorted by staff and will print in order by the
date and time of the event

To Access the Template:
e Click “Scheduler” on the menu bar
e From the drop down menu, click “Scheduler Reports”
e Click “Print Appointment Sheets”

File Access | Scheduler  Client Assignments  Client Financial Infarmation Clienk Reviews  Client Services  ATP Swskem Tools  Client Prafile

Tools  Windo  Scheduler Maintenance - Multi Day

Q % E Scheduler Mainkenance - Single Day
| | b R

acheduler Setup
Scheduler Reports Schedules Report
Print Appointrment Sheets
Scheduler Insurance Coverage Repork
Scheduled Services Report

e The “Print Appointment Sheets” dialog box appears. Click “Load”
e Click the “Appointment Sheets by Staff and Date” template
e Click “Load”

T3 Print Appaintment Sheets (Show Ascess)

Selections] | San/Subtatal/Tite |

Locations &l

Servers [Al
Cligntz Al

Other Rezources (&
Unitz {4l
Sublnits [l

Event Type A1 # intment Sheets by Staff and Date 1140742011 4956 09/29/2014
Time Types (Al i : '

Load Temnplate far Print Appaintment Sheets

= Al

Events which are:

b g

P * Delete |Q£ind x| Cancel

1
(€Y
S Clear |mr“‘|_ugd Iﬂgave | @patch | &print | x|Exit |_
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Selection 1 Tab
e Enter the unit number in the “Locations” field

¢ Enter the desired date range in the “Dates/Time” fields

e Click “Print”

"l_j Print Appainttment Sheet:

Selections] | Srt/SubtotaliTie |

=10l x]

| Locations [ENTER vOUR UNIT HERE] |

Servers |

Clients {&l

Other Resources (Al

Lnits Al

Sublinits (&l

Event Type |21

Tirne Types (20

LALEEIEEIELE

x4l " Resolved " UnResolved

Events which are:

Start DatesdTime: |1D.-’D1.n"2D14 DI I
Thiu Date/Time:  [10/01/2014 75 ||

S Clear ||j"yLngd |H§a\re |ﬂatch

&hPrint

x[Eat |
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PRINTING SCHEDULED SERVICES REPORT

The “Scheduled Services Report” prints service events only and can be used to
compare scheduled services with those that were actually provided. A template has
been created for use

To Access the Template:
e Click “Scheduler” on the menu bar
e From the drop down menu, click “Scheduler Reports”
e Click “Scheduler Services Report”

Fil= AccesslScheduler Client Assignments  Client Financial Information Client Reviews  Clienk Services  ATP Swstem Tools  Client Profile

Tools Windo  Scheduler Maintenance - Multi Day

S%
€d,
W@f'

Ql %l ] Scheduler Mainkenance - Single Day

Scheduler Setup 3
Scheduler Reports Schedules Repart
Frint Appointment Sheets

Scheduler Insurance Coverage Repork

e The “Scheduled Services Report” dialog box appears. Select “Load”
e Click the “Scheduled Services by Unit, Sub-Unit, Server and Date” template
e Click “Load”

Credential Groups (&l Load Template for Scheduled Services Report

3 Scheduled Services Report (Show Access) = | O | b4 |
Selections] Seleclionsgl Seleclions§| Selectionsd | Print Columins Sgrtx’SubtotaIa’TitIel
Locations |4l [
Servers (Al &
Billing Supervizars |l ﬂ
Credentials j&I 1| -
i x|

Prirnary Servers |l
Cligrts 20

Created On | Created Bu | |

-heduled S ervices by Unit SubUnit Server and: 05/14/2009 33 03/29/2014

E

Urits j&l
SubUnits f&I

Program Category Headings j&0I
Program Categories |4l

Unit Tupes (&l

Administrative Groups [A1

X Delete | Q Find

#clear [Zload |Wcoe |@Bach |Serint | xjExt

-
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Selection 1 Tab

e Enter the unit number in the “Locations” field

Selections] |Se|ectinns§| Selections§| Selectinnsﬂl Print Cnlumnsl Sglt;"Subtotal;"TitIeI

Lacations |ENTER YOUR UNIT HERE| I

Servers

Billing Supervizors
Credentials

Credential Groups

Primary Servers

Clients

Units

Sublnits

Frogram Category Headings

Program Cateqories

it Typez

Administrative Groups

Al

All

All

Al

All

Al

All

Al

All

Al

Al

All

=i =i = = =3 =3[ 3 = = =3 =

Selection 3 Tab

¥clear |@load |kdc=e |@Batch |&print | x|Exit

e Enter desired date range in the “Date/Time” fields
e Click “Print”
- | | | X |
Selections] | Selections2  Selections2 | Selectionsd | Print Columns Sglt;"Subtotal;"TitIeI
Data Entered By |2l BI
Cancellation Reazon S,I
Semvices which are o Al " Resolved " UnResolved  © Canceled |
Check It Statuz Al " Checked In Mot Checked |
Services where Tranzpartation iz « " Required " Not Required |

Service Date/Time I'IIJ.I"D'I J2m4 ui ||

Thiu Date/Time  |10431/2014 3
Entered D ate/ Time 25
Thiu Ertered Date/Time I H EI I

™ Exclude Phone Mumbers for Clignts not 'Okay to Call at Home'

S Clear |ﬁLugd |H§ave |ﬂatch
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Support Desk Contact Information

sdhelpdesk@optum.com
1-800-834-3792

Monday through Friday (E-mail)

Hours Services
6:00 am to 6:00 pm All services except password resets or any service involving PHI
Monday through Friday (Telephone)
Hours Services

4:30 am to 6:00 am Resetting passwords (24 hour programs) and reporting system outages*
6:00 am to 6:00 pm | All services
6:00 pm to 11:00 pm | Resetting passwords (24 hour programs) and reporting system outages*
11:00 pm to 4:30 am | Reporting system outages*
Weekends (Telephone

Hours Services
4:30 am to 11:00 pm | Resetting passwords (24 hour programs) and reporting system outages*
11:00 pm to 4:30 am | Reporting system outages*

* By definition, a system outage affects multiple users. Examples include when:
-The system does not respond and appears to be frozen
-No data can be entered or viewed

Support Desk Suggestions

e Please consult with your program manager and your resource packet prior to
contacting the Support Desk.

¢ When calling for a password reset on weekdays between 4:30-6a or 6-11p, or

calling weekends between 4:30a-11p, you must leave a message. Include your
name, CCBH staff ID, phone number and the reason for your call.

e You may be given a ticket/tracking number if you call between 6:00a and 6:00p
Monday through Friday. Remember to keep this number for future reference.

Additional Contacts

Questions Where To Go

Clinical Documentation Questions Documentation Manual/Your Program Manager
Duplicate Clients and Complete Form BHS-025 and
Name/DOB/Gender/SSN Changes Call Medical Records: 619-692-5700 x 3
Financial Questions (UMDAP/Insurance) Billing Unit: 619-338-2612 Fax- 858-467-9682
Online User Manuals and Forms www.optumsandiego.com

Service Codes CCBH (Anasazi) User Manual/QM Unit
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