COUNTY OF SAN DIEGO

HEALTH AND HUMAN SERVICES AGENCY

| Behavioral Health Services .

QUALITY IMPROVEMENT - MIS MEMO

To: County Mental Health System of Care Providers

From: AnnLouise Conlow, BHS Senior MIS Manager

Re: Saving CCBH Canned Reports to a Spreadsheet

MIS has established the following process for saving CCBH canned reports to a spreadsheet.

Select the report to print to a spreadsheet.

A Anasazi Central Live (Staff: CONLOW, ANNLOUTSE (0037))

File Access Security AnasaziCentral ClientData Setup ClientData Draft Services Reimbursement Scheduler ATP Setup ATP MCO | CPPM Sequestering DHP Client Profile Tools Window History

AN wlx] slelel 8 @

Treatment Plans with Inactive Service Codes Report
Planning Tiers Listing

Review Types Table

Planning Tier Categories Table

Standard Text Table

Progress Note Signatures Table

Client Service Life Cyde Analysis Report
Treatment Plan Families Table
Trestment Plan Types Table

Planning Groups Maintenance

Signature Line Headings Table

Planning Tiers Table

Informational Note Subjects Table

The example shows the selection for the Non-Final Approved Progress Notes Report.

The report dialog window will appear.
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Complete each tab for the report.

| @ Anasazi Central Live (Staff: CONLOW, ANNLOUTSE (0037))
File Access Security Anasazi Central ClientData Setup ClientData Draft Services Reimbursement Scheduler ATP Setup ATP MCO CPPN  Sequestering DHP  ClientProfile  Tools Window History

Q¥ Bx| 4lm(@) 5] &

& Non-Final Approved Progress Notes Report (Administrative Access)

Selections | Son/Sublotal/Tite |

Clierts @

Primary Units &1
Primary SubUnits |21
Shl's |Al

Stalf Signature |41
Progress Note Dates | / / j thru IJ# j

eheliclicle

Woear | Bload |Hsave | Dpath |Gt | xjeat

In this example, the Non-Final Approved Progress Notes (Administrative Access) dialog window shows tabs for

Selections and Sort/Subtotal/Title. Tabs for reports will vary and can include tabs for Selections, Print
Columns, and Sort/Subtotal / Title.
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Select the Sort/Subtotal/Title tab for the report.

# Anasazi Central Live (Staff: CONLOW, ANNLOUTSE (0037))
File Access Security AnasaziCentral ClientData Setup ClientData  Draft Services Reimbursement Scheduler ATP Setup ATP MCO CPPM  Seguestering DHP  Client Profile Tools Window History

Q¥ =l x| ¢les(m) 5] 6

A Non-Final Approved Progress Notes Report (Administrative Access)
Selections] | Sort/SubtatalTite |
Clignts m
Primary Urits |21
Primary SubUnits |4l
Sal's |Al
Staff Signature (Al
Progress Mote Dates | £/ j thiru I."r’ j
oo |Bload  |Hsave | Qe |Seint | xjeit |
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Select Print.

l A Anasazi Central Live (Staff: CONLOW, ANNLOUISE (0037))
File Access Security AnasaziCentral Client DataSetup  Client Data  Draft Services  Reimbursement Scheduler  ATP Setup ATP MCO  CPPM  Sequestering DHP Client Profile Tools  Window  Histary

Q¥ =17 s|m@ 5 @ -

Selactions] sQrt;fSubtota|;m|é|

Segments

Cliznt Name(2)
Client Caseff(2]
Frim Unit [0

Frrin Sublinit 1D
54/

Staff Signature(2)

|'_’_ Piirt the Detail
I Print a record for each Staff Signature
™ Fint the SubHeaders

Report Title:

| Print Destination i

" Defaul (Printer/Sereen)
WP File [PE)
C TextFie

Hder |Bload |Hswe | @ooch | Geit | xjent |

File Name; [

g

The Print Destination dialog window will appear.
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Select the CSV File radio/option button.

l A Anasazi Central Live (Staff: CONLOW, ANNLOUISE (0037))
File Access Security Anasazi Central Client Data Setup  ClientData  Draft Services Reimbursement Schedulsr ATP Setup ATP MCO CPPM Sequestering DHP  Client Profle  Tools  Window  Histary

Qs Blx| slelm 5 @ -

Selsctions] SQﬂ}'Submlal/Tﬂlél

Segments

Clignt Name(2) = fucldd
Client Case#(2]

Frim Unit [T m
Prirm SublUrit 10 i)

SAl

Stalf Signsture(2) |

[¥ Piint the Detai
™ Print a record for each Staff Signature
™ Pint the SubHeaders

Report Title:

[ Print Destination i

" Default [Printer/Screen)
" WPE Fils (VFE)

" Teut File

= L5V File

Mok |Bioad |Hlseve S St | xjent |

(4
File: Mame:

CSV is the file extension for a spreadsheet and choosing this option will print the report to a spreadsheet.

Note: Not all canned reports will have the CSV print option.
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Enter the path to save the CSV file to the specified location on the computer.

Example:
For the path to the My Documents folder on the hard drive C:
Enter C:\Users\username\Documents\ReportTitle
Saving reports to a secure drive is required. See Program Policies for Saving Reports.

l A Anasazi Central Live (Staff: CONLOW, ANNLOUISE (0037))
Fle Access Security  Anasazi Central Client Data Setup  Client Data  Draft Services  Reimburssment Scheduler ATPSetup ATP MCO CRPN  Sequestering DHP Chent Profile Toole  Window  History

Q¥ Bl &lmlm |5 -

Selections]  Son/Sublotal/Tite |

Segments
Client Name[2] =5 rdd
Client Casett[2]
Prim Uit 1D SRR
Prir Sublrit [0 o
Sl
Staff Signature(2) ARG
v Frint the Detail

I Print a record for each Staff Signature
I Print the SubHeadsrs

Report Title:

Print Destination i

" Default (Printer/Screen)
" WPE File (VPE]

" TestFile
& 05 Fils

e |Brond |Hsee | Gpatr | Seme | xiee |

Select OK.

After the report is processed, it can be located in the drive to which it was saved. Please note the location that
was entered in the Print Destination dialog window. The report will have a spreadsheet icon with the extension
.csv following the document title. For example: ReportTitle.csv.

Program Policies for Saving Reports:

®  Staff must immediately upon download move any report containing PHI to a secure drive
e  Staff must delete any downloaded report containing PHI within 14 calendar days
® Staff may not create additional copies of a report containing PHI

® Procedures shall be in place for monitoring staff adherence to program policies
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