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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, orif 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!

1 Phase I Scheduler REV 08.2023
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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

J Open

Client View

Recently Opened Views

O Tlinemt Tatamorine Bld=imboe = en

Menu

Application Menu

=
=

; Security
vl

| About CCBH

Client Profile

CLINICIAN'S HOMEPAGE (TRAI

hortcuts

Scheduler

Scheduler Maintenance - Multi Day

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

File Accessl Scheduler Flient Assignments  Client Financial Information  Client Reviews  Client Services  ATP

Ql %l E Scheduler Maintenance - Mulki Day

Scheduler Maintenance - Single Day
Scheduler Setup Location and Skaff Waork Schedules Maintenance
Scheduler Reparts »  Reserved Time Maintenance

Transfer Scheduled Services

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

1. 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

2. Inthe “ 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

7—3 Location and Staff Work Schedules Maintenance (Ad ativ - | O b3 |
- T (1) HHSS MH BILLING «
[]---El (1110) SOUTHEAST «
- %] (1120) NORTH CENT

P Location Schedule for HHSA MH BILLING UNIT

U“'EI (1130) EAST COUNT, I Automatically launch Pre-Payments when Checking In?  Autamatically Launch Biling Pra Farma at Check In for,
- (1310) CASE MANAGL] = Lo ¥ Indidual Seri I Group Servi
& ﬁl (1220) CASE MANAGI v Closed on Holidaps ndrvidual Services roup SEervIces
&) (2100) HILLCREST H
[]...ﬂ (3000) U PAC MIDTO Work Breakl Meal Break2
- &) (3010) U PAC EASTY 2
-] (3020)U C 5D CLINI I = I I I ! I !
- ] (3030) PROJECT EN & fpply | L ooy | & Annly_| & fnnly |
-] (3040) HEARTLAND ¢ EE
- B (3050) KINESIS MOR: I é’ul I I I ! I I
- &) (3060)BP 5 R VISTA i | | I I | I I
a2 (3070 NORTHINLAL | & Tuesdey | B | | | | | | I
&) (3080) NORTH COAS =
w-Z] (3090) DOUGLAS YO Bl iy | ffdl I I I I I I
=& (31007 SOUTH By 6 | ¥ Thursday | B | I I | I I
=-Z] 3110 ARETACROW | & Fiiday | B [ | | | | |
& (3120) MARIA SARDIM =
a1 T (3130) JANE WESTIN T Satudy | = I I I I I I
el iz pEar o INZ Ad [ Etaﬁl [ save | S Claar | ¥ Deleta |
QEind | Betre...| s Expand| < cala. | et |
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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”

3 Location and St edules Maintenance (Adminis o I jm] I X I

] (1) HHSA MH BILLING « gﬁ Location Schedule for HHSA MH BILLING UNIT
B (1110) SOUTHEAST ¢

-

-

f- B (1120) NORTH CENT
5-Z]| (1130) EAST COUNT:
5 &) (1310) CASE MANAG
7 E] (1320) CASE MANAGI
7-Z] (2100) HILLCRESTH
7 & (3000) U PAC MIDTO!
o- & (3010) U PAC EASTY
5-Z] (30200 U C S D CLINI
1. _| {3030) PROJECT EN: 2
-

-

-

-

-

-

II

-

-

-

-

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

¥ Clozed on Holidaps? W Individual Services [ Group Services

Time Entry

Breakl Meal Break2

apply | & appty | &ty |

SIS

(3040) HEARTLAMD ¢ iy

_I (3050) KIMESIS NOR!

<1

2] (3060) BF 5 RVISTA Monday  [0B:004M =3 [O500FM |

-Z|| (3070) NORTH INLAN Tuesday  [08:004M 23 [0S.00PM |

ednesday |08:004M =2 [O5.00FM |

<l =

_I (3080) NORTH COAS
_I (3090} DOUGLAS YO

Thursday  [08:004M 2 [05.00PM |

Friday jos:00 &M =3 [0s00FM |

s s s
f“_e
Z
1=
A
m
1=
Iy
a
)
=
R

|
|
|
|
|
|
| S aturday I Eﬂl I I
: _l (3170) DEAF CUNEILI = Add Stafrl @ H save | ¥ Clear | X Delete |

IEE.Refre | Expandl{ Cglla...l x| Exit |

e OO OO O O IO e O e R = O = O YO O DO = WO = O == O o= O == O = O = O = O = RO ==

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)

(1) HHSA MH BILLINC
=5l

1 ] (1110) SOUTHEAST ¢
|- Z] (1120) NORTH CENT

=

i
[#

™ Automatically launch Pre-Pagments when CheckingIn?  Automatically Launch Biling Pro Forma at Check In for:

i

@ & (1130) EAST COUNT: ; ; :
& ﬁl (1310) CASE MANAGI IV Closed on Holidays? IV Individual Services ™ Group Services

@ Z] (1320) CASE MANAGI
- & (2100) HILLCREST H Work Breakl Meal Break2

@ I (3000) U PAC MIDTOH T |

@ ] (3010) U PAC EASTY | B ] I I [ [ [

@ Z] (3020) U C SD CLINI &Aooy | & soply_| & Appty | & Ay |

& Z] (3030) PROJECT ENy rs | | | |

- & (3040) HEARTLAND ¢

i I (3050) KINESIS NOR ¥ Monday [oe00am 4 [os00PM | [
@ Z] QUED)BPSRVISTA [ Tuesdsy  |DBIDDAM 5.4 [0500FM | |
@ B (3070) NORTHINLAN Wednesd [FEGORNT 3 [E500H | i
|
|
|

& E] (3080) NORTH COAS —
@ & (3090) DOUGLAS YO ¥ Thursday  [BEIDDAM! = 3 [SOOPM |

-Z] (3100) SOUTHBAYG [V Fidsy  [0BODAM o [05.00PM |

_l (3110) ARETA CROW

I J J
l l ]
| | J
1 ] |
| I I
| ] |
| J J

3 =

o 2 (3120) MARIA SARDI L Soudy | | |

3. 21 G130 Jane WEST’:IW Rsave | ¥ciear | XDelete
3 | 3o star | I I

QFind | kL Refre...| & Bxmand| £ colla.. | x|Exit
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1. Locate the additional staff member from the table, and check the corresponding

box
2. Click “Add”

W Add Staff to Location Schedule

1D | Name

P

TEST. MH BILLING
ANASAZI, EMPLOYEE
EMPLOYEE, ANASAZI

ONE.MD
ONE.RN

ONE, PHARMD
ONE,ADMIN
TW0, MD
THREE, MD
FOUR, MD
CLINICIAN, FAKE

|

000ooooooooornoon

[ Al
] None
o Invert

O

Find
2 [ add
v| | XIExit

O
L
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SCHEDULE TYPE

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

2. Click on the down arrow to the right of the “Schedule Type”

3. Choose the appropriate “Schedule Type” from the table
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

ﬁ Location and Staff Work Schedules Maintenance tAdministrative / ) - | | | > |

L UESA MU DILLINC S, gﬁ' Staff Schedule for CLINICAL, STAFF
5] (11007) CLINICAL

Ty SOUTHEAST T ag

El (1120) NORTH CENT Schedula Type: |L - Same a3 Location ( ﬂ

- (1130) EAST COUNT —~rdered

El (1310) CASE MANAGI L - Same as Location

-] (1320) CASE MANAG : i - alisliie

@-Z] (2100) HILLCREST H ] k1 Heal El=ae
-] (3000) U PAC MIDTO! | | | | |
BB (3010) U PAC EASTY

& (3020 U C 5D CLINI 3 any | Ly | Y | Y rsoiy_|

& (3030) PROJECT EM: _
- & (3040) HEARTLAND ¢ ey I I I

| | | | |
---ﬁl EFOB0 BFPSRVIETA ¥ Tuesday |o7:004M [DE:DOPM | | | | | |
"'ﬂ GOTONORTHINLAN (g4 e resdiay |07:00 4 [DEO0PM | | | | | |
- & (3080) NORTH COAS
EI (3000) DOUGLAS yo ¥ Thursday |D?:DDJ&M |DE:DD P | | | | | |
---El (3100 SOUTHBAY G [F Fiday |DF":DIJ A |ns:uu P | | | | | |
- & (3110) ARETA CROWY I G | | | | | | | |
& (3120) MARIA SARDIH AR
G- (3130) JANE WESTINT Esave |§§C|ear | XDe|ete|
K0 » - '
QEind | G Refre...| B2 Expand] £ Calla.. | x| Ext |
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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 StaffWark 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 Location and Staff Work Schedules Maintenance (Administrative Access) - I | I X |
= Z (1) HHSA MH BILLING + §$ Staff Special Work Days for CLINICAL, STAFF
E|§| {11007 CLIMNICAL
’ . B Wiork Special [ ||€ Breakl Begin
L. 0] Off Special Da

w0 Z] (1110) SOUTHEAST
m E 0 RARTH CERT

Break?2...

Breakl... | Breakl... Meal End | BreakZ..
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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 Staffwoark Schedu

(11007 CLIMICAL

W work Special [ F

=|ol x|

= E] (1) HHSA MH BILLINC 4 §$ Staff Special Off Days for CLINICAL. STAFF
28] (11007) CLINICAL

| Work Special
... 0] Off Special Da From Thru Description
%[I EH;E; ig:'TrﬂE;;:T [09/22/2014 TH] |09/25/2014  TE] [VACATION
& 1amEasToounT [ 7/ s | |

<& (13103 CASE MANAGH z 7

& (1320) CASE MANAG] I ' :” o :”
] o HiLLcresTH | it | =
&] oo upacmiDTOr [ 7/ i | |
<& (3010) U PAC EAST Y

<& (30200 U C 5D CLINI

<& (30300 PROJECT EM,

<& (30400 HEARTLAND ¢

<& (30503 KINESIS NOR'

JE|| 3080 B P S R VISTA

<& (30700 MORTH IMLARN

<& (30800 NORTH COAS

<& (3080) DOUGLAS YO

& 31000 SOUTH BAY &

Z| (31100 ARETA oRo:m hd S Clear

QEind | Refre..| 2 Expand| € Calla.. x|Bit |

[+

:
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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”

File Access

_lLI —  Scheduler Maintenance - Single Day
Scheduler Setup 3
Scheduler Repaorts 3

The Multi-Day screen displays.

o “Entity Type” will default to Staff

S 1ulti Day view -|lo| x|
¢ @|EEAGEENEG INNNEEEENE BENE vv | BEEF| &

3 ]

Mon 09/29/2014 Tue 09/30/2014 GORLTN P ER Thu 10/02/2014 1 Septermber 2074 'l

S M TWwW T F 5

1 2 3 4 5 6
Y8 91011 12 13
14 15 16 17 18 13 20
21 22 23 24 25 26 27
29 30

Entity: I

Locations: IAII

Fri 10/03/2014

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 | Tue 0!

9 Revised 04.2017
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Adjusting the Calendar

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

[ [ 3 E [ 09 3

¢ 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 Type:IS - Staff v| Entity:l B” Locations: |2 B”

Sunday 0972172014 Thursday 09/25/2014 -4 September 2014 4
S M TwW T F 5§

1 2 3 4 5 8
T8 91011 12 13
14 15 16 17 18 15 20
21 22 23 24 25 2B 27|

Monday 09/22/2014 Friday D9/26/2014 28 23 30
1 Dictaber 2014 k]
S M Tw T F §
a4 2 4
|| 56878 31™MN
Tuesday 09/23/2014 Saturday D9/27/72014 15132 14 15 1€ 17 18

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

A Horvernber 2074 4
‘Wednesday 09/24/2014 S M TWwW T F ?

2 3 4 5 6
910 11 1213 1
16 17 18 19 20 2
23 024 25 26 27 28 29

7
4 15
1
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VIEW OPTIONS
¢ Click on the below icon to access the “View Options”
3y Wi ey — O X
B clololukdclsclE T T T T T T 0 1 00 0 1 IEEN=N =156
E ntity T_l,lpe:IS - Staff 'I E ntity: || gl Locations: I."—‘«ll ﬂl -
[}

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

[~ Dizplay Beserved Time Only

¥ Dizplay Resolved Services

Iv Display Canceled E vents

Check In Dizplay
o« pll

" Checked In

" Mat Checked In

[ Qk | ﬂoaﬂcell

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

W Uit Day

gﬁ User Interface

v Display ToclTips?

| ELser Interface

lcon Size

& Small lcons

" Large lcons

B 2k |i|CaﬂceI|

11 Revised 042017



NEW APPOINTMENT EVENT

Appointments are events which do not involve a client.
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¢ Rightclick in the white area below the day to be scheduled. A drop down menu

appears. Click “New Appointment”

¢ @ EONEFEDEE DCAABMDDDT ATG | « ¢ |0 WEE | &

Entity Type:|5 - Staff =] Entity: [ELINICAL, STAFF

4|

Locations: IAII

2y

Sun 1170972014 Mon 11/10/2014 Thu 1171372014

Tue 1171172014 Wed 11/12/2014

naintment

Mew Individual Service
Mew Individual Service (Version @)
Mew Group Service

MNew Recurring Appointment
Mew Recurring Individual Senvice
Standing Group Maintenance

Fayment

Oitober 2014

M T w T F

13 2
E 7 8 310
12 14 15 16 17
2002 2 23 24
27282930 7

Movember 2014

[« _

¢ An appointment window appears

M TWwW T F

171813 20 A
2428 2k 2728

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

Bl Enter Appointment for : CLINICAL, STAFF (Administrative A » |
Ewvent
Hsave ScClear X Del. MEesolve  @Frint  EgEventLog x[Can...
| Thiz Appointment has not been S aved. |

Subject: IST.’-‘!.FF MEETIMG IN COMFEREMCE ROOM A

12

™ Private

Revised 04.2017



S%
€d,
W@@

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 - Marmal LI

Urit: | 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”

d

Tirne T_I,Ipe:l | defi

E - Busy
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

o Click “Save”
Wl Enter Appointment for : CLIMICAL, STAFF (Administrative A 5) x |
EHsave | ¥€clear X Del. ®fEesolve @ Print  EgEvent Log x|can..
[ This Appointment has nat been Saved. |
Subject; IST!—".FF MEETIMG IM COMFEREMCE ROOM & ™ Private

Ewent Type: IN - Maormal vl Start D ate: I'I'I.-"'I 1/204 UI Start Tirne: IU'I:EIEI Ph4 Diuration: IU:45
End Date:lﬂfﬂﬂﬂm “I End Time:|D1Z45 P Time Type: IB -Busy "I

Urit: | TRAINING UNIT Q)| 9900 Sublrit: | TRAINING SUBLNIT (ST DT
Lacation: [HHS& MH BILLING UNIT Q| 1

13 Revised 04.2017
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e 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

“Ad d ”
I Enter Appaintment for - CLIKICAL, STAFF (Adm 4 X |
—Ewvent
Hsave S¥EcClear XDel. [fResolve &Print EgEventlog x|Can..
[This Nomal Appaintment wil Dcur in the Future. |
Subject: ISTAFF MEETING IN CONFERENCE ROOM & [” Private

Event Type: IN - Mormal vl Start [ ate: |11e’11a’2014 “i Start Time: |U1ZUU P4 Duration; IUZ45
End Date:|11a’11.-’2014 "i End Time:|D1:45 P Time Type:IB -Busy vl

Uriit: ITHAINING UNIT BI I 2300 Sublnit: ITHAINING SUBLNIT BI I 3301
Location: IHHSA tH BILLING LINIT BI I 1
Cormments =]
=l Add [FEdit X Del..
Type I MName I Start D ate I End Date I Start Time: I End Time IA
5 CLIMICAL, STAFF 1mA2m4 1112014 01:00PKM 07:45 PM
=

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

Add Attendees » I
Entity Type: IS - Staff ;I

Staff: [TESTLSTAFF =

Event Type: IN - Mormal vI
Start D ate: |'|1-'"1'|a"2|:|'| 4 “I Start Time: Im :00 Pk Duration: IUZ45
End Date:|11-’"1‘|a"2ﬂ‘|4 “I End Time:|D1:45 Fid Tirme Type: IB - Busy vl

Ingave I%Cjear |5|Caﬂce||

o After adding all attendees, click “Cancel”

Wl Enter A ppointment for: CLINICAL, STAFF (Administrative ACcess) x |
Event
Hgave SEclear XDel. B Resove &hPrint  EgEventLog X[Can...

[ Thiz Hormal &ppointment will Dccur in the Future. |
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EDITING AN APPOINTMENT EVENT

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

= lol x|
c & ENNEHNOMEA TDEAAEDDDI ATGE| &« |5 WEE L &

Entity Type:|5 - Staff =] Entity: [CLINICAL STAFF Q) alf

Locations: I.-’-‘«II

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? . :

X|

% Il pdate all attendee and calendar recards with new evert time

£ lpdate only thoze attendee and calendar records whoze time no longer falls within the new evert time

—— Froceed with Save

Cancel Save

15

Sun 11/09/2014 Mon 11/10/2014 Tue 1141172014 Wed 11/12/2014 |Thu11.-'13.-'2l]14 ||* September 2014 >|
AR ' W Tw T F s
Mews Appaintment 1 2 3 4 5
Mew Individual Service F o8 510 11 12 13
Mew Individual Service (Wersion @) 15 16 17 18 13 20
New G Sari 22 23 24 25 26 27
ew Group Service 29 20
Mew Recurring Appointment
Mew Recurring Individual Semvice October 2014 >|
Standing Group Maintenance M TwW T F 5§
1 2 4
Edit Appointment E 7 8 910 N
Show Appaintment P13 14 15 16 17 18
Bo20 21 22 23 24 25
Delete 27 28 29 30 A
Primt
Rizeliie Noverber 2014 v
Cancz M TwW T F &
Pawmemnt 1
Check
‘l | Appointment: 01:00 PW-01:45 PM 17 18 19 20 21 22
1] [ For STAFF MEETING IN CONFERENCE ROOM A 24 25 28 27 28 23
Location: HHSA MH BILLIMG LINIT
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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

Caontinue and Schedule on Staff's Time OfF?

L P AppointmenttService falls on a Date and Time that CLIMICAL, STAFF
\t/ is not scheduled towaork, Continue and schedule AppointmentSendce on Staff's Time OF?

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

Yes

[l

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

'+ & EOEEEDMEA I GA A ED D D 1) & @G

click “Resolve”

Bl = =EEE

- ol x|

Entity Type:IS - Staff

| Entity: [FLINICAL, STAFF

Al

Locations: Iﬁ"

Qll

Mew Appaintment

MNew [ndividual Service

MNew Individual Service (version @)
MNew Group Service

MNew Recurring Appointment
Mew Recurring Individual Senvice
Standing Group Maintenance

Edit Recurring Appointment
Show Recurring Appointment
Edit Seties

Delete
Erint

Monday 09/22/2014 Tuesday 09/23/2014 Wednesday 09/24/2014 | Thursday 09/25/2014 1
|

4 Dctober 2014 v
S M TW T FS§
1 3d a3 4
5 6 7 8 91011
12 13 14 15 16 17 13
1920 21 22 23 24 25
27 2 23 A A

1 Movember 2014 v
S M TwW T F S

e The Appointment window opens. Click “Resolve”, and then click “Cancel”

| Wl Enter Appointrment for : CLINICAL, STAFF (Adrministrative x |
. Ewvent
HSave S#clear XDel. | & Resolve || SpPrint g Event Log x|Can..

[ This Recuring Appointment Dccur! Resalve the Appnintment!

e The event displays on the calendar with a pink check

= tutti D=

¢+ & EOEFEDEEAR DCEAABRDD DT ADG & )|

Entity T_vpe:IS - Staff

| Entity: [CLINICAL, STAFF

QA

Locations: I#’-"-"

Monday 09/2272014

Tuesday 09/23/2014

Wednesday 09/24/2014

Thursday 09/25/2014

EIE:EIEIam STAFF MEETIN

17
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e NOTE: Ifthe 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:

¢ 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”

=lol x|
E éIIIIIIEIEIIIEIEIEI@IIIEEIIIEEHEHIEI@I
Entity Type:|5 - Staff | Entity: [FLINIEAL STAFF = Lacations: [&l o

Monday 09/22/2014

Tuesday 0972372014 Wednesday 0972472014 | Thursday 09/25/2014
STAFF M I

4

Septernber 2014 v

Mews Appointment

Mews Individual Service

Mew Individual Senice (Version &)
Mew Group Senice

Mew Recurring Appointment

S M TW T F 5

1 2 3 4 5 &
T8 310111213
14 15 15 1? 18 13 20

28 28 30

Mew Recurring Individual Service 1 October 2014 >|
Standing Group Maintenance S M TW T F S
T3 3 4

Edit Recurting Appaintrment
Show Recurting Appointment
Edit Beries

Delete
Print

5 6 7 8 3101
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 23 30 A

4

Movember 2014 »|

SMTWTF S
1

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

ppointment far  CLIMICAL, £ T--FFI-IJIrlIHI trative X I
Ewent
Hsave SEclear XDel.. | @Unres.. | &Print  EgEvent Log x| Can..
IK“E] | Thiz Recuring Rezolved Appointment Dccurred in the Past. |
e The event displays on the calendar without a pink check
@ ﬁllEEIEI@EHEIIEIIIIE@IIIII@I =
Entity Type:[S - Stat =] Entity: [ELINICAL, STAFF = Locations: [A1
Monday 0952272014 Tueszday 0952372014 Wednesday 092472014 | Thursday 0952572014
DE:EIEIam STAFF MEETIH
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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 wulti Day view - 1ol x|

S ENRREDMOMEA DCAARDDDI ADGE &« O NEE e

Entity Type: |5 - Staff =|  Entity: [ELINICAL, STAFF al Locations: |4l =

Sun Mon Tue Wed Thu | 4 Geplember 2014 ¥|
1510:00 AM-03:0 m Mew Appointment

Mew Individual Service
Mew Individual Service {Wersion Q)
Mlemy Group Service

MNew Recurting Appaointmeant
Mew Recurring Individual Service
Standing Group Maintenance

| Show Appointment |

Delete
e Click “Event Log”
—— i S
Il Enter Appointment for ; CLIMIGAL, STAFF (Full Access) ] X |
. Ewent
lrnﬁave S#clear X Del. & RBesolve SPrint | £ Event Log x[Can...
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The tracking information displays. NOTE: Cancellation information will only
display if the event was cancelled

I Eicnt Log il

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

Shaf | | 0
Date/Time | ¢ / |

Cancellation Reazon I I

Click “CANCEL”

Click “Cancel” to return to the calendar

|

Event

Hsave clear XDel. B Resolve SPrint  EgEvent Log x|Can...
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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.

3 niutti Day view
HE)EOEEHDAE ICAAADDDTN ADGE @ « ||
Entity Type:|5 - Staff | Entity: |CLINICAL, STAFF = Locations: |4

Sun Mon Tue wed Thu Fri 1053142014

154 10:00 AM-03:0

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

3 nutti Day view - |lo] x|
¢+ S EDEEDME DICAABADD DI BTG & « |5 WEE T &
Entity Type:|S - Staf ~| Entity: [CLINICAL, STAFF A Locations: [41 1]

Sun Mon Tue Wed Thu {4 September20i4  #|

i
Lkl

1541 0:00 AM-03:0 i

Mew Appaintment

Mew Individual Service

Mew Individual Service Mersion &)
Mew Group Service

Mew Recurting Appaintmeant
kew Recurting Individual Service
Standing Group Maintenance

| Show Appaintment \

Celete

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

M Enter Appointrent for ; CLINICGAL, STAFF (Full Access) ] * |

. Ewent
lrnﬁave S#Clear X Del. & RBesolve | &Print &g Event Log *[Can...
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RECURRING APPOINTMENT EVENT

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

¢ & DENDDDME IDAAEADDDT @ONGE| v | [ MEE| @
Entity Type:[5 - Staft =] Entity: [ELINICAL STAFF alj Locations: |41 alf

Sunday 10/05/2014 Tuesday 10/07/2014 L] September 2014 v
: M1 mon-e 295 TEST MED SERVIC S M TWwW T F §
Mew Appointment 1 2 3 4 5 &
Mew Individual Service v 910 11 12 13
Mew Individual Service (Wersion Q) 14 15 16 17 18 13 20
Mew Group Service 318 gg gg 24 25 2% 27
MHew Recurring Appointment
I\II:W CELUTTITTY T T AT BTV E 4 DCtDbef 2014 )I
Standing Group Maintenance S M TWwW T F §
13 3 4
Fayment g a1n 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 _|X

Start Time: IBZUU P Diuration I'l :00 End Time: I?:UU P4
" Daily Recur Every 1 weekls] o
=
Wieekly [T Sunday ¥ Monday [ Tuesday [ Wednesday
" Monthly [~ Thursday [ Friday [~ Saturday
Start Date: (104062004 j * End &fter I B Dccurences
" EndBy A i

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

A A fiy :;:. » I
. 1 Ewent
B cave Clear X Del.. MjResole @Erint  SgEvent Log x| Can...
[ This Rrecuring Appointrent has not been 5 aved. |
Subject, |TEAM MEETING| [~ Frivate

Event Type: IN - Mormal v| Start D ate: |1UJ’UEJ"2U14 “I Start Tirne: IUEZUU P Duration: |1ZUU
End Drate: |1UJ’UEJ"2U14 “I End Time: IU?'ZUU P Time Type: IB -Busy v|

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

Wl Enter Appointrment far - CLIMICAL, STAFF (Adrministrative Acc

x|
EHsave |8&cClear X Del.. M Resolve  @PFrint  EgEventlog x| Cap...
| This Recuning Appointment has not been Saved,

|
Subject: [TEAM MEETING F Privale

Ewent Type: IN - Mormal vl Start D ate: I'IU-"UE-"2U'|4 “I Start Tirne: IUEZUU Phd Diuratior: I'IZUD
Erd Date: I'IU-"UE-"2U'|4 “I End Timne: IU?ZUU Phd Tirne Type: IB -Buzy vI

Urit: | TRAINING UNIT Q| 900 Sublrit: | TRAINING SUBUNIT SUREED
Location: [HHS4 MH BILLING LINIT alf 1
Comments || ;I
Aftendees
(ﬁmd o Edit X Del.. |
o The “Attendees” box is then activated. If desired, click “Add” to enter additional
staff
Jadd | (FEdit X Del.
Type | M ame | Start Date | End Date | Start Time | End Time | -
5 CLINICAL, STAFF

100672014 1040642014 ORO0OFPM  0F:00 PM

=l
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¢ Enter additional staff in the “Staff’ field and “Save”

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

Ewvent Type: IN - Marmal ﬂ

Start Date: [10/06/2014 7] Start Time: [06:00 PM Duratior: [1:00
End Date:l'lﬂa"UEa"EUM j End Time:lﬂ?iﬂﬂ Ph4 Timne Type: IB - Buszy ;I

Iﬂﬁave I%Clear |i|CaﬂceI|

e Once finished, click “Cancel”

W Enter Appointment far : CLIMICGAL, STAFF (Administrative Access) * |
Ewent
Hgave S#cClear XDel. [fResoke &SPrint =g Eventlog x| Can..

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

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

3 ntutti Day

¢ &|EAOEAEEOME DOCA ARDD DT A TG & « |
Entity Type:|5 - Staff ~| Entity: |CLINICAL, STAFF = Lu-::atiuns:l.-‘i'-.ll
Sunday 10/05/2014 Tuesday 10/07/2014

§|:| B:00pim TEAM MEE

Mewy Appointment

Mewe Individual Service

Meswe Individual Service d¥ersion G0
Mew Group Service

MHew Recurring Appointment
Mew Recurring Individual Service
Standing Group Maintenance

Edit Recurring Appaintment
- g ) :

Edit Seri .I

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

Recurring Appointment (Full Act ] X |
Startdate I Day I Starttime | E ndtime: | Select I AI
10/06/2014 MONDAY (0E:00 P4 0700 P -
10/1342014 MONDAY 0E:00 P 07:00 P
10/20/2014 MONDAY (0E:00 P4 0700 P
10/27/2014 MONDAY (0E:00 P4 0700 P
11,/03/2014 MONDAY 0E:00 Prd 07:00 P

=

& Urresobeed Only € Al ‘ Copy D ate: I

Copy an Appaintment|  Selzct A[ for Paste | Fazte &ppaittment | Deselect Al |
Edit an Appaintment | Fecur Appointment |Delete Selected.&pptsl Exit |
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o 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

Wl Enter Appointment for : CLINIGAL, STAFF (Administrative A 3 x |

=

[ 5ave ﬁcmar S Del. [ Resove &hPrint é_é_ﬁEventhg x| Can...

[ This Rrecuring &ppaintrment will Dccur in the Fubure. |

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

Update Attendee and Calendar Records? b4 |

@ Ipdate all attendee and calendar recards with new evert time:

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

Frocee withﬁavel Cancel Save

e Click “Cancel”

Wl Enter Appointment for : CLINICAL, STAFF (Administrative 5) x |
Ewent
[Hcave S#clear XDel. & Eesolve &hPrint  EgEvent Log x|Can..

[ This Recuring Appaintrment will Dccur in the Future. |
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¢ If you wish to make the same change to other appointments in the series:
o Select you appointment to copy

“Copy an Appointment”

o “Select All for Paste”

o “Paste Appointment”

o

Recurring Appointtment (Full 2 y X |

ppointment (Full b |

Startdate | Day | Starttirme | Endime | Select |« Startdate | Day | Starttime | Erdtirme | Sefect |«
1040642014 MOMDAY 05:00 P 06:00 P 10/06/201 4 MOMDAY 05:00 Phd 06:00 Phd
104132014 MOMDAY 0E:00 P 07:00 P 1041372014 MOMDAY (05:00 PR 07:00 PR |
1002042014 MOMDAY 0E:00 P 07:00 P | 1042042014 MOMN DAY 0E:00 P4 0700 Phd |
1042742014 MOM D&Y 0500 Pi 07:00 P 104272014 FMOMNDAY (05:00 PR 07:00 PR
11/03/2014 MOM D&Y 0500 Pi 07:00 P 11/03/2014 MOMD &Y 000 P4 0700 Prd

|| =l

& Uniesolved Only &l ‘ Copy Date: I

& Unresolved Only f—‘«ll@ @:opy Date: -

Copy an Appointrent § Select Al for Pazte | Faste Sppointment | Dezelect Al | Copy an Appointmen |;‘"g‘éiéa't"'a'|'|""f‘5[ Paste Appointment I Dieselect Al |
Edit ah Appointment | Recur Appointment | Delate Selected Apptsl Exit Edit an Appaintment | Fecur Appointment | Delete Selected Appts| E it |

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

ointment (Ful » |
Startdate | Day | Starttime | E ndtime | Select | A|
10/06/2014 FOMDAT 0E:00 Pk 07:00 Pr4 O
10413/2014 FOMDAT 0E:00 Pk 07:00 Pr4 O
1042002014 FOMDAT 0E:00 Pk 07:00 Pr4 O
10427/2014 FOMDAT 0E:00 Prd 07:00 Pk O
1140372014 MOMDAY 0E:00 P4 07:00 Pr

@ Unresolved Only Al ‘ Copy Date: I

Copy an .-’-‘«ppointmentl Select &l for Paste | Faste sppointment Dezelect &l |

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

¢ [farecurring 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= tutti Day View - |l o] x|
&8 INNNIMAFA NCAAADDDT ANG @« [ NEHT| &
Entity T_l,lpe:IS - Staff VI Entit_l,l:ll:L|N|C‘3\L. STAFF 3‘” Locations: Iﬁ” 3‘”

Sunday 10/0672014 Hundajl 10!05!2014 Tueszday 10/07/2014 4 September 2014 PI
Mew Appointment It SMTW T F S
Mev Individual 5 1 2 3 4 5 B
ew Individual Service 7 8 910 11 12 13
Mew Individual Service (Mersion @) 14 15 16 17 18 19 20
Mewy Group Service M 2223 MRk
28 29 30

Mew Recurring Appointment
Mew Recurring Individual Service

. . 1 Dctober 2014 v
StandlngGrnupMamtenance S M Tw T F S
Edit Recurring Appointment 1E 3 4
Show B _["T_t ’ BEEE - »0n

L Al 12 13 14 15 16 17 18
Edit Series 19 20 21 22 23 24 25

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

Recurring Appointment § 35y LI

Startdate | Day | Starttime | Endtime | Select | - |
1040642014 FOMDAY 0E:00 P4 0700 Pk O
104132014 FOMDAY 0E:00 P4 0700 Pk O
1042002014 FOMDAY 0E:00 P4 0700 Pk O
104272014 FOMDAY 0E:00 P4 0700 Pk -

11./03/2014 FOM DAY DE:00 PM 07:00 PM

' Unresolved Only € Al Copy Drate: I

Copy an Appointment|  Select Al for Faste | Faste &ppaintment | Dezelect Al |

Edit an Appointment | Recur Appointrent I:Jelete Selected .-’-'-.pptsl E xit |
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o 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:DU Ptd Duration |1:DU End Time: IU?:DEI P ‘
& Daiy % Every 1 Daps
 Weekly ' Evem ‘Weekday
" Monthly
Start Date: (1141042014 EI & End After I 3 Ocourences
" EndBy A T

Clear | Cancel

¢ “Exit” from the Rules of Recurrence

X I

Startdate | Day | Starttime | E ndtime | Select | -
1040642014 FAOM DAY [0E:00 Phd 0700 Phd O
104132014 FOMDAY [0E:00 Phd 0700 P O
1042002014 FOMDAY [0E:00 Phd 0700 P O _
104272014 FOMDAY [0E:00 Phd 0700 P O
11/03/2014 FOMDAY 0E:00 P4 0700 Pk O
114102014 FOMDAY 0E:00 P4 0700 Pk O
11412014 TUESDAY 0E:00 P4 0700 Pk O
1122014 WEDHESDAY 0E:00 P4 0700 Pk O

f* Unrezolved Only £ Al Copy Date; I
[Capy ar .ﬁ.ppuintmentl Select Al for Paste | Pazte Appointment | [ ezelect A
Edit an Appointment | Becurdppointrmert | [elete Selected .-’-'-.pptsl Exit

29 Revised 04.2017



S%
€d,
W@?@

DELETE ONE APPOINTMENT EVENT

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

- | O | X |
8 INNIAA ICEAAADDDN ANGE @« 0 MEEH &
Entity Type:IS-Staff vl Entily:lCLINIC.-’-\L,ST.-’-\FF 3” anatinns:l.-’-‘«ll 3”
Sunday 1070552014 Monday 10/06/2014 Tueszday 10/07/2014 1 September 2074 4 I
[ 06 D0 T i (Flecec-conac ToRTMEDSERVI() 5 M T W T F §
Mew Appointment 1 2 3 4 5 E
Mew Individual Service 78 910 1112 13
Mew Individual Service Mersion @ 14 15 16 17 18 13 20
Mew Group Service 318 gg gg 4 Ak
Mew Recurring Appainttment
Mew Recurring Individual Service 14 October 201 4 »
Standing Graup Maintenance S M TwW T F S
: : : 13 3 4
Edit Recurring Appaintment g 910 11
Show Recurring Appainttent 12 13 14 15 16 17 18
Edit Series 19 20 21 22 23 24 25
26 27 28 29 30 A
1 Mawember 2014 3
Resolve S M TwWTF S

DELETE SERIES OF APPOINTMENT EVENTS

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

/ =
¢ & DOEEEDMNHE TDCAABADDDII AMIGLE g« 0 BEE T &

E ntity T_l,lpe:l 5 - Staff VI Entity: IEL|N|C‘3\L. STAFF 3‘” Locations: Iﬁ” 3‘”
Sunday 10/0672014 Monday 10/06/2014 Tueszday 10/07/2014 4 September 2014 4 I

INEERILY  rew Appointment | s M Tw T F S
123 456
78 91071 1213

MHew Individual Service

Mew Individual Service (Wersion Q) 14 15 16 17 18 19 20
Mewy Group Service M 2223 MRk
28 29 30

Mew Recurring Appointment
Mew Recurring Individual Service
Standing Graup Maintenance

1 Dctober 2014 v
SMTWTITF S

Edit Recurring Appointment 3 4

1
8 910 11
Show Becurring Anpointrment 12 13 14 15 16 17 18

13 20 21 22 23 24 25
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e Check the boxes next to the desired appointments, and click “Delete Selected
Appts”

Recurring Appointment (Full Ac X |
Startdate | Day | Skarttime | Endtime Select Al
006201 4 tONDAY 0E:00 P 07:00 Phd O
10/13/2014 MONDAY 0E:00 P 07:00 Phi O
1042042014 MONDAY 0E:00 P 07:00 Phi
1042742014 MONDAY 0E:00 P 07:00 Phi O
1140342014 MONDAY 0E:00 P 07:00 Phi O
1141042014 MONDAY 0E:00 P 07:00 Phi
1141142014 TUESDAY 0E:00 P 07:00 Phd O
1141242014 WEDMESDAY 0E:00 PM 0700 PM M

& Unesolved Only € Al | Copy Date: I

LCopy at Appuintmentl Select Al for Paste | Paste Appointment | Dezelect Al I

Edit an Appointrent | Fecur &ppointrment § Delete Selected Apptsl E uit

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

Recurring Appointment (Full Ac X |

Startdate | Day | Starttime | E ndtime: | Select | Al
T0/06/2074 RO DAY 0600 P 0700 Pr O
1041372014 RO DAY 0600 P 0700 Pr O
10/20/2014 RO DAY 0600 P 0700 Pr
1042772014 RO DAY 0600 P 0700 Pr O
1140372014 QMDA 0600 P 0700 Pr O
11A0/2014 QMDA 0600 P 0700 Pr
T1A12014 TUESDAY 06:00 P 0700 Pk O
111252014 WEDMESDAY 0F:00 P 07:00 Pk

& Unresolved Only &l | Copy Date: I

Eapy an.&ppuintmentl Selest Al fon Paste | Faste Appaintment | Dezelect Al
Edit an Appaointrment | Recurn sppoitment |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.

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

- | o] x|
& DNDEDME NCAAADDDDN ANGE « « 0/ MEBRT &
Entity Type:|5 - Stalf | Entity: [CLINICAL, STAFF Q| Locations: [Al al
Mon Tue Wed Thu Fii 10/10/2014 | Sat 1071172014 |[4  September2a1a  »|
[A]08:00pm TEANT]10:00am 218, 5 r:l T2 mar L ; sE

¥8 910111213

Mew Appaintment 14 16 16 17 18 19 20
I ey Individual Service 21 22 23 24 25 2B 27
v Individual o) 25 23 30
I\II:N TOORE OE L e
4 Oitober 20114 v

Mew Recurring Appointment = M Tw T F S
4

Mew Recurring Individual Service 1 2
Standing Group Maintenance 5

12 13 14 165 16 17 18
Fayment 19 20 21 22 23 24 25

26 27 28 29 30 03

4 Movember 2014 v
SMTw T F 5
1

33 456 7 8
910 11 12 13 14 15
1617 18 19 20 21 22
1 e 2l 23 24 25 26 27 28 29
<] ] 2o

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 Entry (Wersion C LI
.
Subject: ITlansIatol needed for client @)
L ate: IW Start Tirne: IW
Duration: |1:'|5 .'
Stop Time: |1:'|5 P
Clignt: I C)—U
3' Unit: |TF|AINING UMIT = 5300
Sub Urit, |TRAINING SUBUNIT Ei@—ggm
Lacation: |TRAIMING LOCATIOND1| = 5333
Staft. [ELINICAL, STAFF g{ E
Service: I ﬂ P a
(uantity: n.aa Fee: I—DDU
[~ Transportation Required EEPHSS_I
Provided To: I 3] I
Provided &t I ﬂ I
Dutside Facility: I Bl I 0
Contact Type: I Bl I
Appointment Type: I ﬂ I 0
Billing Type: I ﬂ I
Intenzity Type: I ﬂ I
Billing Pro Forma | Sawve | Clear | Exit |

¢ From the drop down menu, select the intended Service Code for the service event
M cenice Codes Lookup .

D Desc

S SCREEMING &

11 MEDICATION EVaLUATION 11
12 PSYCHOLOGICAL TESTIMG 12
13 PLAN DEVELOPMEMNT 13

16 PSYCH TEST-TECHMICIAM 16

& Active  © lnactive  © Al

9 ASSESSMNT PSYCHSOC INTERACT 5
10 ASSESSMENT - PSYCHOSOCIAL 10

14 EWAL OF RECRD FOR ASSESSMNT 14
15 EXTERMAL REPORT PREPARATION 15

el ok |

I~

Cancel |
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¢ Once a service code is selected, the service indicators auto fill
Staff: |CLINICAL, STAFF |
Service: [ASSESSMENT - PSYCHOSOCIAL 10 = 10
[ uantity: 0.00 Fee: I 0.00
EBP/SS
Provided To: |Client al C
Provided At: |Office ol A
Dutside Faciity: | =1 0
Contact Type: IFace to Face gl I F
ppointment Type: ISCheduIed gl I 1
Billng Type: [Net Applicable al ><
Intensity Type: [NOT APPLICABLE ol N
Billing Pra Farrma | Save | Clear | Exit |
¢ Ifthe 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 ll
D I Description | Alternate 1D | =
Client Job Site 7
C Correctional Facility g
L Criziz Residential | =
F Faith Based [church) f
G Health Care - Primary Care g
H Home 2
E Homeless/Emerg Shelter 5
K IF Free Stdng HospAAMD /SH E
o] IP Full Scale Hosp/SHF 9 LI
& Active © Indctive Al |
grd | 0K | concel |
e Enter an “Outside Facility” if “K”, “D”, or an “S” is selected as the place of service

Qutside Facilities Lookup

D | Dezcription | AI
320 . ABRAXAS CONTINUATION HIGH-PO

734 ACADEMY FOR LEARNING-BU

i ADA W, HARRIS ELEMENTARY-CA

437 ADAMS ELEMEMTARY-5D

47 ADOBE-BLUFFS ELEMENTARY-PO

706 ALAMOSA PARK ELEMENTARY-WL

421 ALBASD

405 ALBERT EINSTEIN AC& CHARTER-SD

589 ALBERT EINSTEIN ACAD CHARTE-SD

438 ALCOTT ELEMENTARY-5D

791 ALL TRIBES AMER INDIAH CHARP

106 ALLEN [ELL& B.CH

] ALPINE COMMUNITY Didv-AU

53 ALPINE ELEMEMTARY-AL

E53 ALTAWISTA ACADEMY-S'w

693 ALTAWISTA HIGHU

7EE ALVIN M.DUNN ELEMEMTARY-SM

168 AMHERITAGE K-8 CHARTER-EE

439 ANGIER ELEMENTARY-5D

101 ANME AND WM HEDENEAMP ELEME-CH

kil ANZA ELEMENTARY-CY LI
0 Active i Indctive Al Find... | 0K I Cancel |
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e The other indicators can be changed if desired. Click “Save”

[ Transportation Required EBP#SSEI
Provided Ta: |Client | C
Provided At: |School =
Outside Faciity: |COMMUNITY SCHOOLS - CENTRAL-OE L4 | 3
Cortact Type: I::EICE to Face 3' | F
&ppointment Type: IScheduled BI I 1
Billing Type: [Not Applicable Q| v
Intensity Type: [NOT APPLICABLE ol

L

Billing Fra Farma | Save | Clear | E wit
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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

= o]

|¢ @ EEOEERME TG A A KD D DT EDE o #5608 E B | e

Entity Type:[§ - Staff | Entity: [ELINICAL STAFF o Locations: [&l

Al

Mon Tue Wed Thu

Fri 10/10/2014 | Sat 1041172014

4 September 2014

o]

[A]06:00pm TEANT]10:00am 216,

MNew Group Service

hew Recurring Appoiniment
Mew Recurring Individual Senice
Standing Group Maintenance

Payiment

S M TWwW T F 5§

1 2 3 4 5 &
T8 931011 1213
14 15 16 17 18 13 20
21022 2324 8 8 27
28 23 30

1213 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 23 30 3

4 Dctober 2014 »|
S M Tw T F 3
1 4
5

1 November 2014

'

EM TW T F §

1
2 3 4 6 B 7 B
910 11 12 13 14 15
16 17 18 18 20 A4 22
23 24 25 26 27 28 29

Kl [

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

L] I

appears
AddiEdit Individu ! duled far C X
Event m [This Nomnal Event has not been Saved. ]
Subject I Pre-Payment I 0.00
Drate: I1DJDBJ‘ZD14 “i Start Time: I Diuration: Stop Time: I
Cligrit: I &”D Location: I 3”
gl Urit; | =] Comment: d
Sub Uni: | = =
Save I Delete | Clear | Loll. Swrs |

Services

| Service

| Start Time | End Time | F\esolvedl Cahc

% Created
Mot
5] Created

& Scheduled  Actual | Resaolve Semvice | Canel Senvice IAdd Unscheduledl

= 5 eled A|

=

e e

Days: 0 Quan: 0.00 Fee: 0.00

Forrn $: | 0 D ate: | #d j I~ C. Servers _I
Staff: | 3” Supervisar: | g”
Unit; | 3” Assighment | Unit | SublUnit =] _I
Sub Unit: | = =l
Service: | 3” 5. Start: | Diuration I_ Stop: l—
Lah: | 3” T. Start: | Diuration I_ Stop: l—

Pat: I_U D. Stark Duration I Stop

I~ Transportation Reqd ERP/SS _| Prov. To: | =]

Prow. At | 3” Out. Fac: | 5||

Con. Type: | 3” Appt.Type: | 3”

Bill. Type: | 3” Int. Type: | g”
Fost/S ave Service | Eilling Fra Forma Ewent Log | Evint Fayment | Exit |
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e Complete the necessary information in the top container and click “Save”

AddiEdit Individual Service Scheduled for CLINICAL, STAFF (Administrative ACCESE) ' LI
Event m [ Thiz Marmal Event has nat been Saved. |
Subject: | Pre-Payment Iw

Date: IW Start Time: IW Druration: Ir Stop Time: IW
Client: |F-‘5'-KE, TEST = Location:; |TFh“-‘-.ININI3 LOCATION| 5.”

O Uri [TRATNING ONIT Q[ 9800 Comment ]

Sub Unit: |TF|.¢‘-.ININI3 SUBUMIT 3”9901 LI

I Save II Delete I Clear ||:|:|II.SWSI

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

AddiEdit Individual Service Scheduled far CLIMICAL, STAFF (Administrative Access) LI
Event [I] [ThizMomal Event has not been Saved. |
Subject: I Pre-Payment I 0.00

[ate: Im Start Time: IW Diwration: Ir Stop Time: IW
Client: |F.-'1".KE, TEST Bl Lacatian: |TF|.|'1'-.INING LOCATION| 5”

O unit, [TRENING URIT o[ 9900 Comment ]

Sub Uit |TH.-'-‘-.INING SUBLUMIT BHEIEID'I 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 |
Staff | ’ Start Time ’ Diuration ’ End Time ’ I Clear |
Delete

—_— i
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¢ Enter the necessary information in the bottom container, click “Post/Save
Service”, and click “Exit”

Add/Edit Individual Service Scheduled for CLIMICA) X I
Event [I] [This Momal Event has not been Saved, |

Subject: I Pre-Papment I 0.oo
Date; |1D£DE.-’2D‘I4 “i Start Time: I‘liDD Fhd Duration: |1345 Stop Time: |2345 Fhd

STAFF iAdministrative Act

Client: |FAKE,TEST 3“ Location: |THAINING LOCATIOR] 3”
O i, [TRAINING UNIT [ 9900 Comment =
Sub Unit: |TF|AININI3 SUBUMIT g.."ssm j
Save | Delete I Clear | Coll. Swrs I
Services
Staff... | | Service | Skart Time | End Time | Hesulvedl Canceled | -
ﬂ Created O o b
i Err:legted LI
|# Scheduled  Actual || Fesolve Semvice | Cancel Service |.-’-'l.c|c| Unscheduledl Add | Delste | Clear I
Form #: I—EI Date: Im T/ C. Servers _|
Staff: [CLINICAL, STAFF =) Supervizor | 5”
Unit: [TRAINING UNIT L[ 9300 assignment: | Unit | sublirit | «] al
ub Lrit |TF|.-’-\INING SUEUNIT [ |99m 5300 - TRAIMING UNIT 9301 - TRAIMNING SUEBI ﬂ
Service: [CASE MGT/ BROKERAGE 500 Q B0 S Stat [TOOPM  Duration: [T45  Stop: [Z45PM

Lak: | 3” 0 T Start | Dluration: | Stop: I
Days I 0 Quar: | 0.00 Fee: | 0.on Part: I_D D. Start: I Duration: | Stop: I

[” Transportation Reqd EBF/SS _I Prow. Tax ||3|iEr'|l BHE
Prove. At | g|| Out. Fac: | g” i
Con. Type: I 5“ Appt Type: ISCheclu|Ed 5” 1
Bill. Type: |NDt Applicable =1 |>< Int. Type: |NDT APPLICABLE B.IIN
Post/Save Service I Billing Pro Forma Ewvent Log I Frint FPayment Exit
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EDIT SERVICE EVENT

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

=lox]

Entity Type:[5 - Staf =] Entity: [CONICAL, STAFF af Locations: |4

Sat 10/04/2014 Sun 10/05/2014 Mon 10/06/2014 | Tue 10/07/72014 Wed 10/08/2014 1 October 2014 >I
[G]oB:00am runningnW”ﬁ"’" ! S M TW T F S

ew Appointment 1z 3
Mewy Individual Service B o 10 11
Mew Individual Service (Version Q) 14 15 16 17 18

19 20 21 22 23 24 25

Mew Group Service 26 27 28 29 30 3

Mew Recurring Appointment
MNew Recurting Individual Service [ MNoverber 2074 >|
Standing Group Maintenance S M TWwW T F &
1
Edit Indiv 2 3 4 5 B 7 8
Show Individual Service 910 11 12 13 14 15

Launch Billing Pro Forma 16 17 18 13 20 24 22
2324 25 26 27 28 28

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”

2 x|
E vent [X] [This Momal Event has not been S aved. . |
Subject: [CASE MGT/ BROKERAGE 501 PrePayment | 000
D ate: |1D.-"05.-"2D14 “i Start Tirne: IW Duration: Ir. Stop Time: IW
Client: |FAKE,TEST 3” Location: |THAINING LOCATION] 3”
O urit, [TRATNING UNIT [ 900 Comment =
Sub Unit. |TRAINING SUBUNIT L4 [a901 LI
Save | Delete [lear | Call Svrsl
Services
Staff... | | Service | Start Time | End Time | Hesolvedl Canceled | Al
M| created [50) CASE MGT/BROKERAGE OT:00PM  0245PM [ O
ﬁtrgg:ed j
[ Scheduled " Actual || Resalve Service | Cancel Service |Add Unscheduledl Add | Delete | [Clear |
Fom #: | 0 Date: [10/05/2014 j ™ C Semvers _I
Staff: |CLINIEAL,STAFF 3” Supervisor: | 3”
Urit; [TRAINING UNIT S 9900 Assigrment: | Unit | SubUnit = gl
Suls (Uil |TF|AINING SUBLNIT = Iggm 9900 - TRAINIMG UMIT 9307 - TRAIMING SUEI ;I
Service: |CASE MGT/ BROKERAGE 50f 3” A0 5. Start: |1:DD Pt Duration: |1:45 Stop: |2:45 PR
Lab: | g” 0 T. Start: I Duration: I Stop: I
D ays: I_D Qluan: W Fee: IW Part: I_D D. Start: I Duration: I Stop: I
™ Transportation Reqd EBF/SS _I Prov. To: |C|ient 3”[:
Prow. At I 3” Out. Fac: I g” 0
Con. Tupe: | =) Appt Type: |Scheduled =) 1
Bill Type: [Mot Applicable L= Irt. Type: [NOT AFPLICAELE LM

I Post/Save Service Iﬁilling Fro Forma Ewent Log | FErint Fayment | Exit |
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e The “Update Attendee and Calendar Records?” dialog box appears. Click
“Proceed with Save”.

Update Attendee and Calendar Recor . EI

£ Update all attendee and calendar records with new event time

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

ﬁmceed with S ave Cancel Save

e Click “Exit”
[T Transportation Reqd EBF':'SSEI Prov. To: |C|ient glll:
Prove. &t | 3” Out. Fac: | B” 0
Con Type: | =1 ppt. Type: |3 cheduled =) 1
Bill. Type: [Mot Applicable [ 1) Int. Type: [NOT APPLICABLE =
FoztdS ave Service | Billing Pro Fu:nrmal Ewvent Log | Brint I Fayrment Il E xit |
e T T T

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:

¢ 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”

htulti

T

'+ & DOEEEDME IEC A A A DD DT A TG

=lol x|

g | | B R | e

Entity Type:IS - Staff

| Entity: [CLINICAL, STAFF

Locations: LII

Q4

Al

Sat 10/04/2014 Sun 10/05/2014

Mon 10/06/2014

Dctober 2014 3

TR Z0L N Wed 10/08/2014 || 4
[A] 06:00pm TEAM t e 1

hew Appointment

Mewr Individual Service

Mew Individual Service (Mersion Q)
MNew Group Service

ki T %
E

(A=)

MNew Recurring Appointrnent
MNew Recurring Individual Service
Standing Group Maintenance

Edit Individual Service
Show Individual Service
Launch Billing Pra Forma

Celete

Rt

T

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

Services

Created

ﬂ
Mt
H Created

Staff... | | Service | Start Time | End Time | Hesalvedl Canceled | -
CLIMICAL, STAFF [50] CASE MGT/ EROKERAGE D1:00 PR 0245 P a a =
|ﬁ“ Scheduled " Actual | Resolve Service | LCancel Service | Add Unscheduledl Add | Delete | [Clear I
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e A pink check box appears in the resolved column of the middle container

el [izplaying Scheduled Service for Server.
Staff... | | Semvice | Start Time | End Time@fedl Cancelzd |:|
| Crested CLIMICAL, STAFF [50) CASE MGT/ BROKERAGE 0:00PK 0245 PM f W ]
ﬁl}l‘;g:ed j
| Scheduled C pctual || Ufresdlve Semice] Cancel Service | Add Llnscheduledl Add | Delste | Clear I
T il
e Click “Exit’” ' |
[ Transportation Regd EBP/55 &I ' Prow. To: |E|ient
Proee. At | 3” Out. Fae: |
Caon. Type: | 3|| Appk. T ppe: |Scheduled
Bill. Type: |Not Applicable LAl Int. Type: [NOT APPLICABLE

Post/Save Service | Billing Pro FDrmal Ewvent Log |

Brint

Faument

- OO 1 I I

e The event displays on the calendar with a pink check

3 niulti Day view

¢ @& EDEEMADMEE @G RA A A DD DI A DG & M|

~| Entity: |CLINICAL, STAFF

QA

E ntity Type:l S - Staff

Locations: I.ﬂ.ll

Tuesday 0953052014 Thursday 10/02/2014

Wednesday 1070152014

Friday 1040352014

1IZI:IIIE|am 216, TEST ME

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:

and click the red check icon —or—

menu appears, and click “Resolve”

i Chay

Single click on the desired appointment on the calendar so that it is highlighted,

Right click on the desired appointment on the calendar so that the drop down

: & AMANRNDDAE DCAAEDD DD &De(=)|

Entity T}lpe:IS - Staff

| Entity: [CUNICAL, STAFF Q|

Locations: &l

Tueszday 09/30/2014

Friday 10/03/2014

LGRS ETRLBUEAIIES Thursday 1070272014

Mew Appointment

Mew Individual Service

Mlews Individual Service (Mersion G
Mew Group Service

Mlew Recurring Appointment
mlews Recurring Individual Service
Standing Group Maintenance

Edit Individual Service
Show Individual Service
Launch Billing Pro Forma

Delete
Erint

opens. Click “Unresolve Service”

Services

3

Created

Mot
Created

The “Add/Edit Individual Service Scheduled for [Staff Member Name]” window

Dizplaying Scheduled Service for Server.

Staff.. |

| Service

| Start Time | End Time | Hesulvedl Canceled |:|

CLINICAL, STAFF

[ Scheduled

™ Actual

||rresalve S Evice

[90) CASE MGT/ BROKERAGE 07:00 Pr

Caneel Service | Add Unecheduled I

0Z45FM  of 0

-

ddd | Delete | Clar |
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e The pink check box that was in the resolved column of the middle container

disappears
Services
Staff... | | Service | Start Time | End Time vedl Canceled | -
% Created CLIMICAL, STAFF [50) CASE MGT/BROKERAGE 01:00PM  0245PM { [ ] -
Mot
=] Created ! ﬂ
| Scheduled " Actual | ResolveService | Cancel Service | Add Unscheduledl Add | Delete | Clear I
e Click “Exit”
[ Transportation Reqd EEP:’SSBI Prow. Tar |C|ient B”I:
Prow. &8 | Ll Out Fac: | =) 0
Con. Type: | 3” Appt. Type: |Scheduled B” 1
Bill. Type: |N|:|t Applicable =1 |>< Int. Type: |NDT APPLICABLE

Post/Save Service | Billing Pro Forma

Ewent Log | Brint

Faymernt

Al

I T

The event displays on the calendar without a pink check

¢ @

GEOGEEMDMER @G A Al & D D D [0 A @G| & o |

Entity T_vpe:IS - Staff

| Entity: |CLINICAL,

STAFF

Ql

Locations: I-"l"-"

Tuesday 0973072014

Wednesday 10/01/2014

Thursday 10/02/2014

Friday 10/03/2014

|I|1EI:EIEIEIr‘n 216, TEST ME
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¢ Right click on the individual service event you wish to cancel, and from the drop
down menu, click “Cancel’
¢S EOEEEOMNE IDGCAAMADDDTN ADE 44 (0 BEEE
Entity Type:IS - Staff ;I Entity: IELINID&L, STAFF ﬂl Locations: I."-‘-.II _(
Wednesday 09752472014 | Thursday 09/25/2014 Saturday 0952772014 || 1 Septemt
‘n5:00pm 2 New Appointrient ; Y
Mew Individual Semvice q 1
mew Individual Service (WMersion @) E 1
Mew Group Service IE
]
Mew Recurring Appaintment
Mews Recurring Individual Service E
Standing Group Maintenance ﬁ
Edit Recurring Individual Service ;
Show Recurring Individual Service 41
Edit Series [
Launch Billing Pro Forma i
Delete —
Print vemb
Ee=plva T Y
Cancel Id
¢ Inthe middle container, click “Cancel Service”
Services
staff.. | | service | Gtart Time | End Time | Resalved | Canceled | =
ﬂ Created CLINICAL, STAFF [60) CASE MGT/ BROKERAGE 07:00 P 0245 PM O a —
Hat
H Created ;I

|# Scheduled

= Actual | Resolve Servics

I Cancel Service

| Unschedued |

sdd | Delete | Clear |

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

Cancel Service

Cancel 50 - CASE MGT/ BROKERAGE 50 Service for 216, TEST on 10/01/2074 at 10:00 407

Cancellation Reaszon I

=)
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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 at 10:00 AM7

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

e Click “Exit”
[T Transportation Reqd EEP:’SSBI Prow. Tar |C|ient EHE
Prove. &t | 3” Out. Fac: | 3” 0
Con.Type: | [=1j Appt. Type: |3 cheduled =) 1
Bill. Type: [Mot Applicable = | 5 Int. Type: [NOT APPLICABLE =
Post/Save Service | Billing Fro Fl:nrmal Ewent Log | Print I Faymernt I! E «it |
. T 1 !

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

3 niuiti Day view
¢ @ DODEEIMMER| DG A A A D D D T
E ntity Type:IS - Staff j E ntity: IELINIE.-*-.L, STAFF 3"

L L ETR TR EA N ER Thursday 1040272014 Friday 10/03/2014

1 0:00am 216, TEST ME

NOTE: Ifthe 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

¢ Right click on the service you wish to uncancel, and from the drop down menu,

click “Cancel”
T3 nutti Day View
¢+ @ EDEEEDMER @G BERA B DD
Entity Type:|5 - Staff | Entity: [CLINICAL, STAFF Q

bt U EUR TR PAIE R Thursday 10/02/2014 | Friday 10/03/201
I

1 0:00am 216, TES

leww Appainttment

Mewve Individual Service

Mlew Individual Service Qdersion &)
Mew Graup Service

Mlew Recurting Appointment
Mleww Recarring Individual Sermvice
Standing Group Maintenance

Edit Individual Service
Show Individual Service
Launch Billing Pro Forma

Delete
Frirt

=I=T=Tal =1

Cancel

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

[Pt el F diting SemverdService.

Staff.. | | service | start Time | End Time | HBSDWEdl Canceled |:|
H Created CLIMICAL, STAFF [50] CASE MGT/ EROFERAGE 01:00 PM 0245 P O =
=]

Mot j
Created b

| Scheduled C Actual | Fesolve ServicelUncancelSewice fddd Uhzcheduled Add I Delete | [Clear |

e Click “Exit” to return to the schedule

[ Transpartation Regd EBP/S5 gl Prov. To: |I:Iient EHC
Proee. | 3” Out. Fae: | 5.” 0
Con. Type: I B” Appt. Type: IScheduled E” 1
Bill. Tvpe: [Nat Applicable Ll Int. Type: [WOT APPLICABLE LN
Paozt!Save Service | Biling Pro Forma Ewent Log I Frint Faymert |
T T T T
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o The service event appears on the Multi Day View screen without the pink X

Entity lepe:IS - Staff

| Entity: [CLINICAL,

STAFF

Al

Locations: I-'“-"-”

Tuesday 09/30/2014

Wednesday 100172014

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 Mt Dray Wiewy

& BEEEIME I G A A A D D D

S

mene (=)0 B

Entity Type:IS - Staff

| Entity: [CLINICAL, STAFF

9

Locations: I-"-‘t"

ol

Monday 09/29/2014

Tuesday 09/30/2014

MNewy Appointment

Mew Group Service

Wednesday 10/01/2014 4

Mew Individual Service
Mew Individual Service (Warsion )

August 2014
S M OT W T

Mew Recurring [ndi
Standing Group Ma

Mew Recurring Appointment

widual Service
intenance

Show Individual Se

Edit Individual Service

Launch Billing Pro Forma

rvice

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

Izﬁlmﬁmmlﬂlﬁlm@llﬁllﬁllllﬁal

Entity Type:5 - Staff ] Entity: [CLINICAL, STAFF ol Locations: [&I
Monday 0972972014 Tueszday 0973072014 Wednesday 10/01/72014

'l 0:00arn 216, TEST MED SERVIC

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

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”.

& ruttiDa =

4 AONINAN NIGARAEDDDT ENGE «(@)N BREL

Entity Type:|5 - Staff | Entity: [CLINICAL, STAFF a Locations: [Al o

Monday 09/29/2014 Tuesday 0973072014 [« August 2014 »|
000 216, | e B T Y

Mew Appointment

MNew Individual Service

Mew Individual Service {ersian Gy
MNew Group Service

Mew Recurring Appointment
Mew Recutring Individual Service
Standing Group Maintenance

Edit Individual Service
Show Individual Service
Launch Billing Pro Forma

Delete
Print
Resalve
Cancel

[ T —

The green check mark next to the event disappears

Entity Type: |5 - Staff | Entity: [CLINICAL, STAFF Q| Lozations: [41

Monday 0972942014 Tuesday 097530/2014 Wednesday 10/01/2014

|I|1 0:00am 216, TEST MED SERW
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BILLING PRO FORMA

e 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”

3 niulti D3 [ =N
¢S DOEEEDENE DCAARBADDDIT AXNG @ @|H | BEE T &

Q| 5y
[ August 2014

L = L - -
m I ew Appointrment

| Entity: [CLINICAL, STAFF Locations: [l

Entity T_l,lpe:IS - Staff

Friday 095122014 Saturday 09/13/2014

F

1
Mew Individual Service ]
Mew Individual Service {Fersion Q) 51
Mew Group Senice S ‘

MNew Recurring Appaintment
Mew Recurring Individual Service
Standing Group Maintenance

Edit Individual Service

,

Shiove |ndividual Semvice :
Launch Billing Pro Forma :
H H H H 13 ¢
e The dialog box appears. Once you are done viewing, click “OK
I Billing Pro Forma X |
Client: |216. TEST IAdmitted Date: |09/14/2014 Start; |05:00 PM
SAl: Duration |1:00 Stop |06:00 PM
Urit; |TRAINING LUNIT 9300 Provided To: IClient and Family IB
Sublirit, [TRAINING SUELINIT 5901 Provided . [Sohoo 5
Server: |CLINICAL, STAFF | Contact Type: [Face to Face |F
Supervisor. | | Outside Facilty: [ANNE AND /M HEDENKAMP ELEMEC | 107
Service: [ASSESSMENT - PSYCHOSOCIAL 10 | 10 Appaintment Type: |Scheduled | 1
Laby | | Billing Type: Mot Applicable 3
Quartity: I Fee: I Days I Inkenzity Type: INDT APPLICABLE IN
—Insurance — Billing Pra Forma
Pay So... | | Benefit ... | | Fram I A| Testing Contract Pay Source 8339/8993 -
1 Determining Billing Information for MOM BILLABLE FOR OSHFD, BEF
1 Service is not Covered by Benefit Plan 8339,
Looking up Client's Insurance Coverages.
;l Testing Contract Pay Source 8332/4010
—— Dretermining Billing Information for MOM BILLABLE FOR LIHF, LIHP 1
- Autharization: Service is not Covered by Benefit Plan 4010,
suthdt | P Procedwe | From | Thu [y [ Used | <] Testing Contract Pay Source 833874105
Dretermining Billing Informatian for MOM BILLABLE FOR LIHF, LIHP C
Service is not Covered by Benefit Plan 4108,
Testing Contract Pay Source 833844109
=l .| | |
acola, |
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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

& tdutti Day

1y —I_I_ m| -
|+ & ENENEDNE ICAABADDDT BADNG 4 vl [ BEE T &

E ntity Type:l S - Staff 'l Entity: ICLINICAL, STAFF gl Locations: IAII gl
Friday 09/12/2014 Saturday 0941372014 Sunday 09/1472014 I 1 August 2014
Wﬂwﬂwﬂl C ok T we T F
Mew Appointment N
MHew Individual Service R
Mew Individual Service Mersion Q) 3 12‘
Mews Group Senvice 9 3
MNew Recurring Appaintment
Mew Recurring Individual Service _
Standing Group Maintenance ;
|
Edit Individual Service 3
Show Individual Service N 4
et er=fererre I°
H 113 ”
Click “Event Log
[~ Transportation Regd EBP/SS O\l Prove. Ta: |C|i8nt SHC -
Prow. &t | = Dut. Fac: | =) 0
Cor. Type: | = Appt.Type: |Scheduled (=) 1
Bill. Type: |Not Applicable BJ |>< Ik, Type: |NDT APPLICABLE EHN
Post/Save Service | Billing Pro Forma | Ewent Log | Frint | Faymetit | E xit | ’

|y T

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

MM EventLog

9_%' Event Logging Information

Staff/D ate/Time Event Created

Stalf [SCHEDULER, STAFF I

Date/Time [09/24/2014

|03:45:uu Ph

Staff/D ate/Time Event Last Modified

Staff [SCHEDULER, STAFF |

Date/Time |ua;24;2m4

|03;54;31 Ph

Staff/Date/Time Service Canceled

Staff |

Date.-’TimeI A

Cancellation Reazon I
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o Click “Exit”
[ Transportation Reqd Prow. To: |C|ient
Prow. Al I Out. Fac: |
Caon. Type: | Appt. Type: |Scheduled
Bill. Type: |N-:-t Applicable Int. Type: |NDT APPLICAELE
Post/Save Service | Billing Fro Fl:nrmal Ewent Log | Print I Faymernt

I T

PRINT CONSUMER ENCOUNTER FORM

The Consumer Encounter form includes information about the selected event.

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

T3 ruiti Dax

_ ol
& MODEDMEA TG A A A D D DT ATG g5 PR E E S

Entity T:.'pe:IS - Stalf

Wednesdap 09724752014

| Entity: [CLINICAL STAFF

Thursday 09/25/2014

=

Locations: I-"-\” BII

Friday 09/26/2014 | 4 August 2014

I okl T af T

MNew Appointrment

Mew Individual Service

Mew Individual Service (Wersion &
Mew Group Service

=]

Mew Recurring Appaintment
Mew Recurting hdividual Seree
Standing Group Maintenance

Edit Recurring Individual Service
Show Recurring Individual Service
Edit Series

Launch Billing Pro Farma

[ Oy gy

|} 1

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
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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

| ¢ & | &

AEEDNE DCAARKDDDI BTG @« v H BE

Entity Type:IS - Staff

| Entity: [CLINICAL, STAFF

=Y

Locations: I.-’-‘-.II

Saturday 1070452014

Sunday 10/05/2014

EIE:EIme TEAM MEETIMNG

Mlewy Appaintrment
Mew Individual Service

Mlewy Group Serice

Mew Individual Service {Mersion Q)

Monday 10/0672014

Mew Recurring Appaintment

Mew Recurring Individual Service

= L TTUTTTL LAy Mdllllb‘lldllbb‘

Fayrment

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

click “Build”

Rules of Recurrence

Start Tire: IB:EIEI P

Diuration I'l :00

End Tirne: I?:DEI Pd

" Daiy
i+ Wweekly

" Manthly

Recur Every 1 weekiz) on:

[~ Sunday v tonday
[~ Thursday [ Friday

[T Tuesdap
[ Saturday

[~ Wednesday

Start Date: (10/06/2014 EI

% End &ifter
" EndBy

I 8 Occurences

A o

cear | Concel
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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 CLINICAL, STAFF (Administrative Ac LI
Event [ Thiz Recuring Event has not been Saved., |
Subject: I Pre-Fayment 0.00
[rate: I'IWDEQDM “I Start Tirme: |4:D|:I P Diuration: I'I:EIEI Stop Time: |51|:IEI FM

Cliert: |FAKE, TEST 3" Laocation: |TF|AININI3 LOCATION] 3”
O i [TRATNING ONIT O 9900 Comment =
Sub Unit: |TF|AINING SUBUMIT 5”99[!1 LI

Save “ [Delete I Clear |EDII. Swsl

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

Service”
Form #: | 0 Date: [10/05/2014 5] I=IC Servers _|
Staff: [CLINICAL, STAFF = Supervisor: | Al
Unit: |TF|AINING UMIT 3” 9900 Assignment; |_nit | sublrit | 2]
S b Urit ITHMMNG SUBUNIT BI Iagm 9300 - TRAIMING UMIT 9307 - TRAIMIMG SUEBI LI gl
Service: |ASSESSMENT -PSYCHOSOCIAL 10 3” 10 5. Stark: |4:DD Pt Duration; I'I:DD Stop: |5:DD P
Lab: | 3” 0  T.Stark I Diuration; I Shop: I
Daps: | 0O GQuarc | 000 Fee: | 000 par [ o D.Stak I Duratior: | Stop: |
[ Tranzportation Reqd EBP/55 _I Prov. T |E|ient EHE
Praov. At: |Elffice 3”,-_\ Oub Fa I 3” 0
Con Type: [Face to Face LAl Appt Type: |Scheduled | 1
Bill Type: [Mot Applicable [V E It Type: [NOT APPLICABLE LN
I Post/Save Service ilﬂilling Fro Forma Ewent Log | FPrint FPayment | Exit |
e Click “Exit”
Form #: | 0 Date: [10/05/2014 ] =L Servers _|
Staf: |CLINIE.-’-\L,STAFF 3” Supervizor | B‘”
Urit: [TRAINING LINIT =) 9900 fssigrment: |_Unit | Sublnit | =]
Sub Uit |THAINING SUBLMNIT [ Iggm 9900 - TRAIMIMNG UMIT 9301 - TRAIMIMNG SUEI ;I il
Service: |ASSESSMENT - PSYCHOSOCIAL 10 4] | 10 S Stat [#O0PM  Duration: [T00 Stop: [S:00PM
Lah: | 3” 0 T Start I Duration: | Staop: |
Days: | 0 Quar: | 000 Fee: | 0ol part |_|:| D Stark: I Druration: | Stop: |
[~ Transportation Fegd EBP/SS _I Prove. To: |E|ient g”I:
Pravw. Ak |Dﬂice 3”."—\ Out. Fac: | 3” 0
Con. Type: |Face to Face B”F ABppt.Type: |Scheduled B‘” 1
Bil. Type: |MNat Applicable Al Int. Type: [MOT APPLICABLE =
Fazt/Save Service I Billing Pra Farma Event Log I Frrint FPayment I E st I
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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

;G ENEDENNE ICAAEDDDD ADG @

Entity Type:|5 - Staff | Entity: |CLINICAL, STAFF =l Locations: Eu
Saturday 10/04/2014 Sunday 10/05/2014 Monday 10/06/2014
: pmF S i

Mew Appaintreant

MNew Individual Service

Mew Individual Service (ersion &)
Mew Group Service

Mew Recurring Appointment
Mew Recurring Individual Service
Standing Group Maintenance

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”

AddfEdit Individuz 1eduled for CLIP X |
Event |I| [This Fiecurting Event will Dccur in the Future. |
Subject: |ASSESSMENT - PSYCHOSOCIAL 10 Pre-Payment I 0.00
Drate: |1D.-"05.-"2D14 “i Start Time: |43DD P Diuration: I‘I 00 Stap Time: |53lJD P
Client; |FAKE, TEST = Location: |TRAINING LOCATION] =
gl Unit |TRAINING UHIT BI 9300 Comment: LI
Sub Unit: | TRAINING SUBUMIT L4390 LI
Save Delete I Clear | Coll. Swrs |
Services
Staff... I I Service I Start Time I End Time I Hesolvedl Canceled I AI
% Croated [10) ASSESSMENT - PSYCHOS D400 PM  0R:00PM [ ]
Mat
E’ Created j

|# Scheduled  Actual | HesolveServiceI Cancel Service IAddUnscheduIedI Add | Delete | [Clear |

Form #: I—D Date: lm [T . Semvers _I
Staff: [CLINICAL, STAFF = Supervisor: | =) 0
Urit: [TRAINING UNIT 4| 9900 Assignment: | Unit | 5ubUnit =] 3I

Sub Unit. [TAAINING SUBLINIT EUED 3300 - TRAINING UNIT 3301 - TRAINING SUBI |

Service: |ASSESSMENT -PSYCHOSOCIAL 10 g” 10 S. Start: |4:DD Pt Dwration: |‘I:DD Stop: E:DD Phd
Lab: | g” 0 T.Start | Diuration; | Stop: |
Diaps: I_D Quan: | 0.00 Fee: | 000 pat I_D D Start: I Duration: I Stop: I

I Tranzpartation Feqd EEP/55 _I Prov. To: |Elient gllc
Prov. At |foice 3”"5‘ Out. Fac: | 3” i]
Con. Type: IFaCB to Face gl IF Appt Type: ISCheduled 3” 1
Bill. Type: [Nat Appiicable = Int. Type: [NOT 4FPLICABLE AN

I Post/S ave Service IEiIIing Pro Forma Ewent Log | Print Fayment | Exit |
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The “Update Attendee and Calendar Records?” dialog box appears. Click

“Proceed with Save”.

Update Attendee and Calendar Records?

£ Update all attendee and calendar records with new event time

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

ﬁruceed with S ave Cancel Save
Click “Exit”
] " ] e - : -
[™ Transportation Fegd EBP/SS _I Prow. Ti: ||:|I8nt B”E
Prow. A |foiu:e 3”,-_\ Out. Fac: I 3” g

Con.Type: |Face to Face LAlJF Appt Type: [Scheduled = 1
Bil. Type: [Not Applicable [ Int. Type: [NOT APPLICAELE =
PoztsSave Service | Billing Pro Forma Event Log | Brint Fayment I E =it ]
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EDIT ALL INDIVIDUAL SERVICE EVENTS IN A SERIES

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

T3 mutti Da
@ OOEEDMmMER ICAA EDD DT &I G
Entity Type:|S - Staff | Entity: [CLINICAL, STAFF Q| Locations: &1

Saturday 1070472014 Sunday 107052014 Monday 100672014
04:00pm St

Mew Individual Service
Mew Individual Service (Wersion Q)
Mews Graup Senice

Mews Recurring Appointment
Mews Recurring Individual Service
Standing Group Maintenance

Edit Recurting Individual Service
Show Becuring Individual Service
Edit Series

NI LRSI B A

Delete

e The “Recurring Service” screen displays. Check any box and click “Edit a Service”

Recurring Service (Administrative A i x |
Startdate | Dray | Starttime | E ndtime | Select |«
10/05/2014 SUMDAY 04:00 Pk 05:00 Pr4 o
10M12/2014 SUMDAY 04:00 P 05:00 Pk O
1041372014 SUMDAY 04:00 P 05:00 Pk o _
hd
% Unresolved Only &l | Copy Date: I
Lopy a Semnvice I Gelest Al fon Paste | Faste Service | [eseleat A |
Edit a Service I Fecur Semvice | Delete Selected Svcsl Exit |
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e 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”

Add/Edit Individual eduled far C . LI
Ewvent Iil [Thiz Recuring Event will Dccur in the Future. |
Subject: [45SESSMENT - PSYCHOSOCIAL 10 PrePagment | 000
Date: [10705/2014 & Start Time: [£00 P Duratiory [T00  Stap Time: [GOOFM
Client; [FAKE, TEST = Locatior: |TRAINING LOCATION] =
2 urit. [TRAINING ONIT Ty G800 Comment =
Sub Unit [TRAINING SUBUNIT I | EEL =

Delete | [Clear, | Call Swsl

Services

| Service | Start Time I End Time I Hesolvedl Canceled |ﬂ
(= | [10]A5SESSMENT - PSYCHOS 0400 PM  0R:00PM O O
=]

Mot j
Created hd

|f;' Scheduled [ Actual| HesolveServiceI Cancel Service IAdd Unscheduledl Add I Delete | LClear |

Form #: I—D Diate: Im I~ . Servers _I
Staff: |CLINICAL,STAFF 3” Supervisor | 5” i]
Urit. [TRAINING UNIT T[990 Assignment [ Unit [ Subinit = Ql

Sl U ITHAINING SUBLMIT 3' Iggm 9300 - TRAINIMG UMIT 33071 - TRAINING SUBI j

Service: [ASSESSMENT - PSYCHOSOCIAL 10 LA | 10 5 Start: [RO0PM  Duratior: [1:00  Stop: [5:00PM
Lab: | =1 0 T.Stat: | Duratiar | Stap: |
[rays: I_D Guar | 000 Fee: | 0.00 Part: I_D D. Start; | Druration: | Stop: |

[~ Transportation Reqd EBPHSS_I Prove, Ta: |Elient BHE
Prav. At [Office L Dut. Fac: | Al 0
Con. Type: IFaCB to Face gl IF Appt. Tupe: ISCheduled B” 1
Bill. Type: [Not Applicable o2 Int. Type: [NOT 4PPLICABLE =

I Post/Save Service |hilling Fro Farma Event Log I Print Fayrment | Exit |

e Click “Exit”

] ] ] sy - - -

™ Tranzportation Regd EBP/S5 _I Prow. Ta: |E|iEnt BHE
Prove. At |Dfﬁce 3”;_\ Out Fac: I 3” 0
Con. Type: |Face to Face B‘”F appt. Type: |Scheduled B” 1
Bill Type: [Mat Applicable [S)E Int. Type: [WOT APPLICABLE

A
Post/Save Service | Billing Pro Forma Ewvent Log | Frint Faymernt I E =it
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e 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 tAdministrative Acc ) X |
Startdate | [iay | Starttime | E hdtirme | Selna:t ‘l
10/05/2014 SUNDAY 05:00 P [B:00 P e
10M2/2014 SUMDAY 04:00 P 0R:00 P O
1019/2014 SUNDAY 04:00 P 05:00 P O

=

& Urnresclved Only Al | Copy Date: I
Select Al for Paste I Faste Service I Deselect Al |

Edit a Service Recur Service I Delete Selected Sw:&l Exit |

e 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 Ace ) w |
Startdate | Day | Starttime | Endtime | Select |A
10/05/2014 SLIR DAY 05:00 PR 0F: 00 PR O
102:2014 SUKDAY 0d:00 PM (500 PR O
101942014 SLIM DAY 04:00 PR 05:00 PR O _

& Unresolved Orly  © Al | Copy Date: -
Copy aService Select All for Paste Faste Service I Dezelect Sl |

Edit a Service Fecur Semnvice [elete Selected Svc&l E it |
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Click “Paste Service” which copies the change to the services you selected

Click “Exit”

Recurring Service (Administrative § X |
Startdate | (NETT | Starttime | Endtime | Select |A
10/08/2014 SUMDAY 05:00 P 0E:00 P O
101272014 SUMDAY 04:00 P 05:00 P
101972014 SUMDAY 04:00 P 05:00 P |

 Upresoleed Only Al |

Copy Date: [TB/5/201A|

LCopy aService || Select &l for Paste Faste Service Deszelect Al
Edit a Service | Fecur Senvice Delete Selected Swos E uit |

Recurring Service (Administrative A kS I
Startdate | Dray | Starttime | E ndtime | Select |*|
10/05/2014 SUMDAY (0500 Phd [5:00 P
10/1242014 SUMDAY 0500 P4 0E:00 P
1041942014 SUMDAY 0500 Phd [0E:00 Phd

ol

&+ Unresolved Only

Copy a Semvize | Select Al fon Faste |

Fazte Semvice

=
Copy Date: I

| [rezelect Al |

Edit a Service |

Hecur Semvice | [Yelete Selected S\ﬂ:sl Exit |
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RECUR EXPIRED SERVICE EVENT

¢ Right click on any individual service event in the series and click “Edit Series”
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¢ @ EIAOEEEDME IICA A A D D D T AOE g

Entity Type:|5 - Staff | Entity: [ELINICAL, STAFF all Locations: [2l
Saturday 10/04/2014 Sunday 10/05/2014 Monday 10/06/2014
00prm FAK) S

Mew Appointrmernt

Mew Individual Service

Mew Individual Service (Wersion G
Mew Group Service

Mew Recurting Appointment
Mew Recurring Individual Service
Standing Group Maintenance

Edit Recurring Individual Service
Show Recurring [ndividual Service

Edit Series

=11 EIIII[IQ FTFUTTTTE

Delete

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

“Recur Service”

ervice (Administrative Ac X |
Startdate | Day | Starttime | Endtime | Select |*|
10/05/2014 SLIM DAY 0500 P 0E:00 P
1012/2014 SLIMDAY (0500 PR (E: 00 PR
1041942014 SLIM DAY 0500 P [E: 00 P

* Unresolved Only - € Al |

[=]

Copy Date: I

Copy a Service Select &l for Paste | Faste Service I Deszelect Al |
Edit a Service Recur Service Delete Selected Svc&l E it |
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o 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 X |
Start Time: |U5ZUU Pt Ciuration I'l a0 End Time: IUEZUU Ftd

£ Daiy Fecur Every I 1T week[s) on:
% Weskly

[~ Monday [ Tuesday [ Wednesday

= Monthly [~ Thursday [ Friday [T Saturday
IStartDate: 1042672014 j {* End &fter I 2 Occunences
| " EndBy Al T

Cear | Conoe

e Exit from the Recurring Service window

Recurring Service (Administrative Acc x |
Startdate | [ray | Starttime I E ndtime | Select | -
1040542014 SUMNDAY 05:100 Pbd [E:00 P |
10242014 SUMNDAY 0500 Pbd [E:00 Pbd (M|
10/19/2014 SUMNDAY 0500 Pbd [E:00 Pbd O _
1042642014 SUMNDAY 0500 Pbd [E:00 Pbd (M|
110242014 SUMNDAY 0500 Pbd [E:00 Pbd O
& Unrezolved Only ¢ &l Copy Date: I

Copy a Semvice | Select &l for Fazte | Fazte Semvice | Dezelect Al |

Edit a Service | Becurn Semice | [Melete Selected Svcsl E uit ||
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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

& wuiti

¢ @ EDEEDODEEA DCAMAEDDDI BTG | 4 « ||

[5)) RS

=

Entity T_l,lpe:l 5 - Staff

=] Entity: [CLINICAL, STAFF

3” Locations: IAII

"Eppointment List

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

Monday 10/06/2014

August 2014 v

DB:Dme TEAM MEETING

Adjust the dates accordingly, click “Refresh” and click “Print”

Appointment Listing

S M TWwW T F S
2

34 5 6 7 8 3
10011 12 13 14 15 16
17 18 18 20 21 22 23
24 25 26 27 28 23 30

1

x|

| Staff; [CLINICAL, STAFF

Dates [1001/2014 75 Thu [EEE A 2 Refresh |J

D ate:

111142014
11/10:2014
11/03/2014
10/31/2014
10/27/2014
10/20/2014
101342014
10/06/2014

Subject

TEAM MEETING
TEAM MEETING
TEAM MEETING
coffes break

TEAM MEETING
TEAM MEETING
TEAM MEETING
TEAM MEETING

Ell Service Created
EI Service Mot 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

OE:00 P 07:00 P
OE:00 P 07:00 P
OE:00 P 07:00 P
11:004M 1200 P
OE:00 P 07:00 P
05:00 PM  07:00 P
OE:00 P 07:00 P
05:00 PM  07:00 P

Appointment 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 |~

0

m ]
u ]
m ]
u ]
m ]
u ]
m ]
u ]

oooododoooQ

El

IuEnnt |h£md |£|Cancel|

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

& Soreen
€ Default Printer
" Other Printer
" WFE File [ VFE]
£ TeutFile
) L5 File

File M arne: |

I 0K I Cancel
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e Once you are done viewing, click “Close Preview”

m (0 1 2 3 4 5 B 7 ] g 10

x|
‘ Staff: |ELINIEAL,STAFF | Dates: |1DHD1E2D14 ni Thiu: Im “i 2 Refresh |J
Date Subject Locatioh Server Service Start End Appaintrent Tvpe | Resolved | Canceled |+

a a
11411/2014  TEAM MEETING T-HHSA KH BILLI O5:00PM  O700PM  Busy Time Appaintme [ ]
11410/2014  TEAM MEETING T-HHSA KH BILLI OE:00PM O7:00PM  Busy Time Appointme [ ]
11/03/2014  TEAM MEETING T-HHSA KH BILLI O5:00PM  O700PM  Busy Time Appaintme [ ]
1043172014 coffee break J410-CEMTER 5T, 11:004M 12:00PM  Busy Time Appointme [} a
10427/2014  TEAM MEETING T-HHSA KH BILLI OB:00 P O700PM  Busy Time Appaintme [ ]
1042042014 TEAM MEETING T-HHS& KH BILLI OE:00PM O7:00PM  Busy Time &ppointme [ ]
10413/2014  TEAM MEETING T-HHSA KH BILLI OB:00FPM OF:00PM  Busy Time Appointme [ ]
10/06/2014  TEAM MEETING T-HHS& KH BILLI OE:00PM O7:00PM  Busy Time &ppointme [ ]

=

B service Created
ervice Create uErint n i

El Service Mot Created
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PRINT NEXT APPOINTMENT
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e To print the client’s next service event, click the “Print Next Appointment” icon

1 muiti o

E .ﬁmmmml@mml---@@llllmmaa|m|l||r

o x|

Entity Type: IS Staff vl Entity: ICL|N|D’-‘«L STAFF 3” Locations: I!’-"-”

|F'r|ntthe NE}{tAppulntmen'

Saturday 10/04/2014 Sunday 10/05/2014 Monday 10/06/2014 1 August 2014 4 I

DE:DmeTEAMMEETING S M TWwW T F S
1 2

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

“ H ti]

Print

pointrment _IX

‘ ICIient: |FaKE, TEST gl [dmitted

Date... Subject | Location | Server | Service Code | Start | End | Appointment Tupe | Resolved | -

ASSESSMEMT - PSYCHO 1 -HHSA MH BILLING 10- ASSESSMENT - PSY 05:00PM  DE:00 PM  Individual Service

10/12/2014 | ASSESSMENT - PSYCHO 1 HHSA MH BILLING 10- ASSESSMENT - PSY 0500 P D600 P Individual Service |
10A19/2014  ASSESSMENT - PSYCHO 1 HHSA MH BILLING 10- ASSESSMENT - PSY 0500 PM 0500 PM  Individual Service

10/26/2014 | ASSESSMENT - PSYCHO 1 HHSA MH BILLING 10- ASSESSMENT - PSY 0500 P D600 P Individual Service

11/02/2014 | ASSESSMENT - PSYCHO 1 HHSA MH BILLING 10- ASSESSMENT - PSY 0500 PM 0500 PM  Individual Service

=] I Service Created Display

=1 I Service Mot Created ’7 &+ UnResokved " Resolved Al ‘

I Frint I Clear Eind Close |

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

Print Destination

It Prirter
= Other Printer**
™ YPE File [VPE]
= TextFile
1 C5Y File

File: Marne: |

I K I Cancel
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e 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

Bl Print Previews

=1

nBRA Wbk ?o(®]

cm J
1]

2

3 4

3 =

¥

e Onthe “Next Appointment” window, click “Close”

pointment

x|
Client: |FAKE, TEST =) |Asdritted
Date Subject | Location | Server | Service Code | Start | End | Appointment Tyupe | Fesolved | -
ASSESSMEMT - PSYCHO 1 HHSA MH BILLING 10-ASSESSMENT - PSY 05:00 P DE:00 PM  Individual Service
10/12/2014 | ASSESSMENT - PSYCHO 1 -HHSA MH BILLING 10-A55ESSMENT - PSY 05:00 P |DE:00 P |Individual Service |
10419/2014 | ASSESSMEMT - PEYCHO 1 HHSA MH BILLING 10- ASSESSMENT - PSY 0500 P D600 P |Individual Service
10/26/2014 | ASSESSMENT - PSYCHO 1 -HHSA MH BILLING 10-A55ESSMENT - PSY 05:00 P |DE:00 P |Individual Service
11/02/2014 | ASSESSMEMT - PEYCHO 1 HHSA MH BILLING F10-ASSESSMENT - PEY 05:00 P 0E:00 PM | Individual Service
El
A | Service Created

B | Service Mot Created

Dizpla
’7 = UnResokved " Resolved

Al ‘
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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 - Mulki Day

scheduler Maintenance - Single Day k
Scheduler Setup
Scheduler Reports r

e Click “Add”

& sinole Day view - ol x
| & & 2 ﬁ|.|.........|...|l§fElEl...@Hﬂ]ll‘

Locations | Buid List | Staff | Build List |1n;13;2m4 7 | | Zoomiview |
A Dctober 2014 v
Add Client 5 M T w T F S
Cea Lt | Add Other 1 2 3 4
— p— 5 6 7 8 3 10 11
ew e a
_ Vew | Co Lin 2 E 14 15 1 17 18
| 19 20 2 2 23 M 5
SO % 27 28 29 ;W A
. | w

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

I3 Single Day view - ol x|
= ® 2 5|l|lllllllll|lll|aEIIEHIIIEIEJII'

Locations Buld List | Stalf | Buid List | |1Uf13e’2014 H 4| P | Zoonview |

X | _ AddStaff | Dctober 2014 |
I0 | Description |s.] =] w 5 M T W T F 3
7E20  RaDY KIDSTART MC [J Add Other 1 2 3 4
8250 TRANSITION SERVIL [ Em— § 5 7 8 9 10 11
3800 FAMILIES FORWARL [ B g 1+ 15 15 17 18
ITEE SEDED CIRICH o) T I—I L.IS 19 20 3 22 73 24 o5
9900 Training Unit i Eallt % 27 22 23 ;W I
@ |0  Desc| Findj Build [JClear - IL
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e Click “Add Staff”

'_3 Single Day

(| ® 2 | 1| W ¢
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=N

Locations | Build List I

Staff | Buid List |
Add | AddStsif
Remowe T
Clear List Add Other
Yiew Remave
Clear List
Sork List

[10713/2012 5] ﬂﬂ Zoom iew |
4

al~]

Dctober 2014 v
S M T W T F 5§
1 2 3 4
5 6 7 8 93 1 N
12 14+ 15 1 17 18
19 20 21 2 23 M X5
6 27 28 29 W I

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

X|

I MHame

CLIMICIAM, TEST
CLIMICIAN, TRAINER

68

(2] &l

[] Mone

o Invert

\E -

(3 Find

X |Exit
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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 |
CLINICL&N TE 5—4—_ Add Staff
CLINICIAN, TRAINER Add Client
Add Other
Remoyve

Clear List

st
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CREDENTIAL FILTERS

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

'_3 Single Day

=lolx]|
=% ¢ & F IENENEEEEENE BEN v« | F W EEE| @D

Lacations |Bui|dust| staft | puid Listl |1D£13£2U14 = 4 | 3 | Zoom Hiew |
Traming Uit Add | Add Staff . October 2014 v]
Hemnvel m S M T wW T F §
CIearListl w 5 : ; 18 g 13 1:
R Remowve
Wigw —_ E
_ vien_| —— 2E 14 15 16 17 18
| meE 19 020 Mm@ 2 24 5%
S9u LK % 27 28 2 AW A
. l w
e Click “Load”.
Siaff Buid Listl
Crd Grps: [ Q) Build
Creds: |41 [ Clear
Crd S pec: (Al gl
PrddParc: (Al BI Save
PddPln:
Urits: 211
Staff: [l [

e Click the desired credentials and click “OK”

Scheduler Templates

|

70

[In] Dezcription... Created On | Crested By | Lazt Usged |*-|
3 05/20/2003 281042152013
3 MEDICARE 05/14,/2009 28107202
£ MOMLICEMSED CLIMICIANS 05/14/2003 28 04/27,2012
1 MURSES 05/14,/20039 2809122012
5 PaRa PROFESSIOMALS 05/14/2003

28/06/13/2013 J

=

Find Cancel |
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VIEW OPTIONS

e Click the View Options icon

3 single Day view -

X &0 ICAAEBDDDTN ATGE « «|F WEH| D
[ hr—

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

W Cingle Day View Options W |
- 27 5% Filters
-Lser Interface
- DatelTime

[ Display Reserved Time Only

v Dizplay Canceled Events

Check In Dizplay
Lo

" Checked In

" Mot Checked In

X ok |£|Caﬂcell

e For the “Number of Columns”, choose the desired number of staff you wish to

view
M Single Day Cptions LI
;----Filters 9_'@ Uszer Interface
i User Interface
... DatelfTime

¥ Display Status Bar?

GridLine Shyle: IHDriZDntaINerticaIGridlines LI

Murnber of Columns:

[
4

Tirme Interval:

mﬂmm-ﬁ-i

= ok | ﬂCaﬂcell
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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”

Time Interval:

v Display Status Bar?

Qe Haour

=1

Oree Hour
A0 Minutes

S0 Minutes
15 Minutes
10 Minutes

A Minutes

GridLine Style: IHDrizuntaINerticalGridlines ;I

Mumber af Colurmns: I 3 - I

72
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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 Tools Scheduler Mainkenance - Mulk Day I
Q | ﬁl E Scheduler Maintenance - Single Day |
—— W Scheduler Setup Location and Staff Waork Schedules Maintenance

Scheduler Reports Reserved Time Mainkenance
Transfer Scheduled Services

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

accordingly
& Reserved Time Maintenance isdministrative Access) AIAI !
Reserved Time Types: [PAPERWORK / UPDATES Q4 Dates: [10/13/2014 TH] Thue [10/30/2014 75
Staff: [CLINICAL, STAFF |

Locations: IE 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 Reserved Time Maintenance (Administrative Access) ;Iil !
Reserved Time Types: [PAPERWORK / IFDATES w4 Dates: [10/13/2014 &) Thu [10/30/2014 3]
Staff, [CLINICAL, STAFF o
Locations: I.t’-'«ll gl ﬁmear

|ﬁ Reserved Time Type |
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e Click the desired reserve time type, and click “OK”

Reserved Time Types Lookup X |

1D | Dezcription | A|
1 ASSESSMENT - MD/DD

2 ASSESSMENT - CLIMICIAN

3 SCREEMING / TRIAGE

4 PAPERWORE / UPDATES
3

5

7

OPEM MEDS
IMTAKE
ON CALL / DUTY

[

@ active  C Inactive C Al | Find. ok || canca |

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

Save
2d Time Maintenance {Administrs ) o«
Rieserved Time Types: [PAPERWORK / UPDATES | Dates: [10/13/2014 7] Thne [10/30/2014 7]
Staff. |CLINICAL, STAFF =
Locations: I.-’-'«II BII —

| EndTime |
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RECURRING RESERVE TIME MAINTENANCE

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

3 Reserved Time Maintenance (ddministrative A ! - | m] | » |
Ressived Time Types: |PAPERWORK ¢ UFDATES S Dates: [10/13/2014 75| Thu: [10/30/2014 7H]
Staff: |CLINICAL, STAFF |
Locations: IA” EL“ S Clear |

€& Date |

I[,‘nRgcur I S Clear | ¥ Delete |i_§_éﬂem... |£|Ex1t |

e Setthe Rules of Recurrence as desired, and click “Build”

Rules of Recurrence LI
Start Tirne: IUEZUU Phd D uratiar |1 :00 End Time: |U3:|:||:| Phd

¥ Every I 1 Days

 Even weekday

™ tanthly

Start Date: [10/23/2014 7] % End After | 10 Dccunences

" EndBy I A ni
Cear | Cance
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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 : - |lol x|
S @ D DAARADDDD ADNGE v« & | FH BEBF B @

e Enter the desired information and click “Find”

Find Open Time Slot X_|
n pen Time Slot
97@ Find Open Time SI

Staff. [CLINICAL, STAFF g
Reserved Type: |PAPERWORK / UPDATES qJ [

Start Drate: |1EI.-"3EI.-"2EI14 ni
Find - IEIne Hour TI tirme zlot

(3 Find I?&Clear |5|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

= single Day View —I—I_ = LI
Y & D ICAARADDD DN ADNG « 4 |(HEESEH @8 |

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

Find Open Tirme Slot X_|
gﬁ Find Open Time Slot

Staff: [CLINICAL, STAFF g
Reserved Type: I BI I

Start D ate: |1|:|.-"3|:|.-"2|:|1-'-1 ni
Find | - IEIne Haour vI birne: =lot

%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 Accessls:heduler Client &ssignments  Client Financial Information  Client Reviews  Client Services &1

Q % E Scheduler Maintenance - Multi Diay

—  Scheduler Maintenance - Single Day
Scheduler Setup Location and Staff Work Schedules Maintenance
Scheduler Reports 3 Reserved Time Maintenance

Transfer Scheduled Services

e Enter the desired staff in the fields on the left

| Tratisfer From

Staff: |CLIMICAL, STAFF Ql| Service Dates; [10/01/2014 ] - [10/19/2014 L 2O

F Tratisfer To
=l GEMERIC, CLIMICAL 3' |

= o x|

r Transfer From

Staff. [CLINICAL, STAFF o] Sewvioe Dates: [10/01/2014 L] - [101972014 O

13
%

— Transfer To
1 M GEMERIC, CLINICAL g| |

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

Date | Start | End | Loz | Mame I Client | Mame | Linit | S it | Service | Deszc | Type | Leadl Sel | A|
1040172014 10:00 Ak 17:00 40 3410 CEMTEF 216, TE! 3410 34N 50 CASEM S A
10/05/2014 05:00 Pt 06:00 PM 1 HHS b FAKE. T 3040 3042 1o ASSESES Y
10/07/2014 01:00 PM 0245PM 3040 HEARTL TEST.F E240 E241 50 CASEM S Y
1041042014 05:00 Pk 0E:00 PM 3410  CEMTEF 216, TE: 3410 341 30 PSYCHL 5 Y
1041172014 06:00 AM 0B:45 A6 3410 CEMTEF GROUF O ia) REHAB- G i
1041272014 05:00 Pt 06:00 PM 1 HHS b FAKE. T 3040 3042 1o ASSESES Y
10/19/2014 05:00 Pt 06:00 PM 1 HHS b FAKE. T 3040 3042 1o ASSESES Y

[ Al
O Mone

i fF Trans...

WEclpar. | x/Bit |

L W i
-
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e The “Transfer” dialog box appears. Click “Yes”

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

—

Tes

o

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

1. Transfer ko Server does nol have credentials to perform the Schel
[Drate of Service iz on 094172014

iz at 04:00 PM
B195211747

= to perfarm the Schef

C STAR ACT 6195211743

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

| = &|=

E ntity T_vpe:IS - Staff

Mon 10/13/2014

Mew Appointment
Mew Individual Service

MNew Recurring Appointment

MNew Recurring Individual Service
Standing Group Maintenance

Fayment

< | B

2

5

14
26

E 7 8 910
13 14 15 16 17
02 222324
2728 29 30 A

1l
18
25

- |of x|
MDA ICEAEDDDN EDNE « « ([ NEE0 S
=] Entity: [CLINICAL, STAFF =\ Locations: |41 o
Wed 10/15/2014 | Thu 10/1672014 | Fri 10/17/2014 [ Dctober 2014 3
[A]06:00pm TEAN M 1510:00 Am-03:00 PY S M T \,\1! 2 g i

Novemnber 2014

16
23
a0

M T W T F

4 85 B 7
011 12 13 14
171813 20 A
24 285 2B 27 28

December 2014

-

14
21
22

K|

]

[0l

M TW T F
1 2 3 48
8 9101112
18 16 17 18 18
2232425 5%
29 20 H

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 heduled for CLIMICAL, STAFF ¢Administr X
Event [G] [ThisNomalEvent has not been Saved
Subject. || I
——
Date: [10A472012 7] Start Time: | Duration: | Stap Time: |
Unit: | S” Comment: ;I Save
Sub Unic | =] Delte
Locatian: | 3” j Clear
Scheduled |Acma\ |
Servers Staff 3'
Stalf [ Service [ Start Time [ End Time [ Lead | « | Sarvice =
Add Start: Diuration: | Stop:
Save ™| Lead Staff during Time Periord?
;I [Delete || Supervisor: | 3”
Clients
0
Client | Pr.. | StartTlmel End T\mel C.. | Cul |A| Chen.l I 5” —I
Unit: | = Aussign Unit
surit, | =
I Transportation Requied
Prov. Ta: | Ql Stat/DurdStop
Prov. At | o [
Out. Fac: | ] [
[ |[EonTepe = [
App. Type: Bl EBP/SS
Add
Save Bill. Type: g _I
I L =
Fezalye Group: Cancel Group Paost Graup | Billing Pro: meal Ewent Lag, Frint I Payment | Exit |

80
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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 eventis 1 hour and 45 minutes, enter 1:45). This populates the “Stop Time”

p— P e b A £ TR R

vice Schedulad far CLIMIE

I T T T T I TH ™ = I R R T T S S ST B T I TR T T T VI TR IR I T, o)

Add/Edit Group 5 L, STAFF (Administrative A X I
Event [ This Momal Event has not been Saved. ” | o |
.
Subject: | f # \
Date: |1':|-"'14-"'2':”4 “i Start Time: |21E“:| Pr Duration: |1145 Stop Time: |3145 P
I niit; | 3” Comment: ;I Save
Sub Unit: | =i Delete
Location: I g” j Clear
Al B
e Enter the “Unit” and the “Location” field automatically fills. Enter the “SubUnit”
Add/Edit Group Service Scheduled for CLINICAL, STAFF (Administrative Access) X |
Event [ This Normal Event has not been Saved. |
Subject: I
Diate: |1':|-"'14-"'2':”4 “i Start Time: |21E“:| Pt Ciuration; |1145 Stop Time: |3145 Pt
Unit: ITHAINING UMIT g” 9300 Fomment; ;I Save
Sub Uit [TRAINING SUBLINIT D Delets
Location: ITH.‘MN'NG LDC&TIDN| ﬂl LI Clear
e Enter any comments regarding the group in the “Comments” field, and click
“Save”. The lower containers activate
AddiEdit Group Service Scheduled for CLIMICAL, STAFFE (Administrative AL ] X I
Event [G] [This Momal Event has not been Saved. |
Subject: |
Date: |1D£14£2D14 “i Start Time: |23IJD Pr Duration: |1345 Stop Time: |3345 Pr
Uit [TRAINING UNIT = 9300 Comment: [GROUP WwLL EDUCATE CLIENTS OM HOW TO | | save
SubUrit [TRAINING SUBONIT ol [ ESTABLISH AND MAINTAIN A MEDICATION —
Locahon: ITHA'N'NG LDE.&TIDN| ﬂl LI Clear
R | "
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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: |2:00 P Diuratior: |1:45 Stop: |3:45 P
[ Lead Staff during Time Period?
Supervisor: | =) o

M Service Codes Laakup

|0 | Desc
31 PSYCHOTHERAPY - GROUP 3
32 PSYCHOTHERAPY- FAMILY 32
33 COLLATERAL 33

34 REHAB-INDIVIDUAL 34 J

i REHAB-GROLP 35

36 REHAR-FAMILY 36

37 REHAR EVALUATION 37

38 PSYCH THERAPY INTERACIND 38

39 PSYCH THERAPY INTERAC-GRP 39 il

o [ X

Cancel

& pctive 0 Inactve  © &l |

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

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

82

Start/Dur/Stop
Frove. AL |2:|:||:| =
Out. Fac: |MASON ELEMENTARY-SD |1;45
Con.Type: |Face to Face |3;45 [=T%]
&pp.Tupe: |Scheduled 3” 1 | EBP/SS
Bill Type: [Not Applicable k|
Int. Type: [NOT APPLICABLE LI
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o 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: |HEHAB-GHDUF‘ ia] 3” ia]
Start: L& Duratior; [1:45 Stop: |3:45 PM
ad Staff during Time Period
[lelete || Supemisar: = 0
e Add clients and click “Save”
Scheduled |Actua||
Servers : : . Stalf gl
Sitaff | Serwcel Stark Tlmel End Tlmel Lead| ‘l Service: 3I
CLINICAL, STAFF 35 02:00 P 03:45 Phd — st RN Dusston: [T35 " stop [FBF
Save [ Lead Staff duiing Time Period?
LI Delete Supervisor:l 3” 0
Clients
" = = ient: I o §]|
Clignt | Fr.. | StartTlmel End Tlmel El Cul |A| = _t FARE TEST &I
Unit. |TRAINING UNIT SAll 9900 [ assign Uni
SUnit: [TRAINING SUBLINIT L] [39m 9900/3301
[~ Tranzpartation Required
Prov. To: [Cliant SIIE_ Start/D ur/Stop
Prov. At [3ohool Qlfs | [zooPM
Out. Fac: [MASON ELEMENTARY-SD [547 | 145
£y |[Con.Type: |Face to Face EHF_ |3:45 P
Cloar |PP-TePe: |Scheduled l[ 1 | EBP/SS
Save JEill. Type: Mot Applicable 3' [
| D] "t Tope: |NOT APPLICABLE =1
e Repeat to add additional clients. Edit any fields that are specific to the client
before saving. When all clients are added click “Exit”
Clients
o o
Client [ Pr. [ Start Time | End Time | C.._| Cal | = | Clent I =Y =y
FAKE TEST  O00DZO0FM O0x46PM [ O Unit: | ST 5300 assign Linit
SUnit; |TF|AINING SUBUMIT 5”9901
[ Tiansportation Required
Prov. Tor [Client ﬂllc Start/Tur/Stop
Frow. At |Office =0 200 P
Dut. Fac: | FUBERRIES
el Con. Type: |Face to Face g”F |3:45 P
Aop. Type: |Scheduled g” 1 | EBF/SS
| Bill. Type: |N0t Applicable g..||>< _I
[ | [weiis Irt, Type: [WOT AFPLICAELE g||N
Besalve Group Cancel Group Fast Eroup | BillingFra Fnrmal Ewent Log Print | Fayment Exit
83 Revised 04.2017

S%
€d,
WQ@



S%
€d,
WQ@

EDIT GROUP SERVICE EVENT

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

i Dy Wiy

¢ & EOEEEDMmEE DG A A ADDDI AIXGC & |

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

Mon 104132014 [RPTRIGEYFIIEEN Wed 10/15/2014 | Thu 1041672014 | Fri 10/17/2014
[A] 06:00pm TEAM | SRR =, [T=d1n-nn am-na-ngy P

MNew Appointment

MNew [ndividual Service

Mew Individual Service Wersion Q)
Mew Group Sernvice

Mew Recurring Appaintment
MNew Recurring Individual Service
Standing Group Maintenance

Edit Group &

s Lp

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”

AddfEdit Group neduled far CLINIC TAFF (Full Ac ) » I

Event @ [ This Hormal Event iz Scheduled for Today. ]

Subject: [REFHEE-GROUF 35

Dot [IOTH72014 Start Time: [2OOPM " Durstion: 200 Stop Time: [£DOPH

Uni: [TRAINING UNIT CJ[ 9900 Comment: [GROUPWILL EDUCATE CLIENTS ONHOW 10 = | Save
SubUnit: [TRAINING SUBUNIT Y| EE EgE?EBIEE.AND MAINTAIN & MEDICATION T
Locatior: [TRAINING LOCATION = L=

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

Scheduled | Actual |

Servers

Staff. [CLINICAL, STAFF =
Staff | Service | Start Time | End Time | Lead| =| Service: |FHEH.~'-\B-GF|EIUP = g” =
CLIMICAL, STAFF 35 0200PM  03:45 P
Add Start: |2:DD Pt Diuratior: Im Shop: |4:DD Pt
I Save ¥ Lead Staff during Time Period?
7| Delete || Supervisor: I 3” ]
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e Make any appropriate change(s) to the “Client” container and click “Save”

Clients
et [FAKE, TEST
Client ['Fe. [ Start Time | End Time | .. | ol | =] Clent I = 4l
FAKE,TEST  D0000200PM D4O0PM [ O Unit: [TRAINING UNIT S 9900 [ sin Uit
SUnit. |TRAINING SUBUNIT L4 980 99009301
[ Transportation Fequired
Proe, To |Elient BIIE Start/DurStop
Prow. &t |School s [2:00 PH
Out Fac: [MASON ELEMENTARY-SD ][54 | [200
ol Con. Type: |Face to Face glIF |4:EIEI P
g |AeR-Tope: [Scheduied Q[T | EBPsS
[oove [ Toee: [Hotipricabi alk |
[ Irt. Type: [NOT APPLICABLE g._||N

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

Update Attendee and Calendar Records? X |

&% {pdate all attendee and calendar records with new event time

" Update only those attendee and calendar records whose time no longer Fallz within the new event time

Froceed with 5ave Cancel Save |

e |Ifthere 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 LI
\?/ An Event currently exists which Conflicts with the Event heing Saved.
STAFF CLINICAL is already scheduled at 6:00 PM on 1001372014
for an Appaintment.

Do you want to continue with the Save?

Tes Mo |

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

Bezolve Group | Cancel GEroup | Fost Group |Ei|lingF’rD Fnrmal EventI:ngl FErint | Faurnert I 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

e Rightclick on the group event, and click “Edit Group Service”

Sun 0972872014 Mon 09/29/2014 Tue 097307201 4| Wed 10/01/2014 Thu 1070272014
@ Mew Appointment

Mew Individual Service

Mew Individual Service (Wersion Q)

Mew Group Service

Mew Recurring Appointment
Mew Recurring Individual Service

Standing Group Maintenance

Edit Group Service I

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 “CxI”

Chents
Client | Pr | Start Time | End Time | C.. | col | =]
216, TEST 000 06004M  06452M [ O

TEST, FARE Doooeo0aM  DE45AM O O

Cxl
Add

Save

;I Delete

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

Cahcel Group Service for TEST, FAKE on 09/27 /2014 at OB:00 Ak ?

Cancellation Reazon || il I

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

Cancellation Reasons Loakup X I

D | Dezcription AI
Cancelled by Client
Cancelled by Program
Left Before Service Provided
Mo Show

Mo~ = L

=l
{® Active "~ |nactive al | Find... | Cancel

e Click “Yes” to confirm the cancellation

Cancel Group Service for TEST, FAKE on 09427 /2014 at 06: 00 A7

Cancellation Reazon |Cancelled by Client 'I__)\I |3
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e When there are multiple clients in the group, a yellow message box appears

confirming that the client was cancelled. Click “Save”

Clients [Cancelling Group Service for TEST, FAKE |

Client | Pr.. | Start Time | End Time [ C.. [ Cxl [ =]
216, TEST 0000G00AM OR45&M [ O
TEST, FAKE 000 0G00AM O6452M [ O

add

Save

j Delete

e The pink checkmark appears in the “CxI” column next to the client's name. Click

“Exit” to return to Scheduler Maintenance- Multi Day

Clients gl
Cliert: |TEST. FAKE
Client [P [ Stert Time | End Time | C.. [ Cxl | =] e I I Al
216, TEST D000B00AM 0645AM [ g Urit: [TRAINING UNIT SAl] 9900 [Massign Uit
TEST. FAKE 000 06:00AM  OR454M [ @ SUrnit; |TRAINING SUBUNIT =y ISQU‘I 3900/9301
I™ iTranspartation Required
Praw. Ta: |Client and Farily 3”8 Start/Dur’Stop
Prow, At |Dther Comrmunity/Field Unspec 3' ID |B:DD A
Out. Fac: | Ll 0 | o5
UreCl[[Con Type: [Face ta Face QJfF [6:45 &M
Add wpp.Type: |Cancelled by Client g” 3 | EBR/SS
Sos | Bl Type: [Not Applcable oK |
LI m Int. Type: |NDT APPLICAELE 5.”“
Besalve Group Cancel Group Faszt Group I Billing Pra FormaI Event Log Print | Eaprment 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

¢ Right click on the group event, and click “Edit Group Service” from the drop down
menu
Sun 0942872014 Mon 097297201 | Tue 0973072014 Wed 100172014 Thu 1040272014
. Mew Appointment
Mew Indnidual Service
Mew Individual Service (Wersion Q)
Mew Group Service
Mew Recurring Appointment
Mew Recurring Individual Service
Standing Group Maintenance
Edit Group Service I
Show Group Service
Launch Billing Pro Forma
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
et ['Pr.. [ Statt Time | End Time | C... | Cal | =] Client [TEST, FAKE =) A4l
216, TEST 000 DRODAM DR4EaM [ O Unit: |TRAINING UNIT SA| 9900 [assion Unit
TEST, FAKE 000 0G00AM  06452M [ =& SUnit: [TRAINING SUBUNIT ] [3801 59300/3901
Prov. Ter [Client and Family QlE | stat/DurStop
Prov. &t [Other Community/Field Unspec = ID_ |6:00 &M
Out, Fac: | 5”_0 |D:45
on. Type: IFace ta Face EHF_ IE:45AM
e Xop. Type: |Cancelled by Client L] 3 | EBR/SS
C e Bill. Type: |Mot &pplicable [ £
<[ Delete] "t Toee [NOT AFPLICAELE QN
Besolve Group Cancel Group Fost Group | Billing Pra Formal Event Log Erirt | Fagmett I Exit
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e The “Continue” dialog box appears. Click “Yes”
Cantinue? _IX
9P Uncancel Service for TEST, FAKE an 0972002014 at 06:00 A
.
Continue?
fes iR ls} I
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
jient: [TEST, FAKE
[Pr.. [ Stat Time | Erd Time | C... | Cdl | = | Clent ! =1 =y
000 OF00 &M OE455M [ Unit. [TRAINING UNIT Sl 9900 [assign Unit
L DO0DEDDAM  DE45AM O SUnit: [TRAINING SUBLINIT 4] [39m 5900/9301
[ Transportation Fequired
Prov. Te: [Client and Family gllB Start/DurStop
Prov. At IDther Community/Field Unspec 3”0 B:00 kA
Out, Fac: | gll 0 ID:45
ol |[ConTupe: |Face to Face gllF £:45 &M
aad |/PP-Type: |Scheduld Q[T | EBRssS
“oave | Bill Type: [Not Applicatle o _
~| Delets Irt. Type: [NOT APPLICABLE g..||N
Besalve Group Cancel Group Fast Group | Billing Pro Fc-rmal Event Log FErrint | Faprment 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

ST QLR EY  Mon 09/529/201 4

Tue 097304201 4| Wed 10/01/2014

Gl

Mew Appeointment
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

Delete
Print

Resolve

Cancel
i

Dra_Dase

Thu 1040252014

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

e

Cancel Service

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

-

=)

Cancellation Reason ||

&)

Yes No |
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e Click on the appropriate “Cancellation Reason” and click “OK”

Cancellation Reasons Lookup X I
1D | Desc:-r'iption | Al
3 Lancelled by Client
4 Cancelled by Program
7 Left Before Service Provided
5 Mo Show
@ Acive O lnactive O Al | oEd. [T ok | cence |

e Click “Yes” to confirm the cancellation

P

Cancel Service

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

Cancellation Reason il;mceu by Client

Yes

2

No |

¢ Inthe “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
Client [ Pr... [ Statt Time | End Time | C.gl Cxl '\~ Client ! | a
216, TEST 0.00 06:00AM D545 AM =] Urit: |TRAINING LINIT S| 9900 [Cassign i
TEST, FAKE 000 0G00AM  OR45AM [ SUnit; [TRAINING SUBLINIT L 3307 53900/9301
[~ Transportation Fequired
Prow. Te: |Client and Family 3”8 Start/Dur/Stop
Prow. At [Other Commurity/Field Unspec 3”0_ |B:00 &M
Out. Fac: | 3” i] |EI:45
Lo [CONTope: |Face to Face BHF |6:45 A
7 [Pe-Tyee: |Cancelled by Client Q[ 3 | EBP/SS
o Bill. Type: |N0t.t’-‘-.|:||:ulicable 3”}{ _I
[ oo | 't Toee: |MOT APPLICABLE L[N
Fesolve Group | Uncancel Group East Group Billing Pro Forma Ewent Log Erirt Eapment Enit
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UNCANCELLING THE ENTIRE GROUP SERVICE EVENT

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

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

Mew Individual

Mew Individual

Delete
Print
Resolve

Cancel

P Pre-Pay

Tharlk Tn

Sun 0972842014 Mon 09/297201 ‘ Tue 09/30/201 4‘ Wed 1070172014

MNew Appointment

MNew Group Service

Mew Recurring Appeintment
Mew Recurring Individual Service

Standing Group Maintenance

Edit Group Service
Show Group Service

Launch Billing Pro Forma

Service

Service (Version Q)

Thu 1070272014

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

Clients
£\ Client: [TEST, FAKE
Client [ Fe. [ start Time [ End Time [ o ol §e] = I = Al
216, TEST 000 0E00AM  DB45AM 1] O Urit: |TRAINING UNIT S 9900 [Cassign Unit
TEST, FAKE 000 000AM  06454M OO\ O SUnit: [TRAINING SUBUNIT 2 [3a01 9800,9301
Prow. Te: |Client and Farnily EIIE Start/Dur/Stop
Prov. t: [Other Community/Field Unspes Qo | [E00AM
Out, Fac: | 5” i] ID:45
Cu |ConType: |Faceto Face QJfF [E:452M
gd |PR-Type: [Scheduled Q[T | EBRsSS
“eave | Bill Type: [Not Appiicable = _
= “Deleta | Int: Type: [NOT APPLICABLE Q[N
Besolve Group Cancel Group Fast Graup | Billing Pra Fnrmal Event Log Erint | Fayrment I Exit l
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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 09/28/2014

Mon 09/29/2014
:00am REHAB-G

94

Tue 09/30/2014

Wed 10/01/2014
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STANDING GROUP MAINTENANCE (NEW)

¢ Right click in the column of the day to be scheduled, and click “Standing Group
Maintenance”

| -l o] x|
v @ DOEEEDEE DCAAMBEDDD T ERDE| @ « | WE G &
Entity Type: |5 - Staff =| Entity: [CLINICAL, STAFF Q| Locations: |4l =

Tue 11/04/2014 | T REVISTZUERN Thu 11/06/2014 | Fri 11/07/2014 | Sat 11/08/2014 4 Sepember2014  ¥|

S M TWwW T F 5
12 3 4 5 6
78 910111213

! 14 15 16 17 18 13 20
MNew Appointment 20222324 25 26 27

MNesws Individual Service 28 29 A0
Mew Individual Service (ersion @)
Mew Group Service

1 October 2014 v
Mewy Recurring Appointment S M TW T F S
Mew Recurring Individual Service 1.2 3 4
SETEINE CIEUE METTEEMTE 5 6 7 8 310N
Standing Group Maintenance 12 13 14 16 17 18

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

Fayment

4 November 2014 v
S M TwTF S

910 11 12 13 14 1
16 17 18 13 20 21 22
2324 25 26 27 28 29

] ] N | =

¢ An “Add/Edit Standing Group” screen appears

Add/Edit Standing Graup (Adm x |

Mair | Schedulel

10 || g] D escription:

Unit : I g”
SubUnit a
Location: g
Slots: I 1}
Commets:
=
=l
Save Clear | Delete |

Bules of Becurence | 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 A ) x I

Main | Schedule I

1D: ISSUU."-\HT g] Description: ||
Uit : I g”
Sublnit =1
Location: BI
Slots: I a
Camments:
B
=
Save Clear | Delete |
FBiules of Recurence | Cahcel

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”

AddiEdit Standing Graup (Administrative ) x |

Main | Schedule I

10 ISSDDAF!T gl Descrption: (3900 48T THERAFY CLASS
Unit: |TRAINING UNIT 3 |sa0n
Sublrit; [TRAIMING SUBUNIT L3 [s901
Location: |TF|AINING LOCATION| g”
Slots: I 10
Camments:
I Save I Clear | Delete |
Eules of Recurence | Cancel
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e Click “Rules of Recurrence”

AddiEdit Standing Graup (administrative A 3 x I

tdain | Scheduls I

ID: ISSDD.-’-\F!T gl Description: |9900ART THERAFY CLASS

Unit : |THAINING LNIT 3||ssna
SubUnit |THAINING SUBLUNIT 3”9901
Locatior: [TRAINING LOCATION] ol

Slots: I 10

Commehts:

=

[

Save Clear | LDelete |

I BRules of Recurrence I Cancel

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

Rules of Recurrence X |
| Start Time: |4:DD Pd Diuration |2:DU End Time: IE:DD P |

" Daily Recur Every 1 weeklz] on:
&

Weekly [T Sunday [ Monday [T Tuesday W ‘Wednesday
" Manthly [7 Thursday [ Friday ™ Saturday

Start D1ater |'|1HEI5H2D14 ni ¥ End After I 3 Occunences

" End By A o

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”

Main  Schedule |

x|

‘ 1D: ISHI]EIAHT Deseription: (9900 ART THERAPY CLASS Slats: I 10 ‘
Startdate | Day | Starttime | Endtime | Awailable | Select AI
1140542014 WEDMESDAY 04:00 Pk 0E:00 Pr =] I
111202014 WEDNESDAY 04:00 Pr (600 Pr =] Rl |
1119/2014 WEDNESDAY 04:00 Pr (600 Pr =] Rl |
El
@ UniesohvedOnly © &1 | Copy Date: | fdd Group || Edit Group I
Copy for Paste | Select Al for Paste | Paste fram Copy | Delete Selected | Deselect Al |
Rules of Recurence | 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: 99008R T |
Subject: |SSDD ART THERAPY CLASS
D ate: |11.-"05.-"2D14 “i Start Time: I‘iiDD Fid Duration: |21DD Stop Tirne: IBiDU Fid
LUnit: |THAINING LNIT g” 3300 Comment: ;I Save
Sub Unit |TF|AINING SUBLNIT 3”9901 Delete
Lacation: |TF|AINIG LOCATION] 3”1 LI Flear
Scheduled |Actual|
Servers ST o
Staff | Servicel Start Time | End Time | Lead | Al - 3' ]
Clear Stark: |4ZUU P Duration: |2:UU Stop: IB:UU Fhd
Save [T Lead Staff during Time Period?
;I [elete || Supervisar: | 3” i]
Clients
Client: 0
Cliert [ Pr. [ Start Time [ End Time | C.. | Cal | =] = I =) Al
Unit: |TF|AINING LINIT 3” 9500 [ pssign Unit
SUrit: |TF|AINING SUBUNIT 3”9901
™ Transportation Fequired
Prov. To: |Client EHE Start/Dur/Stop
Prov. At |Office =0 [4:00FM
Out. Fac: | Q0| [zoo
ry ([ConType: [Face toFace = [E:00FM
Clag |BPR-Tope: Scheduléd [ 1 | EBP/sS
Save Bill. Type: |Maot Applicable 3' 5
[ | [T e = JNOT APPLICABLE =
Besalve Group Cance| Group Fost Group | Eilling Fra Formal Ewvent Log FErrirt | Fayment I Exit
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AddfEdit Standing Group Administrative ) X I

Main  Schedule |

The “Schedule” tab on the “Add/Edit Standing Group” window activates

10 ISSDDAF!T Description: 3300 ART THERAFY CLASS Slate: I 10
Startdate | [ay | Starttime | E ndtime | Ayailable | Select *l
11./05/2014 WwWEDMESDY 04:00 Phd [0B: 00 Phd ]

1122014 WEDMESDY 04:00 Phd 0E:00 Phd ]

111972014 WEDNESDaY 04:00 Phd [0B: 00 Phd ]

= Unresalved Only Al | Copy Date: I Add Group | Edit Group |

Copy for Paste | Select Al far, Pastel Faste from Copy | [elete Selected | Dezelact 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 (Administrs X |

Main  Schedule |

‘ 10: ISQDD}'—\HT Description; 9300 ART THERAPY CLASS Slats; I 10 ‘
Startdate | [ray | Starttime | E ndtime | fevailable | ket ‘l
11/06/2014 WEDMESDAY 04:00 P 0E:00 Prd O ‘M)
11A202m4 WEDMESDAY 04:00 P (0E:00 Prd ] 1a

11415/204 WEDMESDAY 04:00 P (0E:00 Prd ] m 4

& Unresolved Only € &l ‘ Ciopy Date: I Add Group | E dit Group

J

[

I Copy for Paste ISeIect.&IIforF’astel Faste from Copy | Delete Selected | Deselect Al

Rules of Recurrence | Cancel
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e The “Select All for Paste” button activates. Click “Select All for Paste”

Add/Edit Standing TN : X I
Main  Schedule |
10: ISSDD}'—\HT Description: 9900 ART THERAFY CLASS Slots: I 0
Startdate | D ay | Starttime | Endtime | dyailable | Selsct -
11/06/2014 WEDNESDAY 04:00 Ph 0E: 00 PR O 54
112204 WEDMESDAY 04:00 Fhd (06:00 P [ RLUI I
111972014 WEDMESDAY 04:00 Fi (06:00 PR [ o g
@ Unresolved Only ¢ Al ‘ Copy Date: - Add Group | Edit Group |
Copy for Paste |I Select All for Paste I Faste from Copy | Delete Selected | Deselect All |
Bules of Recunence | Cancel

¢ The remaining check boxes in the “Select” column are automatically checked.
The “Paste from Copy” button activates. Click “Paste from Copy”

AddiEdit Standing up (Administ x |
Main  Schedule |
1D IQSDD.-’-\HT Descrption: |9900 4RT THER&PY CLASS Slots: I 10
Startdate | [iay | Starttime | Endtime | Available | Select =
11052014 WEDMESDAY 04:00 P [E: 00 Phd O S |
11252014 WEDMESDAY 04:00 PR [E: 00 Phd ] 10
11115852014 WEDMESDAY 04:00 P [E: 00 Phd [ 10
& Unresalved Only € Al ‘ Copy Date: - Add Group | Edit Group |
Copy for, Paste | | EWSEiEE‘[‘E‘”TEI‘I‘“F‘E;EEIEII Paste from Copy I [elete Selected | Deselect Al |
Bules of Recurrence | 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 (Administrativ x |
Main  Schedulz |
0 ISSDD."—\HT Descriphion; 9300 4RT THERAPY CLASS Slats: I 10
Startdate I Day I Starttime I Endtime | Lvalable | Select *I
11,/05/2014 WEDMESDAY 0400 PR (E: 00 P ]
11122014 WEDMESDAY 04:00 PR (0500 PR O
11/19/2014 WEDNESDAY 04:00 Pr [0E:00 P O

& Urrezolved Only ¢ Al ‘ Copy Date: I

Add Group

[

Edit Group |

Copy for Paste | SelectAIIfanastel Fazte from Capy | [elete Selected |

Dezelzct Al |

Fules of Recunence

|
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STANDING GROUP MAINTENANCE (EXISTING)

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

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

¢+ & EOFEEODME DCEAARDDDT RIG & |

E ntity T_l,lpe:IS - Staff ;I E ntity: IELINIEAL, STAFF ﬂl Locations: IAII
Tue 1170472014 wWed 11/05/2014 Thu 1170672014 | Frn 110772014 Sat 11/08/2014

Lo U000 Sy |

Mew Appointment

MNew [ndividual Service

Mew Individual Service {version Q)
Mew Group Service

MNew Recurring Appointment
Mew Recurring Individual Service

Standing Group Maintenance

Edit Standing Group
Show Standing Group
Edit Series

Launch Billing Pra Forma

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

AddfEdit Standing Graup (Administrative b4 |
Main | Schedulel
10 ISSDDAHT gl Description: |9900 ART THERAFY CLASS
Urit: |[TRAINING UNIT L |as00
Sublnit: |TRAINING SUBUNIT BI 9901
Location: |TRAINING LOCATION] SI 1
Slots: I 10
Comments:
=
hd
Save Delete |
Bules of Recurrence | Cancel
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x|

‘ ID: |99004RT Description: |9900 ART THERAPY CLASS

Slots:l 10 ‘

Startdate | Day | Starttime | E ndtime | Available | Select ‘I
11/05/2014 WEDMESDAY 04:00 Phd 0E:00 P ] El |
11124204 WEDNESDAY 04:00 Ptd 0:00 P ] 5 0O ° i & ”
1119/2014 WEDMESDAY 04:00 Ptd 0E:00 P ] Ol . CIICk “On the SChedUIe tab”’
and click on “Rules of Recurrence
j
& Uriesolved Orly € Al Copy Date: I Add Group | Edit Group |
LCopy for Paste | Select Al for Paste | Paste from Copy | [elete Selectad | Deselect Al |

IBuIes of Recurrence I

o 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”

Add/Edit Standing Group (A

Main  Schedule |

Cancel

Rules of Recurrence

‘ Start Time: |4ZDD P Diuration IEZDD End Time: IB:DD P |

£ Daily Fiecur Every 1 weekls) on:
«

Wwieekly [T Sunday [ Monday [ Tuesday W ‘wednesday
" Monthly [” Thursday [ Friday I™ Saturday

Stark D ate: |1 1/26/2014 ni

(% End &fter I 4 Occurences
" End By 4 T

Clear | Cancel

x|

‘ 1D: IQQDDAFHT Description: [9900 4RT THERAPY CLASS Slots: I 10 ‘
Startdate | Day | Starttime | Endtirme | Available | Select - I
11/06/2014 WEDNESDAY 04:00 PH (E:00 PH ]

1112/2014 WEDNESDAY 04:00 Pk (E:00 PH ]

1141942014 WEDNESDAY 04:00 PH 0E:00 PH ]

1142672014 WEDNESDAY 04:00 PH (E:00 PH =]

1240372014 WEDNESDAY 04:00 PH (E:00 PH =]

@ Unresolved Onlp € All Copy Date: I Add Group |

e To copy the clients and staff to
the new dates, select the date you
wish to copy, and mark the check box.
The “Copy for Paste” button activates.
Click “Copy for Paste”

||

Edit Group |

I Copy for Paste ISeIeclAIIforPastel Paste fram Copy | Delete Selected |

Deselect Al |

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 I
Main  Schedule |

‘ I0: I99IJD.~'-\F|T Descrptior: (3900 4RT THERAFY CLASS Slate: I 10 |

Startdate | Day | Starttime | E ndtime | fwallable | Select A|
11./06/2014 WEDMES Dy 04:00 Pr4 0600 P O I |
11124204 WEDMES Dy 04:00 Pr4 0600 P O I |
111342014 WEDMES Dy 04:00 Pr4 0600 P O 2 L
11/26/2014 WEDMES Dy 04:00 Pr4 0600 P ] 10 [

12/03/2014 WEDMNE 5Dy 04:00 Pr4 0E: 00 P [ 10
" Urresolved Only 1 Al | Copy Drate: - Add Group | Edit Group |
Copy for Faste | Select All for Pazte l Paste from Copy I Delete Selected | Dezelect Al |
Biulez of Recurence | Cahcel

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)

Add/Edit Standing Group (Adminis b |
Main  Schedule |
10: ISSUD!-\HT Description: 9300 ART THERARY CLASS Slots: I 10
Startdate | Day | Starttime | E ndtime | Avaiable | Select ‘l
11/08/2014 WEDMESDAY 04:00 Phd (6:00 Phd [} I |
1122014 WEDMESDAY 04:00 Phd (6:00 Phd [} I |
111942014 WEDMESDAY 04:00 Phd (6:00 Phd [} I |
1142642014 WEDMESDAY 04:00 P (6:00 P ] 8 D
12/03/2014 WEDMESDAY 04:00 P (6:00 P ] g I:lJ
% Unresclved Only £ Al ‘ Copy D ate: I Add Group | E dit Group |
Capy for Paste | Select &l for Paste | Faszte from Copy | [elete Selected | [ezelect Al |
Bules of Recunence | I Cancel
|
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EDIT ONE GROUP SERVICE EVENT

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

Standing Group”

¢ & ENEEEDEEA TCAABEDD DTN ADG & @

Entity T_l,!pe:l S - Staff

Tue 11/18/2014

| Entity: [CLINICAL, STAFF

Al

Fri 112172014

Thu 11/20/2014

Locations: IAII

Sat 11/22/2014

I

Mew Appointment

Mew Individual Senice

Mew Individual Service {ersion &)
Mew Group Service

Mew Recurring Appaintrent
Mew Recurring Individual Service
Standing Group Maintenance

Edit Series
Launch Billing Pra Farma

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 B 1eduled for GLIMIC! X |
Event [G] [Thiz Recuring Event will Doour in the Future. Standing Group (0: 990088 T |
Subject [3900 ART THERAPY CLASS
Diate: I“‘Iﬂ 342014 “i Start Timne: |41DD P Druiration: I'I :00 Stop Time: |51DU P
Urit. [TRAINING UNIT = 5A00 Camment: =l | e
Sub Unit: [TRAINING SUBLNIT L [3801 Delete
Locatian: |HHSA MH BILLING UNIT 3”1 LI Clear
Scheduled |Actua\|
S | st [ELINIGAL, STAFF =]
|
100 P
% {lipdate all attendee and calendar recards with new evert ime
" Ipdate only thase attendee and calendar records whose time no longer falls within the rew event time o

Clients —
FAKE, TEST 0.0o oo e oo e L T —ry ] Azsign Unit
TEST. FAKE 0000400PW  0S00PM O O SUrit: [TRAINING SUBLINIT L4 [9501 ISBUUJSSW
™ Transpartation Required
Prov. To: |C|ient 3"[:_ Start/Dur/Stap
Prov. At: [Office Qlfa | [#00PM
Out. Fac: | Q0| [too
ol Con. Type: IFace to Face g"Fi IE:DU PM
add |PPR-Tope: |Scheduled Ql[ 1 | EBR/SS
Taave || Bl Tepe: [Hat Applicatle ol
| Dekete Int, Type: [NOT APPLICABLE QN

Besolve Group Cancel Goup

Past Group | EBiling Pra Formal

Ewent Lag Print

| Payment I Exit
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o |Ifthe “Schedule” tab is reopened. (Right click, “Edit Series”). It is observed that
the changes are only applied to the selected group. Click “Cancel”

_ -l ol x|
: 6 DDA TAARDD BTN NG o« [FEDET &
Entity Type:|5 - Staf _=| Entity: [ELINICAL, STAFF | Locations: |&l g
Sun 1171672014 [ Mon 1171772014 [ Tue 1171872014 |CEEIGCIZAERN Thu 1172072014 || 4 October 2014 3
i s W Tw T F &
New Appaintmeant 12 03 4
Mew Individual Service 78 310
Mew Individual Service (Varsion @) M 15 1718

JE I i el R
Mew: Group Service 2029 30 H

Mew Recurting Appointment

Mew Recurring Individual Service wermber 2014 Pl

Standing Group Maintenance Tw T F §

]
Edit Standing Group 4 B B 7 8

Show Standing Group 11 12 13 14 15
Edit Series
Launch Billing Fro Farma

AddiEd ing Group (Administ X I
M air I Schedule |I
10 IEEDD.&FHT Descrption: (9900 ART THERAFY CLASS Slats: I 10
Startdate | Day | Starttime | E ndtime | Available | Select A|
11/05/2074 WEDMESDAY 04:00 Fr [0E:00 PR O I |
1112/2014 WEDNESDAY 04:00 Fi [E: 00 Pk ] i
Y [1119/2014 WEDMESDAY 04:00 Fid 05:00 Pk g ai
1172672074 WEDMESDAY ;00 Fh [T [} d
12/03/2074 WEDMESDAY 04:00 Fr [0E:00 PR O I | J
@ Unresolved Onlp Al | Copy Date; I Add Group | Edit Group |
Copy for Faste | Select All far Faste | Faste fram Copy | [elete Selected | [Dezelect Al |

Bulez of Recunence | Cancel
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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”
= riutti Day view -l ol x|
¢ & ENRENNEA IAARADDODD ANE & [ FEE G| e
Entity T_l,lpe:IS-Staff LI Entity:IELINIC&L,STAFF 3” analiuns:IAII 3"
Sun 1171672014 | Mon 11/17/2014 | Tue 11/18/2014 Thu 11/20/2014 [+ Olctober 2014 ']
Wﬁm N s M Tw T F 3
Mew Appaintment 1 2 3 4
Mew Individual Service 78 3101

14 15[ 16 17 18

Mew Individual Senice {Wersion Q) o 22 73 4 o

Add/Edit Standing Group ¢Administra

Main f Schedule

Mew Group Service 28 29 30 31

Mew Recurring Appaintrent

Mew Recurting Individual Senvice wemnber 2074 PI

Standing Group Maintenance TwW T F §
1

Edit Standing Group 4 B B 7 8

Show Standing Group
Edit Series
Launch Billing Pro Forma

1D: ISSDD.-’-\F!T gl Description: |3900ART THERAPY CLASS

Urit : |TRAINING UNIT

Gy |3300

Sublnit: |TRAIMIMNG SUBLINIT

S| EE

Location: |TRAINING LIMIT]

Slotz: I 10

Carmmehts:

=

B

-]

Save Clear I Delete |

11 12 13 14 15
18 19 20eaimeel
PS5 26 27 28 29

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

Bules of Recurence |

Cancel
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The list of scheduled groups displays. Click the date of the group to be edited,

and click “Edit Group”

AddiEdit

Main [ Schedule

x|

‘ 10 ISSDMHT Description; (3900 ART THERAFY CL&SS Sloks; I 10 |
Startdate | Day | Starttime | E ndtime | Available |

11/08/2014 WEDMESDAY 04:00 PM 0E:00 P [} g

111242014 WEDMESDAY 04:00 PM 0E:00 P [} I

1141942014 WEDMESDAY 04:00 PM 05:00 PM [} JEH |

11/26/2014 WEDMESDAY 04:00 PM 0E:00 P [} 50O

12/03/2014 WEDMESDAY 04:00 PM 0E:00 P [} 50O

& Unresalved Only € 4l ‘ Copy Date: I Add Group |I Edit Group I
Copy for Paste I Select All for Paste | Faste from Copy | Delete Selected I Deselect All I

Bules of Recurrence | Cancel

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 [D: 3300&R T |
Subject: [9900 ART THERAPY CLASS
Date: 1140542014 “i Start Time:; |4:00PH Duration: |2 oo Stop Time IBZUU P
Unit: | TRAINING UNIT =] 9900 Camment: ;I Save
Sub Unit: [TRAINING SUBNIT | EEI Dekte
Locafion; [HHSA MH BILLING UNIT = =l [T e
Scheduled IAC[ua\ |
servers Staff, [CUNICAL, STAFF =
Staff | Sewicel Start Time | End Time | Lead| A| Gervine: |REHABGROUE 35 3' 5
CLIMICAL, STAFF 35 04:00 P OE:00 Phd
Add Start: [#00PM  Duration: [2:00 Stop: [E:00FM
Save ¥ Lead Staff during Time Period?
| Delete||Supervisor: | = 0
Clients
Client: |FAKE. TEST
Client [P [ Start Time | End Time | C.._ | Cal | =] e ! = e
FAKE,TEST  0000400PM DSOOPM [ O Unit: [TRAINING UNIT AT 9800 [assign Unit
TEST. FAKE 0000400PM  0EDOPM O O SUnit; [TRAINING SUBUNIT L4 [9301 ISSDD#SSM
[~ Tiansportation Required
5| C Start/Du/Stap
W -{omelss/Ermera Shelte CJE ] [Eoorm
Out. Fac: I SI 1] |2:UD
) |ConType: |Face to Face LAlF [E:00FM
add pp. Type: |Schedu|éd Q[ 1 | EBPsSS
ey Bil. Type: Mot Applisable L%
+| Defeta|| t: Type: [HOT APFLICABLE UL
Besolve Group Cancel Group Fost Group | Biling Pro Furmal Event Log Fint | Fapment I Exit
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dit Standing Group {Ad LI
Main  Schedule |
‘ ID: |99004RT Descriptior: |9900 ART THERAPY CLASS Slots: 10 ‘
Startdate | [AET] | Starttime | Endtime | Available | Selegt & L] The “SChed Ule” tab reo penS .
11/05/2014 WEDNESDAY 04:00 P 0E:00 P ] g .
11122014 WEDNESDAY DA0DPM  OGOOPM | 8 I To replicate the same changes to
1141942014 WEDNESDAY 04:00 P 05:00 P g
11/26/2014 WEDNESDAY OLO0PM  DE:00PM g g E other dates, select the date of the
12/03/2014 WEDNESDAY 04:00 P 0E:00 P ] 5 0O Changed group from the ||St and
mark the check box. The “Copy for
Paste” button activates. Click “Copy
for Paste”
=
& Uniesolved Only € Al | Copy D ate: l— Add Group | Edit Group |
I Copy for Paste I Select Al for Faste | Faste from Copy | Delete Selected | Dezelect Al |
Bules of Recurrence | Cancel

AddiEdit Sta roup (Ad X I

Main  Schedule |

‘ I0: ISSDDAF!T Diescription: |3900 ART THERAFY CLASS Slots: I 10 ‘
Startdate | [ray | Starttime | E ndtime | Available | Select =~
11/05/2014 WEDMESDAY 04:00 Pr4 06:00 Pk | |
11202014 WEDMESDAY 04:00 Pr4 06:00 Pk | I |
“ ” 11419/2014 WEDMESDAY 04:00 Pr4 05:00 Pk | I |
b The SeleCt A” for PaSte 1142672014 WEDMESDAY 04:00 Pr4 06:00 Pk | I W |
. . « . .
button actlvates- CIICk Select 1240372014 WEDNESDAY 04:00 Prd 0E:00 P ] I W |
”
All for Paste
& Unresolved Only € All | Copy D ate: - Add Group | Edit Group |
Copy for Paste | Select All for Paste Faste from Copy | [elete Selected | Deselect Al |
Bules of Recumence | Cancel

Add/Edit Standin X I

Main  Schedule |

‘ 1D: ISSDDAHT Description: |9900 4R T THERAPY CLASS Slots: I 10 ‘

Startdate | [ray | Starttime | E ndtime | Avvailable I Select =

11/05/2014 WEDMESDAY 04:00 P 0B:00 P | a

Wit peocnw b [oem |3 «  The remaining check boxes

Tamanns WEDNESDEY o mom @ ¢ in the "Select” column are
automatically checked. The “Paste
from Copy” button activates. Click
“Paste from Copy”

=
& Uesabved 0y © A | Copy Do [TOSIETTAT dddGrop | EdtGrowp |

Copy for Paste | H

I Paste from Copy I Delete Selected | Deselect Al |

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

Add/Edit Standing Group (Administrative X I
Main  Schedule |
‘ 10: ISQDD}'—\HT Description: 9900 ART THERARY CLASS Slats; I 10 ‘
Startdate | [iay | Starttime | Ehdtime | fuvailable | Select A|
11406/2014 WEDMES Dy 04:00 P 0600 P O a
11A202m4 WEDMES Dy 04:00 P 0600 P O a
11415/204 WEDMES Dy 04:00 P 0600 P O a
11426/2014 WEDMES Dy 04:00 P 0F: 00 P O a
12403/204 WEDME 5Dy 04:00 P 0E: 00 P O ai
& Unresolved Only Al ‘ Copy Date: I Add Group | Edit Group |
Copy for Faste | Select &l for Faste | Faste from Copy | [elete Selected | [ezelact A&l |
Bulez of Recurence | I Cahcel

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”

& DONEDOAE ICAABDD DN ADG| @ |0/ BEEE &

=N

Entity T_l,lpe:IS - Staff

| Entity: [ELINICAL, STAFF

)

Locations: IAII

4l

Sun 11/16/2014

Mon 11/17/2014

e Click “Rules of Recurrence”

Tue 11/18/2014 L CORAA RPN E S Thu 11/20/2014 || 1 October 2014 'I
Wﬁmﬁ s M Tw T

Mew Appaintment

MNew [ndividual Service

MNew Individual Service (version Q)
Mew Group Sernvice

78 31
14 15[ 16 1
2122 2324 25
28 29 30 3

F 5
12 3 4
on
78

MNew Recurring Appointment
Mew Recurring Individual Senvice
Standing Group Maintenance

wermber 2014 4 I

Tw T F 5§

Edit Standing Group
Shaw Standing Group
Edit Se

Launch Billing Pro Forma

1
4 5 6 7 &8
11 12 13 14 15
18 15 20[eaier]
5 26 27 28 29

AddiEdit Standing Group (Administrativ b |
Main | Schedulel
1D ISSDD.-’-\F!T gl Description: (9900 ART THER&FY CLASS
Urit: |TRAINING UNIT £ |3900
SubUrit: |TRAIMING SUBUMIT 3' 59m
Location: |TRAINING LIMIT| Bl 1
Slots: I 10
Cammenits:
Save Clear | LDelete |
I Bulez of Recurence I Cahcel
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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:DD Pd Diuration |2:DU End Timne: IE:DU P |

" Daiy Fecur Every I 1 weekls] om:
&
SEE [T Sunday [~ Monday [ Tuesday ™ wednesday
" Monthly [~ Thursday [ Friday [~ Saturday
Start Drater |12r‘1Ur‘2D14 j I ¥ End &fter I d Occunences
" EndBy 4/ 7

Clear | Cancel |

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

AddiEdit Standing Group (Administrative ACCESS) » I

Maipn  Schedule |

|D: ISHDEL-‘B.FET Descrption: |3300ART THERAFY CLASS Slate: I 10

Startdate | Dray | Starttime | Endtime | Awailable | Select A|
11./05/2014 WEDMESDAY 04:00 P4 [0E:00 Phd O g
11A2/2014 WEDMESDAY 04:00 PR 0E:00 Pk ] g
11/415/2014 WEDMESDAY 04:00 P4 [0E:00 Phd O g
11/26/2014 WEDMESDAY 04:00 PR 0E:00 Pk ] g
12/03/2014 WEDMESDAY 0400 P4 [DE:00 P [ B
12A0/2014 WEDMESDAY 04:00 PR 0E:00 Pk 1] 10
12A7/2014 WEDMESDAY 04:00 P4 [0E: 00 Phd 1] 10

Add Group | Edit Graup |

—m Unresolved Orly -"-'l-"@c.py Cate:

Copy for Paste Select All for Paste Faste from Copy

Delete Selected | Dezelect Al |

Rules of Recurence | ' 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”

Entity T_vpe:IS - Staff

Sun 11/16/2014

i - | jm] | X
[ & ENEEDONE DCAARDDDI ADG »« = |H BEE | =
] Entity: [EONICAL, STAFF Al Locations: Al Al
Mon 1141772014 Tue 11/18/2014 Wed 11/19/2014 Thu 11/20/2014 | 1 October 2014 bl
Mew Appointment 12 1 4
Mew Individual Service 5 6 7 8 310N
Mew Individual Servce (Yersion @ 12 13 14 15[ 16 17 18
. 13 20 21 22 23 24 25
Mew Group Service 55 27 o8 29 a0
Mew Recurring Appointment
Mew Recurring Individual Serdce Wawember 2074 v
Standing Group Maintenance S M TwW T F 5
1
Edit Standing Group 2 3 4 5 5 7 8
Show Standing Group 910 11 12 13 14 15
Edit Series 5 17 18 19 20peaimerd
Launch Billing Pro Forma gg L R
Delet
Pe_ et ® Decomber 2014 * |
fn SMTwTF 5
Resole 1 2 3 4 5 B
Cancel o8 310111213
Pre-Pa 14 15 16 17 18 19 20
122 23 24 25 28 X7

kIn

229 30 N

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

“Check In”

x|

Atendee
Sart M amne Case Murnber
FAKE, TEST
TEST.FAKE
Select All Deselect All

| Chs

I Check In I

| ProFoma AI

O
O

=

Cloze |
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To check out a client in a group:

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

T3 niulti D3 -l ol x

[z & E0EEODOEE DCAAADDDT AITIGC « @ |F|BE | =

Entity Type:|5 - Staff =] Entity: [CLINICAL, STAFF 4l Locations: [41 |

Sun 1171672014 | Mon 1171772014 | Tue 11/18/2014 Thu 1172072014 |4 Cctober 2014 v
Mew Appointment 1 2 3 4
Mew Individual Service 5 B 7 8 93101

e Individual Service (version @) 12 13 14 15[ 17 18

X 13 20 21 22 23 24 25
MNew Group Service o6 57 %8 29 a0 T

Mew Recurring Appointment

MNew Recurring Individual Service Movermber 2014 >|

Standing Group Maintenance S M TW T F 5

]
Edit Standing Group 2 3 4 5 E 7 8
Show Standing Group 9 10 11 12 13 14 15

Edit Series
Launch Billing Pro Forma

20

De.lete December 2014 4
Print

S M TWTF S

Resalve 1 2 3 4 5 F
cancel 78 910111213

Pre-Pay 14 15 16 17 18 19 20
5 122 23 24 25 26 27
829 3 3

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

x|

Sort Mame | Caze Mumber | Check In | Fro Farma |A|
FakE, TEST O H|
TEST. FAKE O O

Select Al Deselect All I Check In I Cloze |
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BILLING PRO FORMA GROUP

¢ Right click on a group service event and click “Launch Billing Pro Forma”

|+ & EENEEEDMGE| TG A A ED D D I & I

Entity Type:IS - Staff

| Entity: [ELINICAL STAFF

Sun 11/16/2014

Mon 1141772014

4

=

Locations: IA\I

Tue 1171872014 e BAGETFIER| Tha 11/20/2014 || 4
Wﬁmﬂ 1

Mew Appointrment

Mew Individual Semice

Mew Individual Serice (Wersion Q)
Mew Group Service

e

G = & EEE | &
A

Dctaber 2014 O

S M TWw T F 5

102 03 4

§ 7 8 91011

3 14 1516 17 18

L0021 22 2324 28
L7 28 29 20 7

Mew Recurring Appointment
Mew Recurring Individual Senvice
Standing Group Maintenance

MNovemnber 2014 L4

M T4WwW T F 5

Edit Standing Group
Show Standing Group
Edit Series

Delete
Print
Resalve
Cancel
Fre-Fay
Checkln

Attendee Billing Pra Forma

1
24 5 6 7 8
12 14 18

19 21 22
25 28 27 28 29

December 2014 L4
M TWw T F §

12 3 4 85§

2 910111213

516 17 18 19 20

02 2324 25 26 27

g a0 71

Check the “Pro Forma” box next to the desired client(s) and click “Pro Forma”

x|

Sort Name

Select all

Deselect All

Case Mumber Frosemegns | =
-

ﬁ

I Pra Forma I Close |
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e The dialog box appears. Once you are done viewing, click “OK”

Wl Billing Pro Faorma Dialo: X |
Client; [TEST. FAKE Admitted Date; |10/21/2014 Start; |06:00 Ak
Sal: Duration |1:00 Stop (07:00 Ak
Unit: ITFIMNING UMIT | 9900 Provided To: IE“Bnl and Family IB
Sublnit: ITHNMNG SUBLNIT IEISD'I Provided At IDther Community/Field Unzpec ID
Server. [CLINICAL, STAFF | Contact Type: |Face to Face F
Supervisor: | | Outside Facilty: | |
Service: [REHAB-GROUP 35 | 35 | | Appairtment Type: |Cancelled by Client | 3
Lab: I I Billing Type: INot Applicable I:x:
Quantity: I Fee: I Days I Intensity Type: INDT APPLICARLE IN
— Insurance — Billing Fro Farma
Fay So... | Benefit ... | | Fram | - Testing Contract Pay Source 8333/8339 -~
= Determining Billing Information for NOM BILLABLE FOR OSHFD, BEM
Service iz not Covered by Benefit Plan 8993
Looking up Client's Inzurance Coverages.
LI Testing Contract Pay Source 8338,/4010
— Determining Billing Information for MON BILLABLE FOR LIHF, LIHF |
- Autharizations Service iz not Covered by Benefit Plan 4010,
suth#t | P Procedure [ From | Thiu [ty [ Used ||| | |Testing Contract Pay Saurce 8395/4105
Determnining Billing Infarmation for MOM BILLABLE FOR LIHF, LIHP C
Service iz not Covered by Benefit Plan 4105
Testing Contract Pay Source 8338,/4109
=l |l | _>l_|

4 Colla.. |

NOTE: If you are viewing the Billing Pro Forma for several clients, you will click “OK” for
each client
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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
e From the drop down menu, click “Scheduler Reports”
e Click “Scheduler Insurance Coverage Report”

File F\ccess|5cheduler Client Assignments  Client Financial Information  Client Reviews  Client Services  ATP System Tools  Client Profile

Tools  Winds  Scheduler Maintenance - Mulki Day
Ql %l E Scheduler Maintenance - Single Daw
—1 —  Scheduler Setup 2
scheduler Reports achedules Report
Prink F\ppnlntment Sheets

Scheduled 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”

Selectionsl |F'_rint Eolumnsl SglthubtotaI;"TitIeI

Clients &l

Locations |Al

Servers (Al

Units |41l

Sublnits [20 | [lescription - Created On | Created By | Last Lzed I AI

Service Codes (&l [P e PR R 0571472003 33 03/23/2014
Event Type (&l @

Start D ates/Time W I_

Thiu Date/Time  [10/07/2014
™ Exclude Phone Nurr

Load Template for Scheduler Insurance oy

¥ Delete |Q£ind x| Cancel
() [

SE Clear Im’;l_ngd Iﬂgave | @paten | &Gprint | x[Eat |
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Selections 1 Tab

¢ Enter the unit number in the “Locations” field

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

ﬁ Scheduler Insurance Coverage Repart (Show ACcess) - | | | x |

delectionz1 |F'1int Columns | Sort/Subtotal/Title |

Clients &l
Locations |[EMTER wOUR UNIT HERE]
Servers (Al
Units j&I
SublInits &l

Service Codes |4l

LEEIEEIELE

Event Type [&

Start Datez/Time [10/01/20014 =
Thru Date/Time (1043142014 j

Esclude Phone Mumberz for Clientz not 'Okay to Call at Home!'

Wclear |Eload |Eoae | @Bateh |§Erint x[Eit |

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

Ql %&l El © Scheduler Maintenance - Multi Day

CLIENT MAIN Scheduler Maintenance - Single Day

El Client Abstr

edules Report

2y Client ighiments Main Frint Appointment Sheets
Scheduler Insurance Coverage Report
Scheduled Services Report

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

T3 Schedules Report (Show Access) = lof x|

Selections1 Selectionsgl Print Eolumnsl Sgrt.-’SubtotaI.-’TitIeI

Lacations &I
Servers Al
Clients jall
Other Resources (&
Units A1 Laad Template for Schedules Repart
Sublnits &1 Jotioe T .
Event Tvpe T ndridual Staff Scheduls 1040342011 4855 09/29/2014
o SubUnit Schedule by Lead Staff 10/03/2011 4855 09/29/2014
Time Types &l

Cancellation Reagon |4l

Ewents which are: @Al

( 1 ) X Delete

S Clear |ﬁ:|_ogd Ingave | cgateh |&Gerint | x|Eit
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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 (S sl N

Selections] | SelectionsZ | Frint Columns | Sort/Subtatal/Tite |

Locations [ENTER YOUR UNIT HERE|
Servers |ELINICAL, STAFF
Cligntz (&l

Other Resources |2
Units |21

Sublnits [A1

Event Type [&1

Time Types A

]| 3| 0 [ o[ s o} Yo} Yo

Cancellation Reason

Events which are: = Al " Resolved " UnResolved  { Canceled

Wclear |@load |EHooe | @panh | Seint | x(Bat |

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

:'_3 Schedules Report (S ;Iilil

Selections]  Selections2 I Print Eolumnsl SgrtJSuhtotaIx’Titlel

Start Dates/Time: [10/01/2014 7] |
Thu Date/Time:  [10431/2014 7]

[¥ Print Cliert's Home Phone Mumber
¥ Exclude Phone Numbers for Clients not 'Okay to Call at Home'

¥olear |Bload |Hoe- |@Bath [SEm |xisa |

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 Assighiments  Client Financial Information Client Reviews  Client Services

QN =l

CLIENT Min
El Client Abstr

Scheduler Maintenance - Multi Day
Scheduler Maintenance - Sindle Day
Scheduler Setup

; eport

Print Appointment Sheets
Scheduler Insurance Coverage Report
Scheduled Services Report

l."rj Client Assionments Main

El Client 3rd Part,

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

W3 Schedules Report (Show Access) - | =] | X |

Selections] | Selections2 I Fiint Columns | Sort/Subtotal/Title

Locations Al
Servers A
Clients ol
Other Resources (&
Urits [0 Load Template for Schedules Report » |
Sublnits &l Description Created On | Created By | Last Used |:|
Event Tupe .-’-‘«II— | ridividual Stalf 5 chedule '1-&!9'332’2&11 4855 19/29/2014
PREFT  FbUnit Schedule by Lead Staff 1070342011 4555 (19/29/2014
Time Types [&l

Cancellation Reason &l

Ewentz which are: « al

(1) XgeletelQEind x| Cancel
SE Clear |m’:|_ngd Ingave | @pateh | Serint | xiEat |
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Selections 1 Tab
e Enter the unit number in the “Locations” field

= lol x|

Selections1 | Selectionsgl Frint Columnsl SgltHSubtotala’Titlel

ILocations EMTER YOUR UMIT HERE| I

Servers A
Clients |4l

Other Rezources (Al
Unite |4l

Sublnits |4

Event Type [l

Time Types |4l

Cancellation Reazon

Events which are: &oal " Resolved " UnResolved ¢ Canceled

SEcear |@load |Hoave |@bath | Serint | xjeit |

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

& Schedules Report (3 — | ] I X I

Selections]  Selections2 | Print Colurns | Sart/Subtatal/Title |

Start Dates/Time: [10/01/2074 EI |
Thru Date/Time: | 1043142014 EI

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

Mcear |BLoad | Kz |ﬂatch|§grint IﬂExn |
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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  Clienk Assignments  Client Financial Information  Client Reviews  Client Services  ATP System Tools  Client Prafile

Tools Winde  Scheduler Maintenance - Mulki Day

Ql %l n acheduler Maintenance - Single Day
L | — b

Scheduler Setup
Scheduler Reports Schedules Report
Print Appointmen
Scheduler Insurance Coverage Repork
acheduled Services Report

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

T3 Print Appnintrrient Shests (Show Atcess)

Selections] | Sart/SubtatalTitle |

Locations {41

Servers (Al
Clientz |4l

Other Resources (Al
Lrits fal
Sublnitz

Load Template for Print Appointment Sheets

1140742011 4855 03/23/2014

Ewvent Type
Time Typez

Ewentz which are:

Start D ates/ Time:
Thiu Date/Time:

X Delete | Q Eind

)

(

S Clear |g’:|_ngd |ngave | @3patch | &print | x|Ext

123 Revised 04.2017



Selection 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”

'_3 Frint Appointment Sheets - | | | x |

Selections] | Sert/Gubtotal/Tie

| Locations [ENTER YOUR UNIT HERE] ]

Servers |4l
Clientz |4l

Other Resources Al
Uitz &l

Subllpits Al

Event Type &l

Time Types [&ll

LAl EEIENEIELE

o Al " Resalved " UnResolved

Ewents which are:

Start Dates/Time: |1EIA'EI'|,"2D14 ni I
Thu Date/Time:  [10/01/2014 =] ||

Mclear |@Load |Hsae | @Bateh I%Erint IﬂExﬂ |
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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”

File Access | Scheduler  Client Assignments  Client Financial Information Client Reviews  Client Services  ATP Swskem Tools  Client Profile

Tools Windo  Scheduler Maintenance - Mulki Day
Ql %l E Scheduler Maintenance - Single Day
—1 —  Scheduler Setup 2
Scheduler Reparts Schedules Repart
Print Appointment Sheets
Scheduler Insurance Coverage Report

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

T3 Scheduled Services Repart (Show Atcass) e

Selections] | Selections2 I Selections3 I Selectionsd | Print Columnz | Sort/Subtatal/Title I

Locations JAl

Servers Al

Biling Supervizors JAll

Credentials (Al
Credential Groups j&l

Primary Servers |l
Clients Al

Uitz (Al
Subllnits [All

Frogram Categon Headings |51
Program Categonies |4l

Unit Types &l

-

Administrative Groups (4l

x| Cancel

X Delete | G Eing
#cear [load |Wlooe | @Bach |&ernt | xjext |
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Selection 1 Tab
e Enter the unit number in the “Locations” field

Selections] | Seleclionsgl Selectinns§| Seleclionsﬂl Frint Eolumnsl Sgrh’SubtotaIa’Titlel

=10l x|

Locations [EMTER vOUR UNIT HERE] I

Servers |Al

Billing Supervizars |All
Credentials |4l
Credential Groups &

Primary Servers |41
Clients [All

Units |4
SubUnits [All

Pragram Category Headings |4

Program Categories |4l
Urit Types |2

i =i = i {3 = = i | =i = =

Administrative Groups A

clear |Bload |Hoe | @bath | &bt | x|Ext

Selection 3 Tab
e Enter desired date range in the “Date/Time” fields
e Click “Print”

Selections] | Selections2  Selections3 | Selectionsd | Print Columns Sgrtx’SubtotaIa’TitIel

heduled T — | || | X |

Data Entered By |41 ﬂ

Cancellation Reazon BI
Services which are = Al " Resolved " UnResolved Canceled |
Check In Status Lo " Checked In  Not Checked |
Services where Transportation is @« 2l " Required " Nat Required |

Service DatesTime |1D£D‘|£2D‘I4 BI ||

Thru Date/Time  |10/431/2014 E'
Entered D atesTime il |

Thru Entered Date/Time | /7 iz I

[~ Exclude Phone Numbers for Clients not 'Okay to Call at Home'

Ncar |@load |Hoae | @Baten I@Erint IlIExlt
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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.

e 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.

¢ 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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