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Clniclans Gatewa

i | CLINICIANG® GATEWAY

What is Clinician® Gateway?

x Clinician& Gateway is an integrated fOn-line Progress Notes Systema

x The primary objective of Clinician& Gateway is to allow HIPAA-compliant electronic entry of
clinical notes.

x Clinician® Gateway is designed to reduce audit exceptions due to missing data or missing
notes, and assist management and staff in capturing all staff activity.

x Clinician® Gateway is a stand-alone front-end add-on to INSYST and is the first of a series of
add-on packages that can be used instead of the standard built in data entry screens for INSYST.

x Web Based application utilizing Electronic Signatures.

x Allows Clinic Managers and QA/QI staff to review the work of treatment staff; a daily log report is
available on demand to assist staff in capturing all staff activity.

x Clinician® Gateway integrates progress notes with the INSYST billing module and can be used
for approximately 100% of the data entry into INSYST.

x HIPAA-compliant fPassword Securityd to keep your password unique and confidential. This is
accomplished by allowing each User access to change their own Passwords whenever necessary.

New Modules

Treatment Plans - Coming Soon!

MHSA (Data Forms and Submission): installed 2008
MAA Claiming - Individual Staff Log Form: installed 2007

v1.0

o . - ~
Have Questions? Need Help? Contact your Administrative 2/13/2009

Support Person.

!

(EERRRRRRRRRRNRERRRNND






CInicians Gateway

CLINICIANG® GATEWAY

Features

x Automated creation of direct services for individual, group and case review

x Retrieval of notes for printing or review of work as well as for the sharing of information between
colleagues. May also be used by medical records personnel who assist in the administrative work
of treatment team members and by clinic managers to review the work of treatment staff

x Fully integrated with current system (INSYST)

x Built in timesheets to track service provider activity

x Creation of client groups and group service notes with individual addendums
x Multiple co-staff notes for case review

x Medical spelling checker

x Allows you to input correct Progress Note information into the computer and have it automatically
bill the State.

x Client information is available on any authorized computer with a few clicks no matter where the
client is located.

x Ability to track the number of completed Notes and view any Progress Notes for individual clients,
or view by any given date range.

x Ability to place uncompleted Progress Notes in Pending Mode to be completed at another time.
x Addendums can be made to Finalized notes

x View interval (time lapse) between date of service and date recorded.

x View total hours accumulated per clinic, per staff, by month or day.

x No lost Notes.

x No more having to track down charts in order to review previous notes.

x All Progress Notes will be readable.

x Reduced errors in billing.

x Be in compliance with audits (a note for each billing).

x MORE REVENUE.

v1.0

. = - .
Have Questions? Need Help? Contact your Administrative ————

Support Person.
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Login T Security

Find the link to this page &ttp://covenet ¢l i ck on Cl i nicianés
column.
3 Clinician's Gateway version 3.0 {Login) - Microsoft Internet Explorer |
File Edit Yiew Favorites Tools Help | ,','
<o Back + = - ° @ | @Search Favorites ®| %v e
Agdressl http:ffcg j @G |Links »
E
saftoe [
Password: I—
Log In |
=
€] pore DT T ediane

A Log on pagei This invokes your digital signature.
A Keep your password seure T Important: To be kept as secure as a bank card pin number.

A Passwords must be at leassevencharacters i one uppercase and one lowercase alpha
character, and one numeric character.

A If you have three failed attempts at entering your password, yauaccount will be locked,
and you will need to contact the helpdesk at (510) 5&7181 (tie line 38181) for assistance.

11


http://covenet/
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CLIENT INFORMATION
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Client Face Sheet

Clinicians Gateway

Natalie Courson

Entar New Service;

Type of Service
Yelect— ¥ Tosstart a new service note, seect the type of service

Pending Services
S #%  Procedure Y7 Group Sve# Y Client#%

Home

Client Name 7 Provider 7

1
Clients ¥

L

M Help | Log 00t |

Date 7 Sty  TypeV

[=r]
o
el
=

284101 381 Medication Support 12 TESTCNDYTWO Iiest County Mental Heakh Sv a0 Indiv. Update..
284108 351 Nedication Support TEST CINDYTWO lest County Mental Health Sv HBi2007 Indiv. Update...
24110 381 Medication Support TEST CINDYTWO Jeat County Mental Health Sv 07 Indiv. Update..
288470 31 Medication Support 75087772 TEST CNDYTWO 9 Jeat County Mental Health Sv 612572007 Indiv. Update.
455 80833 GROUP PSYCHOTRERARY 108 75130257 TESTY CHDY (412111 EDEN ADULT HEDICATION ONLY 5 THa007 Group Update...
455 80853 GROUP PSYCHOTHERARY 117 75130257 TESTY CINDY (/11241 EDEN ADULT HEDICATION ONLY 3 THA007 Group Update..
A 17 TogettotheclienFace Sheet s el ect Aclientso from
A 271 TypetheclienSl ast name fir st then first

not use a comma)

A 3- Click on Search

15



Cinicians Galeway Clens v
Search Results

Natalie Courson Home Helpl Log Out

Search for: test dave vl |
Search Again
|testdave H Search ]
+ Clients, All
Client#%7 Client Hame 7 Status 7 Gender 7 Age 57 Services 57 Indv. Service
75122885 _ES' DAVE Active W 59 1 Start

v Clients, Serviceable

Client#~7 Client Hame 7 Status 7 Gender 57 Age <7 Services 7 Indv, Service
75122885 TEST DAVE Active W 59 0 Start

» Client Plans

FERSOMAL INFO | SECURITY (PASSWORD) | GUIDESHELP

A 1- Thesearch results screen will show the list of clients.

A 2-Clckon the <cl i entFéceShadbrtmtcliedt get t he

16



s Gateway version 3.2 (Client Informa dows Internet Explorer

5@.’ - \g, http: ffcg{CE-Training/FaceShest  aspx?CLIENT_MUMBER=75122885 V‘ +| X ‘Goog\e ‘ Bl

File: 1 | Wigw Favorites  Tools  Help

Go\.se 3~ v| Search <+ @ © E?' 5] - % Bookmarks - |gFind o “q?Chack @ ﬁnutaﬁ\l © Q\, - 'Z_:'S\gn In~

7} & [@Chmcian‘s Gateway version 3.2 (Client Information Fa... l l @ B @ b @PEDE o @TDD‘S 9
-~

This site is for training only |
Clinicians Gateway Clients v
Client Information Facesheet
Natalie Coursen Horne | Help | Log Out
Switch to Account View
CONSUMER INFORMATION

Allazes

Hame TEST DAVE N Humber 75122885 (lzsued on 4/21/2005) Date of Birth 1111950 (Age 59)

Address 2008 UNKNOWN §5N 000-00-0000 Gender lale

OAKLAND 34808 Account [ TEST DAVE ) Language UnknowniNot Reported

Phone Marital Unknown Education Grade 12

Staff Staff General Disability None Ethnicity Unknown

RP Dwes 20.00 Problem None Ethnic Origin

Medicaid Coverage

Covered Number Eligible Date Special Reason

Insurance

# Company Policy # Effective Expires

SIGNIFICANT OTHER
Name Relation Address Effective Expires Phone
CLINICAL HISTORY

Status <7 Provider 7 Opened~7 Closed~F Prim.Diag.7  Clinician 7 Physician 57 Units 57  Last Service "7 Legal Status 7 Congent 7

Qpen 59931 West County Mental Heatth Svs J2BiZ007 28570 5624 SMITH AMBREE 0 5taff General 0 Voluntary Temporary Conservatorship

Open 01275 LA CHEM DAY QAK PARK INT 1012004 2 4 1221 DEFAULT CONVERSION 0 Staff General 1 115/2007 Not Guitty Unknown

TOTAL EPISODE COUNT: 2

MICROFILI INFORMATION:

TESTDAVE N (75122885)
ELECTRONIC PROTECTED HEALTH INFORMATION
FERSOMNAL INFO | SECURITY (PASSWORD) | GUIDESHELR =
v

A To print theFace Sheetlick on file (1),

17



[ & print This site is for training only |

£ Clinician's Gateway version 3.2 (Client Information Facesheet) - Windows Internet Explorer.

@‘\_/ﬁ - |@, hitp:feg/CG-TrainingfFaceSheet  aspx?CLIENT_NUMBER=75122885 V‘ )| X | | Felid
G- Edit View Favorites Tools  Help
Mew Tab ChrtT | Search O 50 + H}' B] - €7 Bookmarks - @F\nd @ ?Check ¥ mnutoFiH © % v L_:_'S\gn In~
New Window el — = - g
Open... Chrl+0 Client Information Fa... | } @ " o QPBQE A {ﬂ' Taoks -
Edit with Microsaft Office Word

Save fs... This site is for fraining only |

Close Tab Clrl4+4 Clients v
Page Setup... B .
Click on Print

Client Information Facesheet

Print Preview. ..

Send 3

Import and Expart. ., Home | Help [ Log Out |

Properties

Wark Offline

Exit

CONSUMER INFORMATION

Aliazes

Name TESTDAVE N HNumber 75122885 (ls=usd on 4/21/2008) Date of Birth TS50 (Age 58)
Address 2008 UNKNQOWN SsH 000-00-0000 Gender Male

QAKLAND 84505 Account 855458 { TEST DAVE ) Language UnknowniNot Reported

Phone Marital Unknown Education Grade 12

Staff Staff General Disability Nons Ethnicity Unknewn

RP Owes S0.00 Problem Nons Ethnic Origin

IMedicaid Coverage

~Louered Humber Eligible Date. Spgcial Reason

9 Click on print.

— Clients ¥
Sl s [
Select Printer //L " { Lliant lnf lian Eargshaat

EAddPrinter .
L ISHEE0DN on covepn Click on the name of the
printer you want to use e | Ho| Logou |

<

Status:  Ready Bferences

[P
Location: - Across from Jennifer's Office

Comment:

Page Range
. d 85  (lzsued on 421/2005) Date of Birth 111850 (Age 59)

! =
@4 HLmherchcoies 0000 Gender lak

Selection Cunent Page
5 (TESTDAVE ) Language UnknowniNet Reported
O Pages: Calitz @ 3 i Education Grade 12
2 K

Enter either a single page number or a single
page range. For example, 512

CONSUMER INFORMATION

Ethnicity Unknown
Ethnic Origin

Click on Print

Special Reason

Insurance

#

Company

Effective Expires

1 Then select the printer you wanttoseimcet f or m t o amd cl

18



Alternately, you can use the printer icon and Baee Sheewill print at your default

printeré

File Edit “iew Favorites Took Help

2 Clinician's Galeway version 3.2 [Client Information Facesheet] - Microsoft Internet Explorer

| 2

@ Back - O - d @ \._:] | ;J Search *Favolites -&3‘ [:':' »1_;-

Click on the icon to print
at the default printer.

Address I http://cg/CG/FaceShest aspr 7CLIENT_NUMBER=75114207

] EJEo | Links »

Robert Forsythe

Clie

Switch to Sccount View

=
Clients v
I—
Home | Help LUQOUI'

nt Information Facesheet

CONSUMER INFORMATION

19




20



Client Services Search

Clinicians Gateway
l et tind]
Home Search And Tag | Search |
Natalie Courson Home | Help | Log Out

Enter New Service:
Type of Service
I Seleet - vl To gtart & new service note, select the type of service

Pending Services
Srv.#57 Procedure 57 Group Svc #57  Client#7 Client Hame 57 Provider 57 Dates?  Type 7 Sort 57 Reviewer 57
284109 361 Medication Supnort TEORTFTZ  TESTCMDYTWD 93991 -West County Mental Heath Svs IB2007 Clinician's Progress Note Upitate...
28410 361 Medication Supart TAOBTTTZ TESTUMDYTWMD 99991 -est County Mentsl Heath Svs SB2007 Cinician's Progress Mote Updte...
288470 361 Medication Support TEOBT7TZ  TESTCMDYTAD 99991 -Wiest Courty Mentsl Heath Svs B252007  Clinician's Progress hote Update...
283361 456 90853 GROUP PSYCHOTHERARY 108 75130257 TESTY (DY (1244 - EDEN ADULT MEDICATION OWLY 545 THEROOT  Clinician's Progress Mote Updte...

M 11To create a | i st of Services listor a

1T 2-Type the clientds |l ast name first,
do not use a comma)

M 37 Click on Search.

Services Search

Al = gervice |Anywhere 'I Rendered for Search
Search Services by Date Clidk day to see senvices perormed on that day

2 4 May 2004 Jure 2009 July 2009
Su Mo TuWe Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa

11 123 4 4§ § 113 4
Jo4 4 8 7T 8
011213 1415
7w n
LI I I T

a

AT T/ T A R T T A 1
LI | P - v [ VR N C R I LV
HunMBE®T 002NN
o IR I T

R —
[=J = =1

1 17 Alternately, you can use the Services SearchZ2pSgarch Services by Date,
at the bottom of the Home Page

21



Clinicians Gatevay ICIients v

Search And Tag | Searchl

Home _I-ﬂl Log OutI

Search Results

Search for: test dave | viewal || closeal |

Search Again

|te st dave ﬂl

ISerwces 'l

= Senvices, Finalized .

Srw #5F Client #57 Client Hame 7 Reporting Unit “7 Procedure 57 Date ~7 Type 7 Hote
a2 T 22885 TEST DAVE 93991 West Courty Mental Heatth Svs Medication Support 31232009 Inlive. ey
¥ Services, Pending .

Sru. 257 Client #~7 Client Hame 57 Reporting Unit 57 Procedure ~7 Date 57 Type 7 Hote
v Services, Draft .

Sru. 257 Client #~7 Client Hame ~7 Reporting Unit ~7 Procedure 57 Date 57 Type 7 Hote
a2 test dave 010871 CAKLAND ADULT SERVICE TESM 1 (15 PRE-EPISCDE NOTE 512662009 Inclv. i
5300 75122605 TEST DAVE 9933CG CLINCIAN GATEWAY TEST MHS AD Crisis Stahilization 302742009 Inclv. Wien

Search results lisflj Finalized, ) Pending, and3) Draft services separately.

4iYou al so have the option of searching

22



Search and Tag

Search and Tag is used to collect, display and sasets of service notes so they may

be

viewed in sequence, S u cNwotesacan ba filterdd bye n t

one or more parameters(Client, Service Dat Note Status, Text, Clinician, Procedure, Record
Type, Reporting Unit, Location)

DEFINE YOUR SEARCH CRITERIA

1.
2.
3.

6.
7. Click the Search button to assemble your results.

From your home screen, click on the fAnSear
The Services radio button should be checked.

Select the first search parameter by .l ic
Clickon t he parameter that .wyou wish search,

Click on ALookupo and enter the specific ¢
i.e. if client enter:last namefirst namenoc o mma , click 0 Saedwath f
for the list of possible clients to appear.

Check thenox for the appropriate client and click OK.

Choose your next parameter, I f desired, t
Search | temo .driopk donmwnt me nmar amet er that vy

Date0 i.e.. choosewhether ya would want to see services on, betwesdter, or before a
certain date and click on the calendars icons to define the dates.
Continue until you have narrowed your search as many ways as desired.

REVIEW, PRINT OR SAVE YOUR RESULTS

1. To sort your items by a certain topic, click the top of that column (e.g. Date of Service)

ouahrwWN

Check the items that you wish to view or save.

Click on one of the Review/Print buttons (all checked items or all results).
Choospeen®Ot o view them or fAiSaveo as desire
To read them, use the big blue arrows at the top of the page to move through the documents.
Click the Printer Icon or File/Print.

TO SAVE A COLLECTION

. To retain your collection in Search and Tag for later readilck the blueme s s age fc

here to add a new collection naine

Enter the name of the collection and click OK

Click the ASave Taggedo button and arbd it
can do this mul tmopdtreml togeteess. or fitago and

TO RETRIEVE A PREVIOUSLY SAVED COLLECTION

1. Click on thewordsiisele¢ an exi sting collection nameo
2. The Drop Down menu indicator appedt$ick on the down arrow.
3. Click on thecollection that you would like to view.

23
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INDIVIDUAL NOTES USING CLIENT
NAME OR NUMBER
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Individual Notes Using Client Name or Number

Natalie Courson

Enter New Service:

Type of Service

Celect I. To start & new service note, select the type of service

Pending Services

S #SF  Procedure 57 Group Sve # 57
258470 361 Medication Support

269361 456 80853 GROUP PSY CHOTHERAPY 106

289363 456 80353 GROUP PSYCHOTHERARY 107

289364 456 80853 GROUP PSYCHOTHERARY 107

293490 456 90853 GROUP PSYCHOTHERAPY 160

293491 456 90853 GROUP PSYCHOTHERAPY 160

285244 444 80804 Incliv Pey 20-30 min
293095 444 90804 Incliv Pey 20-30 min
323801 274 Peych Sery Medicare Component
343503 571 Brokerage Services

Advanced Search
For Type

Client # 7

TEORTTT2
75130257
78130257
75135366
75130257
75133366
7a130257
75130257
75135366
Ta0TIT2

Client Hame 7
TEST CIMDY T
TESTY CINDY
TESTY CIDY
TESTCASE DAVE
TESTY CINDY
TESTCASE DAVE
TESTY CIDY
TESTY CIMDY
TESTCASE DAVE
TEST CINCY WO

Provider 57

99331 Wiast County Mertal Health Sy
011201 EDEM ADULT MEDICATION ORLY 5
011201 EDEM ADULT MEDICATION ORLY &
011201 EDEM ADULT MEDICATION ORLY &
011201 EDEM ADULT MEDICATION ONLY S
011207 EDEM ADULT MEDICATION ONLY =
011201 EDEM ADULT MEDICATION ORLY &
011201 EDEM ADULT MEDICATION ONLY &
99996 Hahiltative Day Treatment

011201 EDEM ADULT MEDICATION ORLY &

<< First < Prev -1- -2- Mext » Last »»

Shatuz

Provider

clients 7] [Any

Services Search

Search Services by Date Click day to see services performed an that day

=] [any

[

[ Everywhere

Date &7
Br25/2007
THE2007
7HER007
7HER007
10/4/2007
10/472007
1072972007
12H0/2007
92472008
101472008

Date
=] [Anvtime =] " Search |

All T ServiceIAﬂ\‘WthE 'I Rendered for Search

dpril 2008

March 2003

Tu

iz Th

Su Mo Tu Wi

12 13 14 15
19 oI
% 37 18 30

Th
2
9
16
3
30

May 2009
Fr 8 Su Mo Tu We Th Fr %3

w13 4 3 8 7

17 18 |0 11 12 13 14 1§ 16

M 5017 18 19 0 H o1
14 15 6 37 18 28 0
3

Clignts 'I

Hame ﬂl Log Out

Sort~7  Type 57
Inedive
Group
Group
Group
Group
Group
Inefiv.
Ingiive.
Incliy.
Ineliv.

Search

Upate
Upchate
Upiate
Upate
Uphate
Update
Upate
Uprkate
Update
Upiste

A 171 This is your home page.

A2iClick on

t

h e

27
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Clinicians Gateway Clients b
Home Search |

Matalie Courson Home | Help | Log Out

Enter New Service: .
Type of Service Primary Clinician Clirt Mote Template

IInd\wdua\ - TEST MATALIE 'I |test cindy |Clinician‘s Progress Mote j Start Indiv Service

Edlit Primary Clinician List

Pending Services

Sr.#57  Procedure 57 Group Svc 257 Client # 57 Client Hame 57 Provider 57 Date 57 Sort 57 Type 7

266470 361 Medication Suppart TI0ETTTE TEST CIMDY TWhic 93991 YWwest County Mental Heafth Sv 2372007 Il Update...
288361 456 90353 GROUP PSYCHOTHERARY 108 79130257 TESTY CIMDY 011201 EDEN ADULT MEDICATION ONLY 5 Ti 82007 Group Undate...
269363 436 80853 GROUP PSYCHOTHERAPY 107 79130257 TESTY CINGY 011201 EDEN ADULT MEDICATION QHLY 5 THB/2007 Group Update...
288364 456 90353 GROUP PSYCHOTHERARY 107 79135386 TESTCASE DAYE 011201 EDEN ADULT MEDICATION ONLY 5 Ti 82007 Group Undate...
2834490 436 80853 GROUP PSYCHOTHERAPY 160 79130257 TESTY CINGY 011201 EDEN ADULT MEDICATION QHLY 5 10i4/2007 Group Update...
283491 456 90353 GROUP PSYCHOTHERARY 160 79135386 TESTCASE DAYE 011201 EDEN ADULT MEDICATION ONLY 5 100472007 Group Undate...
285244 444 80804 Inciv P=y 20-30 min 79130257 TESTY CINGY 011201 EDEN ADULT MEDICATION QHLY 5 1062972007 Il Update...
208095 444 90304 Incliv Psy 20-30 min 79130257 TESTY CIMDY 011201 EDEN ADULT MEDICATION ONLY 5 124102007 Incl Undate...
323301 274 Pzych Serv Medicare Component 75133366 TESTCASE DAYE 93996 Habilitative Cay Treatment 9i24/2008 Incliv Update...
343508 571 Brokerage Services 15087772 TEST CIMDYTHC! 011201 EDEN ADULT MEDICATION ONLY 5 1041442005 Incl Undate...

<< First < Prev -1- -2 Mext » Last =»
Advanced Search
For Type Status Provider Diate

Clients =] [any =l ey =] [Evenswhere | |anyime x| | Search

Services Search

IPC\‘I h SerwcelAn\"W'herej Fendered for Search

3 March 2009 Bpril 2009 May 2009

Su Mo Tu We Th Fr %3 50 Mo Tu We Th Fr %3 Su Mo Tu We Th Fr Sa
11 1 4 112

i 4 65 6 7 6 6 7 &8 0 011 2 4 5 6 7 8 0

L N | A RO VA O € 2 O C R TR S A 1- B U O S KA R I L]

16 16 17 18 19 20 M 18 m M & 1 o4 5 7 1@ 10w 1 1 1

2013 M M OIF OIT OB OIT O oMW 4 0I5 I oI OB oI903

Search Services by Date Clisk dayto see semvices performed on that day

A 1 - Verify the Primary Clinician name is correct.

A 2 - Enterthe client name (Last name then First name with no commas, ex. Mouse
Mickey) or the client number.

A 3- Selet the template name from the drop list.

A 4-Clickon AStart .lbndi v Service

28
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Client, Provider and Tille

g - Home | Help i Log Out .
Servicable Clients Matching, "test cindy"

Search For Ditferent Client

ftest cinay ﬂl

Clients Matched 3 4 5
Client &7 Client Hame 57 Status <7 Gender 57 #ge~7 Services 57 Select Provider Select Title

TERTTT TESTCNDYTAD  Active F 9 0 90993 Take Care Case Management = [Cinician's Progress hote = Gelect

1 record found.

el RRUESCHD bob R IR i s s i il

A 1 - Verify the client name

A2iVerify the status for that <cli
episode.

A 3- Verify the appropriate provider nanindicated
A 4 - Selectthe Title of the type of note you will enter.

AS57TClick on nSelecto

29
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—
Service Entry, Individual Search

Matalie Courson Home He\pl LogOutl

Senice #: New  ciient CINDYTWO TEST (75087772} Fiovider 99993 Take Care Case Management Title: Clinician’s Progress Note

Opened: 3/30/2007

Procedures:| Select Procadure j Service Date: (55572008
Service Locatior:| Select Location 'I Utiization revieve ciate: SN Ltilization review has expired!

Med. Compliart: | Wi j Side Effects: I i j
Primary Clinician: TEST NATALIE Primary Clinician Time:

Addd addtionsl clinicans

Instructions
Respond to problemsigoslsiobjectives of trestment plan and signs and symptoms related to disgnosis. Include trestmert intervertions and address changes in the client's functioning. If there is itfle progress, include an explanstion of the mited progress.
Episode Diagnosis Information

Aris | Axisll Axisll Axisly  AxisV
Face To Face Time Hours:Minutes: I-’rgg ) IVM na |799 a9 I‘J IOOO
Presenting Problem(s] Pm,,:I[Se\ect Mote) d

Use the "Previous
Entries"” drop list to
view the last 5 notes
enterd for this client

Evaluation s Enifes: | (Select Note) -

-

Interverion Frs Enies: | (Slect Note) -1

A Complete all of the progress note fields.

AUtilize the fiprevious entrieso drop
five notes.

A CI i c Isaveoas peliding 0

30



A Clinician’s Gateway version 2, 3a (Home) - Microseft Internet Explorer r: fi- |

Fle ER  Yew Favorkes Jooks Heb

Q- © W @AM P oromes @ -5 W - JE B

Address | ) etp:ficovenatjCGIDe sk aspoINDY._SERVICE_SA! NUMEER=283116 v Go
| Clents v
Home
Dr. Deltie Home | Helo | Log Ot
1 Service record 283116 was succesiuly saved
Enter New Service:
Type of Service
Select - ¥ To start & new service note, select the type of service

Pending Services

Sav. 27 Procedune 7 Group Swe 857 Chert 257 Clierit Hamve 7 Prowider 7 Date 7 Type 7
283114 351 Medicetion Support 0766 Sharky Jawrs 010501 OAMLAND AD MEDICATION CALY SVS 10122008 v Update
283118 445 0806 NDV PSYIOH 4550 M 6435567 Mickey Mouse 010873 OANLAND ADULT SERVICE TEAM 3 102872006  nav Update
2 1ecords 1ound
Advanced Search
For Type Status Locaton Date
Clents v |Any v Ay v | Everywhere v [Ampme v [Search
Services Search
Al ¥ Service AWhere ¥ Rendered for
Search Services by Date Ciick cay ts see sarvions paroimad on that day
< August 2008 Saptembac 2006 - October 2008
oMo TuWeTh FroSa fu Mo TuWeT™h frofa Su Mo TuWe ™ Frofs
1 2 3 4 1 i3
e 7 & 9 B I 213 4 & 67 5 9| 2 3 ¢ s 7
1 W M 18 1NN 11 MY YN
NN D NBN TN NN AD BN »n
7NN MM D NDNN DD NS

PERSOMAL INFO | SECURITY (PASSWORD) | GUOESHELP

&4 Locel intracet

A 17 The system message at the top of the window notifies you of a successful
entry.If you do not see this message, your entry has not been saved.
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Notes: Draft versus Pending, Archive, and Finalize?

Drafts: Save & Draft when you havencomplete information Perhaps you need to
leave the note before finishing Rerhaps you are writing a note for a client before they
are registered or may never be registered-@preode Note)Drafts can be found on your
Home pag Pending list or the View Staff page Dratft list.

Pending: Save as Pendingvhen the note has beeompleted including client ID #
This note is ready to be finalizecBe sure to check the MnANot
saving.

Archive: Save to the Achive when you want tetore a Draftyou probably will not
need toretrieve. This will unclutter yourHome page Pending lisDnly Drafts may be
stored to the ArchiveThink of the Archive as an attic, a place to store things you
probablywill not need, havever, you are not 100% sure. Drafts may be retrieved from
the Archive via a services search or from the Drafts list on your View Staff page

Finalized: When you are sure all of the information on a Note is correct and complete,
including the client aamunt # and your time, you may finalize. This va#al it with your
electronic signaturand add it to your services that dransferred nightly to InSyst for

claiming.
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Draft Notes

1. Draft Notes are extremely flexible, can be saved beforettadl information is input, retrieved
later and amended in multiple ways.

2. Choose Individual Serviceas you normally would on the Home page

3. Ent er t mame orlnumbar (Nadme format is Last Name First Name with a space, not a
comma) or leave it blankif the client does nothave or has never had an open episode in
your RU.

4. Choose your templateand

5. Click thebegin servicebutton.

6. On the Service Entry Screen, if ydid notalreadyenter the client name fill in the Last Name
and First Name fieldsYou can alsodelete a clientusing the[X] button, or search for a new
client using theEllipsis [+++] button. You will only be able to enter clients who have had
episodes in your RU.

7. ThePr ocedure Code, Locati on andin&denbmrsaveitasa 0 s
draft

8. Fill in as much or as little of the form as is appropriate.

9. Incomplete forms may be saved asabDraftt ust cl i ck fASave as Draf

corner of the note.

When you know more information:

=

Find the draft note in multiple ways.

2. Itwillbelistedintheaut hor 6 s Ho meSepieegldst Pendi ng
Alternatively, using theSearch Boxin the upper right hand corner, chodervices, enter the
name or client #and click the Search button

You may also use th®ervices Seari in the middle of your Home page.

3. Changes to the note can be made in the fields: of
Theclient s name and accoun p++fto seach forb(enterdastahante érst :
name, click Searcland waij and choose another client from the searshlts list.
Procedure
Location
Clinician (after building your customized Primary Clinician List)
Provider (RU = Reporting Unit)
CliniTmeanos
Faceto-FaceTime
Additions to theext of the Progress Note

4. When the Note is complete:

When the note is complt e, ¢ INeteGomplet®e biiox at t he bott om.
Click theSave as Pendingputton.
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Archiving Draft Notes

Draft notes that will not be needed immediately can be sent to the Archive to remove
them from your pending list. They can be recallechgisa Services Search by client
name.

Archiving the Note:

1. Write up your Draft Note as completely as possible.
2.
3. Find the Draft Note in your Pending List on your Home Page or in the Draft List

Cl i ck takDer aifStaovebutton.

on your View Staff Page

4. Cl iokdd@&@t eo or the specific Service #
5.
6. The service is no longer listed in your pending services list.

Click the AArchived button in the | ow

Recalling the Archived Note:

1.

LD

You can find the note in three ways:

a. Do a Services Search from your Home Page (found in the middle of the
page) using the client name (last name first name with no camma)

b. Do a services search using the Search Box in the upper right hand corner by
choosing nAServiceso, asx name first mgne hoh e
comma) and clicking ASearcho

c. Look for the service in the Draft List on your View Staff page.

A search results list will appedfind the service in the list.

Click on AViewo or the service # of t
Click ttdhebuitttdon i n the bottom right h
Make changes as needédse the[+++] button to search for a new client if they
now have a client account @se the[X] button to delete a client first if you ke

to replace one client accouhwith another).

Click the ASave as Drafto button to s
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Informational Notesi Procedure Code 197No time to be
claimed

Informational only Notes can be used to write notes for clients using
procedure code 197 dnclaiming zero minutesYour time is billed as an
indirect serviceThe procedure varies according to whether the client has an
open episode or is registered.

To write a note for a registered client with an open episode in your Reporting Unit:

1. Write a pogress note as usual, usiigocedure Code 197, Informational Note

2. Enter zerani n utime. astual data entry of O minutes required)

3. Write the note, check Note Complete and Save as Pending.

4. This note can be finalized and so will show up as a finalieedce in the Electronic Health
Record for the client.

5. It will show up on the Staff Log with zero minutes.

6. Write an Indirect service for your time.

To write a note for a client who isnot yet registered(Outreachi Treatment Refused by Prospective
Client):

1. Choose Individual Serviceas you normigy would on the Home page but
2. Leave theClient Name/ID field blank.

Clinicians Gateway I Clients j -
L, I—
Home Search And Tag | Search | |}
Camille Peterson Home | Help | Log Qut |
Leave name/lD field empty when
writing a note for an unregistered
Enter New Service: client
Type of Service  Primary Clinician Cliert Mote Template
| PETERSON CAMILLE > |[Enter Client Marme or ID or leave blank | Clinician's Progress Note ~|  Startindiv e
Edit Pritnaty Clinician List ]

3. Choose your template
4. Click theStart Individual Service button.
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5. Onthe Service Entr§creene nt er t he cl i ent 6s Ilndheitrespeetivee an
data field boxes.

6. USE PROCEDURE CODE 197 INFORMATIONAL NOTE and enter 0 MINUTES time
Designate the Provider Reporting Unit from the drop down menu.

Senice #: Mew Title: Clinician’s Progress Note

Numbeer Last Hame First Name
Client:  Unknown IDUCI-( |Daﬂ‘y

Procedures:| 197 GG INFORMATIONAL NOTE _~|[Enter Code 197 Service Datel[12/20/2008  |)

Ltilization review: date:

Service Loca{ion:l Office j Emergency? | Pregnant? [~ [ Enter Reporting Unit hed. Compliantl T, 'I Side Effec

Primary Cliniciar:[ 10804 - Peterson, Carmille ] provider: [9999CG - CLINIGIAN GATEWAY TEST MHS AD ¥| Primary Clinician Time:[0:00

Add Addditional Clinicians Enter 0:00 minutes

Instructions

7. The Procedure Code, Location, Provider,Date,and Cl i ni ci ands edim me
order to save it as a dratft.

8. Fill in as much or as little of the form as appropriate.

9. Save as a Draft Write an Indirect Service for your time

To recall the Draft note: (To add thec | i e wlel available)

10.Find the note in one of three ways:

A UsetheGlobal Searchbox in the upper right hand corne
down menu and entering the client name (last name firsthame comma) . CIl i cKk
button.

A Look i n tHomee Page Pdmdind.iét$or Staff View page Eafts list).

A Use theServices Searctin the middle of the Home Page.

3 Clinician’s Gateway version 3.4 (Home) - Microsoft Internet Explorer = IEIIﬂ
File Edit “iew Favorites Tools Help | :,'
N Iy ; S0
G Back = e - d @ Cul | > ) search . Favarites @)‘. | = W] - ii
Address [ http:jca/Ca/Default, aspx7INDY_SERVICE_SAVED=rusBSERVICE_MUMBER=448514 /:I-B{ | Links >

|»

Clinicians Gatesary IServices 'I
i |duck dar

earch And Tag | Search |

Home

Camille Peterson

Service record 443514 was succesfully saved.

Enter New Service:
Type of Service

I Select - vl To start & new service note, select the type of service
Pending Services

Sre. Group Suc  Client Clhient

B Procedure 57 2 2 Hame 7 Provider 57 Date 57  Twpe 57 Sort 57 Reviewer 57
- 9999 - CLIMICIAN GATENMAY Clinician's Progress ; e
422752 391 Group Rehahbiltation 1187 75130257 TESTY CIMDY TEST MHS A0 10425/2009 Mote Crvait Update...
381 Inclividual TESTCZASE 999905 - CLIMICIAN GATENAY Clinician's Progress .
422807 Rehabiltation 75135386 DAVE TEST MHS AD 10428/2009 Mote Cravait Updlate...
444625 321 Evalustion 7soETTI2 L) I08TY - OAKLAND ADULT 12182009 E:;T;C'a” = Progress Update

CIMO T SERYICE TEAM 1
197 CG INFORMATIONAL N999CG - CLINICIAN GATEWAY Clinician's Progress
4453514 MOTE Duck Dafiy EST hHE A0 12/29/2009 Fote Draft Update...

<< First < Prev -1- -2- -3 PMeuxt = Last ==
Advanced Search
For Type Status Provider Date:

|Clients LI |Any LI |Any LI |Even-where LI |Any’time LI Search |

[#11 =] service [Anywhere =]  rendered for [duck dafif ﬂl

5] ’_ ’_ ’_ l_ l_ [& Local intranet
40
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To update the Draft Note

lL.Update the cl i ent dumbem(atereheyahavd had ancepisotetopened in your
RU.You cannot type i n Usethef**|cBbuitortosedich fotResckent (enten last r
name first name, click Search, wafthoose the new clieritom the search results.

3 Clinician's Gateway version 3.4 (Service Entry, Individual) - Microsoft Internet Explorer ;|g|5|
File Edit Wiew Favorites Tools Help | f,'
OBack - d ™ d \ELI _;\J | /..-\JSearch \‘f'\?:’ Favarites 6-‘\(| = uf’. E - ﬁ
Address I http: ficgfCG)serviceentryIndivSveEdit, aspx?SERVICE_MUMBER=448514 j Go | Links **
Semice #: 448514  Title: Clinician’s Progress Note [
Murnber Last Hame First Hame
Cliert:  Hnknowen IDUCk |Daﬂ‘y J
Procedures:l 197 CG INFORMATIONAL NOTE j Service Date:|1 21292009 u
Ltilization re;l:t\;\:'
LDS:;;LC:I Office j Emergency? [ Pregnant? [ Med.CompIiam:E:::S: N.I’Av Side =
Primary Clinician:l 10904 - Petersan, Camille j Pravider: IQQQQCG - CLIMICIAM GATEWAY TEST MHS AD j Primary Clinician Time:IDD:DD
o Add Additional Clinicians LI
|@ Done ’_’_’_’_’_P’J Local intranet 4
12. Updates to the note caralsobe made in the fields af
Procedure Code (do not change it if you claimed timaroimdirect)
Location
Clinician (if you have built a customized Primary Clinician List)
Provider (RU = Reporting Unit)
Cliniciands Time (do not change i f you cl ai

Faceto-FaceTime
Additions to the text of the Progress Note

If you claimed your time on an Indirect service note do not claim time now, or you will double
claim.

If the note is complete(And the service falls within an open episode)
13. When the not e NotsCompletdp | beotxe., check the n

12C 1| i Bave a8 Pending The note can be finalized if the service is within the episode.dates
Ot herwise it wildl remain as a Draft note i
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Co-staffedIndividual Notes

Clients 'I
Home Search

Natalie Courson Home | Help | Log Out

Enter New Service:
Type of Service

Celect I. To start & new service note, select the type of service

Pending Services

S #Y  Procedure 57 Group Suc # 57 Client #%7 Client Hame 7 Provider ~7 Date &7 Sort7  Type 7

283470 361 Medication Support TE0ETTT2 TEST CIMDYTWO 98891 West County Mertal Heatth Sv B/25/2007 Inclive. Update
268361 456 80853 GROUP PSYCHOTHERARY 106 75130257 TESTY CINDY 011201 EDEM ADULT MEDICATION ONLY S THE2007 Group Updlate
289363 456 90853 GROUP PSYCHOTHERARY 107 7a130257 TESTY CIDY 0112kt EDEN ADULT MEDICATION ORLY & 7HER007 Group Update
265364 456 80853 GROUP PSYCHOTHERARY 107 75135366 TESTCASE DAVE 011 20 EDEN ADULT MEDICATION ORLY 5 THER2007 Group Upctate
203490 456 80853 GROUP PSYCHOTHERAPY 180 75130257 TESTY CINDY 01121 EDEM ADULT MEDICATION OMLY S 10/4/2007 Group Update
20349 456 90853 GROUP PEYCHOTHERAPY 160 75133366 TESTCASE DAVE 0112071 EDEM ADULT MEDICATION ONLY S 10/472007 Groug Update
295244 444 90804 Inciiy Py 20-30 min 7a130257 TESTY CIDY 0112kt EDEN ADULT MEDICATION ORLY & 1072972007 Inefiv. Update
283095 444 80504 Incliv Py 20-30 min 75130257 TESTY CIMDY 011201 EDEN ADULT MEDICATION ONLY S 12H0/2007 Ingiive. Upeate
a238m 274 Peych Sery Medicare Component 75135366 TESTCASE DAVE 95896 Habiltative Day Trestment 92472008 Inciive. Update
343508 571 Brokerage Services Ta0TIT2 TEST CINCY WO 0112kt EDEN ADULT MEDICATION QKLY & 101472008 Ineliv. Update

<< First < Prev -1- -2- Mext » Last »»
Advanced Search
For Type Status Provider

Date
clients 7] [Any =l [any 7] [Everywhere =] [Anvtime =] " Search |

Services Search

All T ServiceIA”\"WthE 'I Rendered for Search

Search Services by Date Click day to see services performed an that day

< March 2003 Boril 2003 May 2009
Su Mo Tu We Th Fr %3 S Mo Tu We Th Fr %3 Su Mo Tu We Th Fr %3
12 3 4 12
1 3 4 5 6 7 § 6 ¥ & 9 w N 3 4 3 8 7 5 48
£ 1 R A b E R A S N F N | S LR - S T 6 B A KA A
1§ 16 17 18 19 0 M 19 I M I o M M7 18 19 0 1 oI
01 M ¥ OMW IO OO MWW 14 15 6 37 18 28 0
W oW 31

A 17 Start all notes fronyour home page.

A 2i Clickonthedroparrowte el ect @Al ndividual o f
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Clinicians Gateway Clients =
Home Search |

Matalie Courson Home | Help | Log Out

Enter New Service: .
Type of Service Primary Clinician Client hote Template

IInd\wdua\ - TEST MNATALIE 'I |test cindy |Clinician‘s Progress Mote j Start Indiv Service

Edit Primary Clinician List

Pending Services

Sre.#5F  Procedure 57 Group Swc #~7 Client # 57 Client Hame ~7 Provider 57 Date 57 Sort 57 Type 7

260470 361 Medication Suppart Ta0aTITE TEST CIMDY TWhiC 93991 YWest County Mental Heatth Sv Gf23/2007 Incli Updlate...
288361 456 90353 GROUP PSYCHOTHERARY 108 79130257 TESTY CIMDY 011201 EDEN ADULT MEDICATION ONLY 5 Ti 82007 Group Undate...
209363 456 80853 GROUP P3YCHOTHERAPY 107 91302587 TESTY CINGY 011201 EDEN ADULT MEDICATION QHLY 5 THB2007 Group Updlate...
288364 456 90353 GROUP PSYCHOTHERARY 107 79135386 TESTCASE DAYE 011201 EDEN ADULT MEDICATION ONLY 5 Ti 82007 Group Undate...
2834490 456 80853 GROUP P3YCHOTHERAPY 160 91302587 TESTY CINGY 011201 EDEN ADULT MEDICATION QHLY 5 10472007 Group Updlate...
283491 456 90353 GROUP PSYCHOTHERARY 160 79135386 TESTCASE DAYE 011201 EDEN ADULT MEDICATION ONLY 5 100472007 Group Undate...
285244 444 80804 Incliv P=y 20-30 min 91302587 TESTY CINGY 011201 EDEN ADULT MEDICATION QHLY 5 1062972007 Incli Updlate...
208095 444 90304 Incliv Psy 20-30 min 79130257 TESTY CIMDY 011201 EDEN ADULT MEDICATION ONLY 5 124102007 Incl Undate...
323301 274 Pzych Serv Medicare Component 75133366 TESTCASE DAYE 93996 Habilitative Cay Treatment 9i24/2008 Incliv Update...
343508 571 Brokerage Services 15087772 TEST CIMDYTHC! 011201 EDEN ADULT MEDICATION ONLY 5 1041442005 Incl Undate...

<< First < Prev -1- -2 Mext » Last =»
Advanced Search
For Type Status Provider

Date
Clients =] [any =l ey =] [Evenswhere | |anyime x| | Search

Services Search

IA” 7| service IAny’where j Rendered for Search
Search Services hy Date clic day to see services performed on that day

3 March 2009 Bpril 2009 May 2009
Su Mo Tu We Th Fr %a S0 Mo Tu We Th Fr Sa3 Su Mo Tu We Th Fr Sa
11 1 4 112
i 0 4 5 6 7 08 6 7 &8 8 0113 4 5 6 7 8 @
L N | O O L T O O T | A VA - AR (A A U S O E R A
16 16 17 12 10 20 M 19 0 3 2 I 24 6 7 1@ 10 @0 11 11 13
2013 oM MO oImol M I omoMmouw P R T i B
00N M

B

2

A 1- Verify the Primary Clinician name is correct.

A 2 - Enter the client name (Last name then First name with no commas, ex. Mouse
Mickey) or the client number.

A 3- Select the template name from thep list.

A4-Click on fASt.adxt I ndiv Service
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—
Client, Provider and Tille

ome |_ﬂ| Log Out

Servicable Clients Matching, "test cindy”
Search For Ditferent Client

|testcindy Search

Clients Matched 3 4 5
Client # <7 Client Hame 57 Status <7 Gender 57 #ge <7 Services 7 Select Provider Select Title

TERTTT TESTCNDYTAD  Active F 49 0 90993 Take Care Case Management = [Cinician's Progress hote = Gelect

1 record found.

e BRI RRUESECID Bob R IS s s i i il

A 1- Verify the client name

A2iVerify the status for that <client

episode.
A 3- Verify the appropriate provider name is indicated
A 4 - Selectthe Title of the type of note you will enter.

AS57TClick on nSelecto
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A Complete the billing information above the blue line.

=0 x]
| &

=8 Clinician's Gateway version 3.4 {Service Entry, Individual) - Microsoft Internet Explorer

File  Edit Help

GBack - -\_;J - |ﬂ \g _h | /-__-j Search \s:"\'( Favarites 6‘3 ‘ <]~ "‘_ﬁ E i _J ﬁ

Address I http: ficgfC GO serviceentry Indiv SvcEdit, aspxCLINICIAM=81412CLIEMNT _MUMBER=75037772&TITLE=1&R=2293CG

Wiew  Favaorites  Tools

| e ks »
=

]

Senice #: New  Title: Clinician’s Progress Note
First Name
| EiDyTvic

[

Number Last Hame

Cliert,  [75067772 _|[TEST

Cpened: 3502007

Service DHE:IBIETIEUDQ

Utilization review date Utilizztion
revieny has expired

I I Sicle

|

Procedures:l 321 Evaluation

Service

Loneations I Office Tl Emersencyr T pregnartr T Med. Compliant Effects: lm
Primar Clhician:l 8141 - Courson, Natalie j Pravider: IQQQQCG - CLINICIAN GATEWAY TEST MHS AD j Prirmary Clinician Time: IIJ oo
1 Add Additional Clinicians
J o™
|E:| ’_’_’_’_’_Hg Local inkranet 5
A1Click on i AQIdi nAidadiian 6osn al
A 2. Choose the Gstaff from the drop down menu.
A 3. Enter time for both clinicias
3 Clinician's Gateway version 3.4 (Service Entry, Individual) - Microsoft Internet Explorer ;|g|1|
File Edit Wiew Favorites Tools Help | ﬁ'

@Back - -\_;J - |ﬂ \g _h | /-__-j Seatch \s:"\'( Favorites {‘3 ‘ <] = "‘_ﬁ E e _J ﬁ

Address I http: ficgfC GO serviceentry Indiv SvcEdit, aspxCLINICIAM=81412CLIEMNT _MUMBER=75037772&TITLE=1&R=2293CG

| e ks »

Utilization review date® ! Utiization ;I
reviesy has expirecd

I 'ISd
j Med. Compliant; e
Eifects: |NIA l

Primmaty Clinician: I 3141 - Courson, Matalie J Pravicer: IQQQQCG CLIMICIAN GATEWAY TEST MHS AD J Primaty Clinician Time: ID al}

j Co-Staff Time: W

-

Service

Location: I Lice

Emetgency r Pregnant? -

Co-Staff:

Select Clinician

B557 - Sullivan, kenya
8140 Test rlnary

Face Ta Face Ti

q

probifs
LIfthg

Sandy
1454 Tzudlker Jane
1283 - Ulvang, Andrew Rohert
11446 - Vazgquez, Carina
34032 - Vengarick, Pat
2876 - Vieira, Don
4038 - VIEIRA MICHELLE D
8384 - Williams, Donna

Ei Done

3618 - Wilson, Caralyn L

[

nod zignz and symptoms related to disgnosis. Include trestment intervertions and address changes inthe client's
n of the limited progress.

Episode Diagnosis Information
Axis Axiz Axis [y

[foss  |sossn

Axig Y
[ooo

Axis |
206 44

-

,— ,— ,— l_ l_ |§\.§ Local inkranet

ANot e O0i s

A Complete all of the progress naetries. Ch e ¢ k

A Cl i c Isavepas pefiding 0
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A 17 Thenote will be listed on the primary and-sot af f 6s pendi ng
yell ow dot and the word dwai ngforwhi c
clinicians t o apeppoatedeat withthescursomis ig anc e 0
advisory message onliither Clinician may finalize at any time.

A 2 - The costaff have the opportunity to add apptionaladdendum to the note

before the Primary filkes Toaddan addendum, <click on
3 Clinician’s Gateway version 3.4 (Home) - Microsoft Internek Explorer _ ||:I|i|
File Edit Wie Fawvorites Tools Help | "1"
@Back - @ - |ﬂ @ ;;j /__\-' Search “gr\x_( Fawvorites E3| ~] - :\? lv_)-l - _J ﬁ
Address I bbb eghCa-0a Default, aspx LI =1l | Lirks **
Sandy TEST Home | Help | Logout | =]

Enter New Service:
Type of Service

I Select ---—- vI To stant & newe service note| select the type of service
Pending Services

Srv. Group Client Client

w7 Procedure ~7 Suc & F #F Hame ~7 Provider ~7 Date 7 Type ~7 Sort 7 Reviewer ~7
344757 gi;;';ﬁ;’;ﬁ;:' 7S0STTTR Emsgvmuo %EE'I?E?J‘GJA‘? I}IEJIS?AMZS 2432009 g:io"';i::ssm te ’ Updlate >
304747 321 Evaluation 7snaTyre Lol gigfacf?ﬁ\? I}IEIS?Anms ar27 200g CinisiEn's st Upclate
CIMD T a0 Progress Mote -
4] | _"|_I
|@ l_ I_ I_ I_ I_ |g Local inkranet s

A3ilf desired, add the addendum at t he
Addendumo

3 Clinician's Gateway version 3.4 (¥iew Service) - Microsoft Internet Explorer _ ||:||5|
File Edit ‘iew Favorites Tools Help | "1"
Y A = e . b B4 f
e Back - =) B \j @ 'Llj ‘ /Lj Search “}xc‘ Fawvorites 6‘3 ‘ Al .9_’] - ﬂ
Address | [ http:fjca/Ca-GAfservicesntry fViewService. aspx?INDY_SRY_NUMBER=334713 e |unks >
Plan |
test

Add your Addendum
[~

2

Co-staff may add an Addendur
if desired

- 3
1 |L|_I

|@ I_I_I_I_’_|g Local intranet i
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A 4 - When the cestaff approvetheir addendum, a checkmark is placed in the
~AApprovedo c h efdhe boteostaff apdravas is dptoompal.
A 571 Co-staff may edit their time before the Primary finalizes.

7} Clinician's Gateway version 3.4 (¥iew Service) - Microsoft Internet Explorer =10l x|
File Edit “ew Favorites Tools Help | .'f
e Back = \_;J - |ﬂ @ f h ‘ /'_-lj Seatch ‘i‘\? Favorites QZ ‘ <] = :ﬁ ,ﬂ - _J ﬂ
Address http:/fcg/iCE-Qa serviceentry iewService, aspxfINDY_SRY_NUMBER=394719 j Go | Links *
[
Role Staff & Staff Hame Time Approved
Primary Clinician 8142 TE=T, Sandy 0030 Edlit Il |
Co-Clinician 10904 Peterson, Camile E 0030 Exciit 5 M A
Instructions
-
4 | _ll_l
|2 Done l_ I_ I_ l_ I_ |\:J Local inkranet &

A 6 - If the Costaff haveadded an addendum, the note disappears from the Co
staff s Home .[iamgodongeravaihblenfgr edigi The dot on

the Primarydés Home page Pending |1 st
a Clinician's Gateway version 3.4 {(Home) - Microsoft Internet Explorer - |E||ﬂ
File Edit View Favorites Tools Help | .'f
A '-.] e " ? = 34 -
@ Back - e - \ﬂ @ ._l\l P Search - Favorites &4 | ~ ] - 25
fddress http: fcoiCG-QalDef ault, asp j Go | Links **
FOT e IcE! TE=1 UG - CLMICTAR [ [ EETES =
Jadrst Rehahiltstion N7 CIMDYTWD  GATEWAY TEST MHS AD 2/3r2003 Progress Mote Update:... J
570 Brokerage TEST 0112M1 - EDEM ADULT Clinician's &
SE Ak Services IMD 7aNeTTI CIMDY TS MEDICATION ORLY SWVS Bi1372003 Progress Mote  Approved Hpdate. .
TESTCASE  9999CG - CLIMICIAN Clinician's _I
384735 311 Collateral 75135386 DAVE SATEMLY TEST MHS AD B SQDDQF‘ngrESS Mote D Draft Update.
571 Brokerage TEST 011201 - EDEM ADLILT Clinician's .
I/ corvices TSOBTITZ v MEDICATION oMLY Svs O H2008 b paress Note Owai Hpdate. .
fdvancad Saarch LI
|E:| |\:J Local intranet o

A The note will also disappear fromthe€a af f 6s Home page Pe
the Primary finalizes because it is no longer available to thst&bto edit.
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CO-STAFF AND PRIMARY CLINICIANS CAN FINALIZE WHEN DESIRED
CO-STAFF WILL BE GIVEN TIME ON THEIR STAFF LOG ON THE DAY
THAT THEY FINALIZE . (However, the time will be transferred into InSyst on the
day the Primary finalizes.)

A 1 - The Costaff and Primary will both see trservice listed on their Daily
Approval tally and added into their total tirma this example, the estaff are
given credit for the one hour of @aff time, even though the Primary has not
finali zed. (AWaiting on Finalizationo

A 27 Click Approve Timeto add the time to your Staff Log.

<} Clinician’s Gateway version 3.4 (Wiew Staff) - Microsoft Internet Explorer - O] x|
File Edit \Wiew Fawvorites Tools  Help | ;,'
'\. A - e . 3 A ;
@ Back - = B |ﬂ @ \-_ﬂ /- ) Search ‘}\f Favarites {33 | M ,-’/'_J-I E ii
Address hkbp: f fogfCE-Qaviewstalf . aspx?STAFF _MWUMBER=8142 j Go Links **
+ Daily Approval B 312712009
- Client - - - #in Approve
Srv. # Date Type Client # Hame Reporting Unit Procedure Status  Approve Time Group Time
TEST 9399 CG CLIMICIARN Ysiting on
394747 3r27I2009 Indiv,  TI0STIVE GATEMNAY TEST 321 Evalugtion  PEMDING _ " 4 . 201001 0:00
CIMD T Finalization
MH= AD
9999CG CLIMICLIARN BE General
394745 352752009 Indirect GATEMNLY TEST o . PEMDIMNG Pending 02301 0230
Administration
MHS= AD
2
1
2 =ervice records on 3/27/2009 for a total time of 03:50. Approve Tirme |
-
|&j |€ Local intranet i

49



A 37 The service is listed on the &t af f 6 s

| otgff timenigl added te

the Staff Log total time, whether or not the Primary has finalized.

a Clinician"s Gateway wersion 3.4 (Print Daily Approwval) - Microsoft Internet Explorer

File

Edit

wien

Favarites

Tools  Help

Qe - Q- [¥] 2]

— o
/_j Search ‘?::_(‘ Favarites £‘3 |

e wm - )@

Address I htkp: ffegfCG-QafPrintDaily Approval . aspxrDate=3/27 /2009

LIGD

Horme | Help | Le

Individual Staff Log

Service Date: 372

Time
_ - G
Swvo # T\],fpe RU Client # | ClientName Procedure H:M CT Loc Rec. F
somac o
) CLINICIAN 550 General ] )
FAWAS | Indiract| o TEWAY TEST Adminis tration =30 1 O#fice
MH S AD
Sogac &
) CLINICIAN TEST ) . )
FOgFAT Indiw. SATEWAY TEST TEOSTTITZ COIMEY T O 321 Evaluation o1:00 1 Office
WH S AL
2 service records on 327/2009 for a total time of | 0330 1

| hereby certify, under penalty of perjury, that the information contained in this document is accurate and free from fraudu

claiming.

Staff 1D: 68142

SaMDY TEST

Help De=zk Supporflll
»

&

,— l_ l_ l_ l_ (% Local intranet i

not on the day that the €staff clinician finalizes.

The

ser vi

Finalized Services.

ce i

s | i
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The time will appear on the InSyst reports the day #fiePrimary clinician finalizes,
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Group Notes

2 Clindcian’s Gateway version 2. 3a (Home) - Microsoft Internet Explorer

e & Vew Favrkes look Heb
\ . o v : ) ;
Qus - Q X @B Pswo oo @ (3-5 - 0B
Agirens | @) Netpc] feowenat JCGIdel wlt e v Do ks ®
-~
. Chents v
Use the arrow to showy the drop list —
rome | Hep | Log O
Note Temglate
1 (oo ¥ [orowase ¥ [EEEEEERY | Cincias Progress Note 3 Shar Oroup Senice
it Prinaey Clescion) Ly Rt Viour Graps
Pending Services
Siv.e P Procedwe 7 Group Svc 87 Chent 857 Chont Name 7 Provides 7 Date 7 Type 7
23114 61 Medcaton Suppont S49TE52  Peler Pan D108MS OANLAND ADMECICATION QALY SVS  1ON20006  Indv Upate
%7 33 Assessment STSEMI  MckeyMouse  OOSTI OANLAND ADULT SERVICE TEAM 3 10200005 v, Updee
23118 445 S0B06 NDY PSYOH 4550 M 8743747 Ko James 01T OAMLAND AZUALY SERVICE TEAM ) 102572008 Indv Upaate
Srecords found
Advanced Search
For Type St Locataon Cate
Cherts v Ay ¥ Ay v  Everywhers v Amtme v @]
Services Search
Al ¥ Sarvice AYWNET® ¥ Recdered for
Search Services by Date  Cos duy 1 ses sonioes pemommed on that day
. Noventer 2006 Dwcamber 206 Iy 2007
W W Frf Su M TuWh o Fr S WD B
W 12 123 4 58
o2 08 0 BN 3 4 8 e 0|7 9 !
0N MY N e 0N NN N 1
NN DNS NN AN _.
NN NN NN NAN
n &
8 . N Local et | |

AliSel ect Agroupo uonder fAtype of servi

A 271 Select group description

A3ilf this is a new group then click o
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Clinicians Gatewary Clients 'I
l—
Edit Groups _sean |

Natalie Courson Horme | Help | Log Out |
Select Group (EERESE vII Rename | Delete Group

Client # <7 Client Hame <7 Last Service Date <7

FE0a7TT2 TEST CINDYTWO 2/26/2009 Remove
TS122885 TEST DAVE Remaye
Fa053807 TESTCASE CINDY 1172872008 Remove
75135586 TESTCAZE DAVE 107242005 Remaye
75139951 TESTIMG ACCT Remove
TS138646 TESTIMG TEW Remove
5130257 TESTY CIMDY 121052007 Rermayve

Default Provider: I (Mo Provider ] Save Provider
Guslelne I

PERSOMAL IMFO | SECURITY (PASSWORDY) | GUIDESHELP

A OneiCl i ck on t hmttoi.hNew groupo

ﬂ s v|
—
Edit Groups Search

Natalie Courson Home Helpl Log Out
Select Group 256 New Untitled Group vII Rename | Delete Group

Please search for and add clients to this group before proceeding

Detault Provider: | (o Provider Save Provider

L T o Mouse Mickey Search

FERSCNAL INFCO | SECURITY (PASSWORD] | GUIDESHELR

AType in the clients name in the

N A

name, with a space between) thénicc k on t h e aridSvaitdar ¢ h 0

the list to populate.
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Clients =
——
Edit Groups Search |

Natalie Courson Home | Help | Log Out |
Select Group 256 New Untitled Group vI Rename I Delete Group

Flease search for and add clients to this group before proceeding
Default Provider: I (Mo Provider j Sawe Provider |

SO oo N

Client # <7 Client Hame 57 Gender 57 Birth Date <7 Age 57 Services ~7

75122885 TEST DAVE ] 11950 59 a 5 Add

FERSOMAL INFO | SECURITY (PASSWORD) | GLIDESHELR

A When the clieninformationappear s, click. on t

A Follow the same steps to add all of the other members to the group listing.
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Matalie Courson

2

Edit Groups

L CTRNE TN 256 Mew Untitled Group  » I Rename I Celete Group

Client # 57 Client Hame 57
To08TTIZ TEST CIMDY TG
Ta122885 TEST DAVE
Ta053807 TESTCASE CIMDY
75135386 TESTCASE DAVE
TE071955 TESTER MICHELLE
75130257 TESTY CIMDY
Default Provider I (Mo Provider

test Search

Client # 57
TEOETTTZ
75122885
75053507
75135386
75071955
75138951
75135645

Ta130257

Client Hame ~7
TEST CINDY VM0
TEST DAVE
TESTCAZE CINDY
TESTCAZE DAVE
TESTER MICHELLE
TESTING ACCT
TESTIMG TER
TESTY CIMDY

Last Service Date <7
2026/2009

1112872008
10/2i2005

12052007

~]  Save Provider |

Gender 57 Birth Date <7
211860

1M M850
12i261 980
111850
81281986
10404950
10M8/1950

m z =z m oz M =z T

372111968
<< First < Prev -1- -2- Mext > Last >

PERSOMAL INFO | SECURITY (PASSWORD) | GUIDESHELP

Age 7

49
59
48
59
22
58
58
43

ICIiemS ‘I

1

Home Helpl Log Out |

Services 7

Search

Mewr Group

Remove

Remove

Remove

Remave

Remove

Remove

& &
=3

HHEHH

il
dd
o
Add

=3

=3

A 1-Select a default provider from the drop list and click on Save Provider

A 2-Click on Rename to enter the name of the group you have created. When
naming the group, you nause names that remind you of the days the group

me
Sk

et s, and
il Bui |

Explorer User Prompt

Script Prompt:

Enter new name

the type
dingo

of

group
|

Cancel |

IMl:un-:Iay skills testers]

A Click onfi O Kt@ save the name of the group.

t hey

A Click on home to go back to the home page and start the group note.
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Matalie Courson

Enter New Service:

Group

Home

Mote Template 3

ype of Service Primary Clinician
.—JG'DUP [TEST naTaLE 7]

Ediit Primary Clinician List

Pending Services
Srv. #<F Procedure <7

IZSE Monday skills testers j

Edlit Your Groups

ICMmman'S Progress Mote j

Group Svc # %7 Client #~7  Client Hame ~7 Provider =7
284N 361 Medication Support 7E087TT2 TEST CIMDYTWO 99931 West County Mertal Heafth S
254109 361 Medication Support 7E087TT2 TEST CINDYTWMO 99931 West County Mertal Heafth Sv
284110 361 Medication Support 7E087TT2 TEST CIMDYTWO 99931 West County Mertal Heafth S
288470 361 Medication Support 7E087TT2 TEST CINDYTWMO 99931 West County Mertal Heafth Sv
288361 456 90853 GROUP PSYCHOTHERAPY 108 75130257 TESTY CIMDY 01120t EDER ADULT MEDICATION QMUY =
280363 456 90853 GROUP PSYCHOTHERAPY 107 75130257 TESTY CIMDY 01120t EDER ADULT MEDICATION QMUY =
280364 456 90853 GROUP PSYCHOTHERAPY 107 75135356 TESTCAZE DAVE 01120t EDER ADULT MEDICATION QMUY =
293430 456 90853 GROUP PSYCHOTHERAPY 160 75130257 TESTY CIMDY 01120t EDER ADULT MEDICATION QMUY =
293491 456 90853 GROUP PSYCHOTHERAPY 160 75135356 TESTCAZE DAVE 01120t EDER ADULT MEDICATION QMUY =
295244 444 90804 Indiv Psy 20-30 min 75130257 TESTY CIMDY 01120t EDER ADULT MEDICATION QMUY =
=< First < Prev -1- -2 Mext » Last »>
Advanced Search
For Type Status Pravider Date
Clients x| [any =] [any =] [Everswhere

Services Search

1oz 3
& 9 10
1% 16 17

4 5 B
m oz 1z
12 19 10

IO 3 26 I

March 2003

Su Mo Tu W

& 4 1 1

% 013 M ¥

T

1z
19

ICHents 'I
Search

Horme | He\pl Log Cut |

Start Group Service

Date ~7 Sort ¥ Type W7

3Ma/2007 Ingliv.
3ia/2007 Ingliv.
3Ma/2007 Ingliv.
Br25/2007 Ingliv.
THE2007 Group
THE2007 Group
THE2007 Group
10/4/2007 Group
10/4/2007 Group
10/29:2007 Ingliv.

=] [anvtime =] search
All = SerwceIAﬂYWhETE | Rendered for Search

Search Services by Date Clid day to see services performed on that day

< February 2003
Su Mo Tu We Th Fr

April 2009
Fr S  Su Mo Tu We Th Fr Sa
1 1 3 4

12 14 12 13 14 15 06 7 12
0 1|19 0 3 3 3 o4

Update.
Update.
Update.
Update.
Update.
Update.
Update.
Update.
Update.
Update.

-

A liSel ec

-

A 2

-

t group

Selectthegroup.

A 31 Select note template.

-

A4iCl i ck

on

nSt.ao t
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Clinicians. Gatewvay
Service Entry, Group

Natalie Courson Record Home | Help | Log Out
attendance
@moup: Monday skills testers {256) Titie:Clinician’s Progress Note here

Show client RUs for.

Client # Hame Gender  Age  Present Med Compliant Side Effects S Pprovider
75087772 TEST CINDYTWO F 49 O N/A v NiA d 99993 Take Care Case Management hd
TEST DAVE M 59 ] /A - MNIA v 99991 West County Mental Health Svs N
TESTC F 42 O M7A ~ MNIA - 99992 West Adult Residential v
TESTC M 59 .l MNIA v NIA v 99996 Habilitative Day Treatment v
TESTER MICHELLE F 2z O M/A A4 NiA ~ 01122R EDEM MHE CHILD REFERRAL v
TESTY CINDY F 43 ¥ M7A b4 NiA R4 09991 West County Mental Health Svs v
Prucedures‘ Select Pracedurs v‘ Service Date
Service Location: Select Location 4
Frimary Clinician TEST NATALIE Primary Clinician Time: l:l
Add additional clinicans
Presenting Problem(s) prestou Entes:
Eualustion —

AClick on the square b o x under
attendance. A check mark should appear.

A Complete the fields for the procedure, service locatiorstafs, service date,

primary clinician time, and cetaff time (if costaff wereentered).
A Be sure to select the correct provider for the client from the Drop list!

A Enter the number of addinal participants (clients without open episodes)

zroup: Monday Skills Group (333) Titie:Clinician’s Progress Note

Group Members I RRRPRR ' E TERS O CAMILLE (10304) ~|
Client # Hame Gender Age Present CurMn;::ilam Side Effects _
o ¢ e ¢ WA S][we ] P00 CLNCIN GATEwAY TesTHRE A =]
75 35599%2\\}“'% F 3 B |NIA j I TiA j | Mo matching providers j
HUS%U?EFNSDT\?ASE F 49 r |NIA j I A ﬂ | 99991 West County Mental Health Svs j
?SHSSEEBZSJEASE i ST [ < [nm leQQQCG CLINICIAN GATEWAY TEST MHS AD |
EDNQSSII‘IIIEEHTELRLE F I Y =] [ria <] [ 01632R ASIAN MHS CHILD REFERRAL |
?513025TEFNSDT: F PR R Y =] [via leQQQCG CLIMICIAN GATEWAY TEST MHS AD |
saort st e[| e
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A Complete each text box as appropriate.

3 Chinician's Galeway version 2. 3a (Service Enfry, Growp) - Microsoff Interned Explorer

e Et Yew Fpules Took e

v
Qu - Q WG P grrms @ (-5 @ KB
bejress 'ﬂm:rwaﬁuwmmmw,m-mmmm-m v Bao ws®
P — — Pt il &
Fresirting Frobisnis)

i | (et M) 42

YoU CAM USE THE DROP ARRCWYS
T SELECT FROW THE LIST OF

A4 AILABLE PREVIOUS EMNTRIES

Ehuion ....,....;'(sﬂut —
riwrton _.-:.[SHHHI:I!} V.
Euapons

-

& N Local nianet

A View previous notes if desired.
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Ble Edt  Yew Fgeorbes Jook  Help

Qui- O M @G P frrvnw @ 315 @

Address | i) hitp: Hoovenet jOG]ServiceEntry Group, SspcGRIOUP_NUMEER =101 8CLINICIAN=EA58aTITLE=16

A Clinician's Galeway version ?.3a (Service Entry, Group) - Microzaft Internet Explorer

Jﬁﬂ

AE
@

| B Lnks *

Cancel |

PERSOMAL MFO | SECLRITY (PASSNORDY) | CLDESMHELP

Feeoun s | (S 41t Mot ||

roeninn wrmant | (Sulacl Nola) w0 .

i mrumen:| (Salact Note) %

.1

Spell Chack | Save as Pending |

Wd Localirtranat

AliWhen all of

t he

f

el

ds

have

been
pendi ng olf ybun noteoraquire (esw, refer to the notes review

section of this users guide).
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Galeay [hens 7]
Home Search
Hatalie Courson Home | Help | LogOut

Enter New Service:
Type of Service

Sl L3 To start & new service note, select the type of service
Pending Services

Sro.#57  Procedure 57 Group Svc #57 Client #57  Client Hame 57 Provider 57 Date 57 Sty Type ¥
288470 31 Mecication Support TAlGTTT2 TEST CINDYTWO 99531 Wizst Courty Mental Heatth Sv Brzaf2007 Inciiv. Upiate...
208361 4536 90853 GROUP PSYCHOTHERAPY 108 75130257 TESTY CNDY (1201 EDEN ADULT MEDICATICN ORLY 5 THER007 Group
289363 456 90853 GROLP PSYCHOTHERARY 107 Tal 30247 TESTY CINDY (11201 EDEN ADULT MEDICATION ONLY S THER007 Group
289364 436 90853 GROLP PSYCHOTHERAFY 107 74135366 TESTCASE DAVE (11201 EDEN ADLLT MEDICATION ONLY 5 THERZ007 Group
293490 456 90853 GROUP PSYCHOTHERAPY 160 TE30257 TESTY CNDY (1201 EDEN ADULT MEDICATICN ORLY 5 10472007 Group
283491 456 90853 GROLP PSYCHOTHERARY 180 74135356 TESTCASE DAVE 011201 EDEN ADLLT MEDICATION ONLY S 10012007 Group
285244 444 90804 ncll Psy 20-30 min TH 30257 TESTY CNDY (1201 EDEN ADULT MEDICATICN ORLY 5 10124912007 Incly.
298095 444 90804 Incilv Py 20-30 min 7o 30257 TESTY CINDY (11201 EDEN ADLLT MEDICATION ONLY 5 121072007 Iy
3235m 274 Peych Serv Medicare Component 75135356 TESTCASE DAVE 99996 Habitative Day Trestment 912412008 Incliv.
43506 57 Brokerage Services THETTT2 TEST CINDYTWHO: (1201 EDEN ADULT MEDICATICN ORLY 5 10A 412005 Incly.

<< First < Prev -1- % Mext» Last »»
Advanced Search

Fur Type Satus Prowider
|Chems j |Any j |f-\ny j |Everywhere
. Sometimes you will
Services Search \
All %] service | Aywhere | Rendered for have more than one
Search Services hy Date i dayto see senvices perfoimed on that day page of "Pending"
< March 2003 April 2009 .
S0 Mo TuWe T FroSa U Mo TuWe T Fro§ sarvices
113
123 4 5 8 7T 5 67T 8 0 M
B0 1313 M1z 13 14 15 16 1T
16 16 17 18 18 20 91 [10 W A 2 W M F
N M B B BT WA WO W T WA
wow oA 3

1 1-You will see your group service listed in your Pending services.

T 2Click on fAUpdated to enter i ndi vidu
group.
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12

Instructions
Rezpond to problems/goalziobjectives of treatment plan and =igns and gymptomsz related to diagnesis. Include treatment interventions and address
changes in the client's functioning. If there iz little progrezs, include an explanation of the limited progress.
Episode Diagnosis Information

Face To Face Time 01:00  Hours:Minutes Axis 1Axis NAxis Axis VAxs V
31 WT1.09%9 H 056

Presenting Prohlem(s)

Hunger. the most hungry of the group, demands to be fed immediately

Evaluation

Testy

Intervention

Apply food.

Click here to edit
the service

Response

Mramm Good!

Plan

Fegular feedings.

Edit Service

Delete Senice

PERZORAL INFO | SECURITY (PAZSWORDY | GUIDESHELP

[

%J Local intranet H100% T

On the next EdreeBercli cek ba add i
selected.
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Group: DEMO (107) Titie:Clinician’s Progress Note ciient TESTY CINDY  (75130257)

Group Members W TEST MATALIE (8141) =

TE0RTIT2 TEST CIMDYTWHO
75122885 TEST DAVE
75053607 TESTCASE CINDY
75135386 TESTCASE DAVE
75138851 TESTIMG ACCT
75138646 TESTING TEN

Client # Hame Gender Age Present Med Compliant Side Effects _
F a9 It [we TH [rs—TH 01057 LA FAMILIA EPSDT MHS CHILD -
M 53 | [ EEN | 33991 west County Mental Health Svs =
F 48 Il [ EE | 32352 West Adult Residential |
M 53 E [ EEN | 01121 EDEN ADULT MEDICATION ONLY SV3 =
il 58 I |NIA j |NJ’A j |Nn ratching providers j
M s | [meTH [me TH 39954 Warks Hard Crisis Unt E
F 4 7 [ =] IEEE | 011201 EDEN ADULT MEDICATION ONLY Sv3 El

75130257 TESTY CINDY

Instructions

Respondto prublemsfjectives of trestment plan and signs and symptoms relsted to diagnosts. Include treatment interventions and address changes in the client's functioning. If there is fittle progress, include an explanation of the limted progress.
Avigl  Axisll Awislll Axis IV Axis W
Face To Face Time Hours:Minutes: |309 o IV-H 09 Igg IA |060

Freserting Problems

—
Service Entry, Group Search |

- Home ﬂl Log Out

Procedures:| 456 90853 GROLUP PSYCHOTHERAPYj Service Dater| 71162007

Service Location: [ Office - Utilization Review Date: - Ltilization reviesw has expirad!

Primary Cliniciar: TEST NATALIE Primeary Clinician Time:|[11-00

Praucus Enfes:

Episode Diagnosie Information

] Pruour Enies: | (Slect Notel hd

tast =]

Evaluation Preone Enies: | (Select Note) v
test ;I

Intervertion preucus ennes: | (Select Hote) =
jtest d

Respanse Preone Enies: | (Select Note) v
test ;I

Flan preucus ennes: | (Select Hote) =
jtest d

Spell Check Save as Pending

PERSOMAL INFO | SECURITY (PASSWORD) | GUIDESMHELR

Now you can enter client specific notes for the group service. You will see thaj the (

Med compliant and2) Side effects drop lists can be utilize8@) Faceto-Face time

will need to be entered, and thd)riote fields can be used to enter additional

information specific to that client.

Cl i

ck on ASave as Pendingo when your
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Each individual service note will be listed separately on your Daily Staff Log

Each service will be given part of the time, according to how many participants
attendedIf you gave services to clients who did not have an open episode, their time
will not be added to your staff logVrite up their time as an indirect service.

T I—r
_E View Staff Search And Tag | Search |

Camille Peterson Horme | Help | Log out |

Statf Information for: Peterson, Camille (10904)

S5H: HEE_AE_ARES License # Start date: 94342008
Gender: Female License Renew: End date:

BirthDate: fid il License State: Last Changed On: Fr3a2009
Ethnicity: Wihite Taxonomy: Record Created On: 1174720058

Hational Provider Id:
Medicaid PIH:
Medicare PIH:
DEA Humber:
UPIN:

Staff Type: Unlicensed Worker

Total group time divided by
Languages: English the total # in the group
{including additional

— — participants) = the time given
» Statistics SO 2a200 [ 22arz000 () 0 each note. Write an
P D

- - ime given to additional
~ Daily Approval e m participants on to your day

- . . _ - #in Approve
Srv. # Date Type Client # Client Hame Reporting Unit Procedure Status Approve Time Group Time

9905 CLIMICIAN GATEMNAY 331 Group - . .
394750 FI2302009 Graup 72130257 TESTY CIMDY TEST MHS &0 Rehahiltation PEMDING Pending  01:00 3 00:20

TESTCAZE 9999CG CLIMICIAM GATEWRY 391 Group . ) X
394749 FI232009 Group 75135356 DA E TEST MHS A0 Rehahbiltation PEMDING Pending 01:00 3 00:20

2 service records on 72342009 for a total time of 00:40. Approve Tirme I

To add the time to your Staff Log for the additional participants, write an indirect note
for group time not given to opened clients listed on the Log.

3 Clinician"s Gateway wversion 3.4 (¥iew Staff) - Microsoft Internek Explorer - IEllﬂ

Fil= Edit “jew Favorites Tools Help | .1.'

GBack - -\_;J - |ﬂ |EL| _h /-_-l\-' Search “{:.:—‘ Favorites €3| <] = :?_ ,-U_-"-I = _J ﬁ

Address ' htkp: flogfCG-QaMiewstalf, aspx?STAFF _MUMBER=10204

Approval Search

Srv. # Date Type Client #

Reporting Unit Procedure Status  Approve Timrl:#I _ M.Pproue

9999CG CLIMICLAR

394751 7234009 Indirect GaTEway TEST MHs SO0 Mental Health po, 1 e nding
a0 Promoation
9E99CG CLIMICIAN
304750 7/23/2008 Group 75130257 Lo ¢ GATEWAY TEST MHS o) Sroue PEMDING Pending  01:00 3 00:20
CIMDY a0 Fehahiltation
993905 CLIMICIAN
304749 7232009 Group 75135385 100 UOE G TRy TEST MHS Do) oroul PEMDING Pending  01:00 3 00:20
DANE A0 Fehabiltation

w

€] l_ l_ l_ ’_ l_ [%) Local intranet
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Occasionally, there will be a client in a group who does not bavapen episode
and cannot be claimedlsing the Additional Participants feature, the additional
clients are added into the group total, increasing the accuracy of the folaim
Medical billing. Only the part of the time dedicated to clients with opesagf@s is

Additional Participants Feature

claimed The remainder of the time can be reported using an Indirect service note
for the clients without an open episode.

A Start the group note as usu@! i c k
column for eaclopenclient in attendancé/erify the Reporting Units.

A Enter the number of additional participants (clients without open episodes)

on

t he

square

into the AAdditional Participants in groupo field. CG will calculate the

group total by adding the additional participants to the clients checked

prese nt.
sroup: Monday Skills Group (333) Titie:Clinician’s Progress Note
Group Members IR PETERSON CAMILLE (10904) < |
Client # Hame Gender Age Present CurMn;::ilam Side Effects _
TANGTTT2 (T:FNSDTYW F CE I A [T MRS | [2999CG CLINICIAN GATEWAY TESTHHS AD 7]
75136600 ESATMNG F 3 i =] [rua =l | Mo matching providers [~
7sosaay [ESTCASE ¢ o T [ =l[va j|99991 West County Mental Health Svs B
?5135388;25.\;?'&5'5 M - ] IN."A jINJ’A jIQQQQCG CLIMICIAN GATEWAY TEST MHS AD j
HDMQSSETEHTELRLE 25 r INIA jINJ’A j|u1 B32R ASIAN MHS CHILD REFERRAL j
?513025?2;]5;: F 43 ] INIA jINfA jIQQQQCG CLIMICIAN GATEWAY TEST MHS AD j
Comepaes s [

A Complete the group note and the individualizations as usual
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A Each individual service will be listed separately in Daily Approval.

A Each service will be given part of the total time, divided by how many total
participants attende@open clients pluadditional participants)

. I— i
_E View Staff Search And Tag I

Search I

Camille Peterson Hame I HeIpI Log Cut I

Staff Infarmation for: Peterson, Camille (10904)

SSH: wEE_EE_SAS License &t Start date: Q352003
Gender: Female License Renew: End date:

BirthDate: b i i License State: Last Changed On: 32009
Ethnicity: wihite Taxonomy: Record Created On: 117452005

Hational Provider 1d:
Medicaid PIH:
Medicare PIH:
DEA Humber:

UPIH:
Staff Type: Unlicensed Waorker

Total group time divided by
Languages: English the total # in the group

(including additional
participants) = the time given
0 each note. Write an
ndirect note to enter the

ime given to additional
participants on to your day

11/2262009 120232009

» Statistics

w Daily Approval : Search

Sru. # Date Type Client # Client Hame Reporting Unit Procedure Status Approve Time
99905 CLIMICLAR SATENAY 391 Group " A
FO4TE0 TR22009 Group TS 30257 TESTY CIRDY TEST MWHS A0 Fehabiitation PERDIMNG Pending o108 3
TESTCASE 9999005 CLIMICIAMN GATENAN 391 Group " .
SE4T 49 TI2302009 Group 75135356 D E TEST MHE A0 Fehabiitation FEMCIMNG Pending 01:00 35
2 service records on /2342009 for a total time of 00:40. Approve Tirme

A If you gave services to clients who did not have an open episode, their time will
not be added to your staff log.
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A To add the time to your Staff Log for the additional participants:

A Write an indirect note.

A Use an appropaie procedure code.

A Use the amount of group time not given to opened clients already listed on
your Daily Approval list and Staff Log.

<} Clinician's Gateway version 3.4 {¥iew Staff} - Microsoft Internet Explorer 1Ol =l

File Edit Wiew Fawvorites Tools Help | r

o
@Back - \_;J - |ﬂ |EL| _:] /._]Search “;:( Fawvarites €3| ] - :i .9_"‘] - _J ﬁ

address |[] http: fegiCG-QaiswStarF. aspxPSTAFF_MUMBER=10904 =] =0

ﬁ:::nr: Reporting Unit Procedure Status  Approve Time#ln

9999CG CLIMICIAN
GATEMAY TEST MHs 01 Mental Health
AD Promotion

S99 CG CLIMKCLAR

w Daily Approval

Sru. # Date Type Client # (A0S

Grou

394751 TI2E2009 Indirect PEMDING Pending 00:20

TESTY 391 Group . )
FQ4TS0TIZ2302009 Group 75130257 MDY igTE'INAY TEST MHS Fehabiltation PERDIMNG Pending 01:00 3
9999 CLIMICIAM
394749 Fi2352009 Group 751 33556 TESTEASE GATEWAY TEST MHS 31 Gr_qup PEMDIMNG Pending o1:00 3 oo:z20
CaNE aD Rehahiltation
=l
[&] [ Local inkranet W

The opened clientds time plus the.(Inndi-r
this example, 2 open cliesr at 20 minutes each, plus the indirect time for the
unopened client at 20 minutes = 60 minutes total group

67



68



Groups with Mixed Procedure Codes

When different procedure codes are needed for individuals in a gumip as an
AB3632/norAB3632 mixel group the Additional Participants feature can be used to
write group notes even when only one individual per code is preBeatprogress
not e wi l I be in each clientds electroni

The note iswritten twice with each note having tterrect procedure codd heclients
who require the other procedure cale e counted as AA@GQG I ti o
will calculate the correct time for each individual

For example:A groupof three clients meets:
Two are not AB3632 eligible.
One is AB362 eligible.

A Note One: Write the firgtote markinghetwo nonAB3632 clients present.
A Indicate that there is one additional participatihg AB3632client) in the

_ group
A Use the norAB3632 procedure code

3 Clinician's Gateway version 3.4 (Service Entry, Group) - Microsoft Internet Explorer - |EI|5|
File Edit Wiew Fawvorites Tools  Help | ;','
- r = .1._ } N :
G Back - () - p: ..\J | . !Search 5 Favarites 6,2‘ | = ] - Iiﬁ
Address | http:ﬁcg,u'cG-Q.qjs.awiceEnyﬁ;mup.%Rx?GRoup_NUMBER=245&CL1NICIAN=10904&T1TLE=1 BN k= | Links
e T TS 2 TR T T e S HIED T AT
[EEC=Na F 23 [C ] [ rdea =T = 4]
TESTING Mo matching providers -
To138ea , s M 58 | i T =] [ e =l | =
75135646 TESTING TEN M 13 T e =] [rarm =] | 88994 works Hard Crisis Unit =l
75130257 TESTY CINDY F a5 I I " LI I T LI I 9999CG CLIMICIAN GATEWAY TEST MHS AD LI
J
ooedures:| 381 Group Rehabilitation )LI Service Daie:IQIBIQUDQ 2E]
Service Location: | Office ;I
Primary Clinician: PETERSON CAMILLE Pritnary Clinician Tirne:|2:30
Add additional clinicans
Fresenting Problem(s] Preuous Enties: | (3= lect Notey ~ |
Type in one Mote, then copy and paste into the other note ;l
|;®j |N.J Local intranst v

A CG will calculate that there are #® total in the group and give T/®f the
time to each of these two clients).
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A Note Two: Wite a second notamarking the ondB3632client present

A Indicatethat there are two additional participantise( noRAB3632 clients) in
the group

A Use the AB832 procedure code.

8 Clinician's Gateway version 3.4 (Service Entry, Group) - Microsoft Internet Explorer - x
I " { )] f | m|
File Edit ew Favorites Tools Help | !,'
@ Back - \_) - d |EL| f A ‘ P ) Search \;\? Favorites @} ‘ = ] - ﬁ
Address I httpe ficgfCG-QaServiceEntryGroup, aspx? GROUP_MNUMBER=2452C| TNICTAN=10904&TITLE=1 j G0 | Links **
75138646 TESTING TEN M LG R [T ] [ =] |88994 Works Hard Crisis Unit =
75130257 TESTY CINDY F 45 r I IR ﬂ I IR j I 9989CG CLIMICIAN GATEYWAY TEST MHS AD j

Additional paricipants in group: |2

Service Locatiom: x J

Procedures:| 392 Group Rehab-AB3632 =l Service Date: 31812008

Primary Clinician: PETERSON CAMILLE Primary Clinician Tirne:|2:1 a
A addditional clinicans

Fresenting Problem(s] Predous Q,"H:I(Select Mote) - I
Type in one MNote, then copy and paste into the other not ;I
|@ l_l_l_l_l_lhd Local inkranet 4

A This client will also be given 1750f the time
A You can copy and paste the text from one note into the. @@ may want to
open two sessions of CG and write these simultaneously.)

Make sureto write both notes!

Both noes will appear on the Daily Approval list and the Staff Log with the total time
divided equally between all the attendees.
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ateway version 3.4 (¥iew Staff) - Microsoft Internet Explorer 101 =l
File Edit ‘jew Faworibes  Tools  Help | "“I

eBack - O 4 @ @ \f_h|pSearch *Favorites @| Df{v ,l_;,.. I.oi_fl - J ﬁ

Address htkp: g/ CE-Qa Viewstaff, aspx7STAFF _MUMBER=10204

 Daily Approval
Sre.# Date Type Client# Client Hame Reporting Unit Status Approve Timec'o - TPPCOYS
99995 CLIMCIAN GAT

394755 652008 Group 75130257 TESTY CIMDY TEST MHS AD

PEMDIMNG Pending
TESTCASE  9999C0G CLIMICIAN GAT|

394757 BiGr2008 Group 75135556 D E TEST MHS AD PEMDING Pending
31092 CHILDREMS .
394756 Bi8r2008 Group 75138646 TESTING TEM SPECIALIZED SWS MHS PEMDING Pending

3 service records on 6/5/2009 for a totd] time of 01:00, Apprave Time

N K

|@ Done ’_ ’_ ’_ ’_ ’_ |g Local inkranet
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