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Important! Read the new “Assessments and Diagnosis” Section (p 72-86) before completing the new CalAIM
Assessment Form and before you update any diagnoses.
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Avatar NX:The
Basics

Accessing Avatar

Menus and Task Bars

Customizing Your Views (including Widgets)
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Accessing Avatar NX

1. “Application Update Required” Notice

A Application Update Required

The version of myAvatar NX that you are running is not the most recent version. To
update, please reload the application by pressing Control and F5 at the same time on
your keyboard.

If you see this pop up and pressing the “Control” and “F5” button does not work, simply click the refresh button on your internet browser and
Avatar NX should now be accessible.

‘f‘ Metsmart myfvatar M x +

@ 8 smbhrsnx.netsmartcloud.

2. Logging In To Avatar NX

We have received a number of requests for support in logging-in where it turned out that the “fix” was very simple! V" Netsmart

myAvatar” NX
Please make sure that your log-in screen contains all of the information shown in the screen shot to the right. y

System
> Please make sure that System Code field is set to the System Code that you were assigned (e.g., LIVE, o | smenmsuve y
LIVESMMH, LIVEEC, etc.). If you are unsure of what code you were assigned, contact BHRS IT. System Code

8 LU

If you still have trouble logging in, please contact BHRS IT for support.

Username

&  Enter Username

Password

@  Enter Password
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Menus and Task Bars

3.

What are the different menu bars and tasks bars available to quickly find forms?

(1) Search Bar (3) Forms Menu

(2) My Favorites (4) Activity Panel

View Tab

Available either on top left of Left Side of Screen in Forms Documentation Tab
middle center of screen,

depending on which view you

Activity Panel on right side of
window.
Can view To Dos,

d

rein.

Appointments, List of Open
Forms, and Widget menu.

s . —
V myAvatar'NX myDay | Documentation | Documentation Documentation — Documentation  Clinical - TESTJOLLYT(000938760) & = x All Episodes v | Customize oFF) = a
TEST,JOLLY T (000938750 | —
. 4| (1) Search Bar - ¢ ) ; 3 = & & @
.T-RAINMTRAIN TESTJOLLY T (0009387... Ep: - Location: - W 1. Alert QM of billable di... Allergies (17) [
’ - M, 12, 10/27/2010 Problem P: - Attn. Pract.: - 2.STOP-THISISA STA... 1) TYLENOL - Active TODOS 0
Q| What can 1 bel . Ht: 3407 WE 200 bs,...|  DXP:- Adm. Pract. - A UL G = i
) AC OK COD for 3) ATORVASTATIN - Active o
Advanced Client Search Adolescents / TAY 4) CODEINE - Active @:
AC OK COD for Adults 5) AMOXICILLIN - Active ent and Recovery
Recent Clients Adult Assessment T -
Addendum —~
My Forms ’ ADULT Initial QUALITY MANAGEMENT Z'Z | CONSOLE WIDGET VIEWER £ 08/14/2023
My Faygrites 4 Assessment v2 Forms Scanned Documents
DLl eas=essment Client Treatment and Reco...
Recent s » AIMS (Abnormal
Involuntary Movement Fnrm. . Episode Date Time Data Entry Workfl
Control Pan: Scale) \ Description N N - leye Status JOLLY TTEST 9
| N . B B s e o (000938760) #:
OaQik ppend Progr ADULT Initial Assessment v2
BHRS Client (3) Forms Menu Al adsv v A (w4~ L & TRAIN TRAINO4
Recent Clients Relationships (4) ACtIVIty Panel £8 08/14/2023
| TesTIoLLY T (0Bea87e0) hild and Adel o
Needs and Strengths Client (921400
Client Treatment and Treatment DALY 19:54 ADULT Initial Assessment v2
Recovery Plan and CITY 08/14/2 PM " TRAINID4  Draft
Client Treatment Plan Recovery YOUTH JOLLYTTEST o
Addendum Plan HEALTH (000938760) i
linical Consent Forms CTR) Mental Health Progress Note
IClinical Consent & TRAINTRAINOS
i 22 B4 08/14/2023
(2) My Favorites | .- Mental e &
O gu
S IClinical Medication EAST 08/14/2 — TRAINID4 | Draft eview To em
Consent Losiess BAYSHO Mental Health Progress N...
i ici i Note
Columbia Suicide Risk ADULT)
Assessment
84
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(1) Search Bar

open.

"v"‘ myAvatar”NX{ myDay | Documentation —Documentation — Documentation § i 5L These are your "View" Tabs.
(FEES 4
TRAINGATRAIN (R) Welcome, TRAINO4,TRAIN
Eves Matters
Recent Clients
Q |What can | help you find?
My Forms b Advanced Client Search
My Favorites 3
Recent Forms 3
MY CALENDAR
Control Panel =
vag ﬁ [a) Time-Slot Duration: 30 minutes v & —
" - This is the Search Bar.
Recent Clients Additional ToDos
< > teday - August
I TEST,JOLLY T (000938760) g month  week day | list 3
& 2023
Sun Mon Tue Wed Thu Fri Sat
A o = . |

The search bar is on the top left side panel when you are in any of the

other view tabs or have a frm open.

Updated: 4/3/2025

The search bar is located in the center
of your screen on your main ‘myDay”
page when you don’t have any forms

"'.V.' myAvatar’ NX | myDay

: 4
TRAINO4,TRAIN

Q, | What can | help you find?

Advanced Client Search

Documentation Documentation

I Mental Health Progress ...

4 TEST,JOLLY T(938760)

TESTJOLLY T (000938760)
M, 12, 10/27/2010
Ht: 3' 4.0°, Wt: 200 |bs, BML: 87.9

Documentation

Documenta

Ep: 22 : 416800 EAST
Problem P: Depressed
DX P: 297.1 Delusion;

Recent Clients

My Forms 3
My Favorites 3
Recent Forms 3
Control Panel
Oagmn
TESTJOLLY T (000938760)

MENTAL HEALTH PROGRESS NOTE

v (O
Note

Select Client *

Launch OrderConnect
ADULT Reassessment v2 TESTJOLLY T (938760)
YOUTH Reassessment v2
Scheduling Calendar

DX from Assess. ADULT

DX from Assess. YOUTH

Progress Note For *

() Independent Note




If you would like to save your frequently
used forms in one easy place, we
recommend using the “My Favorites”
feature in you left hand Menu bar.

First, select “My Favorites” and then select
“Edit Favorites” from the drop down menu
that appears. A pop up window will appear
which you can use to find forms/reports you
would like added to your Favorites.

You can organize your forms by creating folders using the “Add Folder” feature on the
top right of the pop up window. Use the “Edit” [z button to rename the folder.

To reorganize items or put items into folders, simply click on the item you want to
move and drag and drop to the desired location.

Updated: 4/3/2025

(2) My Favorites

%.‘- myAvatar* NX | myDay

Q

progress note{

FAVORITES EDITOR

Herq

Q, | What can | help you find?

MH Client Dashboard
» @ Reports
» @ Assessments

» B Progress Notes

Mental Health Progress Note

M
LOGGED IN AS ‘
»
TRA'NM,TRA' N Undock Name
[:),l Progress Note Report for SYS ADMIN
B Append Progress Notes
Recent Clients
E),' Progress Note Error Correction Request
C),‘ Mental Health Progress Note
My Forms »
y C);‘ SUD Progress Note
2y Progress Notes Report
My Favorites »
Dismiss
Edit Favorites
FAVORITES EDITOR x

Add Folder

@ =
@ =
@ =
& =

-[New Folder

=

Save Dismiss




(3) Forms Menu

In the old Avatar, there was a menu bar that listed all the documents available to view/open was always visible whenever the application was open.
With Avatar NX, the menu bar is still there but it’s only visible after you select a client.

To view the menu bar in Avatar NX, first click on the client, then click on the “Documentation” tab at the top of the screen (see screen shot to the right).

L]
N~ myAvatar" NX  myDay | Documentation

LOGGED IN AS 4 QUALITY MANAGEMEN?Y
TRAINO4,TRAIN FORMS

AC OK COD for Adolescents
Q | What can [ help you find? / TAY
Advanced Client Search AC OK COD for Adults
Adult Assessment Addendum
Recent Clients ADULT Initial Assessment v2

ADULT Reassessment v2

My Forms » AIMS (Abnormal Involuntary
My Favorites , Movement Scale)
Append Progress Notes
Recent Forms b BHRS Client Relationships
Child and Adolescent Meeds
Control Panel and Strengths
(I) a = E Client Treatment and

Recovery Plan

Client Treatment Plan
Addendum
Clinical Consent Forms

TESTJOLLY T (0009387 60)
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(4) Activity Panel

Click this icon at the top right of your screen to open up a side bar that displays multiple items. This is your “Activity Pane.” You might or might
not have a number circled in red. The number indicates how many forms you currently have opened.

Bl &= O mlzls @ 2 =[5 ]0

| SCHEDULE : O/ |ooos @l |currenTAcTIvITY O

TESTONE,TEST V MR (000930000)
J938760) EHR TEST (001005828) € (& } [# All Adult Assessments V2
Mental Health Progress Note Opened 2 hours ago
& ERITSWN &% 07/17/2023

# Client Treatment and Recovery

Review To Do Item Plan

Opened 2 hours ago

]

Mental Health Progress No...
Use these arrows to

TEST.JOLLY T (000938760)
move the date forward JOLIYTTEST 8= @ GAD7
or backward. (000938750) Opened 2 hours ago
Mental Health Progress No_le TEST,EHR (001005828)
& CRITSWIN & 07/17/2023
[# C5l Assessment
e ——

Mental Health Progress Mo...

Miscellaneous

[# Mental Health Progress Note
Opened 2 minutes ago

[# Mental Health Progress Note
Opened a minute ago

This icon opens up a view in your Activity Pane that shows your upcoming appointments by day. Use the arrows to move forward or backwards
to view different days.

CUNT

This icon opens up your To Do List in your Activity Pane. Here you will see items such as Progress Notes that were kicked back to you for editing
by your supervisor, Draft items that have not yet been finalized, etc.

This icon that is on the top right of your Activity Pane is what you would click on to view your Current Activities in your Activity Pane. This
window lets you see all the forms you currently have open.

v
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Customizing Your Views (including Widgets!)

4. Ways to adjust how Avatar NX looks.

Many staff are reporting that they are having trouble navigating Avatar NX because of how it looks. For instance, widgets are too small to easily view
documents, the way the screen looks to them is different from what they saw in webinars and in this Avatar NX Updates Document, etc. Many of these
problems can be addressed by adjusting your setting or personalizing your widgets. See the main ways to adjust your view settings below.

Problem

Updated: 4/3/2025

Zooming In/Out

Can’t see boxes to enter data

Putting data in the text box, but it’s
not showing what | entered

Words on form overlap.

Form looks messy and disorganized.
Text on form doesn’t line up or skips
to another line for no reason.

My screen doesn’t show the same
button options that | have seen in
examples (e.g., “Launch Report”
doesn’t show up on my console
widget when | pull up an assessment
form.

Customizing Your Widgets

e Takes too much scrolling to get to the
widget | need

e Too many widgets | don’t need are on
my screen

e Missing a widget that | should have

Undocking Widgets

e Widget box is too small

e Want to view contents in widget while
simultaneously exploring other
information in client’s chart.

11




Zooming In/Out

Can’t input date or time into date/time fields? Text overlapping in the window? Before submitting a support request to IT/QM, see if magnifying or
reducing the size of the window/text solves the issue. For example:

Ole x@% @AW +
& C & smbhsnxn.. & @ 12 % #® O 2

Customize OFF

b "'.v.r myAvatar” NX | w

P 1. Allergies (1)
5. 1) COMPAZINE

Ah! "Time" is not showing up and all the
text is overlapping! It's hard to read!
WHAT DO | DO?

Hemeless, no identifiab

Demogra

Other Preadmit/Admission Homeless

Client Time * Category

Data =1 = ponmma 2O
Online x
Documer Program isabilities-2

Select

Updated: 4/3/2025

O [m
\ Click this

square to
make

window
bigger

Hold down Ctrl on your keyboard
while rolling your scroll button

OR... Hold down Ctrl while
clicking the + or - keys on your

keyboad.
on your mouse (see where arrow
is pointing on image below). +
Scroll forward to make bigger and CTRL + |
scroll back to make smaller. "
— - =
o CTRL +
Ctrl v
Preadmit/Admission Date *
07/13/2023 :

Preadmit/Admission Time *

02:51 PM

HSMZ AMPM S

12



Customizing Widgets

Good news! You can actually customize how the widgets are displayed on your screen on most of your Avatar NX view tabs. In order to ensure you are
set to edit your widgets, click the “Customize” button on the top right of your NX window to “On.”

w | Customize || ) oFf _ﬁ al v | Customize m é? -

The widgets in the Documentation tab CANNOT be
customized/modified.
".1'7:' myAvatar” NX} myDay | Documentation | Clinical ~ MEDICAL  Admin MH

I Enable Customize Mode to add Include Client Information

i T header inview
The widgets in these tabs CAN widgets to view. invie

2 & & [0 2 & & [0

There are only FOUR
widgets available in the

myDay view tab, be customized/modified. ASSESSMENTS
You can only move, resize Notes: CANS
L ' Most staff will only have either . |
orremove the 4 widgets Clinical, Medical, or Admin Click on the ON/OFF
rom this view. You canno view, not all three. S v e alale e CANS FOR CHARTVIEW |
add any widgets outside of ; i
the 4 that come with this Clinical/Medical/Admin view customize the Wldgets..
View. tabs are the views that contain “ON” means you are going CLIENT
the majority of your widgets. to edit. After you edit, click
e the switch to “OFF” to Pending Service ‘
Authorizations

save your changes.

You can now resize/move/add/delete widgets based on your preference! (See example on next page.)

To add a widget, simply click on the widget in the Activity Panel that you want and drag and drop it to your main view tab screen
(Clinical/Admin/Medical/SUD) that contains all your widgets.

Updated: 4/3/2025 [ ] 13




Sample Customization of Widgets: You can see that some were extended to be larger, and for those widgets that | would prefer to just expand into a
separate window, I've made them small enough to just show the widget name and icons that allow me to refresh/delete/open in a separate window.
Once you're satisfied with the changes you have made, click the “Customize” switch to the “Off” position to save your changes.

PROGRESS NOTES Fox

Previous days:

Selection: Al Nates

UPCOMING APPOINTMENTS Fox PAST APPOINTMENTS Eox

Date Time Service Status  Site Staff
2023-03- ( I SOUTH COUNT
REHABILITATION GROUP
ADULT
2023-02- S UTH COUNT
REHABILITATION GROUP
2023-02- ( BT ATION RO UTH COUNT
EHAB \TION GROU ADULT
2023-02- ( e UTH COUNT
REHABILITATION GROUP
2022-12- O e COUNT
- REHABILITATION GROUP
2022-12 HELLE

— UTH COUNT BLADEMIC
REHABILI _ U

- o ATION GROUP v
ADMIN PAPER CONSENT TRACKING EF'Zx @ CLINICAL CONSENT FORMS TRACKING Eox
~ . . e -  tar a3 ~ PR 3~ . w - ’
DX FOR CURRENT ASSESSMENT V2 E'Zx% W MEDICATIONS ZZx W TREATMENT PLAN DUE CHARTVIEW EF'Cx% @ SERVICES-LAST7DAYS EFIx

For a video demo of how to customize widgets, view the “Customizing Widgets” module in the Avatar NX training curriculum in the LMS.
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Undocking Widgets

If you want to view a form in the undocked / expanded Console Widget Viewer, undock it first by clicking on the undocking icon located on the
top right corner of the widget, THEN select the form. See screenshot below.

-.'v'— myAvatar NX noyDay Documentation  Documentation [[Decumentation)] | v TESTONETESTV MR (000930000) & & X Al Episades ~ | Customize oFF = a
4 CLINICIAN » a TESTONETESTV MR [000?300001 - S—
TESTONE,TEST VMR (00... - ration: - 1. STOP- THIS ISASTAN... AlETges |
FORMS Y e - Allergies Reviewed=Yes (02/28/20...
: PP — AC OK COD for HE 5 6-dbindad the BA8 No Known Faod Allergies inme
Q. What can 1 help you ind peoRcone it et Exception: The
Advanced Client Search AC OK COD for Adults Se|ect the 2) Drug - Test . .
Adult Assessment 3) Environment - Test Consc)le Wldget V|eWer
Recent Clients Addendum Document you . . .
. ADULT Initial Assessment Wan‘t to VieW. preV|eW W|nd0W
ients for Today CLINICIAN
Clients for Tod = v d
My Forms , ADULT Reassessment v2 S currently aoes not
AIMS (Abnormal .
My Farorites , I e function properly for
Scale) Fnrm_ . Date Time Data Entry Workhh
ST y Append Progress Notes T ¢ ¢ Bys Status any Assessments
BHRS Client Relationships ¥ ¥
Cg)ntr: p;eég Child and Adolescent ALL mliiramliimmiFrremm e You can also click on this (Preca|A|M or CaIAIM)
Needs and Strengths . .
e = Client Treatment and Clinical paLL icon to expanq into a
| Recovery Plan Consent - 02172 = ey el separate |arger window, but “ h »
: : Forms . Use “Launch Report
TESTONETESTV MR Client Treatment Plan
o - you need to expand this
91 . ) “calAIM”
Clinical Consent Forms (41BH02 "Console W|dget Viewer" or run a
Clinical Consent ADULT Initial . -
. hssessment | %58 11080 - PAR it window first THEN select Assessment Reports
Clinical Medication = CENTER the document from the table for CalAIM
Consent
INTAKE)
Columbia Suicide Risk on the Ieft
et Update Client | 06/24/20 05:02 For use of B Assessments.
Day Treatment Daily Note Data PM | SCRIPTLINK
Day Treatment Weekly a0
ZL::BT;"Y Initial Contact %Dggm o PAUL et Run “PreCalAIM”
€1 Contacts Note Information s e JOHNSON e
Initial Contact Information W Preview of Assessment Reports
SRR Document will show
Administration Record (QEDQQS‘IE h for PrecalAlM
Mental Health Progress Initial Contact AD 06724720 PAUL Draft ere.
Note Infrrmatinn s INHKNIZAN rait |x Assessments.
NOABD Letter [[] Form Specific PreDisplay W4 72 50 of 466 rows
Patient Health
Questionnaire-2
Progress Note Error
R C=I

You can undock other widgets (but not just the Console Widget Viewer) as long as it has the undock icon at the top right corner of the widget.

You can even undock multiple widgets at the same time. Skip to here for an example of how to do this

Updated: 4/3/2025 15




Trouble Shooting: Document Does Not Show in Undocked Console Widget

If you get a blank window noting that “Only new documents will be displayed in this console viewer” don’t worry! It just means you need to click the
document in the Forms table.

e ] —
"V— myAvatar'NX myDay | Documentation | Documentation Documentation Documentation  Clinica MEDICAL | w TEST.JOLLY T (000938760} = & x Al Episodes v Customize oFF =

P QUALITY MANAGEMENT’ A TESTJOLLY T (000938760)

TESTJOLLY T (000938760) Ep:- Location: - B 1 Alert QM of billable diagnosis. Allergies (17)
TRAINO4,TRAIN FORMS 1) TYLENOL - Act
M, 12, 10/27/2010 Problem P: - Attn. Pract.: - 2. STOP - THIS IS ASTAND ALON... 1) ctive
“ Wi 200 Ibs, BMI: 87.9 DXP:- Adm. Pract. - 2) PENICILLINS (CLASS) - Active
3) ATORVASTATIN - Active
SOLUTION: 4) CODEINE - Active

5) AMOXICILLIN - Active
Click on the document in the Forms list that you want
to view AFTER you undock the console widget. =

Mental Health Progress Note ¥

Your document should now show up in the undocked
console widget viewer,

Workfloy
Time Data Entry B o
Date = ey Status H [Erag

- a

Date Created: 09/28/2023 at 11:23 AM PDT
ALL ~ ALL v  ALL v Awv  ALL v OALv Form Name: Mental Health Progress Note
Client's Name: TEST,JOLLY T (000938760)
Client's DOB: 10/27/2010

e

Recent Clients Site | Client Treatment Plan

| TEsTIOLLY T (000938760) =i

Clinical Consent Forms SAN MATEQ COUNTY

WVERY SERVICES

Gl (il FE e Menia Health " Console Widget Viewer - Netsmart - Google Chrome - o x

Clinical Medication Consent Progress Note ‘ ; - - o

Columbia Suicide Risk 8 smbhrsnx.netsmartcloud.com/#/undocking/view/QkhJUyoqTIRTVFIDTOSTTOXFX1Z JRVdFUg%3D%3D?%id=... &

Assessment Client: TESTJOLLY T (000938760) | Episode: All

Day Treatment Daily Note

Day Treatment Weekly Update Client CONSOLE WIDGET VIEWER ON .

Summary Data

Sy PROBLEM:

ICI Contacts Note Update Client CTR (321400}

Initial Contact Information Data - Oh no! The document isn't

Medication Administration

Record _ showing in the Console Widget

Mental Health Progress Note ModaicClent - window when | undock it!

NOABD Letter Data -
Patient Health Questionnaire-9 [] Form Specific PreDisplay

Progress Note Error Correction - h
Request

SUD Progress Note

Updated: 4/3/2025 16




Section 2

Viewing Client Charts

»  Finding Clients in NX

> Opening Forms for Clients

»  Opening Multiple Open Charts / Forms

Updated: 4/3/2025 [ ] 17




Finding Clients in NX

5. Finding Clients in NX

There are two main ways to search for clients in Avatar NX.

Basic Search Using Search Bar Advanced Search

e Center of MyDay View Tab screen

T e Available on some forms but not all

Type your client’s name or MR# in the search bar to pull up your client’s If you click on the “Advanced Client Search” link underneath the search
name. Double click on their name and you will be able to view your bar, you will be able to search for clients using multiple criteria.

client’s chart. ) y ) . , ,
When using the “Advanced Client Search” feature in Avatar NX, you'll see

See Search Bar section for information on where to find the search bar. a field called “Assigned Client ID.” This is the Medical Record number that
staff associate with clients (MR#).

Q. | What can | help you find?

Advanced Client Search Soial Sy s bese ol B

Assigned 10 (MR#)

Infe Score ame "] Date Of Birth

This is the usual Client ID number that most
staff associate with a client.

Also known as "Medical Record Number
(MR#)" "Patient ID (PATID)" or "Client Number"

Updated: 4/3/2025 [ ] 18




Opening Forms for Clients in Avatar NX

6. How do |l open existing forms for clients in NX?

There are several ways to quickly view existing forms (both draft and finalized) through NX depending on if you’re searching for scanned documents or
forms created directly in Avatar. One is with the Forms Widget/Console Viewer and the other is via the Clinical Document Viewer.

Viewing Forms/Documents via Console Widget Viewer

Forms widget and Console Widget Viewer which are both located in the Documentation view tab.

4
TRAINO4,TRAIN

Q, | What can I help you find?

Advanced Client Search

Recent Clients

My Forms >
My Favorites 3
Recent Forms 3

Control Panel

Y- 1=

Recent Clients Site |

] TEsTIoLLY T (000938760)

CLINICIAN »

FORMS

AC OK COD for Adalescents / TAY
AC OK COD for Adults

Adult Assessment Addendum
ADULT Initial Assessment v2
ADULT Reassessment v2

AIMS (Abnormal Involuntary
Movement Scale)

Append Progress Notes

BHRS Client Relationships

Child and Adolescent Needs and
Strengths

Client Treatment and Recovery Plan
Client Treatment Plan Addendum
Clinical Consent Forms

Clinical Consent Retraction
Clinical Medication Consent
Columbia Suicide Risk Assessment
Day Treatment Daily Note

Day Treatment Weekly Summary
GAD7

ICI Contacts Note

Initial Contact Information
Medication Administration Record
Mental Health Progress Note
NOABD Letter

Patient Health Questionnaire-9
Progress Note Error Correction
Request

SUD Progress Note

Update Client Data

URGENT CARE PLAN

Youth Assessment Addendum
YOUTH Initial Assessment v2
YOUTH Reassessment v2

SCANNED DOCUMENTS

26.5 Consent to Assessmnt Plan (PV

Only)

5150

AC-OK

Annual Assessment

AOD AIDS/HIV

Auth for use or disclose PHI
Information

CALocur

Append Progress

A TESTJOLLY T1000Y3876U]

TESTJOLLY T (000938760)

M, 12, 10/27/2010

CLINICIAN

Forms Scanned Documents

R ——— ) Workflow
Form Descrlption i icode ¢+ Date ¢ "™ DataEntryBy 3  Status
AL W AL v AL v A~ au v ALv

%, 84 (921400

Append P i 0142 JOSEPH
ppend Progress p
Notes s, ' 092212023 oy pELAGUILA -

HEAL H
cTR)

Append Progress
Notes You can narrow down the list

Notes

1) Clicking on the form name in
the menu on the left or

Mental Health
Progress Note

2) Selecting the form name from
the drop down menu in the
"Form Description Column" in

Mental Health
Progress Note

[ Form Specific Prel

that shows up in the Forms

HE 3" 407, Wt: 200 Ibs, BML: 87.9

Widget by by either:

the Forms widget.

Updated: 4/3/2025

This method allows you to view either
o Scanned forms OR
o Forms that were created directly in Avatar.

First, select either the “Forms” or “Scanned Documents” tab
depending on the type of document you want to view.

Once you select the tab you want, you can further filter by
clicking on the desired document on the forms menu or using
the drop down menu in the “Form Description” column.

When you find your document on the list, double click it and it
will show up in the Console Viewer to the right of the Forms
Widget.

] 19




Clinical Document Viewer

To view scanned documents, you can either use the Scanned Documents
Tab in the Forms Widget described in the previous page, or you can use the
Clinical Document Viewer. To access the Clinical Document Viewer, search
for “Clinical Document Viewer” using the search field and complete the
form.

Q clinical document|

Advanced Client Search

CLINICAL DOCUMENT VIEWER

Select Search Criteria

Select Type: I Client ".

Select All or Individual Client: O All O Individual

Select Client: [ I o
User: | I o

Document Status: O Final

0 void

Document Origination Date Start:

Form Selection

® Entire Chart

O Legal Medical Record

O By Categories / Forms

Process

Here is what | found:

(Al@) Clients @ | Staff @

)AR
Forms
pratf Undock  Name Menu Option
s Cliissl Dastinari Vi / Avatar PM / RADplus Utilities / Document
Management
= Clinical Document Viewer / Avatar CWS / Document Management

Program:

Episode:

Document Source

n End:

Form Restrictions
Do Not Print
Do Not Release

Archived Documents

ZNON-CONTRACT FFS
HOSPITAL

ZWOMEN'S RECOVERY
ASSOC end 4/30/14

[J Batch Scanning Module
[J Document Routing

[J POS Scan / Import

—

Include Exclude
@) ®
O ®
@] ®

Updated: 4/3/2025

Return to Table of Contents
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CLINICAL DOCUMENT VIEWER

> B8 Search Results

View

Client
Name

Episode

Linked Document Document Do Not
Form Name

Date Status Release

Document Description

Record

26.5 Consent to 26.5 Consent to

Updated: 4/3/2025

> B Search Results

Client/Treatment Recovery Plan

H ¢

San Mateo County Behavioral Health & Recovery Services
BHRS MH Contractor Credentialing Form 2013-10
oo APPLICANT & AGENCY INFORMATION

Email to Alys Herring at aherring@smcgov.org

must be F by appli agency

Direct Service Provider- Required: Avatar Use - Required:

Is this person a direct service provider? Will this person use Avatar?

ONo ONo

O Yes- New Biller/ Therapist # Needed [ Yes
If Yes, complete this section, check both if
both apply:

O New User-Full Avatar, Clinical role: write
progress notes, treatment plans, other

rlinicral darumante

O UPDATE to current direct service

A 1 1y 45 - e— 35 R IR % &
Document List TEST.JOLLY T (938760) - Client/Treatment Recovery Plan *
% Close All Documents

O O o370 TESTJOLLY Assessmnt Plan (PV 01/30/2018  Final Assessmnt Plan (PV ALVIN AQUINO
Only) Only)
C||Ck on these M 035760 TESTJOLLY Client/Treatment 02/18/2015  Final Client/Treatment ALYS HERRING
i i Recovery Plan Recovery Plan
boxes will activate =~ : ‘
m s n O O TESTJOLLY Client/Treatment . Client/Treatment
"the_ View and" 938760 Recovery Plan 02/18/2015  Final Recovery Plan ALYS HERRING 3
Print Selected f N
1-250f 118
buttons at the
bottom of the
Document List
screen.
CLINICAL DOCUMENT VIEWER

21




7. Howdo Il open new forms for a client?

For client specific forms, such as Progress Notes, Assessments, etc., you must first select a client. Then you can either search forms using the search box
or use the “New Record” button in the forms widget in Avatar.

L)
v‘ myAvatar” NX myDay Documentation Documentation

| Documentation Clinical MEDICAL  Admin MH TE

A TESTJOLLY T (000938750)
P 4 CLINICIAN 4
TESTIOLLY T (000938760) Ep:-
ERITSUJNI FORMS
. M, 12, 10/27/2010 Problem P: -
AC OK COD for Adolescents / TA .
2 Ht: 3' 4.0°, Wiz 200 Ibs, BML: 87.9 DX P:-
D, | What can | help you find? AC OK COD for Adults
Advanced Client Search Adult Assessment Addendum
ADULT Initial Assessment v2
Recent Clients ADULT Reassessment v2
AIMS (Abnormal Involunt3
My Forms b Movement Scale) CLINICIAN
A d Py Not
My Favorites 4 st N Mt . © 4 Forms Scanned Documents
BHRS Client Relationghips
Recent Forms » Child and Adolescegt Needs and
Strengths Time Workflow
Control Panel Client Treatmenjand Recovery Plan Form Description <  Episode = Date > - DataEnky By = Status
bam B [zal Client Treatmeglit Plan Addendum T
Clinical Consgint Forms ALL v ALL " ALL v A.v  ALL v A v

Recent Clients
TEST,JOLLY T (000938760)

Day Tgatment Daily Note mn
Day JFeatment Weekly Summary Medication Agministration Record

\@Contacts Note Mental Health Mental Health Progress Note

i r‘diranirﬂ tration mrd
Make sure you select a client first, | R e—— Fatient Health Questionnalre:s ——
then go to the "Documentations” tab.

aft
Progress Note NOABD Letter

Progress Note Error Correction Request
SUD Progress Note
Forms will not show if you do not Me

have a client selected. P

(a1} SSessmen endum 57 (410701
YOUTH Initial Assessment v2 Mental Health NORTH
YOUTH Reassessment v2 Progress Note COUNTY UE{UEFEIE TRAINIDS braft
ADULT)
SCANNED DOCUMENTS T
26.5 Consent to Assessmnt Plan (PV [) Form Specific PreDisplay 1.2 » 50 of 420 rows
Only)
5150
. AC-OK

Annual Assessment
Open

New Record = Clear Filters

For additional information on how to better utilize widgets to view forms, please click here to see how to edit your widgets.
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Opening Multiple Client Charts / Forms in NX

8. How to Open Multiple Forms for the Same Client

Sometimes you might be working on a client’s chart and would like to view multiple documents for the same client simultaneously (e.g., while you are
working on an assessment, you want to view the latest treatment plan, last assessment, and progress notes).

If you want to view multiple documents from the Console Widget, simply undock multiple Console Windows from the widget and then select the
documents you want to view in the Console Widget using the forms widget.

For other documents, if they are available through your widgets you can undock each widget you need.

Once you have your windows open, you can position and resize as you like. Screen shot below shows example of how 3 undocked widgets can be
positioned on one screen.

¥ Console Widget Viewer - Netsmart - Google Chrome = o X | console Widget Viewer - Netsmart - Goagle Chrome -

& smbhrsnx.netsmartcloud.com/#/undocking/view/QkhJUyoqTIRTVFIDTOSTTOXFX1ZJRVAFUg%3D%3D?id = TIhAYjk3Y2E3MmJANDMSMUAOZDZhQ... @& & smbhrsnx.netsmartcloud.com/#/undocking/view/QkhJUyoqTIRTVFIDTOSTTOxFX1ZJRVdFUg%3D%3D?id=TIhAYjk3Y2E3Mm);

See UndOCkIng W|dget Client: TEST,JOLLY T (000938760) | Episode: All Client: TESTJOLLY T (000938760) | Episode: All
section for information

Client Treatment and Recovery Plan ¥ \ ADULT Initial Assessmentv2 % GAD7 *
on how to undock the /

W|dget. Client Treatment and Recovery Plan These tWO undOCked WIndOWS are from the Information
Plan Name: T Plan 2023 Console Widget in your "Documentation” tab. |/

Plan Type: Initial

ening/Additional Information

The window on the left shows the Client
cLEnT's overaLL GoauDesiRep outel - Treatment Plan and the window on the right e

from treatment, in client's words.:

This s a testing the co-signature shows an Assessment and a GAD 7.

Use: Jolly Test for RWH placement

S — P
plan Start Da R e Close Al Launch Report - I source oD =T Launch Report

¥ Progress Notes - Netsmart - Google Chrome

& smbhrsnx.netsmartcloud.com/#/undocking/view/Q1dTKipOVFNUX1BSTOdSRVNTX05 PVEVT?id=TIhAYjk3Y2E3MmJANDMS5MUAOZDZhQGIONm VAYWVkN;dIZDMONjk1 8t=QmYhemVyl GV5SmhiR2NpT2IKSVV6VXhNaUo SLmV5SnpkVOI pT2IKVVVrRk pUak EwSWI3a WRIbHdaUOk2SWiGVIZH

Client: TEST,JOLLY T (000938760) | Episode: All

PROGRESS NOTES.
Previous days: 300
Selection: All Notes

This undocked window is the
(1) BHRS Standard Note - 4 hours ago by TRAINO4,TRAIN " " -
Mental Health Progress Note Prog rfss NOt?S Vl\l”dget from
Progress Note For: New Service the C||n|Ca| or Med|ca|
Practitioner: TRAIN ID4 VIEW tabs'

Date Of Service: 08/01/2023

Updated: 4/3/2025 [ ] 23




9. How to Open Multiple Charts/Forms for Multiple Clients in Avatar NX.

You have multiple ways to toggle between forms for different clients. However, we will show below the two easiest ways to do so.

You will see two areas of the Avatar NX screenshot below highlighted in purple boxes — one at the top of the screen and the other to the right of the
screen. You can either click the box with the client name at the top of the NX window to see a drop down list of currently open forms for that client, or
you can click on the open form using the Activity Pane to the right of your NX window.

Please note that some forms, such as the Progress Notes and Medication Administration Record, will not be listed in either the client drop down at the
top or the under the client name in the Activity Pane. You will only be able to see which client each of those forms is for by opening the form (clicking on
either the form link at the top or the form link in the Activity Pane).

7~ myAvatarNX [ myDay | Documentation Documentation Documentation Documentation  Clinical ~ MEDICAL  Admin MH

Customize (o) 20 &
(=]

4 [aT[STO\l[TES v | &TESTJOLLYT(1Form) v || &TESTEHR (1 Form) ¥ || & Mental HealtfiProgre B Mental Health Progress ... ]

I I1: All Adult Assessments V2 1: CSI Assessment

2: Client Treatment and Recavery Plan TESTONETEST V MR (000%30000)
@ All Adult Assessments V2

Opened 11 minutes ago

@& Client Treatment and Recovery
: -
Opened 10 minutes ago
=1 ) e

@ GAD7

Recent Clients

My Forms »

ALL ADULT ASSESSMENTS V2

My Favorites: 3

Rocant Foms » All Adult Assessments V2 Openesd © mimtes ago
TEST.EHR (001005828)

C:’""“' Panel Client * Specify The Assessment Date Range e "
O& QM= TESTONETEST V MR (330000) Start Date * Opened ¥ minutes ago

Recent Clients ste | (7] s Miscellaneous

TESTONETESTV MR End Date *

000930000} - .

[~ ] =

TESTJOLLY T (000738760}

TESTEHR (001005828)

Note: Some forms, such as the Progress Notes and
Medication Administration Record, will not be listed
under the client name. To find out which client the
form is associated with, click on the link to the form
to open the form.
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Section 3

Printing and Scanning

Printing Reports / Formatted Versions of Forms

Scanning / Uploading Documents in NX

Updated: 4/3/2025
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Printing Reports / Formatted Versions of Forms

For instructions on how to print assessments, please see the Assessment. To print progress notes in bulk, see the Progress Notes.

10. How do | print formatted versions of forms?

There are several different ways to print formatted / formal versions of client documents/forms in Avatar NX.

Printing Individual Forms Printing Multiple Forms Saving PDF Versions of Forms
View Tab Documentation Tab Documentation Tab or Search function Pop up of Report.
Description This is limited to sending a To Do If this button is embedded in the form, For use when co-signature is required.
notification to one Avatar user. Cannot you are able to send To Dos to multiple

) Links directly to the form.
send to multiple Avatar users. users.

. . See “Co-Signature” section for more
Links directly to the form.

Does not link directly to a form. information on Document Routing.
CLINICIAN e CONSOLE WIDGET VIEWER (e

Forms Scanned Documents Client Treatment and Recovery Plan X
Form Episode J Date Time Data Entry By Workflow "Launch Report” allows
Desciipion & status & CRINEA you to print a formatted

- Date Created: 05/23/2024 at 03:07 PM PDT version of the form.

Form Name: Client Treatment and Recovery Plan
Client’s Name: TEST,JOLLY T JR (000938760)

Client 61(410000 | 05/23/2024 | 0307 PM ANDREI i Client's DOB: 12/20/1960 FOR ASSESSMENTS,
Treatment NORTH OSTREA " "
and Racovery | COUNTY "Print" allows you 'Y, .4 US€ Launch Report
Plan YOUTH) to print an ONLY for Assessments
Client 71 (410301 04/24/2024
Treatment CENTRAL If the_form has not VEt been unformatted PDF SUbr?gt’?g/g?];i after
:Ind Recovery ;C\CD)SLNTT)V finalized, "Open Record" aenttd  version of what :

an Plan Naj .
ol sewo s | GIOWSYOUTo openthe draft § -} you see in the For Assessmments
Trealment DALY CITY form. "Console Widget : .
and Recovery | YOUTH CLIENT . ¢ the cien submitted prior to
Plan HEALTH CTR) i treatmg
Client 84(921400  12/11/2023 DO NOT USE to edit draft i 12/16/2024, you must
Tla:lmenl DALY CITY assessments that were Plan Start Date: 05/23/2024 ran a Separate report

R YOUTH . " "

Sl PO created prior to 12/16/2024. || vin e ose: 052272005 T”EG the Ptr;Ca'Ar'tM
Client 71 (410301 00/25/2023 Did Client sign the Treatment Plan?: Signedaper Copy ssessmen epO S.

Treatment CENTRAL DELAGUILA
Was Client offered a copy of the Treatment
and Recovery | COUNTY .
I:|- Form Specific PreD\'s'pIay « <1 > 47 of 47 rows N
1 J1p| 49% - —)
«=»
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Printing Formatted Versions of Individual Forms

Some forms (but not all) will display a “Launch Report” button on the bottom right of the “Console Widget Viewer.”

*To print formatted versions of an individual progress note, please use the “Progress Notes Report” and select the date of the note you wish to print
when generating the report. Instructions on how to print using Avatar reports are included in the next question.

*To view the full contents of any assessment submitted prior to 12/16/2024, do NOT use the Console Widget Viewer or the “Launch Report” button. You
MUST print a report using the “PreCalAIM” versions of the assessment reports. See list of reports in the Frequently Used Forms for MH Staff section of
this manual.

Step 1) Select a client.

Step 2) Click on the Documentation Tab. You should see the Forms widget and a Console Widget viewer. Click on the drop down menu from the
“Form Description” column of the forms widget and select the type of form you’re looking for.

CLINICIAN B < || CONSOLE WIDGET VIEWER @z
Forms Scanned Documents Client Treatment and Recovery Plan x
Form Episode [ Date Time Data Entry By ~ Workflow
Description 2 Status  { H v i
~

Date Created: 05/23/2024 at 03:07 PM PDT

v L I 4it. v Form Name: Client Treatment and Recovery Plan
Client's Name: TEST,JOLLY T JR (000938760)
Client's DOB: 12/20/1960

Ul
I} Child and Adolescent Needs and Strengths SAN MATEO COUNTY

BEHAVIORAL HEALTH & RECOVERY SERVICES
[J Client Treatment Plan Addendum

I ~  Client Treatment and Recovery Plan

ANDREI

OSTREA
[ Clinical Consent Forms
Plan Name: Test Plan issue with Raphael_052324
) clinical Consent Retraction
JOSEPH Final Plan Type: Initial
DELAGUILA

[ Qiinical Medication Consent

CLIENT'S OVERALL GOAL/DESIRED QUTCOME - What the client wants to accomplish from

Plan HEALTH CTR) treatment, in client's words.:
Test Plan issue with Raphael 052324

Client 84 (921400 12/11/2023 01:16 PM JOSEPH Final
Treatment DALY CITY DELAGUILA Plan Start Date: 05/23/2024
and Recovery  YOUTH Plan End Date: 05/22/2025
te:
Plan HEALTH CTR) lan End Date: 05/22/
Client 71 (410301 09/25/2023  10:24 AM JOSEPH Draft Did Client sign the Treatment Plan?: Signed Paper Copy
Treatment CENTRAL DELAGUILA ‘
Was Client offered a copy of the Treatment Plan?: Yes-Accepted
and Recovery ~ COUNTY - -
[] Form Specific PreDisplay 1 47 of 47 rows - a
1 /1 49% - e— o 2h -
oD
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Step 3)

CLINICIAN

Forms

Form
Description
~

~

Client
Treatment

and Recovery
Plan

Client
Treatment
and Recovery
Plan

Client
Treatment
and Recovery
Plan

Client
Treatment
and Recovery
Plan

Client

Treatment
and Recovery

Scanned Documents

Episode

‘ Clie. % 251. ~

61 (410000
NORTH
COUNTY
YOUTH)

71 (410301
CENTRAL
COUNTY
ADULT)

84 (921400
DALY CITY
YOUTH
HEALTH CTR)

84 (921400
DALY CITY
YOUTH
HEALTH CTR)

71 (410301
CENTRAL
COUNTY

D- Form Specific PreDisplay

Date

400 W

05/23/2024

04/24/2024

12/14/2023

12/11/2023

09/25/2023

Time

<>

471 v

03:07 PM

10:38 AM

03:21 PM

01:16 PM

10:24 AM

<«| < B >

Data Entry By
2

&

24i A

ANDREI
OSTREA

ANDREI
OSTREA

JOSEPH
DELAGUILA

JOSEPH
DELAGUILA

JOSEPH
DELAGUILA

D CEZD GEE5D

Double click on the form you would like to print. Then click on “Launch Report”

ze CONSOLE WIDGET VIEWER

Workflow
Status

4it. v

Draft

Final

Final

Draft

47 of 47 rows

Client Treatment and Recovery Plan X

BoEr

“

"Launch Report" allows
you to print a formatted

Date Created: 05/23/2024 at 03:07 PM PDT
Form Name: Client Treatment and Recovery Plan
Client's Name: TEST,JOLLY T JR (000938760)
Client's DOB: 12/20/1960

SAN MATEO COUNTY

BEHAVIORAL HEALTH & RECOVERY SH

Plan Name: Test Plan issue with Raphael_052324
Plan Type: Initial
CLIENT'S OVERALL GOAL/DESIRED QUTCOME - What the clien|
treatment, in client's words.:
Test Plan issue with Raphael_052324
Plan Start Date: 05/23/2024

Plan End Date: 05/22/2025

Did Client sign the Treatment Plan?: Signed Paper Copy

version of the form.

FOR ASSESSMENTS,
use "Launch Report"
ONLY for Assessments
submitted on or after
12/16/2024.

For Assessments
submitted prior to
12/16/2024, you must
run a separate report
called the "PreCalAIM"
Assessment Reports.

Was Client offered a copy of the Treatment Plan?: Yes-Accepted

A 1| e -

Open Record Close All m Launch Report

Step 4)

window to print a copy for your client.

Updated: 4/3/2025

Click on “Print Report” located on the top left corner of the

| |—-"hJ L)

™ Main Report L
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Printing Formatted Versions of Multiple Forms

After selecting your client in Avatar, use the search function to find the report for the forms you want to print. Check out a list of commonly used reports
in the Frequently Used Forms for MH Staff section of this manual. You can add these reports to your “Favorites” to easily access them in the future.

0
_-v’ myAvatar” NX | myDay Documentation  Documentation  Documentation  Documenta]

4 I Mental Health Progress ...

TRAINO4TRAIN e TESTIOLLY T(938760) @ Welcome, TRAINO4,TRAIN

Q| What ! hel findd? TESTJOLLY T (000938760) Ep: 22 : 416800 EAS Eve Matters
hat can | help you find?
: M, 12, 10/27/2010 Problem P: Depressed Q. |What can | help you find?
AdvanEECIEents E3rc H: 3' 4.0°, W: 200 Ibs, BME: 87.9 DX P: 297.1 Delusion|
Advanced Client Search
Recent Clients .

My Forms 3 S
. MENTAL HEALTH PROGRESS NOTE :
My Favorites »
t Duration: 30 minutes v
Recent Forms » ventalHeatr rogress (N This is the Search Bar.
Note Additional ToDos
Control Panel Select Client * > today AUgUSt 3

Launch OrderConnect

I
vag E al ADULT Reassessment v2 TESTJOLLY T (938760) 2023

Recent Clients e } YOUTH Reassessment v2
Scheduling Calendar Progress Note For * - = Wed = o o

TESTJOLLY T (000938760) DX from Assess. ADULT n - .
DX from Assess. YOUTH

month  week = day list

() Independent Note

Here is what | found: %
Clients @) | Staff @
Forms When searching for a
Undock | Name Menu Option report, make sure that the
C),' Client Treatment Plan V2 / Avatar PM item pel selectis
“" ”

. _ Report
[y Client Treatment and Recovery Plan / Avatar CWS / Treatment Planning
= Client Treatment Plan Addendum / Avatar CWS / Treatment Planning
C},' BHRS Client Treatment and Recovery Plan / Avatar CWS / CWS Utilities / Treatment Plan Maintenance

Updated: 4/3/2025 [ ] 29




Once you open the report, enter the date range for all the forms || &TESTJOLLYT(1 Form) ¥
you would like to print. & TESTJOLLY T (000938760)

TEST,JOLLY T (0009387... Ep:- Location: - W 1. Alert QM of billable di... Allergies (17) T3
M, 12, 10/27/2010 Problem P: - Attn. Pract.: - 2.STOP-THISISASTA... 1) TYLENOL - Active
Ht: 3' 4,0%, Wt: 200 Ibs, B... DXP:- Adm, Pract.: - 2) PENICILLINS (CLASS) - Active

3) ATORVASTATIN - Active

4) CODEINE - Active

5) AMOXICILLIN - Active

Then select “Process” to generate a formatted PDF report. .

PROGRESS NOTES REPORT Discard
oo
Report
Client ID * Start Date *
TEST.JOLLY T (938760) €Y 0520 @ 6:
End Date *
07/31/2023 @ 6:
Select “Print Report” at the top left corner of the pop up window to print the report. Avatar NX Report View¢
Print Report
| [ Find... 8 % ¥ 10t1+ |+ 100% |+
'Eg | Main Report
+ 7/19/2023
# 7/13/2023
# 7/12/2023
# 7/10/2023
+ 7/6/2023
| ®. 9 saj
New Feature for Progress Notes Report! Status Parameter *
. . Select " H "
The Progress Notes Reports for both SUD and MH now include an option to select “Draft” or eee Select "Final” for
“Final.” Remember, only Final versions should be released in a records release. | chart release.
Draft
Final
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You can save a PDF version of the report by selecting “Export” after you generate the report.
Then, select the file type from the drop down menu that appears.

Saving Formatted PDF Versions of Forms

Print Report

Format: | Adobe Acrobat (PDF) v
Pages:
@ All
O Page Range:
1 To: 1

[ Create bookmarks from group tree

‘ Find... aoll Cx 0 10r1+ |-

1+ 8/1/2023
# 7/31/2023

——
Main Report ‘

[100% -

9.9 sanwmareo (

12 ¥v REHA\

Updated: 4/3/2025

Format: [ Select A Format v
Select A Format

Crystal Reports (RPT)

Microsoft Excel (XLS)

Microsoft Excel Record (XLS)

Microsoft Word (RTF)

‘ - Microsoft Word - Editable (RTF)

i Separated Values (CSV)
| Tab Separated Text (TTX)

| Text (TXT) PP
® 71 XML
+ 7/13/7U73 I

Use the page range feature to specify which pages to print. If you are not sure of which
pages to select, scroll through the pages in the preview image and use the page number
field to determine the page of the progress note you would like to print.

1+ [10d

] 31




Scanning / Uploading Documents in NX

11. How do | scan documents into Avatar?

"é.‘- myAvatar”NX [ myDay | Documentation Documentation  Documentation | wp TEST, JOLLYTJR (000938760) & = X | AlEp
Step 1) Launch Document p
. ®We|come, TRAINO4,TRAIN
Capture in Avatar NX by TRAINOATRAIN
.. . . Every Day Matters
clicking on the picture icon
on the left menu bar Recent Clients Q What can | help you find?
My Forms » Advanced Client Search
Recent Forms ¢ Time-Slot Duration: 30 minutes v -
Control Panel Additional ToDos
0) a a ﬁ [ 4 > today U Mal’ch 2025 month week day list —
Rece e Site .
Sun Mon Tue Wed Thu Fri Sat
TEST, JOLLYTJR 1
ID#: 938760 (1]

TEST, JOLLYTJR
|D#: 938760 fa 2 3 4 5 6 7 8

-
NOTE TO SELF
e Q) search

1) Reminder

Click this to scan or import a file to the
client's chart.

Update Client Data
® client Data last updated:
03/06/2025 12:45 PM

ltems entered into the chart using this
feature goes into the "Scanned
Documents” section of the client’'s chart.

SMBHRS LIVE
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Step 2) Select if you will be scanning a document using a )
scanner or importing a file from your computer.

N Capture Mode

How would you like to capture documents?

Step 3) You have the option to either select a specific episode, or if the
document is not associated with a particular episode then you can choose
“non-episodic.”

Select Episode
Episode Number

Non-episodic

Step 4) Complete the ‘Document
Type” “Document Date” and
“Document Description” fields. e 7] Mooe | e

Authorization Letter

Authorization Request

Benzodiazepine Management Agreement
Bridges to Wellness Assessment Doc
Bridges to Wellness Care Plan Doc
CALocus

Client Demographics/MIS Registration
Client/Treatment Recovery Plan
Consent Form

Consent to Electronic Communications

Consent to Medications

Consent to Rel Info (ROI) Not Restricted

Consent to Treatment

Consent/Legal - Other

Conservator Investigation Reports
Conservatorship

Select the "Document Type"

Enter the "Document Date"
and Add additional information
in "Document Description" if

needed.

Updated: 4/3/2025 [
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Step 5) Click on the Iarge icon at the A TEST, JOLLY TJR (000938760)
. TEST, JOLLY T JR (000938760) Ep: Location: P 1 Alert QM of billable diagnosis. Allergies (19)
ce nter Of the screen tO beg|n prOCGSS Of , 64, Problem P: - Attn. Pract.: - 2. STOP - THIS IS A STAND ALONE EPISO...  Allergies Reviewed=Yes (02/21/2024)
. . DX P: - Adm. Pract.: - 3. HIGH PRIORITY-Please review the U... IEND. <At
scanning or uploading document. 2PENICLLNS (LS Acve
3) ATORVASTATIN - Active
4) CODEINE - Active
Capture = M save Reset oo
Click on this icon to (938760) TESTJOLLY TJR
upload or scan the (NomepBodc
document / file.
S LIVE
‘;;.5 ;«;nsenl to AssessmntP... -~
0'3” 1/2025 =]
Z WoDe - [
Close Document Capture
Step 6) Select whether or not you will be
. . . . . . ) Source X Select Files
scanning or importing a file. If importing a file
from your computer, either find the file using the
“browse” button or drag and drop the file into colect ; , .
elect a capture source: Browse or drag and drop files here.
the box.
File ﬁ k
Scanner
0 files selected.
Updated: 4/3/2025
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Step 7) After verifying that you uploaded the files you want, click “Save”

4 TEST, JOLLY T JR (000938760)
TEST, JOLLY T JR (000938760) Ep: - Location: -
Problem P - Attn, Pract.: -

DX P: - Adm. Pract.: -
Select Files

This tells you how
many files have
been selected for
upload / scan.

Browse or drag and drop files here.

\_ 1 files selected.

0.

e TS A

the process. v “' ’

W Delete  + 1 (11 = 323%

e [

Close Document Capture

Step 8) This message should pop up verifying that your scan / import was successfully completed.

A —
4) CODEINE - Active

Capture ¥ H save Reset T

‘ ° Save was successful. X ‘
CLIENT
(938760) TEST,JOLLY T JR
o Document Added to Avatar! X

EPISODE
Non-episodic

Updated: 4/3/2025 [ ] 35




Client Alerts

Section 4

Communication between
Avatar Users

Urgent Care Plans

Selecting the Correct Avatar User ID for Staff

Sending To Dos and Notifications

Co-Signatures

Updated: 4/3/2025
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Client Alerts

12. How Do | Create a Client Alert?

1) Open the client’s chart in Avatar.
2) Search “Client Alerts” in the Search field.

3) If the client is associated with previous alerts, the Pre-Display will show all the client alerts that have been saved for the client. To create a
new alert, click Add.

Opening: Client Alerts
Home > Select Client >

v Selected Client : TEST, JOLLY T JR (000938760)

I Select Record I
Alert Type Description Custom Message {5 Date OfEntry O
DO NOT AUTH CLIENTS - NORIDIAN OR INSUR CALL CENTER STOP - DO NOT AUTHORIZE OR RE- 01/31/2018
AUTHORIZE CLIENTS WITH INSURANCE OR NORIDIAN
(EXCEPT MFT'S)
WARNING - HPSM KAISER/, I-CAL CLIENT WARNING - THIS IS A HPSM KAISER/MEDI-CAL CLIENT. DO 01/31/2018
MNOT ENTER KAISER GUAR 451 COVERAGE
Changing the Error custome to warning custom 12/24/2019

4) In the Type of Alert field, select the alert type.
a. Note: The “Warning” is the only alert type that allows you to create your own custom message using the Custom Message field.
5) Complete the field for Active or Active for Date Range. Enter Active if you do not want to associate the alert with a date range.

6) Optional: In the Applicable Forms field, select if you want the alert to be triggered when any form is opened for a client (All Forms) or if you
only wan the message to show when specific forms are opened.
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7) Inthe Episodes field, select All Episodes if you want the alert to be applicable to all episodes, or if you want the alert to show only for

particular episodes, then click on the appropriate episodes.

8) Click Submit.

Type Of Alert *

Select

\ Q
Alert QM of billable diagnosis.
ASSIGNMENT OF BENEFITS DUE Disper]
CAMET M to M s2nt to HPSM f \ ,
o sent to OF review (-)Yes ©N°
CALL CENTER STOP DO NOT FORWARD TO HPSM.
CARE ALERT
CARE MESSAGE EndDats .
CLIENT IS DECEASED

d v
CLIFNT NN RILLARIF_ NN REC 777 QMY M

Applicable Forms
All [Clear Search
[C] 837 Fast Defaults (Avatar MSO)
[C] 837 Institutional Defaults (Avatar MSO)
[C] 837 Outbound Re-Billing Service Assignment (Avatar MSO)
[C] 837 Professional Defaults (Avatar MSO)

Episode(s) *
All |Clear Search

Q

[C] Episode # 1 Admit: 06/02/2012 Discharge: 05/28/2015 Program: Z006600 SIERRA VISTA IMD_07_20
["]_Episode # 100 Admit: 09/25/2024 Discharae: NONE Proaram: 922708 STAR VISTA CWCRT Com. Response Tm

13. How Do | Edit a Warning Alert that Has a Custom Message?

When you get to the pre-display, select the alert you would like to edit, and click the “Edit” button at the bottom of the screen. Select the appropriate
existing alert and edit the custom message field needed.

14. How Do | Delete/Disable a Client Alert?

When you get to the pre-display, select the alert you would like to edit, and click the “Edit” button at the bottom of the screen. Select “Yes” to under the
“Disabled” section to deactivate/disable the alert.
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Urgent Care Plans

15. How Do | Create an Urgent Care Plan for a Client?

Open a client’s chart in Avatar and search for the “Urgent Care Plan Bundle”

urgent care|

Advanced Client Search

-

Forms

Undock Name
URGENT CARE PLAN

URGENT CARE PLAN Bundle

Here is what | found:

Menu Option

/ Avatar CWS / Other Chart Entry
/ Avatar CWS / Other Chart Entry

The Urgent Care Plan Bundle includes 2 Forms:

1) Client Alert form — Follow instructions on the Client Alert
section above.
2) Urgent Care Plan form

To complete the Urgent Care Plan, fill in the required
information. The “Urgent Care Treatment Plan” is where
you should type the details of the Plan. For Urgent Plans
that include medication information, type in the type of
medication, dose, date, any issues, MD prescribing. When
you’ve finished, click “Submit”

URGENT CARE PLAN

Urgent Care Plan
Identifying Information
Treatment Plan and Caution

Submit [

Start Date * End Date
- - Y .
. ]
Status *
Open x|~
Client Information Update Diagnosis if needed
Date of Birth
Region
12/20/1960 o ‘ Select
: :
Team
Therapist/Caseworker *
Psychiatrist

Urgent Care Treatment Plan *

(]

Updated: 4/3/2025 [
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16. How Do | Deactivate an Urgent Care Plan?

Step 1) Follow the Directions in the Client Alert section above on how to deactivate a client alert.

Step 2) Search “Urgent Care Plans” under your Documents View Tab and select the Urgent Care Plan you want to edit. Click “Open” to open the form.

CLINICIAN @Be CONSOLE WIDGET VIEWER &
Forms Scanned Documents URGENT CARE PLAN X URGENT CARE PLAN X
Form Episode [ Date Time DataEntry By  Workflow -
Description 2 Status 2 Urgent Care Plan
Start Date: 11/27/2024

Status: Open

R A
o 2l 2! 2! ! !

PLAN

Therapist/Caseworker: ERT TSUIII (053266)

PLAN

URGENT CARE - 10/20/2017 - JEANNINE - Urgent Care Treatment Plan:

PLAN MEALEY Test 2 for 11/27/2024
[] Form Sp@Mc PreDisplay <« < [F > 6 of 6 rows

Change the Status on the Status drop down from “Open” to “Closed” then click “Submit.

URGENT CARE PLAN

Ut Core P

Identifying Information
End Date

Treatment Plan and Caution Start Date
a

Status *
Closed

Cal
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Finding and Selecting the Correct Avatar User ID for Staff

17. Multiple User IDs show up for my supervisor (or supervisee) when trying to communication via Avatar (Co-
signature, etc.)

There are some staff who have multiple User IDs in Avatar, which results in their name coming up more than once when staff search for them. This can
be for a variety of reasons (staff person works in both SUD and MD, staff was formerly a contracted provider and is now a BHRS employee, etc.)

Q tucker

Advanced Client Search

Here is what | found:

All (61 ]fCIients 59 ]fStaff 2 ] Forms (@

Staff
irat
Staff Name Name
TENNILLE TUCKER (061069) TUCKER,TENNILLE
TENNILLE TUCKER (084680) TUCKER, TENNILLE

When this happens, staff should first ask the staff person to whom they are trying to send the notification/co-signature which option to select. If they do
not know, please contact Muriel Espera (MEspera@smcgov.org) in the BHRS Billing Department (a.k.a. MIS) to ask about which ID should be used.
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Sending To Dos and Notifications

18. “Send Notification” Form is RETIRED

The “Send Notification Form” that was available in the old Avatar does not function in NX. If you try to use this “Send Notifications” form in Avatar NX,
nothing will happen — it does not work.

“TEST,JOLLYT (000938760)

B 1. Alert QM of billable diagnosis.

M,12,10/27/2010 2.STOP-THIS IS A STAND ALONE EPISO.

HE: 3 4.0 WE 200 bs, BME 87.9

4) CODEINE - Active:
5) AMOXICILLIN - Active

BEND NOTIFICATIONS

Send Notifications

Choose the Recipient/s and Enter a Messag

ATo-Do List item will be sent to the recipient/s

19. How do | send forms to review to my supervisor or other Avatar users now that the Send Notifications form has
been retired?

There are several different ways to send Notification or To Do’s to other Avatar users. The table below shows 3 ways to send To Dos or Notifications.

“Send To Do” Quick Action “Send To Do” button on Forms Document Routing
View Tab . . . . Available on select forms (not available on | Available on select forms (not available on
MyDay Tab in the Quick Actions widget ( (
all forms) all forms)
Description This is limited to sending a To Do If this button is embedded in the form, For use when co-signature is required.
notification t.O one Avatar user. Cannot you are able to send To Dos to multiple inlke efiecily o e e,
send to multiple Avatar users. users.
See “Co-Signature” section for more
information on Document Routing.
Does not link directly to a form. Links directly to the form. Links directly to the form.
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“Send To Do” through Quick Actions

In NX, users will have to use the Quick Actions (on your “myDay” view tab) to send a To Do item. This can only be sent 1 at time to another user, and
you must select a client before having access to these Quick Actions items. Then, fill out the pop up note, and click “Save.” Your To Do item is now sent.

-:VL myAvatar N Documentation  Call Center TESTONETESTV
4
FANAAI_ I TR AINIAC T AN
TRAINOS5,TRAIN
SEND ATO DO x

Recent Clients

. el . TESTONETEST V MR (000930000)
What can [ help you find.

RSO 2 Advanced Client Search Send Notification To*
My Favorites 3
TRAINO4,TRAIN (TRAIND4)
Recent Forms 3
1

Control Panel Send Notification Outgoing Comments® REMIN DER

OaQfE Time-Slot Duration: 30 minutes v
Please look at prgress note dated 2/5/2023]

You cannot send a To Do
TESTONETESTV MR <> e (8 July 2023 : . :
(0506001 without first selecting a

Sun Mon Tue Wed .
client.
#
2 3 4 5
; w0 " 0
First, select the 17 1 2 2 2 z

;

Client that should
be associated with

b [+
the TO DO |tem a Send a To Do " Alerts
ipdated. @ Alerts last updsted:
05/11/2015 04:36 PM
Add [ aco ] Add

The receiving Avatar user should be able to view the To Do item in their To Do list (see next page for how the To Do looks to the receiving user).
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When the Avatar user receiving the To Do item clicks
on the To Do item, a screen will pop up with the
content of the note that was sent, and the client will
also pop up on the left hand side of their screen.

However, because this type of To Do note is not
directly linked to the form, the user will need to search
the form to open it.

Pocumentation  Call Center

Advanced Client Search

MY CALENDAR

Time-Slot Duration: 30 minutes

< | > today

Sun Mon Tue ‘Wed

2o
"N~ myAvatar' NX [ myDay | Documentation  Call Center

QUICK ACTIONS

Q  What can I help you find?

B July 2023 | month week day list 1

oFF

& Customize

® Welcome, TRAINO4,TRAIN

Every Day Matters
MR. TEST TESTONE V o
(000930000) [EdH]
To Do Message
& TRAINT

INOS
£ 07/25/2023

Review To Do ltem

ZZ ) MYTODO'S =
v

Additional ToDos

Thu Fri Sat

1l

&

NOTE TO SELF

©

You don't have any reminders

4 & MR TESTTESTONE... ¥
TRAINO4,TRAIN
TESTONETEST V MR (000930000 e -
Q| What can | help you find? ¢ } E-
F, 61,05/08/62 Problem P: -
Advanced Client Search HE 5' 6% Wi 114 Ibs, BMI: 184 DXP:-
Recent Clients
My Forms »
’ REVIEW TO DO ITEM
My Favorites »
Recent Forms » Review To Do item

Control Panel Online Documentation To Do Information

[ON-Y - Nl Date Sent : 7/25/2023
Time Sent : 10:09 AM

ReceiEHents Sent By : TRAIN TRAINOS
Option : To Do Message

MR. TEST TESTONE V
(000930000)

Please look at prgress note dated 2/5/2023.

Set To Do ltem to Reviewed *

[_] Reviewed

I 1 STOP-THIS IS ASTAND ALONE EPIS...

No Known F
1) Animal -
2) Drug - Te

3) Environm|

Therefore... Staff should
specify what form needs to
be reviewed in the content
of the note.

r g

Sample Information to
Include in To Do Note:

e Form Name

e Date of Form

Updated: 4/3/2025
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Send To Do” button embedded in Forms

For some forms (such as the Transfer/Discharge, AOD 60 day Discharge), users can create a To Do directly from the form and send to multiple users (see
screen shot below).

Unfortunately, this is not able to be added to all forms, so if you do not see the “Send To Do” button (see screen shot below) when you open the form,
you will need to send a separate “To Do” through the Quick Actions process described above.

. Send To Do I

TRANSFER/DISCHARGE REQUEST Autosavedat 1198 1 QD QT G T Add to Favorites
Create To Do
Select Staff Select Team
Search here |.;’ Search hepe |ﬂ
Send To: Mote: \*
ERI TSWJII (053266) Request to transfer client from Palos Verdes to the North County
NORTH COUNTY ADULT {410101) Adult elinic. Client graduated high school and will be receiving

outpatient mental health services at North County.

You can only save if you

type content in the ﬁ

“Notes” section.

@I «—»

rd
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20. Supervisor Co-Signature Instructions (Document Routing)

The previous mechanism by which

i ined i PROGRESS NOTE GETED GEE=5ED
co-signatures were obtained in the — e

old Avatar does not function in
Avatar NX. To avoid notes being

057 %"
¥ myAvatar

' VS

& W
Netsmart This no longer works

myAvatar” NX stuck in limbo and to ensure that ‘ a in Avatar NX
staff are able to get the required co- E
signatures, the Avatar NX mechanism for co-signature was turned (2) BHRS Standard Note(Co-sign Required)

on. 3)Restricted(No Disclosure W/O Consent)

4) Restricted(Co-Sign Required)
However, the NX mechanism comes with two new functionalities that

cannot currently be turned off:

5) Disclosure W/O Consent

6) Disclosure W/O Consent(Co-Sign Req.)

- |User To Send Co-Sign To Do ltem To

1) The Document Routing pop up will show every time a progress (1) BHRS Standard Note ] v
note is finalized regardless of if a co-signature is required, and
2) It requires the co-signers to input their Avatar password in Route Document to
order to approve documents. Instructions on how to address
the document routing pop up if no co-signature is needed are Supenvisor feam
included in the next few pages. [search here | [search here
The IT department is continuing to work with the vendor to explore a pdd Anprover

solution to this that will avoid staff needing to take these extra steps. If
a solution is able to be found, we will notify staff as soon as it’s
available.

Admitting Practitioner

Caseload Practitioners

Search here

Approver Final Approver Title Name
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How do | send forms for co-signature in NX?

Route Document to

“Document Routing ”: This is a feature in NX that staff can use to route documents to their supervisor. Please note that
this window will pop up for all progress notes that get finalized, regardless of if the note requires a co-signature. IT is

unable to limit this pop up to show only for notes that require co-signature.

For Staff Who Do NOT require co-
signature

For which
Staff does
this option
apply?

All staff, regardless of whether or not
co-signature is actually required.
(Licensed staff will see this, too).

For Staff Who Require Co-Signature
(Option 1)

Some accounts in Avatar are set to require
a co-signature. These staff will see the
“Supervisor” text as required (red font).

For Staff Who Require Co-Signature
(Option 2)

1) Those staff who do not have “Supervisor” or
“Add Approver” required but their supervisor
still requires their co-signature should use
this option.

2) Some staff will see the “Add Approver” text
as required (red font). Use this option if the
Add Approver is required.

DG 1i[o 0 Will generate when finalizing all
progress notes regardless of if staff
requires co-signature, but can be
bypassed without sending to
supervisor if staff does not require co-

signature.

Available on Assessments, Treatment Plan,
and Progress Notes.

Available on Assessments, Treatment Plan, and
Progress Notes.

Additional
Notes

The individual added as a co-signer using
the ‘Supervisor” field will be listed as
“Supervisor” on the printout of the final,
co-signed version of the document.

Once you add the co-signer/approver and
submit as “Final” the status will
automatically change to “Pending
Approval” until the co-signer approves the
note.

The individual added as a co-signer will be listed
as “Staff” on the printout of the final, co-signed
version of the document.

Once you add the co-signer/approver submit as
“Final” the status will automatically change to
“Pending Approval” until the co-signer approves
the note.

Updated: 4/3/2025
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For Staff Who Do NOT Require Co-Signature:

The Routing pop up box will still show up when you file the note, but the “approver”
fields are not required*. Staff will just need to hit submit without filling anything out.

*Required fields will be in red font.

Info specific to progress notes: For staff who do not require a co-signature, be sure to
select a note type that does not require a co-signature.

Info specific to progress notes:

For staff who do not require a co-signature, be sure to
select a note type that does not require a co-signature.

|
(1) BHRS Standard Note '

(2) BHRS Standard Note(Co-sign Required)

Je)

(3)Restricted(No Disclosure W/O Consent)

(4) Restricted(Co-Sign Required)

(5) Disclosure W/0 Consent

(6) Disclosure W/0 Consent(Co-Sign Req.)

P AW PO I O | PR,

Select x v

Route Document to

Supervisor Team
|St-_'3n_“ here | |SeL‘1'LI| here
Add Approver

Admitting Practitioner

Caseload Practitioners

Search here

Approver Final Approver Title Name

=

IT has checked with the Avatar vendor to see if this
pop up can be removed. However, we were
informed that this is not something that can
currently be removed.

For the time being, please continue to hit submit
without adding a supervisor name while IT
continues to work with our vendor to resolve this
issue.

Updated: 4/3/2025
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For Staff Who DO require co-signature (Option 1):

Follow the instructions on this page if...

1) The “Supervisor” text above the top left box is in red font.

When a staff person does require co-signer then the approver field will be marked as

required (shown in red font).

Alternatively, on some forms there is a “Pending Approval” option that is active for some
users. By selecting “Pending Approval” you will trigger the Document Routing window to
pop up, and you will enter your supervisor name and click “add” to send to your

supervisor.

Admitting Practitioner

Caseload Practitioners

Route Document to
L Reqguired | ‘ LII_EAVE BLANK |
Add Approver ~ Click the "Add" Button and
Supervisor will show in the
table at the bottom.

| LEAVEBLANK | |

l Search by Last Name. I
Final Approver

Supervisor's information will show here.

Info specific to progress notes:

a note type that does require a co-signature.

For staff who require a co-signature, be sure to select

- a=»

(1) BHRS Standard Note

(5) Disclosure W/0 Consent

(6) Disclosure W/0 Consent(Co-Sign Req.)

P AW (R YN | PR

Select

Updated: 4/3/2025

Return to Table of Contents

Verify Password

Password

Enter Password

Note for Approvers: Another change from the old Avatar is that with
Avatar NX the approver needs to enter their Avatar password to complete
the approval process. Currently, this is not a feature that QM or IT are
able to disable, but IT is working with the Avatar vendor to find a solution.
For more information on how supervisors can approve/reject notes from
staff needing co-signature, move on the next question in this document.
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For Staff Who DO require co-signature (Option 2):

Follow the instructions on this page if...

1) If nothing is marked as required, but supervisor is requiring Supervsor

Do NOT use these two fields.

ent to

co-signature (e.g., if supervisor wants to review new staff’s

notes for a period of time), OR

2) The “Add Approver” text in the center of the window is in

red font.

\ Team
'
'_ LEAVE BLANK -L LEAVE BLANK

Add Approver Search by Last Name.

Admitting Practitioner

Caseload Practitioners

Click the "Add" Button

[l and Approver will show in

the table at the bottom.
e

l_ Required

Alternatively, on some forms there is a “Pending Approval” option that is active for
some users. By selecting “Pending Approval” you will trigger the Document Routing
window to pop up, and you will enter your supervisor name in the “Add Approver”

field and click “add” to send to your supervisor.

Info specific to progress notes:

For staff who require a co-signature, be sure to select a note type
that does require a co-signature.

Jo)

(1) BHRS Standard Note

(2) BHRS Standard Note(Co-sign Required)

Approver Final Approver Title Name

Approver's information will show here.

| = =

(3)Restricted(No Disclosure W/0 Consent)

(4) Restricted(Co-Sign Required)

(5) Disclosure W/0O Consent

(6) Disclosure W/0O Consent(Co-Sign Req.)

P AW PP VYN | PR

Select x

~

Updated: 4/3/2025 [

Note for Approvers: Another change from the old Avatar is that with
Avatar NX the approver needs to enter their Avatar password to complete
the approval process. Currently, this is not a feature that QM or IT are
able to disable, but IT is working with the Avatar vendor to find a solution.
For more information on how supervisors can approve/reject notes from
staff needing co-signature, move on the next question in this document.
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21. Where do supervisor’s go to review documents for co-signature?

Documents for co-signature should show up in the supervisors’ To Do List, which can be found on the My To Dos widget in the MyDay view window or
on the To Do section of the Activity Panel on the right side of the screen. See Activity Panel section for more information on how to access the Activity
Panel. One you open the To Do List, you should be able to see all your pending To Do items, including ones that require co-signature.

myAvatar NX | myDay Documentatior Jocumentation

ANDREI OSTREA

4

TO DO'S ANDRE| OSTREA (aostrea) (Changel | What nee

b e Documents to Sign
Advanced Client Search
My Clients 2
My Forms ’ JOLLY T TEST [
(D00938760) @i
My Favorites
Recent Forms Documents that
Control Panel require your
OaQME

| > TesTioLYT ot

> TESTOMETESTWV
{000930000)

review/cosignature

will have a button *
that reads
"Review/Co-Sign..."
\\
\\

Additional ToDos

JOLLY T TEST (i}
(000938760) @
Client Treatment and Recovery

JOLLY T TEST o
(000938760) (4]
Client Treatment and Recovery
Plan

JOLLY TTEST
(000F38760)

Review/Co-Sign Notes

& ANDRE| OSTREA

Review/Co-Sign Notes

JOLLY T TEST Li}
(000938760) @i

Updated: 4/3/2025

Troubleshooting

If the supervisor does not see the To Do Item, this could be for several
reasons:

1) The supervisor has multiple user accounts associated with their
name and the inactive/incorrect account was selected. Double
check with the supervisor which account should be selected
when sending To Dos.

2) |If there is only one account that pops up and it’s still not being
received, it may be that the account may have been deactivated.

Accounts may be deactivated for a variety of reasons including,
but not limited to: too many failed attempts to log in, not having
used Avatar for an extended period of time (e.g., staff was on
leave), etc.

If both you and your supervisor have been regularly logging into
Avatar successfully, then contact BHRS IT directly to resolve the
issue.
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DOCUMENTS TO REVIEW

Queue Sort BY: | gelect an option v Document Preview

JOLLY T TEST (000938760) =
Review: Mental Health Progress Note

& TRAIN TRAINOZ £ 08/23/2023

re ke etae
Form Name:

Client's DOB

Client's Name: TE¢

Once you open the To Do
Item to Co-Sign, this window
should pop up. You can
select either "Accept"” or

"Reject.”

Click "Reject" if you want to
send back comments for edit.

Service Charge Codi
Service Program: 41
Location: OFFICE (A

Note for Approvers: Another change from the old
Avatar is that with Avatar NX the approver needs
to enter their Avatar password to complete the
approval process. Currently, this is not a feature
that QM or IT are able to disable, but IT is working
with the Avatar vendor to find a solution.

‘me

Password

Enter Password

Verify Password

Updated: 4/3/2025

Return to Table of Contents

UG/

Mente

: 10/2

For: II

RAIN

ce: 08

1 60

DOCUMENTS TO REVIEW

Queue Sort BY:  select an option

JOLLY T TEST (0009387 60) @
Review: Mental Health Progress Note
& TRAIN TRAINOG £ 08/23/2023

xoe: QD) @

Please edit XTZ

Comwments for Rejected

Please edit XTZ

w

Document Preview

'DC'@.Q

Date Cres
Form Na
Client's
Client's D

uration: 6(|

edits here.

If you selected "Reject" this
window will pop up.

Type in your recommended ogress

Then click "Sign" at the 2% OfS
bottom of the window.

atal He|

-actition

rvice ¢
ervice P|
Location:
Service T|

Service [
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22. Finding Edited Comments from Supervisors

When a supervisor sends a form back to you for edits, you can find the form in your “To Do” section of your Activity Pane. See the "Menus and Task Bar"
section of this document for more information on how to use the Activity Pane. If the form is locked and you are not able to edit, please contact BHRS IT

to resolve this issue.

e
N~ myAvatar” NX | myDay = Documentation  MEDICAL

4
TO DO'S TRAINO3,TRAIN (TRAINO3) (Chaneel | What needs my attention?
TRAINO3 TRAIN
Q| What can | help you find? . »
Documents to Sign Additional ToDos
Advanced Client Search
— 5 1
My Forms 2 JOLLY T TEST o JOLLY T TEST (000938760) i)
(000938750) @ Mental Health Progress Note [ §
My Favorites L, Mental Health Progress Note & ANDREI OSTREA
& TRAIN TRAINO3
Recent Forms ¥ B 08
Control Panel
O - J=1
JOLLY TTEST [i]
My Clients Site (000938760) (F]
i Mental Health Progress Note
| > TesTIoLLY T (00938760) & TRAIN TRAINDS

Click "Review To Do Item" to
view the supervisor's comments
OR

Click the button that has the
name of the actual form to open
the form directly. You will see
when you open the form that it
has been reverted to "Draft"
status.

jation

: @8/23/2023

: 82:49 PM

: ANDREI OSTREA

: Mental Health Progress Note

it XvZ

L

em to Reviewed *

[ | Reviewed

View Detsil

This is what will pop up if you
select "Review To Do Item"

Supervisor's comments will be
in this grey box.

Updated: 4/3/2025 [
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Section 5

Common Client Forms

>
>
>
>
>
>
>
>
>

Client Relationships and Contacts

Client Group Registration

Consent Forms
PSC-35
ICC Eligibility Form

Transfer/Discharge Form

SUD Admissions Bundle

Frequently Used Forms for MH

Deleting Forms in Avatar

Updated: 4/3/2025
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Client Relationships and Contacts

23. Forms to Use to Store Client Contacts and Relationships in Avatar

There are two different forms that should be used to enter contact information for client contacts in Avatar, depending on whether your program is part

of the SUD system or the MH system.

For MH Clients

Undock Name
En

(4 | sup cClient Relationship

\j

Menu Option
/ Avatar PM / Client Management / Client Information

/ Avatar PM / Client Management / Client Information

For SUD Clients

24. BHRS Client Relationships for Mental Health Clients

This form is non-episodic, meaning the same form gets
updated regardless of which program the staff entering
the data is from. Both SUD and MH have access to the
contacts entered into this form.

This form is for documenting all client contacts needed
in the course of treatment. Any contacts that should
only be accessed by SUD staff should be entered into
the SUD Client Relationship form, NOT the BHRS Client
Relationships form.

The form will open to the “Entry Date” tab where the
date auto populates to today’s date.

To view, add, edit, or delete contacts, click on the
“Relationships” tab. Click Submit when you are done
with the form.

Updated: 4/3/2025

& TEST, JOLLY T JR (000538760)
T IR (000938760) Ep: - Location: - B 1 Alert QM of billable diagnosis.
0/1960 Problem P: - Atn, Pract.; - 2. STOP - THIS IS A STAND ALONE EPISO...
, WE: 250 Ibs, BMI: 347 DXP: - Adm. Pract.: -
BHRS CLIENT RELATIONSHIPS
s
Entry Date
Relationships

List of All Client Relationships *

Type of Relationship  Last Name / Agenc... ~ First Name Home Phone Cell Phone Release Available? Release Start Date Release End|
Aunt TEST MOLLY 650-650-1212

Sibling TEST GRUMPY 6505551212 Yes (Full) 09/15/2014 09/15/2015
Friend JOLLY GIANT 6505551212 No

Other PHY. ADDRESS

Primary Care Physi.. ~Dr. Smith / Kaiser S... No

N N £ N 2 I I I
Adoptive Mother fdsfdsf

[ ] Adoptive Father SIMPLE FATHER 999-999-9999
Entry Date |
- . e e -
Last Name / Agency Name *
v
Other Relationship First Name:
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25. SUD Client Relationship for SUD Clients

This form is episodic, meaning you must
select an episode before opening the form.
MH providers are NOT able to see records
entered into this form.

If you see this screen on the right, it means
some contacts have already been entered
into this episode and you can proceed to
add a new contact by clicking “add.” To
activate the edit or delete options, you must
first click on an existing contact.

Opening: SUD Client Relationship
Home > Select Client > Select Episede > Select Record »

v Selected Client : TEST, JOLLY T JR (000938760)
+ Selected Episode: 102

Select Record

Name: JOLLY TJR TEST
1D: 938760

Sex: Male

Date of Birth: 12/20/1960

~ PN

Last Name / Agency Name First Name O Type of Relationship
Bob Bob from Bob's CM Case Manager

Mama Sonia Legal Guardian

If the window above does not appear and you are taken directly into the form, that means no contacts exist yet in this episode. You may proceed to
enter the new contact directly into the form and submit when done.

SUD CLIENT RELATIONSHIP

Clert eltorsp

THIS OPTION IS FOR DOCUMENTING ALL CONTACTS RELATED TO A CLIENT NEEDED IN THE COURSE OF TREATMENT

Type of Relationship * Other Relationship
Select X v

Last Name / Agency Name * Home Phone

First Name Cell Phone

Address - Street Work Phone

by AOD

Updated: 4/3/2025
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Client Group Registration in Avatar

26. Creating a New Client Group in Avatar

For all BHRS Staff who run groups, you MUST register any group. This includes groups with a set list of potential attendees and drop-in groups. If it is a
drop-in group and you do not know who will be members of the group, you can save the group registration form without adding members.

Group Registration Form S~ myAvatar NX (ToyBagl] Documentation  Documentation  Documentation  ocumentation  Cllncal  MEDICAL  Admin M
. . . oy . . ‘
The Group Registration form is utilized to register a series LAURIE BELL (®)Welcome, LAURIE BELL
. . ape . ; wmm
of group therapy sessions in Avatar. After utilizing the fleokt Sk . rvp———
. . . Fe ¥
Group Registration form to register the Group Name and e sons Cuossens
. . . . Avatar PM »  Client Management
Group Registration Date, clients can be assigned to the PR | Practtomr =
group. *Please note that a client must have an open Avatar s » Sarvices
episode in order to be registered for a group. (e ciees IR o o ey
Appointment Schaduling »  Scheduling Calendar ¢
$ Sat
. . ’ ©
Menu Path: Avatar PM/Appointment Scheduling/Group i A 5 ‘
X i X System Maintenance » Staff Members Hours And L‘)
Management/Group Registration (Alternatively you can Exscutive Reportig System , [ - 2 15
utilize the search box to locate the form) D - '
RADplus Utilities e ; @
e Scheduling Reports »  Group Termination @2
Group Member Assignment ©
Edit Group Registration Date o Yo

Select Group Screen

When you open the Group Registration form, the first screen you will see is the Select Group screen. This screen is used to register a new group or edit
an existing group.

*Please note that groups with similar names may appear in the Select Group list at the bottom of the page. Make sure that your new group name does
not already exist before you register the new group.

Updated: 4/3/2025 [ ] 57




To Create a New Group

1) Enable the New Group button by typing any letter into the search bar (the button will be grayed out before this step).

2) Select the New Group button.

3) Click “Yes” to Auto Assign Next ID Number for the group.

Opening: Group Registrz

Home > Select Group »

Select Group

Q  mindful

Results
MINDFULLNESS (000233)

— =

Group Registration Tab

4) Complete the fields on the “Group Registration” tab on the form
(see below)

Group Name: Enter a unique name to identify the group, that
includes the clinic/program providing the group and the subject of
the group (e.g. PV-SBMH Social Skills Building Group)

*Providing a unique group name will help to differentiate this
specific group from other groups that are already registered in
Avatar.

Group Registration: Date the group is created.

Updated: 4/3/2025

Group

Auto Assign Next |D Number?

Documentaticn  Docurrmentation  Documentation  Documentation Climdcal MEDICAL  Adrmin MH  Design Team View

| 2new coupts fom ¥
W APPOINTMENT GROUP FIEE [114)

GROUP REGISTRATION

Sub-Section 1
Online: Documentation

Group Mame *
PY-SBMH Social Skill Bullding Groug]

(Group Descrigtion
Social Skill Building group for SBMH clients. Facilitstors will 8
teach social skills and provide oppertunities for cliemts to practice
new social skills im 2 group setting.

Return to Table of Contents
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Is this Group a Family?: In most cases, a “No” response should be selected. While Avatar allows for family members to be registered as a group,
this option would only be selected if all the family members participating in the group are BHRS (including contract agencies) clients.

Group Description: A brief description of the group (e.g. focus of group, planned content, facilitators, etc.)

Group Capacity: The maximum number of members in the group (e.g., If “12” is entered, this means that the group will have a maximum of 12
members). This field can be left blank if there is no maximum number of participants that you want to specify.

Associated Group: If the new group you are registering is associated with another group that is already registered in Avatar, choose the
associated group from the list. If the group that you are registering is not associated with another group, then you can skip this step..

Group Member Assignment Tab

After entering the group name and registration date, the Group Member Assignment tab is used to assign members to the group (see tab on left-
hand side, circled in red below).

Complete the fields on the Group Member Assignment tab on the form (see below for additional information).

by | Documentatior srnentat smentation rnentation nical  MEDICA AdminMH  Design Tearm View Customize | orr)

i | 2 mew Grousit Formy

W APPOIN ROUP FILE (334)

GROUP REGISTRATION

“ Sub-Section 1 A

Group Member Assignment *
Client Episode Number Group Assignment Start Date Group Assignment End Date Actual Assignment Date
No records.

e ——
0 Add New ltem

i [ Etsseceitn [ oseasecndten |
Group Assignment Start Date * @
0
-
Eplsode Number Group Assignment End Date O .
S Y M

w

Actual Assignment Date

- v

[ States) ‘ﬁi Accessibility: Investigate :D: Focus F‘e —1

Updated: 4/3/2025 [ ] 59




Click on: “Add New Item”

Client: Fill in the client’s name *A client must have an active episode to be added as a group member.

Episode Number: Choose the Episode of the program under which the client is open.
Group Assignment Start Date: Add the start date for the group.

Group Assignment End Date: Add the end date for the group.

Click “Ok” to notification that states “Future date entered.”

Repeat the steps above to add additional clients in the group

Click “Submit” to save the information (see button circled in red below)

Documentation  Documentation  Documentation  Documentation  Clinical  MEDICAL  Admin MH

|a NEW Groi

T GROUS FILE (314)
GROUP REGISTRATION

Group Registration Client Episcde Number Group Assignment Start Date 7
Group Member Assignment
Sub-Section 1 TESTJOLLY T (938760} 84 04709/2024 04/09/2025 04/09/2024
Onine D " TESTTESTY (1016891) 7 04/09/2024 04/09/2025 04/09/2024
TESTONETEST V MR (330000) 1 04/09/2024 04/09/2025 04/09/2024
04/09/2024
b I cnsucrenan— Qoo s o |
Clignt * Group Assignment Start Date * @
1
Q
Episcde Number Group Assignment End Date
Select -

DD

A
CY B

Updated: 4/3/2025 [ ]
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27. How Do | Edit Client Information for a Group?

Editing a Client

To edit a registered client’s information, select/highlight the client’s name and select the “Edit Selected Item” button.

Click “Ok” the pop-up notification that states: “Filing any edits to group information may leave existing appointments with invalid information.”

Click “Submit” after making any changes.

28. How Do | Generate a Group Registration List in Avatar?
Group Member Listing Form
A listing of all group members can be viewed in Avatar under the Group Member Listing report. This is NOT a participant list — a participant list is a list of

group members that attended a particular session. The Group Member Listing is the full list of clients registered to the group and is not tied to actual
attendance for a particualr session.

Menu Path: (Avatar PM/Appointment Scheduling/Group Management/Group Member Listing (Alternatively you can use the search bar to locate the
report).

‘v myAvatar' NX | mybay | Documentation Documentation  Documentation  Documentation  Clinical  MEDICAL  Admin M a Customize o) = | &
4
LAURIE BELL @Welcome. LAURIE BELL
- Every Day Matters
Recent Clients
Q0 What can ! help you find?
Ly At L daed Cient Search
Avatar PM »  Client Management

Avatar CWS v Practitioner

Avatar MSQ b Services

2 Billing L 8 month | week day  list
Appointment Scheduling »  Scheduling Calendar ]
Su

Reports »  Appointment Move/Delete &2

System Maintenance +  Staff Members Hours And 2
Exceptions

Executive Reporting System
Site Management

Assessments
Group Management +  Group Registration ©
Scheduling Reports +  Group Termination 2]

3

New Forms
Group Member Assignment 2 anyreminders

Group Member Listing ]

Edit Group Registration Date @
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To view members of a specific group, select “Individual” group, enter the name of the group into the Group field and enter the start and end dates for
the group (if you aren’t sure of the dates, enter an approximate start and end date when the group took place). Select the “Process” button to generate
the report

| = Group Member Listing

Add to Favorites

GROUP MEMBER LISTING

Group Member Listing.

Online Documentation

Individual Or All Groups * Start Date *
04/09/2024 -
oAl @® Individual e
Srowp ” End Date *
ol oo -
04/09/2024 -
v
Results

PV-SBMH Social Skill Building Group (314)

Here is a view of the Group Member Listing report that is generated by Avatar:

ocumentation  Clinical  Design Team View Customize OFF —g ;
I Group Member Listing
GROUP MEMBER LISTING

Page No: 1 SAN MATEQ COUNTY BHRS Run Date: 09/16/2024
2809 ALAMEDA DE LAS PULGAS SUTTE 280
San Mateo, CA 94403
* Group Member Listing *
Group ID#: 80314 Group Name: PV-SBHH Social Skill Building Group
Start Date: 64/09/2024 End Date: 89/16/2624

Assigoment Assignment Actual

Client Name Client ID Episede Start Date End Date Assgn Date
TEST,JOLLY T 009338760 B84 04/03/2024 04/85/2025 04/09/2024
TEST,TESTY 201016591 7 ©4/09/2024 04/09/2025 04/09/2024
TESTONE, TEST V MR 200930020 1 24/09/2024 04/@9/2025 04/09/2024

View Search

PDF Config: = Netsmart Suggested v Page: v Zoom: = 100% v
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Consent Forms

29. Where can | find consent forms for clients?

Consent forms come in either two forms — as hard copies scanned into Avatar or as electronic versions that are entered directly into an Avatar form.

To the right are the names of the current forms in Avatar that staff should use to record client’s consents in an
electronic format. The “Clinical Consent Retraction” form should be used when an existing consent needs to

be retracted.

Please note that it is not required for consent forms to be completed via the Clinical Consent forms. PDF

versions of the forms may continue to be printed out and scanned into Avatar.

Clinical Consent Forms

Clinical Medication Consent

Clinical Consent Retraction

To view already completed consent tracking widgets in Avatar, use the consent widgets that are available in your Clinical/Medical/Admin view tabs.

The Admin Paper Consent Tracking widget includes the consent forms that have been scanned into Avatar.

The Clinical Consent Forms Tracking widget includes the consent forms that were completed directly in Avatar using the Clinical Consent forms.

ADMIN PAPER CONSENT TRACKING

Patient Name  Consent_Type Retracted Date  Release for Name/Agency Release for Initial Date of Consent Restricted Status Consent Exp Date
JOLLYT  Consent to Release Information Edgewood AOD programs ~ 04/22/2021 04/21/2024
TJOLLYT  Treatment Consent 08/23/2018
TESTJOLLYT  Medication Consent 08/24/2018
TESTJOLLYT  Cell Phone Agreement 02/09/2022 02/01/2033
A_dmln Pap.r_hr' CI:“"IE-’EI'IT. TI‘ar:Hr‘l TESTJOLLYT  Consent to Electronic Communications 03/18/2023 Yes
. TESTJOLLYT  Medication Consent 07/25/2019
CLINICAL CONSENT FORMS TRACKING (C ] I
Clinical Consent Forms
Retracted Rel for Initial Date of Restricted Consent Ex|
Patient Name Consent_Type racte elease for Release for nitial Date of estricte nse =
Tracki ng Date Name/Agency Consent Status Date
Coordinati
R LCHARLENE L Release of Information Anthony IHSS Staff ~ oo o8 10/19/2022 10/19/2025
Services/Referrals
Ashley B Coordinati
WANKELLY Release of Information Sl s S 08/14/2023 08/14/2026
Brilliant Corners Services/Referrals
TESTJOLLY T Consent to Treatment 12/20/2022
TESTJOLLY T Cell Phone Agreement 12/16/2022 -
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Alternatively, you can use the Forms widget and Console Widget Viewer which are both located in the Documentation view tab to scroll through
individual Clinical Consent Forms. You can filter by clicking on the desired document on the forms menu or using the drop down menu in the “Form

Description” column.

CLINICIAN 4
FORMS

AC OK COD for Adolescents / TAY
AC OK COD for Adults

Adult Assessment Addendum
ADULT Initial Assessment v2
ADULT Reassessment v2

AIMS (Abnormal Involuntary
Movement Scale)

Append Progress Notes

BHRS Client Relationships

Child and Adolescent Needs and
Strengths

Client Treatment and Recovery Plan
Client Treatment Plan Addendum
Clinical Consent Forms

Clinical Consent Retraction
Clinical Medication Consent

Columbia Suicide Risk Assessment
Day Treatment Daily Note

Day Treatment Weekly Summary
GAD 7

ICI Contacts Note

Initial Contact Information
Medication Administration Record
Mental Health Progress Note
NOABD Letter

Patient Health Questionnaire-¢
Progress Note Error Correction
Request

SUD Progress Note

Update Client Data

URGENT CARE PLAN

Youth Assessment Addendum
YOUTH Initial Assessment v2
YOUTH Reassessment v2

SCANNED DOCUMENTS
26.5 Consent to Assessmnt Plan (PV

A TESTJOLLY T (000938760)
TESTJOLLY T (000938760)

M, 12, 10/27/2010

Ht: 3' 4.0°, Wt 200 lbs, BMI: 87.9

CLINICIAN £

Forms Scanned Documents

Workflow
Status

Time
Form Description #

Clinical Con: ™ ALL v ALL v ALv  ALL v AL v
Clinical Consent T SAMANTHA Final
Forms ELIZABETH VIGIL

Episode + Date % Data Entry By +

Clinical Consent TARRIETE ANNINA LEE Final

Forms ALTOMARI

Clinical Consent )
- 04/13/2023 - ERITSUJI Final

Forms

Clinical Consent ERRYETE ANNINA LEE Final

Forms ALTOMARI

Clinical Consent 01/12/2023 ANNINA LEE Final

Forms ALTOMARI

Clinical Consent T TRYETFE ANNINA LEE Final

Forms ALTOMARI

Clinical Consent 12/20/2022 ANNIMA LEE Final

Forms ALTOMARI

Clinical Consent ANNINA LEE . -
- 12/16/2022 | — Final

] Form Specific PreDisplay W 1] 22 of 22 rows

B 1 Alert QM of billable diagnosis. Allergies (17)
2.STOP- THIS IS A STAND ALONE EPI... 1) TYLENOL - Active
2) PENICILLINS (CLASS) - Active
3) ATORVASTATIN - Active
4) CODEINE - Active
5) AMOXICILLIN - Active
CONSOLE WIDGET VIEWER

Clinical Consent Forms %

Consents
Is this a Release of Information?: Yes

Consent Form(s): Release of Information
Was this contact in English ?: Yas

Language for Printed Version (If language is not available for
selected consent type, select English) : English

This provider reviewed this consent form with the Client or
Parent/Guardian/Representative : by phone

Person authorizing consent: Client

Date of Client or Parent/ Guardian/ Representative Consent:
08/14/2023

The Client or Parent/ Guardian/ Representative
authorized/approved this consent by? (If verbal consent ? include

reason in General Comment box) : Verbal consent

The Client/Parent or Guardian was offered copy of this form:
Declined copy

Updated: 4/3/2025
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PSC-35

30. How do I find the PSC-35?

Add the “Generic Access” widget to access the PSC-35 (see screenshot below).

*Note that if you do not have a client selected when you open the Generic Access widget, the widget will be blank.

~
Customize m = ‘ GENERIC ASSESS =
v = @ =
i 4 2023
°
T Search by Assessment Name —PS035

Include Client Infarmation

header in view Pediatric Symptom Checklis...
Completed: 02/08/2023

O

ASSESSMENTS @ remove from graph

= .

Score 20

CANS FOR CHARTVIEW ] 10

o4

CLIENT

GENERIC ASSESS Drag and drop into your main widgets
view tab screen (Clinical/Medical) and
you should now be able to see the PSC-
35 through this “Generic Access”
widget!

Generic Assess

If you do not know how to add a widget, please see the Customizing Your Views section of this document.
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ICC Eligibilty Form

31. How do I find the ICC Eligibility Form in Avatar?
Search for “ICC” in Avatar NX and click on “Eligibility Screening Form for ICC Services.” Then select the episode and complete the form. For more detailed

instructions, see the following resources:

e ICCIHBS TFC Training for Clinicians

e Instructions: SMC ICC Eligibility Screening Form on AVATAR

e Recorded Instructions: SMC ICC Eligibility Screening Form on AVATAR

| & TEST, JOLLYTIR(1... ~
4 TEST, JOLLY T JR (000938750)
TEST, JOLLY T IR (000938760) Ep: 104 : 410303 CENTRAL YOUTH TEAM Location: NOT HOMELESS, Anatone, WA B 1. Alert QM of billable diagnosis.
Froblem P: Depressed affect Attn, Prack.; - 2. STOP - THIS IS A STAND ALONE EPISO...
DX P: 099.394 Major depressive disorder aff... Adm. Pract.: TEST TESTO1 3. HIGH PRIORITY-Please review the Ur.. L TYLENOL - Acti
L 2) PENICILLINS (CLASS) - Active
3) ATORVASTATIN - Active
4) CODEINE - Active
ELIGIBILITY SCREENING FORM ICC SERVICES Add to Favorites
ICC Services
Client Name Phone
TESTJOLLY T JR
Gender . Date Of Birth
12/20/1960 [ 7] -
() Male-to-Female (MTF)/Transgender Female/Trans Woman v
(O Female-to-Male (FTM)/Transgender Male/Trans Man Screening Type
(") Genderqueer, neither exclusively male nor female R
(@) Female () New () Update
) Male
(_) Chose not to disclose
() Additional gender category or other, please specify Medi-Cal #
Pronouns
Issue Date
-
T Y
o DD
Race/Ethnicity
Unknown/ Not Repaorted W v
Languages
Select X v
Parent/Guardian Name
Languages - h
Select X v
Relationship
Parent/Guardian Name
Lo Aunt (o, Adontive Eather

Updated: 4/3/2025 66



https://www.smchealth.org/sites/main/files/file-attachments/icc_ihbs_tfc_training_for_clinicians_12-2-2024.pdf?1733346745
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Transfer / Discharge Request Form

32. How do I fill out the Transfer / Discharge Request Form? When should | use it?

All programs using Avatar for clinical documentation should complete the “Transfer/Discharge Request” form when discharging or transferring a client to
a different program or delivery system. The Transfer / Discharge Request does not need to be filled out for client transfers within a program (e.g., client
is transferring from one North County Adult clinician to a different North County Adult clinician).

Steps to Follow to Complete the form:

Recent Clients
Q) | What can | help you find?
- r | Advanced Client Search
Avatar PM 3
e o g
Avatar MSO (2 Consents »
Progress Motes *
Recent Clients
& Treatment Planning » Ju I'j,"' 2024
TEST, JOLLY T IR 1
ID#: 938760 L] Reparts e wed Thu
.Tir.';::;z;T L w Other Chart Entry - 3 Authorizations and Referrals »
Contractor Document Entry 3 Medical 3
Document Management P@fﬁlismarge Reguest - [
Results 3 Update Client Data I
3 PRE ADMIT Group Attendance =
. . 3 oD S WLC.C. Contacts 3
1) Locate the Transfer/Discharge Request form in Avatar by:
» ICI Contacts MNote A
a) Typing “Transfer/Discharge Request” in the search * PREADMIT Caseload Assignment [
bar' or 3 URGENT CARE PLAMN A
- Client Alerts e I
H «“ ” .
b) Using the “My Forms” menu on the left side of your URGENT CARE PLAN Bundle .
. a To Do
screen: Total Wellness SID 2
My Forms » Other Chart Entry ® Transfer/Discharge Total Weliness Bundle =
A
Request
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N

Home > Select Client  Select Episode >

« Selected Client : TEST, JOLLY T JR (000938760)

Name: JOLLY TJR TEST
1D: 938760
Sex: Male
Date of Birth: 12/20/1960
Episode 2
96
95
94
93

90
89
88

I elect Episode I

Program % Start & Eod <

410308 QUALIFIED INDIVIDUAL FFPSA

41BAQ4 TELECARE MOBILE CRISIS TEAM
41BAD4 TELECARE MOBILE CRISIS TEAM
41BAQ4 TELECARE MOBILE CRISIS TEAM
41BAQ4 TELECARE MOBILE CRISIS TEAM

Opening: Transfer/Discharge Request

992020 AQT LAURAS LAW 06/03/2024

2) Click on the episode from which the client is
being transferred/discharged. Then click “Ok.”

41BHO2 ACCESS CALL CENTER INTAKE 03/19/2024
41BHOZ ACCESS CALL CENTER INTAKE 12/20/2023 01/25/2024
AD4110DUI FREE AT LAST DUI 08/01/2023
41BHO2 ACCESS CALL CENTER INTAKE 06/01/2023 06/01/2023

4 TEST, JOLLY T (000938750)

TEST, JOLLY T (000538760}
F. 63, 12/20/60
He: 5' 11.2", Wi: 250 bbs, BMI: 34.7

TRANSFER/DISCHARGE REQUEST

Transfer / Discharge Request
Supervisor Authorization Status
Receiving Clinic Approval Status
Notify

DX from Assess. ADULT

DX from Assess. YOUTH

Ep: 90 : 41BH0Z ACCESS CALL CENTER INTAKE Location: HOMIELESS, DALY CITY, CA
Problem P: Depressed affect Atn, Pract.: -
D P: - Adm. Pract.: J0CEHYN R CERDA-GARCIA

Type of Request * 3) Select either “Transfer” or Discharge from the “Type of
Request” section and complete all other required fields.

() Diseharge (@ Transfer

Transfer To *

Morth County Adult

Current Treatment Information and Alerts

Client was hospitalized on 7/18/24 due to Danger to Self (swicidal ideation with 2 plan). Client was dis
weeks of medication.

Updated: 4/3/2025
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3] ATORVASTATIM - Active

4 TEST, JOLLY T (000938760)

= 4] CODEINE - Active — ety

Alergles Rev. 02121/2024)
TYLENOL - Acth.
2 PENICILLINS (CLASS,

Add to Favorites AATORVASTATIN -t

4 CODEINE - Active

f—

Transfer / Discharge Reas
Client called all center to request an individual therapist and psychiatrist. Access Call Center staff scheduled an intake appeintment for the cliemt at the North County E,
Adult clinic on ith Clinician A.

Requested By * Date of Request *

S 00

1f you want to change the diagnosis from the last assessment, select the
Once the assessment form opens, select “Update” on the Assessment Ty;

4) To notify your supervisor and/or the receiving clinician
I of the transfer request: Click on the “Send to Do”
button on the top right hand side of your screen.

Updated: 4/3/2025

(*Please note that the “Notify” tab has been replaced by
the “Send to Do” button)

See “Send To Do” Section of this Guide for instructions
on how to use the embedded “Send To Do” function.
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SUD Admissions Bundle (Only for SUD)

33. How do | Complete the “SUD Admission Bundle IPS Episode”?
1. Search for SUD Admission Bundle:

Q. sud admission bundlg|

Advanced Client Search

Here is what | found:

*
(E@) s @ | 5

bn:

Forms

A SUD Admission Bundle (IPS) |

2. Enter Client Information (This screen will not appear if you already had the client’s chart open):
Client Search
Last Name First Name Sex
e ol Mele il g ] Either the first name
Social Security Number Date of Birth and/Or |aSt name AND
the sex must be filled
Assigned ID (MR#) out to enable the
"Search" function.
D
Info Score Name D Date Of Birth m:':r“"my g:z::’ Hope Alias Family Number
- 75 TESTJOLLY T JR 938760 12/20/1960 000-00-0002 650-123-4557 TEST, JOHN
List of Potential Clients. If none are the client
you are looking for, click “New Client.”
Updated: 4/3/2025 [ ] 70




3. Click New Client to generate a AVATAR ID #. Click “Yes”

Client

Auto Assign Next ID Number?

4.

4 NEW Client

Fill out as much information as possible for the IPS Episode. All fields in red are mandatory.

, (001030094)

HE: -, Wi: -, BML:

ADMISSION (OUTPATIENT)

Admission
Demographics

Other Client Data Episode Number *

Online Documentation 1

TEST,JOLLY

Ep:1:
Problem P:
DX P:

Primary Therapist / Counselor * Q@

Primary Psychiatrist / Supervisor Q

Sex *

) Female
() Other

Make sure to fill out all the
required fields in all tabs.

=}

e ONLY)

Date Of Birth

-
- D

w Social Security Number *

Updated: 4/3/2025

Return to Table of Contents

Allergies (0)

In IPS there are 3 TABS:

1. Admission

2. Demographics

3. Other Client Data
Only Admission has red fields, but SUD
encourages contractors to always enter as much

information as possible —in the end it makes life
easier for all.
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5. Click “Submit”

Ep:1: Location: - Allergies (0)
Problem P: - Atin. Pract.: -
DX P: - Adm. Pract.: -

ide Number * Primary Therapist / Counselor * Q

6. After Submitting, you will be see the SUD Initial Contact Information (this is the SUD screening)

SUD INITIAL CONTACT INFORMATION D TS
ceesttornaton

Substance Use Screening

DIMENSION 1. Date of Original Request * Status *
WITHDRAWAL/DETOXIE -
POTENTIAL ¥ @ Draft () Final
DIMENSION 2.
BIOMEDICAL ) . . Name of Requestor *
CONDITIONS AND Time of Original Request
COMPLICATIONS Hm* awem &
- - -

EMOTIONAL/BEHAVIOR
COMNDITIONS AND
COMPLICATIONS

DIMENSION 3. Requestor's Relationship to Client
Select x

Service Requested *

DIMENSION 4. )
READINESS TO (_) Therapy () Medication Support
CHANGE () AOD ) Other

DIMENSION 5. () AOD RTX Eating D/O
RELAPSE/CONTINUED () Psychological Testing

USE POTENTIAL

DIMENSION 6.

7. Click “Submit”

Updated: 4/3/2025




8. After submitting, you will see the SUD Initial Referral

SUD INITIAL REFERRAL
i e

initial Referral Date * Initial Referral Action
02/20/2024 =D :
Initial Referral Time *
16 AM H ™ M ™ Am/pm =  Initial Referral Assessment Type *

) intia

) Full Substance Use Assessment
) Initial Contact Assessment

Initial Referral Assessment Data

R

Is Referral Urgent? =
= Reterral Hreen Referral Level of Care *

Ve N,
= a Intensive Outpatient
Has Medi-Cal Been Verified? ~ Zr MAT (1 . Vivitrol, etc
") NRT (Methadone, Suboxone)

(The above is only a partial view of the IPS Referral form)

9. Click “Submit” and you are done.
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Frequently Used Forms for MH Clinical Staff

34. Which forms have Pre-CalAIM and CalAIM Versions?

The table below lists which forms and reports to use based on when the form was last submitted.

Document Type _ CalAIM Versions Pre-CalAIM Versions

Assessment For any assessments submitted on or CalAIM Adult Assessment Bundle The “V2” versions of the Adult and Youth
Forms after 12/16/2024: (includes Diagnosis Form) Initial/Reassessment/Addendums have all
The CalAIM Assessment Bundles MUST ?;jfsr/ztéff and are no longer available as of
be used when completing an Initial ¢ CalAIM Youth Assessment ’
Assessment, Reassessment, or Update Bundle (includes Diagnosis Form)
Assessment that includes an update to
the Diagnosis. ¢ CalAIM Adult Assessment Form
¢ CalAIM Youth Assessment Form
Assessment For assessments updates submitted ¢ CalAIM Adult Assessment Report ¢ PreCalAIM Adult Assessments Report
Reports before 12/16/2024, use the Pre-CalAIM
versions of the Assessment reports. ¢ CalAIM Youth Assessment ¢ PreCalAIM Youth Assessments Report
For assessments submitted on or after Report
12/16/2024, use the CalAIM Version of
the reports. Diagnosis for the clients will ~ ¢ CalAIM IEP Report ¢ PreCalAIM IEP Report
need to be printed out separately using
the CalAIM Dx Report.
Diagnosis For any assessments and diagnosis ¢ Diagnosis Form ¢ Dx from PreCalAIM Adult Assessment Rpt
Forms and updates submitted on or after
i) 12/16/2024: ¢ CalAIM Dx Report Current—Use ¢ Dx from PreCalAIM Youth Assessment Rpt
The Assessment Bundle (which includes to see the most recent diagnoses
the Diagnosis form) MUST be used to entered for the client.
enter all diagnoses 12/16/2024 and
onward. ¢ CalAIM Dx Report Historical These PreCalAIM DX reports pull the dx that

was included in the last PreCalAIM Assessment
that was completed prior to 12/16/24.
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35. Do all forms and reports now have Pre-CalAIM and CalAIM versions?

No. Some forms have remained the same and some were updated but did not require Pre-CalAIM and CalAIM versions. The forms below do not have
Pre-CalAIM vs. CalAIM versions. The forms and reports listed below may be used regardless of when the forms or reports were submitted.

Document Type l Name

Additional Assessment / ¢ Child and Adolescent Needs and Strengths ¢ GAD7
Screening
¢ PSC-35 (available with Generic Access widget) ¢ Columbia Suicide Risk Assessment
¢ ICC Eligibility Form L4
Progress Note Forms ¢ Mental Health Progress Note ¢ Progress Note Error Correction Request
¢ Append Progress Note ¢ Medication Administration Record
Progress Note Reports ¢ Progress Notes Report by Client ¢ Progress Notes Report by Clinician

Independent Progress Note Report — This is a new report to view independent notes. Not for Chart Release.

Treatment Plan Forms

Client Treatment and Recovery Plan

¢

Client Treatment Plan Addendum

Treatment Plan Reports

Client Treatment Plan V2 Report

Consent Forms

Clinical Consent Forms

Clinical Medication Consent

¢ Clinical Consent Retraction

Miscellaneous Forms

Updated: 4/3/2025

CSI Assessment

Transfer/Discharge Request

¢ NOAB Letter

¢ Contact Log
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Deleting Forms in Avatar

36. Oh no! | made a mistake and need to delete a form in Avatar.

In general, most forms in Avatar cannot be deleted, especially if they have been finalized. Below is a general guide of what to do if you want to correct
an error in a finalized document in Avatar.

Progress Note

Grammatical / Minor Errors in Form

Leave as is.

Forgot to include information.

Use “Append Progress Notes”
form to add information.

Included information that should not
have been included.

Contact QM.

Put in the wrong date.

Use “Progress Note Error
Correction Request” form.

Entered incorrect info in progress note
fields (e.g. service code/time, location
code, etc NOT narrative field)

Use “Progress Note Error
Correction Request” form.

Submitted a form for something that
did not happen (e.g., marked wrong
consent form).

Contact QM.

Accidentally created extra draft of a
form.

Use “Delete Draft Progress
Note” button on the note.

Wrong client.

IContact QM.

Wrong episode.

Contact QM.

Assessment

Leave as is.

Use CalAIM Assessment
form and select “Update”

to add information.

Contact QM.

Contact QM.

N/A

Contact QM.

Use Delete button. See
instructions in here.

Contact QM.

Leave as is. Note error in

progress note.

Treatment Plan
Leave as is.

Use “Client Treatment
Plan Addendum” form
to add information.

Contact QM.

Contact QM.

N/A

Contact QM.

Leave as is. Note error
in progress note.

Contact QM.

Contact QM.

Avatar Consent

Leave as is.

Contact QM.

Contact QM.

Contact QM.

N/A

Contact QM.

Leave as is. Note error
in progress note.

Contact QM.

N/A

* “Contact QM” does not guarantee that form will be deleted. It means that QM will review your request and determine if the form can or cannot be
deleted based on the information provided.

Updated: 4/3/2025
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Section 6

Assessments (MH) and
Diagnoses (MH and SUD)

Important Note About Mental Health Assessments and

Diagnoses

Viewing and Printing MH Assessments

Deleting Draft MH Assessments
Using the Diagnosis Form (MH and SUD)

Viewing and Printing Diagnoses (MH and SUD)
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Important Notice about Mental Health Assessments and Diagnoses

Reference the updated “Frequently Used Forms for MH” Section for a complete list of the new Assessment and Diagnosis Forms and Report names.

37. The new CalAIM Assessment form is now available. Can | finalize a draft assessment that was created using the
old Pre-CalAIM (Assessment V2) version of the Assessment form?

No. If you attempt to open the old draft using the new CalAIM form you will notice that much of the data is missing and you will not be able to verify or
edit any information that does not appear on the new form. Therefore, you should leave this assessment in draft.

If you need to view the contents of the form, you may use the “PreCalAIM” versions of the assessment reports. If you see that the client does not have a
current assessment in place because the old assessment was not finalized, then you should create a brand new assessment using the CalAIM version of
the assessment form and document your completion of the assessment in a progress note. Again, after 12/9/2024, do NOT finalize versions of the
assessment that were created using the old Pre-CalAIM form.

38. Diagnoses Are Not Embedded in the new CalAIM Assessment forms!

Before CalAlM, the diagnoses that were entered directly into the assessment form could be directly attached to all claims. However, this is no longer
possible in Avatar, which means that diagnoses will have to also be entered separately through the Diagnosis Form for it to be properly attached to
claims that get sent to Medi-Cal. This means that staff should make sure that the diagnosis that is entered into the free text field in the CalAIM
Assessment Form matches what is entered into the Diagnosis Form.

You MUST Use the Assessment Bundle when

completing an Initial or Reassessment. Assessment Diagnosis [ I Assessment
Form Form e Bundle

Do NOT skip or cancel the Diagnosis Form.*

* Because the Diagnosis Form cannot be routed for co-signature, staff who require co-signature should get the assessment co-signed first before filling
out the Diagnosis Form. In these cases, staff who require a co-signature will need to open the Diagnosis form separately after the assessment is co-
signed to enter the diagnoses from the assessment into the Diagnosis form.
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39. Can you show me the two places I’'m supposed to enter diagnoses?

The first place where you will be documenting the diagnosis is in the “Diagnosis Information” box in final Domain of the CalAIM Assessment. This is the
section right before you finalize the assessment in Avatar.

May ONLY be completed by Licenced/Waivered- MD/NP, MF T/LC SW/ASW, Psy(PhD/PyD), RN wiPsych MS, or Trainee wi/co-signature

Diagnosis Information (include any diagnoses or rule out diagnoses, etc)
This box replaces what used to be the individual boxes for each diagnosis that was in the old
Assessment assessment form.
FOrm This is where you list the Mental Health Diagnoses and Z-Codes you are giving the client.
Remember to add the diagnoses that you type here into the Diagnhosis Form, too.

Clinical Formulation / Summary (Including Current Presenting Issues, Course of Treatment, Impairments, Diagnostic Criteria, and Strengths)

The clinical formulation should still include how the client's presentation / symptoms

meet diagnostic criteria for the diagnoses you listed in the above "Diagnosis
Information" box above.

The second place is on the first page of the Diagnosis form. You do not need to complete the “Additional Diagnosis Information” Tab section on the
Diagnosis Form.

DIAGNOSIS
Diagnosis
5 ~ DX
DX Type/Date/Time
Ei Default . -
. . imated D:
Diagnosis Comments Index Ranking { Description Status O E‘: Do Classificatic
Problem List v
. ° Primary (1) Posttraumatic stress disorder X=0TAE]
D I a n o s I s DX from PreCalAIM Adult Assessment
DX from PreCalAIM Youth Assessment 2 Secondary (2) Intermittent explosive disorder | Active (1)
Online Documentation
4
Diagnosis Search * Diagnosing Practitionel
Posttraumatic stress disorder [ a ] TSUJILERI (053266)
Updated: 4/3/2025 [ } 79




Viewing and Printing Assessments

40.

YES! Due to how different the Pre-CalAIM and CalAIM Assessments are, we can only set the Console Widget “Launch Report” function to work with the
new CalAIM Assessment report format. This means you cannot accurately view Pre-CalAlIM Assessments using the “Launch Report” feature in the
Console Widget viewer. However, the PreCalAIM Assessments are not lost. Staff just need to access the PreCalAIM Assessments using a different
method (see next page for instructions).

Is there a difference in Avatar in how | can view Pre-CalAIM assessments versus CalAIM Assessments?

Please also note that the Console Widget Viewer Preview box does NOT work for viewing any assessment (PreCalAIM or CalAlM). Follow the instructions
on the next few pages for the proper way to view PreCalAIM and CalAIM Assessments.

Documentation Clinical Design Team View TEST, JOLLYT (000938760) & @ X All Episodes v | Customize OFF é‘
& TEST, JOLLYT (2 For... +
CLINICIAN » | 4 TEST, JOLLY T (000938760)
TEST, JOLLY T (000938760 Location: - B 1. Alert QM of billable diagnosis. Allergies (19]
FORMS - Attn, Pract.: - 2. S"rgp(: nésbl‘; :Ig:,wn ALONE EPIS... Allergies Revi:ve:-Vestqoz),'mzom
Adm. Pract.: - 1) TYLENOL - Active
2 PEN\CILL\NS(CLASS): Active
:a CODEINE - Active -
The Console Widget Viewer preview 2 || consoie wibcer viewer
screen preview window currently does | e A
not function properly for any il | ==y
Assessments (PrecaIAI M or CaIAIM). Assessment Type: Reassessment
Use “Launch Report” or run “CalAIM”
Assessment Reports for CalAIM Referl Source: Emergency Room
Assessme nts . 2. Presenting Problem
Description of Current Preser,
raft behaviors, and impairment,
The following £ completed by: JO
10/08/2020.
Run “PreCalAIM” Assessment =
Re po rtS fo r P reca IAIM Assessme nts - \raft . e Of'l'::?;ﬂi:igrs::::was completed by: Eri Tsujii on 12/8/2024.
50 of 1101 rows X .
Member Identified Impairments:
Not Prepop
— .
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Viewing Pre-CalAIM Assessments
“V2” Assessment forms Last Submitted in Avatar 12/8/2024 and Earlier
Step 1) Open your client’s chart in Avatar NX

Step 2) Use the “Search” feature and type in either “PreCalAIM Adult Assessment Report” or “PreCalAIM Youth Assessment Report” or the “PreCalAIM
IEP Assessment Report”

e 2 TEST, JOLLY T (0000 S8 750]
TEST, JOLLY T (000928760)

. F, 63, 12/20/1960
Ll C* 44 77 Ak 3C0 B~ ORAT, T4 T

Here is what | found:

Forms

PreCalalM Adult Assessment Report / Awatar PM / Reports
PreCalalM Youth Assessment Report / Avatar PM / Reports
PreCalalM IERP Assessment Report J/ Avatar CWS / Reports / Assessment Reports / CHILD/YOUTH ..

MY from PreCalAIM Adult Azceesment ) Bvatar CWS  Benorts [ Azcessment Benor=

Step 3) Select the date range of the assessments you would like to view, then click “Process.”

REPORT -z

Add to Fa

Client * Specify The Assessment Date Range
TEST.JOLLY T (938760) €Y | stert Date

Step 4) Use the “Print” button on the top left corner on the Pop Up report window to print.
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Viewing CalAIM Assessments (Option 1)

Forms Submitted in Avatar beginning 12/9/2024 and Later
Option 1

Step 1) Open your client’s chart in Avatar NX

Step 2) Use the “Search” feature and type in either “CalAIM Adult Assessment Report 12/16/24” or “CalAIM Youth Assessment Report 12/16/24” or
“CalAIM IEP Assessment Report 12/16/24”

TEST, JOLLY T (000934

FORMS
AC OK COD for Adolescents /|

Here is wha!
Clients @@ |Staﬁ‘ 1 ” Forms (@2 |

. F. 63, 12/20/1960
Li: C' 11 3" AR 30l

Here is what | {
Clients @) | | Staff @

Forms Forms

Undock Name
|'_,)l PreCalAIM Adult Assessment Report

|'_,f‘ CalAIM Adult Assessment Report 12/16/24
|'_,/‘ CalAIM Youth Assessment Report 12/16/24

Step 3) Select the date range of the assessments you would like to view, then click “Process.”

Process Discard

Specify The Assessment Date Range

Client *
TESTJOLLY T (338760) € | seeri Date

Step 4) Use the “Print” button on the top left corner on the Pop Up report window to print.
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Viewing CalAIM Assessments (Option 2)
Forms Submitted in Avatar beginning 12/9/2024 and Later
Option 2
Step 1) Open your client’s chart in Avatar NX
Step 2) Use the “Documentation” View Tab and click on the assessment you want to view, edit, or print and assessment.
Step 3) Click “Launch Report” to view the full content of the assessment OR

Click “Open Record” if you want to view the assessment form or edit a CalAIM Assessment that is in draft.

[— o
Documentation Clinical Design Team View TEST, JOLLYT (000938760) 2 X Al Episodes ~  Customize OFF

& TEST, JOLLY.L(2 Eor

CLINICIAN . 3
B 1. Alert QM of billable diagnosis. Allergies (19)
FORMS

- 2. STOP - THIS IS A STAND ALONE EPIS... Allergies Reviewed=Yes (02/21/2024)
0 use the Console

ACOKC 2) PENICILLINS (CLASS) - Active
Adult Ass

= Widget Viewer to preview any e

= assessments (PreCalAIM or
CalAIM).

CONSOLE WIDGET VIEWER
CalAIM Adult Assessment (12/16/2024) X

CalAIM A 1. Identifying Information

Assessment Date: 12/16/2024

erral Contact Information

Referral Source:

o

=4

(12/16/2
Clinical Consent Retraction N
CalAIM Adult 96 12/11/2024 KEVIN WU Final
Day Treatment Dailyshd
' int draft or final
B 2, Presenting Prol
Initial Contact Infol
Moabile Crisis Progry
Request History of Presenting Problems:
SUD Progress Not S e eC e . The following section was completed by: Eri Tsujii on 12/8/2@88.
S

(12/16/2
CalAIM Ye
Child and ' '
Strengths CalAIM Adult | 94 (924104 12/11/2024 ERI TSUJII Referral Contact Information”
Client Treatment Plan Addendum Assessment PRETO
Clinical Consent Forms (12/16/2024) | THREE) Source of Inforr Lo 1o Ford L ol
Clinical Medication Consent B n n
( Assessment  (AD411001 Referral Contact Se a u n c e o O
Columbia Suicide Risk Assessment
N (12/16/2024)  FREE AT LAST
Day Treatment We
Use "Open Record" to
ICI Contacts Note
.
open the form for versions of CalAIM
Mental Health Prog © aw()rs%;:mf I”I
e fol
il calAIM assessments
Patient Health Qug a assessme n you -
Progress Note Erro)
Transition of Care T
Update Client Data

Member Identified Impairments:

URGENT CARE PLAN Not Prepop -
Youth Assessment Addendum
YOUTH Reassessnent 12 -«
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41. What happens if | try to use something other than the PreCalAIM Assessment Reports to view PreCalAIM

Assessments?

Can | Use the
?

Can | View the Assessment using the
“ ” Button on the
Console Widget Viewer?

Can | View the Assessment using the
1 ” Button on the
Console Widget Viewer?

Can | view by opening the form in
Avatar through a method other than
the “Open Record” button?

Can | view by running a report?

Updated: 4/3/2025

Pre-CalAIM
Forms Last Submitted in Avatar 12/8/2024 and Earlier

No

This is because the Console Widget function will only display items that correspond with the new CalAIM
Assessment Forms and CalAIM Assessment Reports. It does not include fields that exist in the PreCalAIM
form but are not included in the CalAIM form.

No

This is because the “Launch Report” function will only display items that correspond with the new CalAIM
Assessment Forms. It does not include fields that exist in the PreCalAIM form but are not included in the
CalAIM form.

No

This is because the assessment form was converted to the new CalAIM format and will not display all fields
that were present in the Pre-CalAIM version of the form. Therefore you would not be able to view or edit any
fields from the PreCalAIM form that are not present in the CalAIM form. Additionally, even for the fields that
are the same across the two versions, the old information might not populate correctly into the new form.

No

This is because the assessment form was converted to the new CalAIM format and will not display all fields
that were present in the Pre-CalAIM version of the form. Therefore you would not be able to view or edit any
fields from the PreCalAIM form that are not present in the CalAIM form. Additionally, even for the fields that
are the same across the two versions, the old information might not populate correctly into the new form.

Yes
But only with the “Pre CalAIM Adult Assessment Report” or “Pre CalAIM Youth Assessment Report.”

You will not see the full contents of the assessment if you try to use the CalAlIM versions of the Assessment
Reports.

| | 8“




Deleting Draft MH Assessments

42. Deleting Draft Assessments

.t .
Step 1: Select a client in Avatar e

4 || CLINICIAN
Step 2: Search for the assessment form name

Clinical REFERRAL QUEUE

» 4 TEST, JOLLY T JR (0009387 60)

e TEST, JOLLY T IR (000938750)
, 12/20{1960
that you W|Sh to delete. Q| adult initia AC OK COD for Adolescents / TAY
AC OK COD for Adults
_,M Adult Assessment Addendum
nJ Here is what | found:
Clients @ || Staif @
¥ Forms
M
- Undock  Name mm

I r_,’ ADULT Initial Assessment v2

J Avatar CWS / Assessments / ADULT Forms

Step 3: Addressing Pop Ups that might come up:

If you see this Pop Up, click “Ok”

Client Alert

Warning: Alert QM of billable diagnosis.

Gy T

If you see this Pop Up, click “No”

? Restore Backup Data

‘You have an unsubmitted backup of this data record from 03/06/2024 10:25 AM.
you wish to restore from the backup? Please note: selecting ‘No’ will direct you
pre-display or form to edit existing rows or create new rows of data. The u
backup will be purged from the database.

L=
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Step 4: Select the plan you want to delete. Remember, Final plans cannot be deleted. Avatar will only allow you to successfully delete a Draft.

o ~
Azsessment Type .. Draft/Pending Approval/Final -
Initial Assessment (Clinician, Casemagr). Final
Home 3 S ¢ | Initial Aszessment (Clinician, Casemgr). Draft
4 Client: TEST. )t [nitial Assessment (Clinician, Casemagr). Draft
4l Episode: 84
Data Entry By (Option) < AssessmentType O Draft/Pending Approval/Final
03/08/2024 JOSEPH DEL AGUILA Initial Assessment [E\Imclan, Casemgr). Final
08/14/2023 KEVIN WU Initial Assessment (Clinician, Casemgr) Draft

H_“m
|

Step 5: Confirm that you want to delete your selection by clicking “Yes”

: Confirm Close

Are you sure you want to delete this item?
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Entering Diagnoses Into the Diagnosis Form (MH and SUD)

43. How do | enter Diagnoses into the Diagnosis form?

For clinical staff, when adding, updating, or editing a diagnosis, you MUST use one of the assessment bundles. The bundles include both:

1) The assessment form in which you would update any clinical information that contributed to the change in diagnosis
2) The diagnosis form in which you would enter the diagnosis and any additional comments related to the diagnosis.

REMEMBER: Only staff for whom
it is within their scope of practice
to diagnose mental health
conditions may submit a
diagnosis form.

Non-licensed/registered/waivered
staff who have identified Z-codes
to add to the client’s diagnosis list
MUST discuss the Z code with the
clinician on the team, and the
clinician may then submit an
updated diagnosis form to include
the Z code suggested by the non-
LPHA staff.

Please refer to the BHRS
Documentation Manual and Scope

DIAGNOSIS

Click "New Row" to
add a new diagnosis.

Then use the
"Diagnosis Search”
field to enter the
diagnosis.

Then fill out the
"Diagnosing
Practitioner" field.

of Practice Grid to view more
information about who may
diagnose.

Updated: 4/3/2025

"Bill Order" should align
with "Ranking."

For instance, if you rank
a diagnosis as
"Primary" you should
also identify the
diagnosis bill order as
nqn

IS GEZED G55

Type Of Diagnosis * Show Active Only Q
() Admission () Discharge () Onset () Update O Yes (ONe

Date Of Diagnosis * Time Of Diagnosis *

. — . o .
oo L. SO

~ DX Default

Select Episode To Default Diagnosis Information From

Select Diagnosis Entry To Default Information From
Select x| v Select

v DX

Diagnoses

Index Ranking Description Status Estimated OnsetDate {  Classification O Resolved Date BillOrder

\

Diagnosis Search

Diagnosing Practitioner

Ranking Status

O Primary @) O Active

Use this "Diagnosis Comments”
box to add any diagnosis
comments.

Bill Order

“ Diagnosis Comments

Diagnosis Comments

Code Crossmapping
PN =~

Make sure "No" is selected in the "Add to
™ Problem List" field.

Add To Problem List

Problem Classification

Select BHRS has not yet implemented the Problem List. -
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44. Can |l populate diagnoses that were previously submitted using the Diagnosis Form?

Yes! To do so, DIAGNOSIS

please follow the
instructions here:

Diagnosis

DX Type/Date/Time

DX Default

DX

Diagnosis Comments

Problem List
Additional Diagnesis Information
DX from PreCalAIM Adult Assessment
DX from PreCalAIM Youth Assessment
Online Documentation

GEIND GETED CIZTTD

"

Type Of Diagnosis
() Admission (") Discharge

Date Of Diagnosis *

@O
v

Show Active Only @
(OYes

.

Time Of Diagnosis

b A

-
AM/PM
-

~ DX Default

Select Episode To Default Diagnosis Information From
Select X v

it: 06/02/2012 Discharge : 05/28/2015 Program : Z006600 SIERRA VISTA IMD_07_20
Episode # ZMdmit : 11/01/2013 Discharge : 07/21/2015 Program : 416800 EAST BAYSHORE ADULT
Episode # 3Mdmit: 12/03/2013 Discharage : 05/12/2014 Proaram : 410101 NORTH COUNTY ADUIT
Episode # Zdmit: 09/01
Episode # Jdmit: 08/01
Episode # qdmit: 08/15

Episode # fdmit : 10/2§

Then select the specific form. m——

If you would like to pre-populate from a previously completed
diagnosis form,

First select the episode,

Select Diagnosis Entry To Default Information From
Select v

\ A Q

‘ Diagnosis Ty

pdate Date: 12/11/2024 Time:

Diagnosis Ty pdate Date: 12/11/2024 Time:

der O D-10C:

45. How do | edit a diagnosis?

Simply double click on the diagnosis you
want to edit and then proceed to make
the edits using the appropriate fields.

Updated: 4/3/2025

DIAGNOSIS
Diagnosis
DX Type/Date/Time v DX
. Diagnoses
Double click . .
the row bl s ©
4 contalnlng the ,.—_—5 )
C d|agnos|s you nt 2 Secondary (2) Intermittent explosive disorder = Active (1)
c
want to edit. 3 Active (1)
[ Newrow W DeletcRow ]
Diagnosis Search *
Then make Postiraumatic stress disorder
your actual caning
edits using the |
fields here (®Primary O Secondary O Tertry
Bill Order *

f

Emmmed Onset Date ~

Classification Resolved Date Bill order IcD-10C

F63.81
3
,
Diagnosing Practitioner *
[ 2 ] TSUJILERI (053266) [ o ]
Status *
(@) Active () Working ) Rule-out () Resolved ) Void
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Error Message on Diagnosis Form (MH and SUD)

46. I’'m getting an error message when I try to submit the diagnosis form! What do | do?

Some users might receive this error when attempting to submit the diagnosis form.

! Filing Error

UNDEFINED=>hstchar+30*HADF1 ~ACWSHST("DIA")

Don’t worry! This just means that one or more of the diagnoses entered into the form had “Yes” marked under the “Add to Problem List” field. To fix this
error, click on each diagnosis row and scroll down to the “Add to Problem List” field to make sure that “No” is selected. Once you check that each
diagnosis is marked “No” then you should be able to submit the form with no problem!

DIAGNOSIS Discard Add to Favorites
v DX

DX Type/Date/Time

DX Default "

o efaul ses

Diagnosis Comments Index  Ranking 3 Description & Satus & Estimated OnsetDate | ¢\ csification 2 ResolvedDate & Bill Order O 1co-10¢C,

Problem List
DX from PreCalAIM Adult Assessment
DX from PreCalAIM Youth Assessment secondary (2) Intermittent explosive disorder | Active (1) F63.81
Online Documentation

,
Diagnosis Search * Diagnosing Practitioner *
Posttraumatic stress disorder [ a ] TSUJILERI (053266) [ a ]
Add To Problem List " - . "
Make sure "No" is selected in the "Add to
—Yes, = 4N £
O Problem List™ field.
Problem Classifcation . A
Select BHRS has not yet implemented the Problem List. -
-
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Submitting Diagnosis for Co-Signature (MH and SUD)

47. How do | submit a diagnosis for Co-signature?

Unfortunately, there is no way to submit a draft diagnosis for co-signature through the diagnosis form. If staff require a co-signature, they should ensure
that their supervisor approves the assessment that was submitted for co-signature. The diagnoses that were included in the approved version of the
assessment should then be entered into the Diagnosis form to ensure that the diagnosis gets attached to claims. See this question and answer to see
what the diagnosis sections of these two forms look like.

Viewing and Printing Diagnoses (MH and SUD)

48. Is there a difference in Avatar in how | can view Pre-CalAIM diagnoses versus CalAlM diagnoses?

Pre-CalAIM CalAIM
Forms Last Submitted in Avatar 12/8/2024 and Earlier Forms Submitted in Avatar
Beginning 12/9/2024 and Later

Viewing a diagnosis Final versions of the assessments submitted prior to The “CalAlM Dx Report Historical” will allow you to select
associated with a specific 12/16/2024 will include the diagnoses associated with the time range of the diagnosis you want to view. This will
assessment each assessment. Use the “PreCalAIlM Adult show all diagnoses inputted for that time range, not just

Assessment Report” and the “PreCalAIM Youth the primary diagnosis.

Assessment” Report to view old assessments and

diagnoses.
Viewing the current (most The “Dx from PreCalAIM Adult Assessment Report” The “CalAlM Dx Report Current” shows all current
recent) diagnosis. and “Dx from PreCalAIM Youth Assessment Report” diagnoses (not just the primary diagnosis) entered by the

will only pull the diagnosis from the last V2 (PreCalAIM)  most recent episode that submitted a diagnosis form.
assessment that was submitted. It will not reflect
diagnoses that were submitted after 12/16/2024.
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Section 7

Progress Notes

Navigating the Progress Note Form

Same Day Same Service Progress Notes

Co-Practitioners

Add-On Codes in Progress Notes

Viewing Progress Notes

Printing Progress Notes

Deleting Draft Progress Notes

Updated: 4/3/2025
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Navigating the Progress Note

49. Selecting the episode for a progress note without scrolling

Select Episode * I
You can reduce the episodes that show in your drop down by typing in a search term in the Select % |~
episode field. Click the down arrow of the “Select Episode” field and a search bar will appear
above the drop-down menu items. .

“ ” . Episode # 2 Admit : 11/01/2013 Discharge :
In the example below, the term “east” was used to only show episodes that are from the 07/21/2015 Program : 416800 EAST BAYSHORE

“East Bayshore” program. You can see that the number of items in the dropdown went from ADULT

87 to just 2. Episode # 22 Admit : 03/28/2017 Discharge : None

Program : 416800 EAST BAYSHORE ADULT

50. Where are the text templates for Progress Notes???

e
Click on this icon E to the right of the progress notes text box to get to the menu of available templates.
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Customize OFF

imentation Documentation v

Medication Management

Therapy

The templates in the green box are the templates that have
M of bilaie iagnosis Allereies (17) been updated to meet CalAIM requirements. You may use these

Collateral THIS IS ASTAND ALONE .. 1) TYLENOL - Active

SEETENH Y templates for any services that were provided on or after

Family Therapy 3) ATORVASTATIN - Active

These pre-
CalAIM

Templates have

been removed.

Targeted Case Management

Plan Development B 7/1/2022 (yes, 2022, but hopefully you don’t have any notes
- Assessment - R e, from that far back to write!!!).
Rehab Group
e Note Adcrsces Whih Teztment Pn Probie ) SN BHRS has not yet provided guidance on the Treatment Plan
Crists Intervention Progress Note, so please wait* until we offer the Treatment Plan
perusl Documentation p——— o Progress Note training before using these templates.
= User Defined Templates b * . .
Treatment Plan Pragress Note D Note: Contract Agencies, if you have already been
idget Templates »
i In-Persan Service (Nat Group) 5 implementing the Treatment Plan Progress Note, please feel free

Remote Service (Not Group)

/ to allow your providers to use the Treatment Plan Progress Note
These are the In-Person Group

NEW CalAIM Remote Group templates.
Progress Note
Templates.

Crisis Intervention

ion Support

Same Day Same Service Progress Notes

51. Same Day Same Service Progress Notes

BHRS continues to experience issues with getting reimbursed for services that are provided on the same day for the same client using the same service
code because they are not being documented in the same progress note. As a reminder...

Under Payment Reform, all claims for individual services provided to the same client that are provided under the same service code by the same
provider on the same day MUST be combined into one progress note.

Group services may be documented in separate notes — Groups that are offered on the same day to the same client by the same provider do not need to
be bundled into the same note.
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Staff should leave notes in DRAFT and wait to
finalize until the end of the day. Notes should be
finalized within 3 days of the service.

If you finalized a note and realize you provided an
additional service after finalizing the note, you
will need to complete TWO forms in Avatar to
correct this error:

1) Append Progress Note: Use this to add the
narrative content to the note documenting
the additional service you provided.

2) Progress Note Error Correction Request:
Use this to add the minutes and/or any
additional add on or prolonged service
codes that will need to be added. Please
see image below for how to fill out the
form.

Please be advised that staff should get into the
practice of leaving notes in draft to finalize later
(within 3 business days) because of the burden it
places on staff to fill out two forms to correct the
error. Additionally, the correction process requires
our billing department to stretch their resources to
process these progress note error corrections.

Select ltems to Change *

[ Location

[ # of Clients in Group

|| Other Billable Service Time
[ Wrong Client

[ Wrong Episode

[ buplicate Entry

MNEW Date of Service

CORRECT Episode

Select

PROGRESS NOTE ERROR CORRECTION REQUEST
Original Note Information (Enter Date of Service to Search MM/DD/YYYY) *

Jul 13 2023 -17CA-MEDICATION SUPPORT - LOC-OFFICE -67 mins by

Submit

G G

Select This When Requesting
Change to Add-On Code

NOTE ID NOT66668.004, Jul

["I'service Time Client Present in Person
[[| Date of Service
["| Other Client's PHI Disclosure

[ | Wrong Co-Practitioner
:;‘m’c’”"' Billable Service Ti Select This When Requesting
- Change to Documentation Time

or Travel Time (for services on or
after 7/1/2023)

Number of Client's In Group

NEW Location Code

Select ~

NEW Service Time Client Present in Person
(Min)

CORRECT Client

Change Comments/Reason *

1|

52. Location Code keeps defaulting to OFFICE!

For Progress Notes created on or after 7/1/2023, be sure to include
details in the comments about the change you need to ensure that
the changes that are made are accurate!

For services that need an add-on code added/removed/modified, OR
if you need to change the primary service code but don't need to
change the add-on code -- specify what the primary service code should
be including the time for that service, and specify what the add-on code
should be, including the time.

For services that need adjustments made to the documentation time
or travel time -- include what each time should actually reflect, even if
you're only editing one or the other.

It seems that the location code is defaulting back to OFFICE if the location code is filled out before other fields in the progress note are filled out.

We understand how this negatively impacts staff workload and the accuracy of the client’s progress note information, so we continue to work with IT to

see if we can find a solution for this issue.

Updated: 4/3/2025
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Staff do not need to comb through ALL of their previous notes to check the location code. However, if staff notice that a finalized note has the incorrect
location code, please go ahead and submit a Progress Note Error Correction Request form in Avatar to correct the location code. Or if you receive a
message from the Billing Department (a.k.a. MIS) because they caught an error in the location code, please review the note and make the correction if
upon your review you determine that the wrong location code was saved.

Progress Note For * Select Draft Note To Edit
Select

() Independent Note ) New Service

Service Program ¢

H " H L1 Select i . . . . .
meerreses§ Fill the "Location Code While we continue to work on a fix to this issue, we

© Standard Pro AFTER you have Location . p . ”

< recommend that you fill out the “Location Code

¢ meamentpy  completed all other — [r—e k

et s Fn this section of N after you have filled out all of the other parts of the

Did client partic the progress note. top section of the progress note.

) Yes ) No i [} . . . q
(e In our testing, it seems this workaround works, but if
Did caregiver participate in appointment? * 0 you are still experiencing issues even after this
@ afla
O ves s workaround, please let us know by emailing

) No
() Client is not dependent adult or minor

HS BHRS ASK QM@smcgov.org.

Other Billable Time ¥

Practitioner ¢
ID4,TRAIN (000066) o Service Duration
Date Of Servi
= — - Other Non-Billable Time ¢
v
Service Charge Code ¥
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Progress Notes for Co-Practitioners

53. Co-Practitioner Section in Progress Note

Due to technical issues with being able to add add-on codes to co-practitioners using the co-practitioner fields, we discontinued the use of the co-
practitioner section of progress notes with the introduction of Payment Reform on 7/1/2023. For service on or after July 1, 2023, in order to successfully
bill services staff need to complete separate progress notes when more than one provider will be billing for the same appointment for any service type
(including group). This Co-Signature section of progress notes will disappear as of October 13, 2023.

MENTAL HEALTH PROGRESS NOTE = Discard
Mental Health Progress
- .
Launch OrderConnect
ADULT Reassessment v2 Co-Practitioner ¥ Co-Practitioner Service Time
YOUTH Reassessment v2
Scheduling Calendar
DX from Assess. ADULT
DX from Assess. YOUTH Co-Practitioner Documentation
Time
This section should not be
—_ Co-Practitioner Travel Time
used for any services
provided on or after July 1,
2023. Co-Practitioner Other Billable Time
This section will be removed N )
from the Progress Notes as Co-Practitioner Duration
of 10/13/2023.
Co-Pr itic Non-Billable Time
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Entering Add-On Codes
54. Add-On Codes Trouble Shooting

Because the Add-On field in Avatar does not show the minutes saved for each add-on, the next few pages describe how to check your Add-On code
information and how to correct an error to add-on codes.

Add-On Service ¥

Add-On Service ¥
SIGN LANG OR ORAL INTERPRE

Select X v
Add-On Duration * Add-On Duration
25
Save Add-On Service Save Add-On Service

Selected Add-On Services Selected Add-On Services

s SIGN LANG OR ORAL INTERPRETIVE ADD ON (T1813) &

The minutes are saved in
Avatar, but they do not show in

this Add-On box.

Select Add-On Service Entry to Select Add-On Service Entry to
Edit/Remove

Edit/Remove
SIGN LANG OR ORAL INTERPRE ~ Select x
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Checking Add-On Codes

III

You can see add-on codes and add-on minutes you added via your “Progress Notes” widget under the “Clinical/Medical” view tab or the Console Widget

in your “Documentation” view tab.

PROGRES (Eafe]
Previous 90
days:
Selection:  A|| Notes v
@2 :
- Naote Type: (1) BHRS Standard Note
Forms Scanned Documents Mental Health Progress Note  *
) . S
Form Description = Episode % Date % Time #  DataEntryBy 2 wmf Mental Health Progress Note Weas this contact in E"g“Sh' :Yes

Progress Note For: New Senvice
ALL v AL v AW v AL v AL v AL v Draft/Final: Final
Practitioner: ERI TSUJII

Iental Health Progress 84 (921400 DALY -
Note :IET:L::LLTTi 0792023 |- TRAINID3 Final Date OF Service: 07/14/2023 Selected Add-On Services:
! GROUP PROLONGED SERVICE (G2212G)

22 (416800 Service Charge Code: INDIVIDUAL THERAPY 53-5 iR

::2”' TR EAST BAYSHORE | 07/14/2023 ERI TSUJII Draft Duration: 80
ADULT) Service Program: 416300 EAST BAYSHORE ADULT Notes:

Vertal Health Proqrece 84 (921400 DALY

e e rogrees CITY YOUTH 07142023 - PAUL JOHNSON Draft Location: OFFICE (A) Type of Progress Note: Standard Progress Note
HEALTH CTR)

Service Time : 21

22 (416800

Mental Health Progress EErITEE | crerm B e —— Did client participate in this appointment?: Yes

Note AouLT) Service Duration: 21

22 (416800 If follow-up appt was scheduled, please mark what type of appt _

s Notes Field:
Mental Health Progress EASTBAYSHORE  07/12/2023 - PETER ANTONY DELL  Final
Note mozoa
ADULT)
85(Z41DT00 Note Type: (2) BHRS Standard Note(Co-sign Required)
E:T?al EleRigress AUTISM CENTER | 07/10/2023 = JOSEPHDELAGUILA  Draft
OF NC_03-2017) User To Send Co-5ign To Do Item To: CTINGC
Mental Health B 22 (416800
s
N::e |l Realih Frogress EAST BAYSHORE | 07/10/2023 - TRAIN ID15 Final Was this contact in English?: es
ADULT)
81(410399 Draft/Final: Draft
Mental Health Progress CENTRAL CO. S )
Note SRIEE 07/06/2023 - TRAIN ID15 Firzl Selected Add-On Services:
TREATMENT) THERAPY PROLONGED SERVICE (G2212)
22 (416800 Duration; 25
Mental Health Progress " o . Motes:
Note EAST BAYSHORE | 07/06/2023 - PETER ANTOMY DELL  Final
ADULT)
Type of Progress Note: Standard Progress Note
57 (410101
Mental Health Progress N:‘IcDTH CONNTY n7in3/72n23 TRAIN INQ Nraft T
7034 - 2 - o )
[] Form Specific PreDisplay il Ao 50 of 474 rows Did dient participate in this appointment?: Yes
Documentation Time: 10 .
. .
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Correcting Errors to Add-On Codes

QM, IT, and MIS are still working on updating this form to be more in-line with the CalAIM changes. In the meantime, please follow the instructions
below when making corrections for notes with Add-On codes.

PROGRESS NOTE ERROR CORRECTION REQUEST D Gl @D

Original Note Information (Enter Date of Service to Search MM/DD/YYYY) *

Select This When Requesting
Change to Add-On Code

Jul 13 2023 -17CA-MEDICATION SUPPORT - LOC-OFFICE -67 mins by NOTE ID NOT66668.004, Jul

Select ltems to Change *

[ Location

[ # of Clients in Group [_] Service Time Client Present in Person
[ Other Billable Service Time [] Date of Service

[—| Wrong Client [| other Client's PHI Disclosure

[ Wrong Episode

[ Duplicate Entry

MNEW Date of Service NEW Other Billable Service Ti

(Min)

Select This When Requesting
Change to Documentation Time
or Travel Time (for services on or
after 7/1/2023)

L

CORRECT Episode MNumber of Client's In Group

Select v

NEW Location Code

Select ~
) ) ) For Progress Notes created on or after 7/1/2023, be sure to include
gy e Tme cllentresentinferon § - details in the comments about the change you need to ensure that
the changes that are made are accurate!

For services that need an add-on code added/removed/modified, OR
if you need to change the primary service code but don't need to

St change the add-on code -- specify what the primary service code should
be including the time for that service, and specify what the add-on code
Change Comments/Reason * should be, including the time.

For services that need adjustments made to the documentation time
or travel time -- include what each time should actually reflect, even if
you're only editing one or the other.
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Viewing Old Progress Notes

55. How do I view old Progress Notes?

There are several different ways to view old progress notes. The table below shows 3 main ways to view progress notes easily through various widgets.
Alternatively, you also always have the ability to view progress notes in a clean, formatted, and PDF-able way by running the “Progress Notes Report.”

Console Widget Viewer

Progress Notes Widget

Last 100 Progress Notes Widget

View Tab \ Documentation Tab

Clinical/Medical/SUD Tabs

Clinical/Medical Tabs

System ‘ SUD and MH

SUD and MH

MH only (coming soon for SUD)

Description

Viewing individual progress notes.
Filterable using the Forms Widget.

Less-filterable but easy way to view
previous notes is through the original
Progress Notes widget. You can see a
larger number of notes, but you won’t be
able to filter it like you can with the Last
200 Progress Notes widget.

Allows you to preview and filter the last
100 notes for a client. This widget allows
you to filter/search by date of service,
practitioner, service code, and notes field
(you can even search for a specific word
via the notes filter!). (Not currently
available for SUD staff).

The next 2 pages show what each widget looks like.
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CONSOLE WIDGET VIEWER

&

Step 1) Select a client.

Step 2) Under the “Documentation” Tab on the very top left, you'll see a list of documents you can view. Click on it.

Step 3) You'll see it pop on the widget screen with a list of the following:

e Form Description

e Episode
e Date
e Time

e Data Entry By

e Workflow Status

Step 4) You can click on the Progress Note or Form you’d like to look at. It’ll pop up in the widget next to it called “Console

Widget Viewer”.

Initial Contact
Screening (ICI)
Medication
Administration
Record

Mental Healt!
Update Client
Data

URGENT CARE
PLAN

YOUTH Initial

Documentation | Adrmin MH TESTJOLLYT(000938760) & X
Flan
w TESTJOLLY T (000938760)
BNy oA Iy Age: 12, DOB: 10/27/2010,
Daily Note Gender: M 200 Ibs
Day Treatment
Weekly Summary
Diagnosis ADMIN MENTAL HEALTH
Disch
((;thpz;fnt} Forms Scanned Documents

Widget:to view/ Docs
idg v

Form Data Wor
iso« Date Tim
Descriptio Ef N . Entry  Stat
R = = = By & -
M.. v RV v v Ak v || v
81
Mental (4103
Health CENTI 07/0€ — TRAIN Fina
Progress CO. ID15
Note BRIEF
TREAT

All Episodes

BMI: 87.9, Ht: 3' 40", Wt: Ep: Location:

v | Customize

CONSOLE WIDGET VIEWER

Client Treatment and Recovery Plan %

Update Client Data  *

Update Client Data
Client Name:
TESTJOLLY T

Client Last Name:
TEST

Whereryouscan view it

OFF

i
Be

W Client Alerts(2) £\ Allergies (17) &




oo
Progress Notes

Previous days: 30
—

Selection: All Notes .

(1) BHRS Standard Note - 07/1%/2023 by TRAINO3,TRAI

You can change this number to a
Mental Health Progress Note - .
Progress Nats For: New Service larger number if you want to review
notes from a longer period of time.

Practitioner: TRAIN ID3

Date O Service: 07/15/2023 (e.g., delete 30 and input 200
Senvice Charge Coce: UncLamaeie servic. INStead and it will show more notes!)

Service Program: 417000 COASTSIDE ADULT

A MH LAST 100 PROGRESS NOTES ze
MH Last 100 Progress Notes

seach:[ ] Use these search bars to search
Date of Service specific terms/dates/etc.

. e c I Ep.

Date of Practitioner Service ( Note Ep.

08/01/2023 ID4,TRAIN 51CA This note was finalized on 8/1/23 at 8:32 a.m. 22
07/31/2023 D4, TRAIN TCA | am submitting this note on 7/31/2023 at 4:50 PM 22
07/31/2023 1D4,TRAIN 51CA this note was submitted at 5:10 pm on 7/31 22
07/27/2023 TSUJILERI TCA dsadsadsadsa 22
07/26/2023 DELAGUILA,JOSEPH 55 test 85
07/19/2023 ID3,TRAIN 55 TEST 84
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Printing Progress Notes

56. How do I print Progress Notes in bulk?

Search “notes report” in Avatar and select the type of progress notes report you want to print.

Progress Notes Reports include only the Progress Notes that were marked as “New Service.” Use the “Progress Notes by Client” Report when printing
reports for record release. For records releases, only print Final versions of the progress notes (see next page for more information on how to select only
Final notes for printing).

Independent Notes Reports include only the Progress Notes that were marked as an “Independent Service.” Independent Reports are not for
chart/records release.

For SUD Progress Reports and Independent Notes Reports, use the Reports with “SUD” in the report name. MH providers cannot view SUD Reports.

Q, | hotes report
.-i-\dvanced Client Search I
T Here is what | found: %
R Clients @@y || Staff @
q Forms
M
Undock MName Menu Option
R E Progress Motes Report by Client / Avatar CWS / Reports / Progress Mote Reports
Co E Progress Notes Report by Clinician / Avatar CWS / Reports / Progress Mote Reports
(!_: E Day Treatment Progress Motes Report / Avatar CWS / Reports / Progress Note Reports
J': E SUD Progress Motes Report by Clinician / Avatar CWS f Reports / Progress Note Reports
E Independent Notes Report by Client / Avatar CWS / Reports / Progress Mote Reports
E Independent Notes Report by Clinician / Avatar CWS / Reports / Progress Note Reports
| | E SUD Progress Motes Report by Client / Avatar CWS / Reports
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A new feature of the progress notes reports is that you can now select the status type.

Progress Notes that are included in the “Drafts” version of the reports include notes that are in draft or are pending approval. Notes that are Pending
Approval have “Pending Approval” in the top right corner of the PDF. Notes that were sent back for revision by the approver will be marked as
“Rejected” in the top right corner of the PDF and will need to be corrected and re-sent to the approver for co-signature.

Progress Notes that are included in the “Final” version of the reports include notes that have been finalized or, in the case of those that require co-
signature, notes that have been approved by the co-signer. Final versions will have “Final” in the top right corner of the PDF.

PROGRESS NOTES REPORT BY CLIENT

Progress Notes Report by
Client

Client ID * Status Parameter *

TESTJOLLY T (938760) Q) -

Start Date *

-
Status Parameter 9.9 SANMATEO COUNTY HEALTH

¥ % BEHAVIORAL HEALTH
*:%%¢/ & RECOVERY SERVICES

Progress Notes Report
Progress Notes from 1/1/2024 To 2/27/2025

Select

TESTJOLLY T (938760) D.O.B. 12/20/1960

Service Information Status: Pending
Prog. Note For:  New Service

Note Type: (2) BHRS Standard Note(Co-sign Required) / Standard Progress Note
Date of Service: 2/20/2025

Service Program: 410199 NORTH CO. BRIEF TREATMENT (101)
Location: OFFICE

Service Charge Code: (51CA) CASE MANAGEMENT

Draft

Final

Service Time Client Present in Person (Min): 10
Other Billable Service Time (Min): N/A

Service Duration (Min): 10

Other Non-Billable Service Time (Min): N/A

Did Client Partici in This i No
Did Caregiver Partici; in This A i 1t?
Yes

Documentation Time: N/A

Travel Time: N/A

Number of Clients in Group: N/A

Add-on Service: No Add-On Service

Add-on Duration: N/A
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Deleting Draft Progress Notes

57. Where is the button to delete Draft Progress Notes???

This feature (which was previously named “Delete Draft / Group Default Note”) has been added back to the Avatar NX Progress Note (both Mental
Health and SUD). Additionally, to reduce confusion, it has been renamed to “Delete Draft Progress Note.”

To delete a draft progress note, scroll to the bottom of the Progress Note Form and click on the “Delete Draft Progress Note” button. Remember, only
drafts are able to be deleted from Avatar so check the entirety of your note before finalizing!

4 TEST, JOLLY T(938760)

TEST, JOLLY T (000938760) Ep: 22 : 416800 EAST BAYSHO... Location: HOMELESS, DALY CIT... W 1. Alert QM of billable diagnosis. Allergies (19)
F. 63, 12/20/1960 Problem P: Depressed affect Attn. Pract.: -

2. STOP - THIS IS A STAND ALONE... Allergies Reviewed=Yes (02/21/2024)
HE: 5 11.2", Wt 250 Ibs, BMI: 34.7 DX P: F22 Delusional disorder Adm. Pract.: GLENDA ELENA M... 1) TYLENOL - Active

2) PENICILLINS (CLASS) - Active
3) ATORVASTATIN - Active
4) CODEINE - Active

MENTAL HEALTH PROGRESS NOTE

Mental H -
ental Health Progress e Other Interpreter
Note
Select v
Launch OrderConnect
ADULT Reassessment v2 Other Language

YOUTH Reassessment v2
Scheduling Calendar

DX from Assess. ADUI
DX from Assess. YOU1

Delete Draft Progress Note

[T] Telehealth (Video)

] *
Draft/Final Delete Draft Progress Note
(® Draft () Final
Co-
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Appointments / Calendars

58. How do I link Outlook to my Avatar Calendar? | thought this was possible.

The Outlook Calendar cannot be linked to the Avatar Scheduling Calendar. This is something outside of QM and IT’s hands as the vendor reported to us
that this is not a feature that is available for use in NX.

59. |can’t get my calendar widget to work! It won’t let me enter any appointments!

The “My Calendar” widget on your myDay view tab only pulls information from the Scheduling Calendar so that you can view it. The actual Scheduling
Calendar that you use to add/edit/delete appointments can be accessed 2 ways (see green boxes in screen shot below).

1) By searching for “Scheduling Calendar” in your search bar.
2) Clicking on the calendar icon on the left bar of your NX screen.

™ myAvatar NX ([#5B%)7| Documentation Documentation  Documentation Documentation  Ciial  MEDICAL  Adrin e TESTORETEST VMR 000y B X | M ~ Customize (_om) D@
]

4 A TESTONETESTVMR... ¥ &TESTJOLLYT(1Form) ¥ | &TESTEMR (1 Form ¥ || B Mental Health Progress [E Mental Health Progress .

® Welcome,

SCHEDULE € Jul17.2023 > @
T 1.05PM - 1:35PM
Client: JOLLY T TEST (000938760)
- Program: 419100 PALOS
VERDES (419100} - Status:
Seheduled

Here is what | found:

MY CALENDAR
= Forms

Menu Option
[ Scheduling Calendat / Avatat PM / Appointment Scheduling

There are two ways to
add/delete/edit
appointments in the
scheduler:

The "My Calendar" widget and
the Schedule in the Activity
Pane are View Only.

1) Click on this icon E2 on the 1o © — -
left hand side of your screen | **™> Heres: .

to open up the scheduler.

2) Use the search bar and
type in "Scheduling
Calendar"

—
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Signature Pads

60. Using the Signature Pad with Avatar NX

There are two steps to getting a signature pad to work with AVATAR NX.

Step1l) Open a Service Now ticket in OKTA. Go to “Request Services” and then “Applications & Software” and
then “Application Access.”

Enter the requested information. The Application Name is “other application” and the description is
something such as “Please install the new file (.exe) for the Topaz signature pad driver.”

IT will contact you in the next day or so and set up a time to install. It is estimated to take about 15 minutes
and they will need the signature pad model number. ServiceNow

You may need to reboot your computer after the installation.
Step 2) Set your AVATAR NX preferences. Go to the User Menu, select preferences. Under general preferences

@
there is signature preferences. Select what works best for you signature pad; mouse/touch; or ask me ’.v.f‘ myAvatar” NX
each time. Images below.

) — Preferences
& Customize OFF =
General Calendar
O Logout
ToDos
%) Switch Open forms normally or in a slideout
' ) Normal
&2 Preferences ) Slideout
Sidebar
Lock Application || Enable Staff tab
Documentation View
< Refresh Forms . _
| Enable Customization of Documentation View
*Requires logging off and then logging back in
El Close all Undocked Widgets
Signature Preferences
Bf Manage User Defined Templates ) signature Pad
) Mouse / Touch
i About ") Ask Me Each Time

Once you have completed these two steps — the signature pad should work once again!
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Notes Features in NX

61. MyDay “Note to Self” versus embedded “Notes” in forms.

There are two types of “Notes” available in Avatar NX.

“Note to Self” “Notes” in Forms
Location MyDay Tab Available on some forms but not all
Description Functions like a “post it note” in Can be seen by all staff who have access to the form.

s i el e g s, Does not print out as part of the formal reports, but can be seen by anyone who has

direct access to the form in Avatar (which in some cases can include auditors, etc.)

These types of notes CANNOT be deleted.

@"’my[\vatar NX [ myDay | Documentation Documentation Documentation Documentation  Clinical MEDICAL  Admin MH
. i 4
TRAING4TRAIN ® Welcome, TRAINO4,TRAIN
Every Day Matters
Recent Clients
Q Whatc ind;

M, Forms E Advanc lien! ar

My Favorites 4

Recent Forms » MY CALENDAR @z § MyTODO'S o
Sarhol et Time-Slot Duration: 30 minutes v =

OaSE
—_— Additional ToDos

W < | > ody (8 August 2023 | month | week day list 3

Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 5]
6 7 8 9 10 11 12
QUICK ACTIONS & || NOTETO SELF £y

o You don't have any reminders «"
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https://smcgov.sharepoint.com/teams/HLT_BHRS_QM/Shared%20Documents/Avatar%20Projects/Avatar%20NX%20-%20Updates%20for%20Staff/Notes#_

The “Note to Self” widget in the MyDay tab is available for you to write a note to yourself. Only you are able to see this note and you can add, edit, or

remove the item yourself.

Note to Self

NOTE TO SELF s

Create a new reminder

Cancel

Type your note in this
text box then click

"Save"

Updated: 4/3/2025
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o Q Search

= 1) Print JD's Treatment Plan on Thursday!
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“Notes” in Forms

“Notes” feature is available in some forms, but it is different from the “Note to Self.” While the “Note to Self” can only be viewed by you, the “Notes”

feature in forms can be seen by anyone who has access to form.

A TEST,JOLLY T (000938760)
TESTJOLLY T (000938760) Ep: - Location: - W 1. Alert QM of billable diagnosis.
M, 12, 10/27/2010 Problem P: - Attn. Pract.: - 2. STOP - THIS ISA STAND ALON... 1) TYLENOL - Active

Ht: 3' 4.0%, Wt: 200 Ibs, BMI: 87.9 DX P: - Adm. Pract.; - 2) PENICILLINS (CLASS) - Active
3) ATORVASTATIN - Active

4) CODEINE - Active
5) AMOXICILLIN - Active

CLINICAL CONSENT FORMS

CDIHEE!BE P . T I - VY

Alllergies (17)

Clinical Consent Forms Guide Clinical Consent Form Script

> NEW: Written by TRAINO4,TRAIN 08/22/2023 08:57 AM . N
Language for Printed Version (If

language is not available for selected
consent type, select English)

~ Written by TRAINO4, TRAIN 08/16/2023 09:06 AM

Testing Where this Consent Form Note goes

English ~

This provider reviewed this consent
formm with the Cliant Ar

Important:

While the “Note to Self” in MyDay
can be deleted, these “Notes” in
forms CANNOT be deleted!

Cancel
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Avatar NX Videos

62. Re-watching the Avatar NX Videos | already completed

We realize we are throwing A LOT of information at you at once! The benefit of having the trainings on LMS is that you are able to re-watch them after
you’ve completed in case you need to review the information. The following steps can be done with any LMS training you’ve completed, not just the

Avatar NX videos.

o CURRICULUM

Avatar NX Training Videos Avatar NX Training Videos Options ™

Completed
Avatar NX Training Videos

Training was successfully completed and
recorded to your transcript.

Expired training is not included in section or curriculum progress percentage calculations

Introducing myAvatarNX - myAvatar NX Launch -

Status : Completed Due : No Due Date  Training Hours : 5 min
4 ﬁ[ Lounch
© myAvatar Login - myAvatar NX Move to Archived Transcript
“ View Certificate ” Status : Completed Due:No Due Date  Training Hours : 5 min

Open Curriculum

View Training Details

|

Save for Later

For some trainings, you can launch directly from the register screen because it is not part of a larger series of trainings (a.k.a. “curriculum”).

QM Webinar 5: CalAIM Progress Notes
Recording (June 21, 2023)

Completed

Training was successfully completed and
recorded to your transcript.
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63. |can’trecall. Did the Avatar NX Training cover [X] topic?

See below for the list of all of the Avatar NX video topics that were included in the mandatory Avatar NX training curriculum in the LMS.

© Introducing myAvatarMX - myAvatar NX
9 Status : Completed Due: Mo Due Date Training Howrs : 5 min

myAvatar Login - myAvatar NX
Statws : Completed  Due: Mo Due Date Training Howrs @ 5 min

O

myDay View- myAvatar NX
Status : Completed Due: Mo Due Date Training Howrs : 5 min

O

)

Mav Pane & Access to Forms - myAvatar NX
Statws : Complsted Due: Mo Due Dst= Training Howrs : 5 min

O

o

Activity Pane - myAvatar NX
Statws : Complsted Due: Mo Due Date Training Howrs : 5 min

O

o Searching in NX - myAwvatar NX
Statws : Complsted Due: Mo Due Dat= Training Howrs : 5 min

O

o Docking & Undocking Widgets/Forms - myAvatar NX
Launch B Status : Completed Due: Mo Due Date Training Howrs : 5 min
-

Customizing Widgets - myAvatar NX
Status : Completed Due: Mo Due Date Training Howrs : 5 min

o

Creating Favorites - myAvatar NX

Launch Status : Completed Due: Mo Dus Date  Training Houwrs : 5 min

o

Control Panel - myAvatar NX

Launch Status : Compisted Due: Mo Due Date  Training Hours : 5 min

o

Client Dashboard - myAvatar NX

Launch
Status : Completed Due: Mo Due Date Training Howrs : 5 min

Q

o

Quick Action Widgets - myAvatar NX
Status : Completed Due:Mo Due Datz Training Howrs : & min

Launch

o

Launch

Launch

Launch

Launch

Launch

Launch

Updated: 4/3/2025

Return to Table of Contents

114




Need More Help with Avatar NX?

BHRSIT Okta: Submit a Service Now ticket.

Email the IT Support mailbox: bhrs-it-support@smcgov.org
Call the I1SD Help Desk: (650) 573-3400

BHRS QM For General Questions, Email BHRS Ask QM: HS BHRS ASK QM@smcgov.org

For Troubleshooting LMS Access, Email BHRS QM: HS BHRS QM@smcgov.org

How do | know whether it’s BHRS IT or BHRS QM to contact for my issue? I've contacted in the past only to be told | should contact the other unit.

With the exception of password resets and other items specifically noted in this Avatar NX Updates document, all questions regarding Avatar NX should
be sent to BHRS ASK QM (or BHRS QM if the issue is regarding your LMS account) QM will look into the issue and will let you know whether or not this
issue requires a service request to BHRS IT.

Please note that there may be some cases where the initial step is to contact one unit, and then there may be an additional step that must be completed
by the other unit to resolve the issue completely.
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BHRS Resources (Avatar NX and CalAIM)

The following are available on the BHRS QM Website under the “CalAIM”
tab.

1. BHRS Documentation Manual for SMHS

2. BHRS Service Codes Cheat Sheet for SMHS

3. LMS Links to BHRS CalAIM and Avatar NX Webinars

a. BHRS Staff: Access LMS through your Okta account, or click
here.

b. Contract Agencies: Click here. (Don’t have an LMS account set
up? Create an account by clicking here.)

The following is available on the BHRS QM Website in the “Avatar” section
under the “Documentation Resources” tab.

1. Avatar NX Updates and Tip Sheet (Created 8/1/2023; Updated
periodically)

Updated: 4/3/2025
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