SanWITS Flow for Outpatient Providers

“Group List”

The Group Module was created specifically for ODS. Group Counseling for
Outpatient Providers should only be created through the SanWITS Group List.

1. Go to Group List from the Navigation Pane.

Home Page

b Agency

~ Group List

Session List
Group Type
Residential Unit Dashboard
» Residential Unit Mgmt
» Client List
» System Administration
Repaoris

Support Ticket

2. From the Group Profile Search screen, click on “Add” hyperlink.
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SanWITS Flow for Outpatient Providers
“Group List”

3. A Group Profile should be created for each existing Group in the Facility. A
Group Profile must be unique to the Type of Group, Time and Counselor.
In the Group Profile screen, please complete all the required fields for the
group profile. Note: The “Lead Staff” should be the person who provided
the group session. After completing this information please click “Save”.

Group Profile

Group Name August Group

Start Date 8/1/2018 End Date [i=]
Group Type |ODS Group Day of Week Time of Day 9:00am
Lead Staff | Munez, Janeth Room Location
Facility Main Facility
Co-Lead Staff Selected Co-Lead Staff
Adam, Kenneth >
Ailshie, Douglas A ~
Alcazar, Shirley
Altarejos, Isabel 4 n 4
Motivational Group
Description
#
=

4. After saving the Group Profile, click on the hyperlink “Edit Roster.”

Actiong

’V Crete Giogp Session  Print Sigen Sheet

Show Al Clierils  Edil Rosles

5. From the Roster screen, click on “Add Member” hyperlink. All Groups

Rosters should have a minimum of 2 active members and a maximum of 12
active members.

Hoster

prp— e s = s fatmns
Clerd Bame: Pengram
# ol Sessons Approved tatus
# of Seasiony Afended Stanes Fiiective Date
et Due HKegzon
Finish
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SanWITS Flow for Outpatient Providers

“Group List”

6. From the roster screen, type in the name of the client on the “Client Name”
field.

Seates Effecive Dase 5]

feanen

(10157874
O, Test 7

oo T == B
Stawberry, One (1/1/1906)
st chirstine (3/24/1995)
Test, Thiee (G22/1064)
Teat, Two (21571984}

fime, bt {11111528)
Udhiha, Sakura (X242003

7. After selecting your client’s name, please select the correct Program
Enrollment for your client.

e Client must have an active program enrollment. Please select “Active”
for the Status field, then enter the Status Effective Date (the date the
client joined the group.

e Status Date cannot be prior to Program Enrollment Date. After
completing all the required fields, click Save.

e You'll need to repeat this step for each of the clients you need to add
to the roster.

Chent Name | DMC-2, ROBERT (2/1090) = Program |DMC Biling Test Faciyl03 - 312013 - .
# of Sessions Agproid Staves [ Ackve .
#cf Seations Altended Status Fllectve Dale 1S010 2 \
Clenl Do Reason
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SanWITS Flow for Outpatient Providers

“Group List”

8. After adding all your clients to the Roster, click Finish. All Groups Rosters

should have a minimum of 2 active members and a maximum of 12 active
members.

= P !m matimne sy rﬂu
, DMC-2, ROBERT UG Billng Tea'0S: 31201 - L} AT nsane
f DMCD, MATTHEW MG Bing TeaTH05 1 3 RES 400018 - o Actt AP
, McDoaald, Roaald Main Facliby 33005 31 RES: S242018 . L} Actve S

Add Member

# cf Siaanions Approved

#of Sessions Alended Stakys Effechve Dale:

Group Name Agust Group x sunpae G016 84 End Date &
Growp Type 0D Giown " Dy of Wiesk - Time of Day 5.00 AM
Lead 2 Numez, Jansth . Rotm Locaton
Facitty Main Faciity

Ciel et Shalt Sedected Cod sad Stafl
m Dougias L] n A
Abcazar, Shiney ¥ v
Matrvatenal Group

DMAC 2 ROBERT DMC Biling Tes/05. W1

0 Actve s

DRAC-3, MATTHEW DMC Diling Tes/005 3 IRES. 44072018 - 0 Achve 452018

MeNnsai Fonaid Main Fackify 330N 3 1 RES. SP40018 - 0 Actve so50018
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SanWITS Flow for Outpatient Providers

“Group List”

10. In the Group Session Notes screen, please complete all the required fields.

e If you have at least one DMC client, Note Type should be “DMC
Billable.” If you selected DMC Billable for Note type, please enter YES
in the Billable field.

e If the entire Group is County Billable, Note Type should be “County
Billable.” If you selected County Billable for the Note Type, please
enter NO for the Billable field.

e Calculate ODS should always be YES.

e The “Lead Staff” should be the person who provided the group
session.

e Please select *Groups ODS for the Service field for Outpatient
Services (0S) clients and Intensive Outpatient Services (I0S) clients.
Please enter zero for the Documentation Duration Time.

e Documentation time should be added individually in the Encounter
screen.

e |f there was Travel Time, please add it to the Group Session Notes
screen.

e Please enter the GROUP TYPE in the “Note” Box even though this box
is showing as an optional field. The Group Note Box is a required field
needed to create Encounters.

Uiroup 53500 Notcs

sannae BH70I8 & Fod fiate =]
Stadt Time 500 AM Cnd Time:
Teaved Dusalion 0 | M v | Senion Domam 80 | L
Lead Staff Hansen, Stephanc, LMFTLMFT » Tokal Duration 20 Duration Type M

7 of Senace Unts/Sessions |
1 ocation: |Non-residential Substance Abuse TX Facity

Co Lead Stan Selected Lo Lead Stan

WNN Lol (sl
S ‘a v

unalbnalscwp

E3
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SanWITS Flow for Outpatient Providers

“Group List”

11. Recovery Services clients should have their own group. Recovery Services
clients cannot be mixed with Outpatient Services (OS) clients or Intensive
Outpatient Services (I0S) clients.

e If you have at least one DMC client, Note Type should be “DMC
Billable.” If you selected DMC Billable for Note type, please enter YES
in the Billable field.

e |[f the entire Group is County Billable, Note Type should be “County
Billable.” If you selected County Billable for the Note Type, please
enter NO for the Billable field.

e Calculate ODS should always be YES.

e The “Lead Staff” should be the person who provided the group
session.

e Please select *Recovery Service Group for the Service field.

e Please enter zero for the Documentation Duration Time.

e Documentation time should be added individually in the Encounter
screen.

e |[f there was Travel Time, please add it to the Group Session Notes
screen.

e Please enter the GROUP TYPE in the “Note” Box even though this box
is showing as an optional field. The Group Note Box is a required field
needed to create Encounters.

Group Session Notes

Group Name: Motivational Group Session D¢
Group Type: (NS Group

Note Type |[IMC Billable . Start Date 82018 [ Frd Date fas|
Baabie Yes " Stan Time 9.00 AM End Time 10:30 AM
Calculate 005 units | Yes
Documentation Duration 0 Min v Travel Duration 0 Mt Session Duration 90 Min
Lead Saff Hansen, Stephanie, LMFT LMFT | « Total Duraticn 90 Duration Type Min
i of Service Units/Sessions 1

Locaton | Non-residental Substance Abuse TX Facility

Senvice "Hecovesy Service Gaoup

Co-Lead Stalf Setected Co-Lead Stall
Abinales, (heselle

Account, New 1 o
Acuff, Beth
Adam, Ke:nnplh bt n 3
Hole Notivational Group
Actions
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SanWITS Flow for Outpatient Providers

“Group List”

12. After completing all the required fields in the Group Session Notes screen,
click “Save.”

U Session Moles

Grop Name;  eiabes Group Sesaion I
G Type: - D05 Gitniop

Mole Type | DMC Billable St Dale BHOIE B3
Baatie Yes Start Time 9,00 AM End Time
Calcutate 105 nts | YRS v

Documentation Duration Min Travel Duation 0 Min . Sewsion Duration 900 Min
Lead Stan | Hansen, Stephiante, LMFT.AMFT » | o Dwasan 90 Duratn Tyse M
8 of Service UsilsSevsions T

Location Won-residential Substance Abuse TX Faciity
Servee | "Gioup 005
Colead Stall Selecied Cod ead Stalt
Abnaies, Gleselie
Account, New A
Acal, Heth

Adam, Kenneth ¥ n i

Mele patvananal Goolp

| \
Actions
=EE:E

13. After creating the Group Session, you’ll need to mark your group members

as Present, No Show or Excused. It is required to update the Status for All
Group Members from the Roster including the members who were No

Show. Please select the names of the attendees first, then select the action.

e For the Group members who were “No Show” for the Group Session,
select “Mark as No Show” then click on Perform Action.

| vl Miss, .
Actons el | ey | Eoues [ ] | Dot Nace

e L g,
= o |

s V' Creale  Cizsle Bluebery, S 1

’ ’ Cregle Gy Yaty, Hale:

Mark a5 Presunl

Mark a3 Excused
| Crogie Encousier
Clear Enrors.
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SanWITS Flow for Outpatient Providers

“Group List”

14. It is required to create an Encounter for the Group Members who were
no show to the Group Session. For the clients that were “No Shows,”
please click “Create” under the Encounter column. You need to do this
individually for each client who was a No Show.

21. After selecting “Create” Encounter for each of the Group Members who
were No Show, the Encounter screen will open.
e Note Type should be “Non Billable.”
e Contact Type should be “No Show.”
e Billable will pre-populate to “No” and will be grayed-out.
e Visit Type should be “GP-Group.”
e Please Finalize the Encounter.

Encounter

| Note Type [Non Billable v |

ENC ID Group Session ID Created Date
Program Name |Main Facility/OS - 6/1/2018 -

| service |Group Counseling 08 -] I Bilable No =
Start Date 9/15/2018 ) End Date ]
Service Location |Nnn—residen1ia\ Substance Abuse TX Facility | » Start Time End Time
Travel Duration - Documentation Duration
Session Duration - Total Duration

Contact Type |No Show v

# of Service:
Emergency Units/Sessions
| Visit Type |GP-Group M;ﬁ:ﬁ‘:'

Pregnant/Pesiparium

VWas an interpreter In what language was the service provided?

‘Which Evidence-Based Practices were used?

Evidence-Based Praclices Used Evidence-Based Praclices
None IS

Motivational Interviewing ~ ~
Relapse Prevention v v
Other n

Diagnoses for this Service

Primary F10.151-Alcohol abuse with alcohol-induced psychotic disorder with hallucinations(ICD}

Secondary

Tertiary

Rendering St | Hansen, Stephanie, LMFT LMFT
Supervising Staff

i five Actions
I Finalize Encounter | ‘ ‘
Cancel m Finish °
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SanWITS Flow for Outpatient Providers

“Group List”

22. Itis required to update the Status for All Group Members from the
Roster including the members who were marked as Excused. Please select
the names of the attendees first, then select the action.

e For the Group members that are “Excused” for the Group Session,
select “Mark as Excused” then click on Perform Action.

PLAOm ACIon | Add Aftengec

SANNAANE :

23. It is required to create an Encounter for the Group Members who were
Excused to the Group Session. For the clients that were “Excused” please
click “Create” under the Encounter column. You need to do this individually
for each client that was marked as Excused.

R oo Acion Add Atlendes
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SanWITS Flow for Outpatient Providers

“Group List”

24. After selecting “Create” Encounter for each of the Group Members who
were Excused, the Encounter screen will open.

e Note Type should be “Non Billable.”
e Contact Type should be “No Show.”

e Billable will pre-populate to “No” and will be grayed-out.
e Visit Type should be “GP-Group.”
e Please Finalize the Encounter.

Encounter

I Note Type | Non Billable [=] I

ENC ID Group Session ID Created Date

Program Name ‘Main Facility/OS : 6(1/2018 -

| Service ‘Gmup Counseling 0S "l I | Billable No v

StartDate 9/15/2018 [ End Date s
Service Location |Non-residential Substance Abuse TX Facillty | + | Start Time End Time
Travel Duration Documentation Duration
Session Duration

Total Duration

omes e oS
# of Senvice
Emergency - Units/Sessions

| Vist Type | GP-Group [+ \-l MedrCal
Pregnant/Postpartum
Was an i’“ergzg v In what language was the service provided?

Which Evidence-Based Praclices were used?

Evidence-Based Practices

Used Evidence-Based Practices
None

Motivational Interviewing o] ~
Relapse Prevention

W v
=

Diagnoses for this Service

Primary F10.151-Alcohol abuse with alcohol-induced disorder with inations(ICD)

Secondary

Tertiary

Rendering Staff | ansen, Stephanie, LMFT LMFT [x
Supervising Staff | ‘

ini: ive Actions
' Finalize Encounter | ‘ ‘
Cancel m Finish °
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SanWITS Flow for Outpatient Providers

“Group List”

25.Please select the names of the attendees first, then select the action. For the
group attendees that were “Present” in the Group Session, under the Action
drop menu, select “Mark as Present” then click on “Perform Action”
hyperlink.

Adreraatres Aon

26. Please select the names of the Group Members who were Present, under
the Action drop menu, select “Create Encounter,” then click on “Perform
Action” hyperlink. After doing this, the system will create Bulk Encounters
for the selected clients.
Attendees el Betom Action | Add Atiendee

Actions ndual WSS ncounter || Client Hame #Alind Stafus~

& ste  Create (W] DMC-2, ROBERT
Create | Creste DMC-3, MATTHEW
Create Cre McDonald, Ronald

reat eate
reat eate

%
g

Blueberry, Six

3
&
g

Create  Create

AR U Y
%N NN

m}
[ Kity, Hello

27. After performing the action “Create Encounter” for the Group members
who were marked as Present, you’ll receive this message: “The Encounter
notes are currently being created for the selected attendees. Please use the
Refresh link to see the update.” Please click on “Refresh” hyperlink from
the Administrative Action box. Note: You may need to click “Refresh” more
than 2 times.

ies ane cunrently being created for the seecled stendees. Piease use e Refesh ink 10 see the updaie ®

oy Mam: (xciober Ganup Sowsonirx 100340
Grap Type: 008 G
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blucie i Star T B0 AN el Temw
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Deswmwonon Durabon Mo Tearvsl Curation Mn ¢ Sesses Dwamn 30 L
Leat 5ta7 Hansen, Stephonie. METALMFT Total Duraon 80 DwmenType M v
# o Sarvca Untuataions |
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SanWITS Flow for Outpatient Providers

“Group List”

28. Once the Encounters are created, the “View” hyperlink will become
available under the Encounter column.

—

- Pesfom Acfion  Add Afieniee

e = = =
Y @gmmemr 1 Preseat

29. For the Group Members who were “Present”, from which Bulk Encounters
were created, all the information in the Encounter screen will be pre-
populated except for the Pregnant/Postpartum question for female clients
only.

e Group Counseling Encounters will have a Group Session ID.

e Service field will pre-populate. Please do not change the Service
name.

e Documentation Duration needs to be added to each individual
Encounter.

e The Start Time, End Time and Session Duration needs to be adjusted
if client arrives late to the session or leaves early.

e The “Used Evidence-Based Practices” will auto-populate to None.
Please change to the Evidence-Based Practice that was used for the
Group: Motivational Interviewing, Relapse Prevention, or both.

Motn Type DM Dititee

ENG 10 BETIS1 Ceeated Dutn BRSZ010 328 PM

Program thase | DMC Biling Test FaciyfOf | R202018

[ 5ence [Be0ee Counseing o5 -] Dascie Veu [

T Facsty  «

Min
Min

[T vy

Besenary

Ex £ B3 O
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