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This handout contains screen shots of confidential and proprietary information
for view only. It shall not be copied or shared for anything other than its intended
purpose as a training device for the County of San Diego, Mental Health
Management Information System.
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HIPAA regulations mandate that all client information be treated confidentially.

CONFIDENTIALITY

Access to CCBH is based on your position and your job classification. You will have the
access you need to complete your job duties. This can include access to clients in your
Unit/SubUnit or may include full client look up. Remember — with more access comes
greater responsibility regarding confidentiality!

You are not to share passwords with other staff. The Summary of Policy you signed
before receiving your access to CCBH included your agreement to this directive. You
are still responsible if someone with whom you have shared your password violates
confidentiality!

The MIS unit investigates any suspicions regarding sharing of passwords.
Consequences are up to, and may include termination.

Do not open any active client charts unless instructed to do so, or if it is required to
complete your job duties. “Surfing” clients is a blatant breach of confidentiality.

Remember you are personally and legally responsible for maintaining confidentiality.
Take it seriously.

Do not leave your computer unlocked with client data on the screen for others to access
or view while you are away from your desk. Lock your CCBH session before leaving
your computer.

When printing, make sure you are printing to a confidential printer, and pick up your

paperwork quickly. Leaving printed Protected Health Information (PHI) out is also a
confidentiality violation.

Play it safe — keep in mind how you would want your own PHI handled!
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CCBH IS ACCESSED THROUGH CITRIX (Cerner):

Admin
Entry
Go to https://cosdca.cernerworks.com

(Save this to your favorites or create a shortcut for your desktop)

“TAB TO TRAVEL”: Get in the habit of using your “Tab” key. Using the “Tab”
assures that you are directed to all required fields and that the information you
input is actually captured by the system.

RIGHT CLICK: When there is no obvious way to add information into a field, right
click in the space to view your options.

FILTERS/RADIO BUTTONS: Check these first and make sure they are on “all”
when searching the database.

MAGNIFYING GLASS/ELLIPSES “BUTTONS”: When you see these at the end
of a field, it means there is a “Search Screen” that you can pull up to find
information for that field. You do not have to use them, but they are there if you
need them.

REQUIRED FIELDS are in red or blue: They must be filled-in to save and final
approve information.

OPTIONAL FIELDS are in white: Information may be added, but is not required
to final approve the Assessment. Keep in mind — just because you have
completed all the fields required to final approve the form, does not mean
you have completed a thorough clinical assessment. Documentation
standards have not changed.

CLOSED FIELDS are in gray: Nothing can be added in these fields.
CASE SENSITIVE:

1. Passwords — if you receive an error message for “Invalid Password”, check
to make sure you are using the appropriate upper and lower case letters
when typing. After a third attempt with an invalid password, the system will
lock your session and will require contacting the Optum Support Desk
(1-800-834-3792) to unlock it.

2. Table Searches — when searching within a table, be aware that descriptions
or IDs are case sensitive. If you do not use the correct upper or upper and
lower case entry, the search will not take you to the desired table value.
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MULTIPLE WAYS TO ACCESS INFORMATION: In CCBH, it is easy to access
the same information in multiple ways. We have included screenshots and
directions in this document to guide you through the system.

LOCKING YOUR SESSION: For security purposes, you must lock your session
any time you step away from your computer. This packet explains the various
ways to lock your session.

(ﬂj Note: Locking your session is best used for short times away from your computer.
CCBH will log you out after 60 minutes. There is a chance of losing work that has not
been final approved or saved if CCBH logs you off.

WHEN YOU GO BACK TO YOUR PROGRAM: You are learning how to enter
assessments in the “SDC Train CCBH” environment during this training, which
is for practice purposes only. It is important to enter all of your assessment
information in the “SDC Live CCBH” environment when you return to your
program.

For password resets/menu issues: Call the Optum Support Desk. You may also
call if you need your “SDC Live CCBH” environment password or menu set up.
Their contact information is:

Optum Support Desk
1-800-834-3792

Reminder:

Menu access is set according to job title/functions. The menus you have at your
program may look different than menus shown in the screen shots in this packet.
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CCBH SPEAK

Assessment

In CCBH, anything that is not a Client Plan or a Progress Note is
considered an “Assessment.” So, in CCBH Speak, forms such as the
Discharge Summary, Outcome Forms, and Demographic Form are
considered “Assessments” as well as the actual clinical assessment
forms.

Assignment

Opening/Closing a client to a specific program (Unit/SubUnit/s) and to
a specific server.

Clinician’s
Homepage

A “page” that provides the Clinical servers at each open assignment to
view client/s and client information for the identified caseload in one
screen. This includes client look up, caseload listing, appointments,
task/s to do, notifications, and other client information present in the
EHR.

Collateral
Server

Co-Staff providing a service (i.e. co-facilitator). Used when more than
one staff is providing a service to the same client, on the same date
and at the same time as server.

Demographic

A client is entered into the EHR by the completion and final approval of
the demographic form. A «client may not be opened to
assignment/program unless the demographic form is entered,
completed, and final approved.

Final Approve

Locks the completed assessment. Prevents editing/deletion of

assessments.
SAl — Single Primary server identified based on primary unit program set up. This
Accountable staff will be listed as the primary contact for the client in the system of
Individual care for purposes of coordination of care.
Scheduler A program within the EHR that allows for scheduling of client service

events and ongoing appointment/s. This information will populate to
the Clinician’s Homepage once entered into the EHR through the
Scheduler menu.

Service Code

Procedure Code. The code data entered into the EHR for the purpose
of claiming a service activity.

Server Staff providing a service activity.
Unit The Physical Location of a program, or legal entity.
Sub-Unit The specialized set of services offered within a Unit (i.e. population,

funding sources, etc.).

Phase 1 ADE REV 07/2020



Admin Data

Entry

PASSWORD CHANGES

Citrix (Cerner) Password

The first Citrix (Cerner) password you ever receive is considered a temporary password.
For security reasons, you will be prompted to change your password on your first log in.
To do so after the initial login, click “Change Password” when first logging in to Citrix
(Cerner).

S cerner

Log Off

Change Password

User name: COSD_CA\anasazigenl0
e | Next, follow the prompts to change your
Vi gt password.

Confirm password:

OK Cancel

CCBH Password

You are prompted by the system to change your CCBH password every 90 days.
However, if you feel that someone has learned your password, for security reasons you
should change it immediately. There are two ways to do this:

External View
File Scheduler Client Assign [ rom the External View, go to the “Access” tab and
- select the “Change Password” option. Follow the

: prompts to
Change Password Change o o CLINICIAN'S HOM
Manage Security Questions - _

your —
Open Perform Security Actions

password. -4 Bg vo
L= i

Menu
|l{_“:| Change Password @
=

Q Security #
L] |
|ﬂ;lul Manage Security Questions
1l

Lock Session

Clinician’s Homepage

From the Clinician’s Homepage, go to the
System Button. Select the “Security” menu,
and then select the “Change Password”
option. Follow the prompts to change your
password.

| Preferences| |x Exit Application
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LOCK CCBH SESSION

For security reasons, the expectation is that you will lock your CCBH session any time
you step away from your computer. There are two ways to do this.

Clinician’s Homepage

From the Clinician’s Homepage, go to the “Systems Button” and select the “Security”
drop down menu, then select “Lock Session” button.

= O CLINICIAN'S HOM

Eg Open Perform Security Actions

Lock Seccion?

— D Lock @
It HiEhi A = '@' Lock Anaszzi session for STAFS CLINICAL?
. ||_\_“:| Change Password k. = 4
g. i ~ WARNING: Any reports currently running that are output to screen will
|ﬂ'.|:.‘_ Manage Security Questions dsplay on the terminal when completed. Uszr should leck the tzrminal
@ - 1zing Wincows funchinnzlity.

Vs Mu

!‘ﬁ Preferences | E A Exit Application i

External View

From the External View, go to the “Access” tab and select the “Lock Session” option.

File Scheduler Client Assign

{l Lock Session

CLIE

Change Password

Manage Security Questions

You will be prompted to enter your password to unlock the session.

97@ This Anasazi Seszion has been locked

This Anazazi Seszion iz in uze and has been locked.
Only the Staff member who locked this zezsion mayp unlock it

Pazgword: ||

0k, Cancel
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EXITING THE APPLICATION

EXITING CCBH: To make sure you do not accidentally create a “ghost session’
and lock yourself out of accessing CCBH, you must exit in the following manner:

Clinician’s Homepage

1. Go to the “Systems Button” menu in the top left-hand corner of your screen.
2. Select the “Exit Application” option.

Recently Opened Yiews

01 Clinician's Homepage (w300
b 02 Staff Mainkenance

Al Security  k '
1

2

@Preferences A Exit Application

External View

e Go to the “File” menu in the top left-hand corner of your screen.
e Select the “Exit” option.
e Repeat this step for any open external view window.

eduler (Staff: CLINICAL, STAFF)
Access  Client Data ATP  Scheduler
lear/Add F5 &~
Delete Shift+F2
Save F2 -
Prompt F4
|
Close Active View e I
Exit Alt+F4 l
| ——

You risk being locked out of CCBH if you do not exit in the manner described
above!
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CLINICIAN'S HOMEPAGE TERMINOLOGY
Identifying Terms Used on the Clinician’s Homepage

Clinician’s Homepage:
The Clinician’s Homepage is a real-time tool that provides up-to-the-minute client status
at a glance.

Systems Button:

The “Systems Button” acts as the “file” menu. It can be
used to exit the application, set preferences, access the
external view, or see recently opened views.

Home View

| S

Tabs:
The “Tabs” listed below are displayed at the top of the Clinician’s Homepage.

e There are three tabs: “Home”, “Client”,

and “View”. Home Client View

| = —e

(”:7 Note: The “Client” Tab will only be available if the “Client Panel” is set with a client
name.

Ribbon:
e The “Ribbon” is an object that is comprised of various buttons.
() cl
—j Haome: View
(Y $lqstaff Clear [ _A\ 3 S clisnt Clear 2 'gm’
1 Iy Home: - O% = Show Clierit Panel L+ |-' B i mj
Staff Refresh Client Add Break The | Layout and
Search Skaff Panel | Search Client Glass Filkers =
Skaff Entity | Client; Entity Break Glass | Panel Options
Buttons:
e The “Buttons” are individual selections that can be clicked on to perform various
functions.

S S S S S S S S/

y £ staff Clear :.,.\_ O':' ADCIientCIearp/ 2 services - System eRx not available £ F"EJ D:D
% { iy Hormz = % P Show Client Fanel | T PN ===

Staff Refresh Client Pharmacy = Break The | Layout and
Search Staff Panel | Search Directory Glass Filters =
Staff Entity Client Entity Group Motes ePrescribing Status Pharmacies| Break Glass| Panel Options
-9-
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Staff Panel:
iJ CLINICAL STAFF
Caseload
e The “Staff Panel” will have your  Type | Name =
name. The “Staff Panel” consists
of three panes. The “Caseload” SAL CLUENT. FAKE
Pane, the “Scheduled Services” Caseload DEER. RAM
Pane, and the “Shortcuts” pane.
FAN. CERLING
KITE. FLYING

Caseload | Scheduled Services  Shortouts

e Clients will only display under the “Caseload” pane if they have been assigned to
you. Admin staff are not able to carry a caseload.

Caseload | | Scheduled Services | Shortouts

e The “Scheduled Services” pane displays your scheduled service events for that
individual day. Admin staff do not provide services.

Cazeload  Scheduled Services | Shortouts

e Any shortcuts set up in the External View will display under the “Shortcuts” pane.
Shortcuts will not be set up during this training.

Client Panel:

-

+ FAKE CLIENT

Face Sheet  Pre-Intake  Assessments  Assignments |, Diagnoses - Assessed 01/05/2018  Authorizations  Insurance Coverages  Services  Medical Conditions

e The “Client Panel” displays information about the client that you selected. The
“Client Panel” consists of “Client Panes”. You may access the information
contained in those panes by clicking on each pane. The information contained in
these areas is pulled from assessments, or forms, in CCBH.

-10-
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CLIENT SEARCH
Clinician’s Homepage

e Select the “Client Search” button

; ﬁ CLINICIAN'S HOMEPA

View

Staff Clear Client Clear ».
Show Client Panel +
Refresh Add
Staff Panel Client
=R - L
e The “Client Lookup” window will open
H Click on the search button to perform a search for client records based on the criteria in the top section.
Client Search i
Client Search Parameters
Caze # Ijl Sort Mame | | Search
| First | | opoe|// | Tl /7 || Defaut |

Last |

Hlias Last | | First | | Sex|- - ssh———— [ Cemr |

Client Search Results

Marne First  Last Case# 5. Eth... DOB SSM Prim Unit I00 Prim Uni,,. Prim SubUn,, . Prim SublL,, External o S&IID SAIM..,

There are no items to show,

There are several different ways to search for a client from this window:

e If you have the client’'s case number, or Social Security number, you can simply
enter it in the “Case#” or “SSN” field and select “Search”.
By “Sort Name”: Enter the client’s sort name in the LAST NAME, FIRST NAME
format, then select the “Search” button. (The “Sort Name” is the client’'s name as
formatted when first entered into the CCBH system):

Kl Click on the search button to perform a search for client records based on the criteria in the top section,

Client Search 2
Client Search Parameters
Casett| t[! Sort Name | || Search
Last | Fist| DOB | /7 / Thu | 7/ | [ Defauk
Alias Last | | First [ | sex|- v SSN[_————  |[Toea

Client Search Results
Name First  Last Case# S... Eth.., DOB SSN
There are no items to show.

Prim Unit ID Prim Uni... Prim SubUn... Prim SubU... External... SAIID  SAIN...

S11-
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e |If the Sort Name you've entered is in the system, it will be displayed in the “Client
Search Results” area, as in this screen shot which exemplifies a search done for
fictional client sort name, “PIE, APPLE”:

| Click on the search button to perform a search for client records based on the criteria in the top section.

Client Search ]
Client Search ers
Case| | I Sort Name [PIE, APPLE [ search |
Last| | First Dog ‘ i | Thiy | Defaulk | |
blizs Last | | Fist | sexl- - 55N [
Client Search Results
Mame First  Last Casex 5. Eth... DOB S5M | Prim Unit 1D Prim Uni... |Prim SubUn... Prim SubU... |External... SAIID  SAIM...

PIE, APPLE  APPLE PIE F 9 0 1}

Note: Double Clicking on the client's
@ name will launch the Client Panel.

e |f the Sort Name you entered is not in the system, you will receive the following
stop message:

@ Mo Clients were found using the current search criteria

e This does not mean that the client is not in CCBH. Rather, you may not have
entered the sort name exactly as it was formatted when the client’s information
was first entered into the CCBH system. For this reason, you should search by
other criteria such as:

@ Note: Before beginning another type of search, select the “Clear” button to
reset the search criteria. Clear

e In client search, enter LAST NAME, FIRST NAME, date of birth (check spelling
and in ALL CAPS).

¢ [f client is found with that name, double check SSN.
e Search by SSN.
e Search by Alias.

¢ |f match found, open the Demographic form on client and double check DOB,
address, SSN.

-12-
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e Check 3rd Party information to see if client has the same Medi-Cal (BIC, CIN)
number.
e [f it is unclear which is the first name or the last name, enter the other
position of names in Alias — e.g., Bubble Gum entered into CCl as GUM,
BUBBLE may be entered into Alias as BUBBLE, GUM.

&7 Note: When searching use all capital letters, these fields are case sensitive.

e You can now search by one or more of the other criteria fields (Last, First,
DOB, Alias Last, First, Sex, Case Number). Select the “Search” button.

Kl Click on the search button to perform a search for client records based on the criteria in the top section.

Client Search a
Client Search Parameters
Case tt | il Sort Name | | search
Last | | First | oog | // Thiu| 7/ | Defout
Alias Last | First | ' Sex |- - SN[ | Clear

@ Note: If you search by data that is common in the system (such as conducting
a search only by a common first name) you will receive the following warning
screen. This allows you the option to either continue with or cancel the search.

:5) The scanning of a large number of Client records has been detected and could lock up the system for a substantial amount of time. Would vou like to continue?

Yes | Mo

-13-
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Additional Client Search Feature

e The “Thru” field, in conjunction with the “DOB” field allows you to search for
clients within a particular date range. For example, if the DOB is
approximately 3/10/1964 and you can enter 3/08/1964 in the “DOB” field and
3/12/1964 in the “Thru” field, all clients in the system who have that dates of

birth in that date range will be displayed in the “Client Search Results”
window.

(ﬂj Note: If the exact DOB is known ~ enter it in the ‘DOB’ and ‘Thru’ fields to find
clients born only on that date.

Kl Click on the search button to perform a search for client records based on the criteria in the top section.

Client Search a
Client Search Parameters
Case # ] Sort Name Search
Last First DOB | / / Thiu| 7/ Default
Alias Last | First Sex |- h SSN | Cloar

-14-
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RESTORE SYSTEM DEFAULTS

If the layout becomes distorted, or the panes have disappeared, select “Restore Panel

Layout” (under the Layout and Filters button on the Home tab). This will restore the
layout to what it was when you first logged in.

i f;—‘:\ CLINICIAMN'S HOMEPAGE (TEST3) 3.0.0.0
—1 Home View
[y &4y Staff Clear | _:"« o:" }'3 Client Clear :{' Services f» System eRx not available @ mE
i ng My Home s %) M show Client Panel i pn = .J l
Staff Refresh Client = Pharmacy | Break The [jlayout and
Search Staff Panel | Search Directory Glass Filters =
Staff Entity Client Entity Group MNotes ePrescribing Status Pharn) 5]
( - - - — ——— — — - Restore Panel Layout
s STAFF CLINICAL —_
o E}u Restore Panel Filters

Select “Restore Panel Filters” (under the Layout and Filters button on the Home tab) to
bring all the Filters back to their default settings, if desired.

i fi—:\ CLINICIAMN'S HOMEPAGE (TEST2) 2.0.0.0
—Q1 Home View
(Y i staff Clear ) o‘j 5 Client Clear ¥ semvices - System eRx not available g mE
== My Home b S showClientPanel | [Fen == D:D
Staff Refresh Client 5 Pharmacy | Break The [§layout and
Search Staff Panel | Search Directory Glass Filters =
Staff Entity Client Entity Group Notes ePrescribing Status Pharn 5]
( - - = — — - — - Restore Panel Layout
4 STAFF CLINICAL —
3 P
e :}._. Restore Panel Filters

NOTES

-15-
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CLIENT FACE SHEET

The Client Face Sheet will allow users to view any entered information from the client’s
most recent final approved Safety Alert, Demographic Form, and Diagnosis Form. The
Client Face Sheet displays the Primary Unit, SubUnit and SAl for the client. If the client

information has not been entered on one of these forms, the corresponding information
fields on the Face Sheet will be blank.

o After accessing a client, the Client Face Sheet can be viewed by clicking the “Face
Sheet” pane in the client panel.

=
+ FAKE 2TEST > 20Ox
Face Sheet - 1
County of San Diego Mental Health Services
FACE SHEET
SAFETY ALERTS

Allergies and Adverze Medication Reactions:

ALLERGIES AND MEDICATION REACTION OM BHAA [

[
-

Pre-Intake  Assessm... Primary ...  Primary ...  Primary ... Current.., Progres...  Adthoriz...  Primary ...  Services  Medical ... Medicati..,

e The Client’s Face Sheet cannot be edited from this view. To print click on the drop
down arrow ™ at the top right, and click “Print Face Sheet”.

4 FAKE 2TEST - 20 x
Face Sheet @
B Refresh Pane Conken
County of San Diego Mental Health Services I & Print Face Shest I
FACE SHEET
SAFETY ALERTS

Allergies and Adverse Medication Reactions

ALLERGIES AMND MEDICATION REACTION ON BHAA 1=

-16-
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FILTER SETTINGS

Modifying filter settings to display historical assessments

Each user may personalize the way filters display information in his or her Clinician’s
Homepage. Any time you do not see the desired information, the first step is to check
the filters to assure the correct parameters are selected for your search.

A. On the “Client Panel”, click on the “Assessments” pane. The “Assessments” pane
will open an expanded window.

B. Click the drop down arrow * on the “Assessments” bar.

C. The “New Assessment”, “Filters”, and “Refresh Pane Content” window will display.

Click on the check mark ¥ or on the word “Filters”.

=
“ FAKE 2TEST x ?Ox
Assessments @
. ['—-_ [esw Assessment 3
Date Description

Text tode

O =]

El  Refresh Pane Content

®

Face Sho.,  Pre-Intake N Assessm... B Primary ... Primary .. Primary ... Current .. Prodres..  Authorizo.  Primary . Services  Medical . Medicati. .,

-17 -

Phase 1 ADE REV 07/2020



Admin Data )

Entry

D. The “Filters” window will display. There are three areas where you can make
changes.

E. Date: If a desired assessment is before the date listed, and is not
displaying on the “Assessments” tab; you must adjust the date
manually.

F. From the drop down menu, you may choose A: “Include Final
Approved and non-Final Approved Assessments”, F: “Include Final
Approved Assessments only” or N-Include non-Final Approved
Assessments only”.

G. You may filter by “Assessments Signed By”, “Assessment Type”,
and “Category of Treatment”.

H. You may also place a checkmark by the “Include Voided
Assessments”, “Include Preferred Assessments only”, or the
“Include the latest Assessment of each type only” choices given.

W

assessments Pane Filters 23

K. | G_:ﬁll
——/I Fiters
28

Refresh Sav= and | Close
Chse Panel

fckions Closa

kil Changes tothe lollowing lilters will update the display of the Assessments Pane.

General Filters
Lookback [rate |E.-’1EI.-’2EI'

t F}ﬁ. -Include Final Approved and non-Final Approved Aszessnents -

Lzsezzments Signed by | | 1]

|
|
Agzesmment Type |_ | |
|

Category of Treatmen: |

nclude Voided Azsesments

[
( [ nclude Preferred Assessmeants anly

[ nclude the lates: Assessment of each pe cnly

[ riclode Medication Curesenl Sesessnents orly

-18-
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Filters in Clinician’s Homepage:

Several panes located within the Client Panel contain “Filters”. Below are some
examples:

Assignments Pane Filters: updates the Assignments Pane to display Opened and
Closed Assignments.

) Filbers
ol = g

Refresh Save and | Close

Close Panel
Actions Close

Assignments Pane Filters £3

H Changes to the following filters will update the display of the Assignments Pane.

General Filters

A - Include Open and Cloged Assignments

A - Include Open and Clozed Azzignments
C - Include Cloged Aszighments Only
0 - Include Dpen Assighments Only

Thiz filter doez not apply when the Azzignments Pane iz collapzed

Services Pane Filter(s): updates the display of the Services Pane. The date field
filters for services on or after the date entered. Check boxes further filter that data, for
particular service types or services by specified staff, for example.

fi“q \ Service Pane Filters £3

—’) Filkers
< b Og

Refresh Save and | Close
Close Panel

fitions Clase

: Bl Changes to the following filters will update the display of the Services Pane.

Service Filters

Lookback Date |B/2/2013

[T Include Crisis Services, Cancellations, and Mo 5hows only

[ Include Services with the Selected Staff anly

Progress Mote Filters

|A - Include Services with and without Progress Mates - |
|A - Include Services with Final Approved and Pending Progress Motes - |
|A - Include Services with Planned and Unplanned Progress Maotes - |

Client Plan Type || |

-19-
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VIEWING CLIENT ASSIGNMENTS
Clinician’s Homepage

Client “Assignments” refer to where the client has received, or is currently receiving,
services. In the “Clinician’s Homepage” you can view the Opening/Closing dates when a
client was assigned to a specific program (Unit/SubUnit/s) and to a specific server.

1. In the “Client Panel” click on the “Assignments” pane.
2. It displays all the assignments attached to the client.

2 FAKE TEST

Assignments
|Lhit MName SubUnit ID |SJbUnit Mame Primary Serv... |Frimary Server Name

Unit I
TRAINING UNT TRAINING SUBUNIT

Prm | Opened | Closed

01/01/2015
03/05/2015 1000

FAKE UNIT 1001 FAKE SUBJHIT STAFF. FAKE

FaceSheel  Pre-Inlobe  Assessienls | Primary Ciagnusis - ... Primary Subslance Asuse Cunenl CienlPlan Progress Nules  Aulhurigaliors  Primary Insuranc

NOTES
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CORE CLIENT INFORMATION

Note: Before entering a new client, always search to ensure that the client is not
db already in the system. Refer to the “Client Search” tip sheet on the previous
pages.

If you are sure that the client is not already in the system, click on the “Add Client”
button in the “Client Lookup” window.

Client Lookup £2

)
—) Lookup Panel

d % |%a CE

Selec! add  fshow Close
Client  J-lient Panel

Actions Close
B click on the search button to perform a search for client records based on the criteria in the top section.

Client Search L

Client Search Parameters

Easeﬂljl SortName| | Search
Lo | s (7] m[7 [oema]
Alias Last First Sex |- - S5M
| Clear |

Client Search Results

Mame First  Lask Case# 5. Eth... DOB S3M - Prim Unit ID | Prim Uni... Prim SubUn... Prim Subl...  External ... SATID  SAIM...

There are no ikems to show,

After you click on “Add Client”, the “Core Client Information Maintenance Panel” window
will display.

/ 6» Core Client Information Maintenance Panel £3
-—-) Core Client Information

S M %o

L% E3

Refresh | Save and Selec Close

Close.  Client Panel

Refresh Actions Close

| Perform Client search in Client Search Pane. Enter new Client information in Core Client Information Pane.

o

-]

g Sort Mame || I Caze Mumber [0 or blank for Auto Azzign)

g Last Mame IB First I Middle Mame

E'E_". DOE [77 |¥ secsect | | & Ethicity | | Sex H

g Address | | B Hame Phane | | B

E' City | | I:I | [ || Wwiork, Phone | a

Address County | | Residence County | |
Client Type
il
Client Search 2
-21-
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Just start typing — DO NOT click into the Sort Name field. Doing so could add a space at
the beginning of the field. If this happens, the client will not be found if searched for by
Sort Name. Enter as much client information as you have into the CCI.

In the “Sort Name” field, enter the client’'s name. Do not forget the comma and the
space in between the last and first names. Verify that the spelling and format are
correct, as this is how other staff members will be searching for the client’'s name in the
future.

Sort Mame [LAST. FIRST | _op. SotMame [LAST.FIRST MIDDLE |

@ Note: If a client's name, date of birth, or social security is incorrect, fill out form
BHS-025 and contact Medical Records.

Do not enter a suffix (i.e. Jr., Sr., I, Ill)

Do not enter punctuation, apostrophe (‘) or hyphen (-)

Do not enter spaces (i.e. if the client has 2 last names, run them together)
When names are hyphenated or have another prefix such as Super-Human,
it is important to enter the names into the Alias section to help facilitate future
searches — e.g., Awesome Super-Human should be entered as an alias as
HUMAN, AWESOME and also as SUPER, AWESOME.

e Do not use non-English letters (i.e. i)

e Press the Tab key and the client’s Sort Name will populate the Last Name,
First and Middle Name Fields

Sort Mame |LAST,FIF|ST MIDDLE | Caze Number [0 or blank for Aubo Szzign) Ijl
Last Name |LAST] |E First |FIRST | Middle Name |MIDDLE
Enter the client’s DOB in the following format: MM/DD/YYYY. DOB 10/01/2008 |

(ﬂj Note: For the remaining optional fields, enter the client’s
information. The information will populate to the Demographics form.

AT=1E =

Click on the “Save and Close” button. L= | %]
Refresh | Save and f5elect Close

Close  JClient Panel

Assign Case Nurmber? Refresh payma gl Close

<2 Case Number is optiohal for this Pre-Registered Client
\‘r) Select'ras for AUta Assigh

Select Mo fa n Gase Humoer When asked about assigning a case number to this

Select C (ki it tothe P . “ ”
Ny eermRReTE client, Always select “Yes.
Yes [ Mo || cancer |

The client’s name is now in the system as a new client.
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Entering John and Jane Doe Clients:

When an unidentified client presents, use the following guidelines for entering the client
into CCBH. Note: Once the legal name is known, submit a BHS-025 with supporting
documentation to medical records. The final page in this packet contains that
information.

For all programs (except ESU), enter:

Sort Mame |DDE,J,&.NE Mt DDA | Caze Mumber [0 or blank for Auto Azsign) Ijl
LastMame |DOE |E First |JANE | Middle Name |MM/DDAY

DOE 00190 | SocSectt |:| B Ethriicity |:| Sex |:| B

-0r-

Sort Mame |DI:|E,.JI:|HN kb DD MY | Caze Murmber [0 or blank for Auto Szsign) Ijl
Last Name [DOE ¥ First [JOHN | Middle Name [MM/DDAY

[olal:} o/ Aam |2 SocSect |:| B Ethnicity |:| Sex |:| B

MM/DD/YY = date of client admission/contact. The date will default into the “Middle
Name” field. Delete the numbers in the “Middle Name” field before saving the
record.

If the client’s date of birth is unknown and cannot be estimated, enter 01/01/1901.

For the ESU, enter:

Sort Mame |DDE,ESLI1 b ADD | Caze Mumber [0 or blank for Auto Assign) ljl
Last Name [DOE |© Fist [ESUT | Middle Name [MM/DD/YY

[} 010171901 |® SocSectt |:| B Eihriicity |:| Sew D 2

ESU1 = The first John/Jane DOE client of the day.
ESU2 = The second John/Jane DOE client of the day.

MM/DD/YY = date of client admission/contact. The date will default into the “Middle
Name” field. Delete the numbers in the “Middle Name” field before saving the
record.

If the client’s date of birth is unknown and cannot be estimated, enter 01/01/1901.

For John Doe’s, enter “M” as the sex, and for Jane Doe’s, enter “F” as the sex.
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Entering Clients with Identical Sort Names:

@ Thigs Sort Mame is in use by anather Client.

Sart Mame must be unigue.

If the above message appears when entering the Core Client Information (CCl), double
check to ensure that the client is not already in the system. If the existing record is for a
different client, adjust the client’s sort name. This is accomplished by entering the new
client’s date of birth to the end of the client's name. Example:

Sort Mame |L,-'l'-,5T, FIRST MM/DD MY | Caze Mumber [0 or blank for Auto Aszigh] Ijl
Lazt Mame |L.-'1'-.ST |E First |FIF|ST | kiddle Mame |I‘--1h-1.-"DD.-"“N |

The DOB will default into the “Middle Name” field. Delete the numbers in the “Middle

Name” field, and enter the appropriate middle name/initial. However, do not change the
“Sort Name” field. See the example below:

Sort Mame |L,&ST,FIF|ST MDD MY | Caze Murmber [0 or blank for Auto Szzign) Ijl
LastMame [LAST © First [FIRST | Middle Name [MM/DD A |

Sort M ame |L,-'1'-.5T,FIF|ST MDD A | Caze Mumnber [0 ar blank For &oto Azzign)]
Last Mame |m5T |EI First |FIHST | Middle Mame [MIDDLE

Special considerations:
e When available, the client’'s middle name should always be entered.
e Inthe case of identical first and last names, the middle name may be all that

is needed to differentiate among clients. If that is not enough, then the DOB is
added to the end of the sort name field.

e When a date is added to the end of the sort name field, it appears in the
middle name field. Make sure to remove it before moving forward.
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ADDING NEW ASSESSMENTS

From the “Client” tab, click the words “New Assessment”, and click on the assessment

you wish to add.

N

-
"j :

i} -3
Clienk Broadcask
Information = Alerk

Information and Alerts

& 9 =

Prospective Refresh  Close Client
Planning Tiers | Clienk Panel  Panel
Panel Cptions

= °=| Demagraphics Farm Q

O ADMIN GE=

Caseload == Diagnosis Form

Enter the date that the client gave this information to the staff. This is called the
“Effective Date” on the paper form, and it is located in the top left hand corner. Be
mindful when entering this date, as it cannot be changed. After you've entered the

“Effective Date,” select “Save.”
Adding Assessment for FAKE 2TEST
—-/) Assessment

Z|H| & &2 &3

Refresh Save Prospective  Progress Close
Flanning Tiers Indicators | Panel

Clinical Close

Refresh | Actions

H Click Save to confirm selections and add a new Assessment

|BEX

Azsessment Tupe | Demographics Farm

Diate | 08/01/14] :
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e For any address:

By entering the “Zip Code” and then pressing the tab key on the keyboard, the
city/state/county will populate.

City/State/Zip | || | 31941 | County | |
Citp/State/Zip L& MESA | [Ca | [31941] | County [San Diego |

e For Clients who are Homeless, Incarcerated, or Have No Reported Mailing
Address:
The physical address for a client who is homeless is entered with the word “homeless”,
and a zip code.

@ Note: If you have additional information (i.e.- frequents Balboa Park), type it after
the word “homeless” in the Physical Address field.

Physical Address [HOMELESS | @

Citp/State/Zip  |SaN DIEGD | [C& | [92103...| Courty |San Diego |

In the zip code field, enter the zip code of the area where the client sleeps or frequents
(if known).

If you do not know the zip code where the client frequents, enter the zip code of your
program.

For individuals who are incarcerated, the jail's address is entered as the physical
address.

For individuals who have no reporting address, enter the address of the client’s
primary subunit in both the physical and mailing address fields.

e Phone
If the paper demographic form does not include a home phone number, type “NONE”.
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e Religion

If the paper demographic form lists a religion that is not included in the table, use your
judgment to choose the most appropriate selection.

For example: 13 Atheist
12 No Religious Preference
98 Other
08 Other Christian
99 Unknown
B eligior: | |E

e Mother’s First Name
If the client’s “Mother’s First Name” is blank on the paper demographic form, type in
“‘Unknown” instead of “None”.

Mather's First Name [INKNOWHN |8

e Alias/Contacts
When adding/editing an Alias or Contact, right click into the box to view your menu

options.

Alias(es)
Last First

There are no items to show.

B Add New

LEGAL INFORMATI
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Help Text
Help Text is available for staff throughout the assessment. Help texts can be accessed

by clicking on the question mark icon. For example, if you click on the “Preferred
Language (Caretaker)” help text icon, the following help text appears:

Prefered Language [Individual] | I H
Preferned Language [Caretaker] | jﬂ
Interpreter Heeded? 2 ez Mo -
f__i"‘-\ Displaying Help 52

—-/} Display Matrative

(g

Close
Fanel

Close

Help
‘When a caretaker iz regularly or signifizantly involved in the treatment of a client, this field shall be completed. Select the language preferned by the

caretaker.
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ELECTRONIC SIGNATURE GUIDELINES

Signature Instructions on the Demographic Form.

The Demographic Form allows the form to be signed and final approved in one action.

1. Select “Final Approve,” located at the top of the window.

| f_il\ Pending Demographics Form for
—/) Assessment
=N

M, | %] i o L’ (¥ E - {“1
< ® B i P I 7 2% &
Refresh Perform Save and Sawve Final Print Delete Add Prospective Progress Close

Validation Check Close Approve Signature = || Planning Tiers Indicators = Panel
Rafresh Validation Actions Erelete Signatures Clinical Clase

2. Enter your CCBH password when prompted.

Ch, Password - STAFF ADMIN X

Paz=word ]t****ﬂc**x Ok

Signature Instructions on the Diagnosis Form:

validations ~ *  There are three credential restricted

Se... |validaion &  |Description | signature lines located in the “Validations”

Crit... Pending 5taff Sig... Must be electronically signed by at least pane of the Diagnosis Form.
one Staff Member to be Final Approved.

Crit,.. Staff Signature R... Seguence 1: Staff Reqguiring Co-Signature
Crit... Staff Signature R... Seguence 2: Staff Comp/Accept Assess.,.
Crit... Staff Signature R... Seguence 3: Staff Entering Information

Support staff entering information on
behalf of others, from a hard copy, will
address the signatures as they are listed
Signatures | Validations on the hard copy.
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Sequence 1:
If the hard copy is signed by a staff that required a co-signature:
1. Sequence 1 (Staff Requiring a Co-Signature) left click and select “Document

Signature on Hard Copy.”

Validations

Seve, .. | Validation & | Description |:

I

|

Critical  Pending Staff Signature ... Must be electronically signed by at least one Staff |
Member to be Final Approved. |

Seguence 1: Staff Reqguiring

Staff Signature Required
Critical Staff Signature Required  Sequence 2: Staff Comp/Ac
Critical  Staff Signature Required  Sequence 3: Staff Entering Electronically Sign
Assign Signatory

Assign Signatory and Sign

Document Signature on Hard Copy

2. Enter the staffs CCBH ID number. Make sure to adjust the date to match the
hard copy. Select “OK.”

chi pocument Staff Signature Un Hard Copy x
Signatony | TRAINEE, STAFF 00012 | Date|10/01/2015 | Time|04:40 PM Ok

3. Enter your CCBH password.

';hf FPaseword - ADMIN GENERIC X

Pazaward mxxxxx:-xxxx)i 0k
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If the hard copy is not signed by a staff that required a co-signature:
1. Sequence 1 (Staff Requiring a Co-Signature) left click and select “Delete.”

Validations - I

Seve... |'u'aidation - |Descri|:|tion

Critical Pending Staff Signature ... Must be electronically signed by at least one Staff
Member to be Final Approved.

Staff Signature Required  Seguence 1: 5t
Critical  Staff Signature Required  Sequence 2: S5ti
Critical  5taff Signature Required  Sequence 3: St Electronially Sign

Assign Signatory
Assign Signatory and Sign

Document Signature on Hard Copy

Clear Sigrature

H Delete

Sequence 2: B
1. Sequence 2 (Staff Comp/Accept Assessment) left click and select “Document

Signature on Hard Copy.”

Validations

‘ Severity |'I.|'a|i|:|ation £ | Description

Critical Staff Signature Required Sequence 2: Staff Comp/Accest Aczacmact

Critical Staff Signature Reguired Seguence 3: Staff Entering In

Electronically Sign
Assign Signatory
Assign Signatory and Sign

Document Signature on Hard Copy

2. Enter the staffs CCBH ID number. Make sure to adjust the date to match the
hard copy. Select “OK.”

ch Document Staff Signature On Hard Copy x

Sinpistory | STAFF, CLINICAL [B00005 | pate[10/01/2015 | Time[0456PMl | | ok

3. Enter your CCBH password.

u'_‘f Password - ADMIN GENERIC X

Pazzward i“""“’””“’i 0k
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Sequence 3:
1. Sequence 3 (Staff Entering Information) left click and select “Electronically Sign.”

Validations

Severity | Validation & Description

Staff Signature Required Seguence 3: Staff Entering Info

Electronically Sign

Assign Signatory
Assign Signatory and Sign

Document Signature on Hard Copy

Clear Signature

|"\'aﬁdaﬁms"'Il Signatures Delete

2. Enter your CCBH password.

CI'_‘: Password - ADMIN GENERIC X

Paszward

:ocxxxxx:-xxxx)i | Dk

3. Select “Final Approve” located at the top of the window.

@ Pending Diagnosis Form for
& (& Assessmmt--:m!
P‘\i
Refresh Save and Save Add Prospective Progress
Sig:)ature =

Validati

alidat

on Check Close Planning Tiers Indicators =
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VIEWING ASSESSMENTS

Saved forms:
e Are “saved” but not final approved.
e Can be edited or deleted by anyone who has access to that client’s forms.
e  Will hold up the work flow as they prevent adding another form in which any fields
are shared.

Lock it down by Final Approving to protect your work!!

How to open a saved assessment:

e Select a client and open the “Client Panel”. Next, click the “Assessments” pane.
e Alist of assessments will display. The assessment that is not final approved will
not have a check under the Final Approved status (F/A).

e Double click the assessment. The selected assessment will open for data entry
and completion.

* FAKE TEST M
Assessments -~ 1
Date = |Description m K| v |

|07/01/2015 Demographics Form =
(07/01/2015 Diagnesis Form
N’

Face Sheet  Pre-Intske | Assessments | Primary Assig... |, Primary Di... Primary Subs...  CurrentClien...  Progress Notes  Authorizations  Primary Insur... Services Medical Cond...  Medications

VIEWING FINAL APPROVED ASSESSMENTS

e Select a client and open the “Client Panel”.
e Next, click the “Assessments” pane.

e Alist of assessments will display. The assessments that are final approved will
have a check under the Final approved status (F/A).

e Double click the assessment. The selected assessment will open for review.

* FAKE TEST A AR
Assessments - I
|Date & | Description a K| v | |
i i
| n7/73/7015 Niagrasis Farm
|07/23/2015 Diagrosis Form =
| 08f21/2015 Diagrosis Form ] -

Face Sweet  Pre-Intske | Assessments | Prinary Assig.. 1y Primary Di... Primary Subs...  CurrentClien... Progress Motes Authorizatons  Primary Insur.. Services Medical Cond .. Medications
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PRINT TO SCREEN

@ Note: Before printing a hard copy, always print to screen first to verify whether
printing is truly necessary.

e Click the “Print” button.

ﬁ_—‘». Fending Demographics Form for FAKE 2TEST
—-'j Assessment
T, x| ' & = 3
e = - P
< M BbBio|o|K & Cd
Refresh Perform Save and  Save Final Print Delete Prospective  Progress Close
Yalidation Check Close Approw Flanning Tiets Indicators = | Panel
Refresh ‘Walidation Actions Delete Clinical Close

e Click on the down arrow to the right of the “Printer” field, click “Print Preview”,
and click the “Print” button.

'z"-_:'\

II S‘D

[}

[ Prink Assessment

Print Management Fanel

[T &= |
N W LB
_Refresh  Print Close
Panel
Actions Close

" [H select options related to the printing of the Client's Assessment

Printer
Printer| Diefault Prinker @
s

Diagnos ’i"F'nnt Presigw |

It will take a few moments to process the command. Wait
until the following message disappears.

Generating

-34-
Phase 1 ADE REV 07/2020



Admin Data
Entry

A copy displays on the screen. Pay attention to the total number of pages before
deciding to print a physical copy.

Hame: LAET, FIRET MICDLE Casca: Poge: 1 of2 1—____
Type: [rate:
Arivied ne UM AATINATS133am T A
lcons

You will find icons across the top of the print screen which will allow navigation through
the copy.

Sm E®RE Kd DN 71 ®

Prints a physical copy.
£ Emails a copy. DO NOT use this feature, as it is a breach in confidentiality.

1:1 Displays the default size of the copy.
Shrinks the copy down to 25% of the default size.

= Zooms in by 50% each time the icon is clicked.

= Zooms out by 25% each time the icon is clicked.

K Navigates directly to the first page.

4 Navigates back one page.

p Navigates forward one page.

Do Navigates directly to the last page.

7 Displays keyboard commands for navigating through the copy.

! Displays the details of the software product.

® Closes out of "Print to Screen” and returns to the original view.
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CLIENT ASSIGNMENTS

To get to the Client Assignment window:

Click on the Systems Button

Click “Menu”

Click “Client Assignments”

Click “Client Assignments Maintenance”.

W=

CLINICIAN'S HOMEPAGE

Recently Opened Yiews |'
@ Open i r— m. L\‘P\
A1 limiminmte Larssm sme (02 0 EE/ ij!.l \J Em
m Application Menu sective | Mew Pre-existing | Refresh  Clase Client
. ! ) ng Tiers IMedication Client Parel  Panel
. [ Clienit Profils ' Medical Panel Options
Security k| L >
0

! Client Assignments @ 4 3 Client Assignments Maintenance
Type » T

Scheduler 3

Al
- { Clignt Financial Infarmation 4 | 3 Client Treatment Sessions Mainkenance
|,
SAl | .
sl 0 Client Reviews 4 | 3 Client Categories Mainkenance
_J [
Al . . EZ
¢ Client Services 4 Assignment Current Server History Maintenance
Caseload | Scheduled ) -
= AR ¥ Ui .
| = jent: Assignments Reports 4
2 FAKE2T | : e

There are two ways to access the Client Assignment Window from the external view.
They are:

1. Click on the Client
Assignment Menu

File Access  Scheduler f Client Assignments | Client Financial Infarmation  Client Reviews

and from the drop Q| Bl x| (e el e
ient Treatment Sessions Maintenance
CLIEMT MAINTEMAMN
98|Wn r‘:ng’ selec’i Client Categories Maintenance
|.en SSIgn”men S Assignment Current Server History Maintenance
Maintenance. 2 Clien lient Assignments Reports

2. From the short cut
menu, if you have
created one, click
once on the “Client
Assignment icon.”
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The “Client Assignments Maintenance” window will display.
¢ In the blue field, enter the Client’'s case number or the Client’s sort name (Last,
First) in the “Client” and press the “Tab” key.
e Click the “Add” button to begin the opening of the assignment process.

[f2 Client Assignments Maintenance (Administrative Access) o ] 31|

Client; [TEST, FAKE a |Admitted
Sal; [STAFF, CLINICAL

Treatment Sezzion: Im gl — I I

LInit | 1D | Sublnit | D | F'| Server | Opened... | Clozed | Statuz -

& Dpen designments © Closed Assignments € All Azsignments |

Treat Sess Multi-Close Add Edit Delete Print Show Clear Find | Exit |

Note: If you get an error message that reads, “Assignments may not be entered for
pre-registered clients” this indicates that on the demographic form, the “Admit” radio
button was not checked. This requires updating the demographic form and selecting
the “Admit” radio button.

e From the “Assignment Form Entry” window, enter the effective date of the Client
Assignment opening and the CCBH ID number of the staff completing the form.

e From the Form Type field, click on the arrow and from the drop down menu,
select, “A-Admit” and click, “Ok”.

x
Effective Date: IEIE.-"'I 3/2015 nI

Form Completed By IGENEHIE,.-’-‘-.DMIN BI

D ate Form Entered: Iﬁg:ﬁg:zﬁ 5

Form Entered Bu: I
Form Typd | A& - Admit -
C-Cloze
Earmz | R - Register Ok Clear | Cancel
IJ - Update
-37-
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e A new Client Assignment window will appear:

[T Client Assignments Maintenance {Administrative Access) - IEIIiI
Client; [TEST. FAKE | [mitted
Sal; |STAFF, CLINICAL |
Treatment Sesgion; I A — I A I
Agsighments [1] | Server History [2] I FRoom/Bed History [3] | Home Provider Histary [4] | Abzence History [5] I LIB32 [E] I Farmily tMembers (7] I
M ain | RTF/RTC/Restarative I Califarnia Admizsions I Wit State Repaorting I T State Reporting I
Treat. Session: I 4 BI —I 4 I
[iate Deened: IDS.-"'I a/2015 ﬂi Tupe : I.l’-'«dmilled Tirne: I
Urit : |TRAINING UMIT [SYEET I~ Primary Unit
Sublrit. |TRAINING SUBUNIT {38 I~ Lock Frimzry Ui
[~ Transition of Care

reatment Team: I 3”

Current Server: |STAFF, CLINICAL B” Start Date: | / / B

Roarm: [= I | Single Farent Family
Azzignment Cat: || E..”
Tran From Lnit : I I
al N
Tran Fraom Sunk: I I
Date Clozed: I A j Reas: I 3” Tirvie: I
™ Transfer Transfer ta Unit : I g”
Transfer to Subllpit: I 3”

Tireat Sess | Erirat | Clear | BReturn Exit

Treatment Session: Leave this field blank.

Date Opened: This date pre-populates from the previous window.

Unit: Enter your program Unit in this field; hit the “Tab” key.

Sub Unit: Enter your programs SubUnit number in this field; hit the “Tab key.
Treatment Team: Leave this field blank.

Current Server: Enter the Server's CCBH ID number.

Note: The date from the “Date opened” field will auto populate from the previous
window. If it's not correct, select cancel and return to previous step.

e The final step is to click the “Save” button.

o After you have clicked “Save”, you are taken back to the “Client Assignment
Maintenance” window.

e The Assignment Status for this client is now “Admitted.”
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e The highlighted entry below represents the completed assignment opening
effective 08/18/15.

[i2 Client Assignments Maintenance (Administrative Access) o ] 4
Client: |TEST. FAKE = Jdmitted
Sal: |STAFF, CLIMICAL
Treatment Session: I“ BI — I I
Uit | 1] | Subl it | [1n] | P| Server | Opened... | Clozed | Status | -~
TRAIMIMG LUMIT 3900 TRAIMING SUBLUMIT 9901 W STAFF, CLIMICAL 08/18/2015 Adm

{+ Opendssignments ¢ Closed Assignments € All Assignments |

TreatSess | MubiClose |  4dd | Edt Delete Erint e Clear Bnd | Edt |

How to Update a Server

e Open the “Client Assignments Maintenance” window.
¢ In the “Client” field, enter the Client’s case number or the Client’s name (Last,
First) and press the “Tab” key on your keyboard.

e Select the assignment you want to update by clicking on the Unit name until it's
highlighted.

e Click the “Edit” Button.

| x|
Client, [TEST, FAKE gl [ mitt=cd

54l [STAFF, CLINICAL |

Treatment Session: I“ ﬂ — I I
Lrit | 1D | Sublnit | [1n] | F'| Server | Opened... | Clozed | Status | -
TRAIMIMG LUMIT 3900 TRAIMING SUBLUMIT 9901 W STAFF. CLIMICAL 08/18/2015 Adm

||

(% Opendssignments © Clozed Assignments Al Assignments |

Treat Sess | MuliClose Add Edit || Delete Fint Sl Clear Bnd | Eit |
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The “Assignment Form Entry” window will display.

Enter the effective date of the Client Assignment update and the CCBH ID
number of the staff completing the form.

In the “Form Type” field, click on the drop down arrow, select, “U-Update” and
click, “OK”.

: IDE!2EIH2EI‘|5| uI

x|

Effective Date

Farm Completed By: |GEMERIC, ADMIN 3”
Diate Form Entered: | 08/20/2013
Form Entered By: IGEI\._ERIC, ADMIN I
Faorm Type: IU - Update j

Eorms | |

Clear Cahcel

A new Client Assignment window will appear. The following fields will auto
populate from the previous window: Date Opened, Unit & Sub-Unit, and Current
Server.

Delete the Current Server and Enter the New Server's CCBH ID number and
press the “Tab” key (the start date to the right will update).

The last step is to click, “Save.”

2 Client Assignments Maintenance (Ad

|0 x|
Dliert: [TEST, FAKE | A dritted
Sl |STAFF, CLINICAL |

Treatmert S ession: |D1JD1 f2015 = | i |1 - SAN DIEGO COUMTY MENTAL HEALTH
Azzignments (1] | Server History (2] | Foom/Bed History [3] | Home Provider History [4] | Abzence Histary (5] I LES2 [B] I Family Members [7) I

Main I RTF/RTC/Restorative I California Admissions I Wb State Reporting I T State Reparting I

Tt Basslars |D1JD1£2D15 & _| I |1 - 54N DIEGD COUNTY MENTAL HEAL
Date Dpened: IUS:"IS.-"EOIS “i Tvpe: IAdmitted Tirne: I
Unit: [TRAINING UNIT 3300 ¥ | Frimany Lnit
Subllrit. [TRAINING SUBLMIT [ = I™" Lack Primary Unit
™ Transition of Care
- Y
Current Server: |TRAINEE, STAFF g” Start Date: I
Foom: = I~ | Sirigle Farent Eamily
Azsignment Cat: I gl
Tran From Unit : I I
al =
Tran From Sunt: I I _I _I
Date Closed: I L j Reas: I 3” Time: I
= Tiransfer Tratzter ta Uit : I 3”
Transfer to SublUnit; I 3”
Treat Sess | FErririt | Save |I [Clear | FReturn E xit |
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o After you have clicked “Save”, you are taken back to “Client Assignment

Maintenance” window.

Admin Data

Entry

[i2 Client Assignments Maintenance (Administrative Access) o ] [

Client, [TEST. FAKE i3 [Flosed - Adm

sal: | |

Treatment Session: I 2 g — I I
Linit | [[n} | Subl nit | o] | F'l Server | Opened... | Clozed | Statuz | ;l
TRAINING LNIT 9900 TRAINING SUBLNIT 9501 TRAINEE, STAFF 08/18/2015° Adm

=l
' Open Assignments © Closed dssignments % All Assignments |
TreatSess | MubiClose |  add | Edt | Delete | mim | Shew | cear | End | Ea |

the new Server: TRAINEE, STAFF.

How to Close a Client Assignment

The highlighted entry above represents the completed Server update and reflects

e From “Client Assignments Maintenance” window; enter the Client’'s case number
or the Client’'s name (Last, First) and press the “Tab” key.
e From the display window, select the assignment you want to close by clicking on
the Unit name until it’s highlighted.
e Click the “Edit” button to begin the opening of the assignment process.
[F2 Client Assignments Maintenance (Administrative Access) =] =l
Client; [TEST, FAKE all [Clased - Adm
54l | |
Treatment Session: I i Bl — I I
it | 1D | Subl it | 1D | F'l Server | Opened... | Cloged | Status | :l
TRAINING UMIT 9300 TRAIMING SUBUNIT 5801 TRAIMEE, STAFF 08/18/2015; Adm
=
" Open szsignments © Closed Assignments 1% All Assighments |
Treat Sess Multi-Cloge Add I Edit | Delete Brint Show Clear Find | Exit |
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e From the “Assignment Form Entry” window, enter the effective date of the Client
Assignment closing and the CCBH ID number of the staff completing the form.

e From the Form Type field, click on the arrow and select, “C-Close” and click,
“OK”.

Assignment Form Entry 5'
e ___________|
Effective Date: IW
Form Completed By: |GEMERIC, ADMIM 3”
g
Form Entered By: I I
Form Type: |C - Close j

Farmz |

Clear | Cancel

¢ A new Client Assignment window will appear. The following fields will auto
populate from the previous window: Date Opened Unit & Sub-Unit, Current
Server and Date Closed.

e Closing Reason: Click on the magnifying glass to show the closing reasons

| [f2 Client Assignments Maintenance (Administrative Access) ;lglﬂ
i Client; ITEST, FAKE | Admitted
sS4l [TRAIMEE, STAFF |
Treatment S ession: IEIUD'I f2015 — | L I‘I - 54N DIEGO COUNTY MEMTAL HEALTH

Aszignments [1] I Server History [2) | Room/Bed Histary [3) I Hormme Provider Histary (4] | Abzence History [5) I 1JB92 (6] | Farily Members [7) |
Main I RTF/RTC/Restorative I California Admizzions I “wity State Reporting I T State Reporting I

Treat Session: |01/01/2M5 L —| /¢ |1 - 54N DIEGO COUNTY MENTAL HEAL
Date Opened: IQS.-"IS.-"E(}IS “i Type: Iﬁdmitted Time: I
Urit: |TRAINING UNIT K |3900 I Primary Urit
Sublnit: [TRAINING SUBLINIT [SVEED I”" Lock Primary Unit
[ Transition of Care
Treatment Team: I 3"
Cunent Server: |TRAINEE, STAFF alf Start Date: [08/20/2016 =]
Raom: I g [~ Single Parent Family
Assignment Cat; I 3"
Tran From Uit : I I
Tran From Sunt: I I
“ Date Closed: IDBHBDH2D15 EI Fieas: || BIIII Time: I
™ Transfer Transfer to Unit = I 3”
Transfer ko SublUnit: I 3”
Treat Sess | Print | Save | [[ear I Retun Exit
42 -
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e The “Assignment Close Dispositions Lookup” window will display.
e Select the applicable code and press “OK”.

Assignment Close Dispositions Lookup
D'ezcription...

ID..
HHumefSheuerfsaf

IO MHRLC

Jail

t edical Hozpital
Murzing Home SHFEACF
Other

Pzuchiatric Hozpital

Per Court Order

State Hozpital

WO Mmoo ==~

= Aotive ' Intctive Al |

e The last step is to click, “Save.”

=101 x|

| [f2 Client Assignments Maintenance (Administrative Access)

| Client: [TEST. FAKE |
SAl: |TF|AINEE,STAFF |
Treatment Session: |01/01/2015 |/ |1 -S4 DIEGD COUNTY MENTAL HEALTH

Admitted

Aszignments [1] | Server History (2] I Fioom/Bed History (3] I Home Provider History [4] I Aibsence History (3] I LIEAZ (6] I Family tembers [7] I
Main | RTF/RTC/Restorative I California Admizzionsz I ‘WA State Reporting I T State Reporting I

Treat Session: |01/01/2015 L —| /4 [1- 54N DIEGO COUNTY MENTAL HEAL
Date Opened: lm Type : W Time: l—
Unit : |TF|AINING LINIT g”aaun ¥ | Frimary Wit
Sublinit; |TRAINING SUBUNIT [V EE I~ Lock Primary Unit
[~ Transition of Care
Treatment Tean: Bl
Curtent Server: [TRAINEE, STAFF = Start Date: [08/20/2015 TH]
Room: I @ = Sinale Parent Family
Aszzighment Cat; I 3”

Tran From Unit : I

Tran From Sunt: I

ol N

Date Closed: |us;3032015 j Reas: |Home/Sheler/Self =) Time: |
[ Transfer Transfer ko Uit : I 3”
Transfer to SubUnit: I 3.”
Treat Sess | Print | I Save l [Clear I Betum | E =it |

e After you have clicked “Save”, you are taken back to “Client Assignment

Maintenance” window.
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o The Assignment Status for this client is now: “Closed-Adm.”
e The highlighted entry below represents the completed assignment closing

effective 08/30/2015.
[F2 Client Assignments Maintenance (Administrative Access) =] =l
Client; [TEST, FAKE all [Clased - Adm
54l | |
Treatment Session; I I Bl — I I
it | 1D | Subl it | 1D | F'l Server | Opened... | Cloged | Status | :l
TRAINING UMIT 9300 TRAIMING SUBUNIT 5801 TRAIMEE, STAFF DEIRIFONS] 0=/20/2015  Adm

1

|

" Open szsignments © Closed Assignments 1% All Assighments |

TreatSess | MutiClose |  pdd | Edt | peee | Bt | show | cear | Erd | Eit |

Adding MD or RN Unit/Sub-Unit (If Applicable):
NOTE: Billing cannot be entered for an MD or RN subunit, as is not setup for billing

purposes. The purpose of adding the MD and RN subunit, is so they are able to see the
client on their caseload in their Clinician’s and Doctor's Homepage.

NOTES
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CLIENT SEARCH
External View

Client search:

e Click on the magnifying glass icon.

3 Client Assignments Maintenance (Full Access)

Client; || _EI I

54l | |

e The “Clients Lookup” window will display.

i | somName... CassMumb.. |5 [ E] DOB... [ ssn.. [ Pimaty Uni.. | Primary SUnt [ ExtCase .. | Sl \j
1BROKEN, TEST M 1 1110 1111
1CLIENT, FAKE M1 3400 3401
1CLIENT, INTERIM FOLDER M1 1110111
o |[TCLIENT, NEW Mo |1 1120 121 d
1CLIENT, PROMOTIONZ00 M1 1110111
100, TEST F o1 800 490
1SIGNATURE, PAD M1 1110111
CLIENT, FAKE M1 1120 1121
=l
| Misslockp | Fites | | C OpenCients C Closed Clerts wlnu ok | Ed | Em |

MULTIPLE WAYS TO SEARCH

Searching by Sort Name:

. Before you begin your search, select the “All” radio button.

. To begin the search function, place your cursor in one of the boxes under the
“Sort Name” column.

. You will see a dotted outline that appears around the box that you selected.

4. Start typing the last name of the client that you are searching for in capital letters.

The “Sort Name” box appears.
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5. Type LASTNAME comma space FIRSTNAME.
6. Click “OK”.

7.

After you locate your client click “OK” once more.

Searching by Case Number

1.
2.

3.

5.
6.

Select the “All” radio button.

To begin the search function, place your cursor in one of the boxes under the
“Case Number” column.

You will see a dotted outline that appears around the box that you selected.
Start typing the “Case Number” of the client you are searching for. The “Case
Number” box appears.

x
| I oK, |
Click “OK”.

After you locate your client click “OK” once more.

Searching by Social Security Number

1.
2.

3.

Select the “All” radio button.

To begin the search function, place your cursor in one of the boxes under the
“SSN” column.

You will see a dotted outline that appears around the box that you selected.
Start typing the “SSN” with dashes of the client you are searching for. The “SSN”

box appears.
search: SN P
fi ok |
Click “OK.”

After you locate your client click “OK” once more.
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Searching by Alias

1. On the “Clients Lookup” window, click on the “Alias” button.

I Clients Lookup 3

Entry

X|

Soit Name | Case Number | 5 | E| DOB | ssn
- CLIENT
2, CLIENT
3. CLIENT
4, CLIENT 0
5. CLIENT 0
B, CLIENT 0
7.CLIENT ]
0

90

2190 213
2190 2191
2190 2191

8. CLIENT
9. CLIENT 21

| Primary Unit | Primary Sunt | Ext Case #t | SAl

I

| C dctive € Inactive = A1

| _roe (i D

2. The “Client Aliases Lookup” window will appear.

M ClientAliases Lookup

Lazt MHane | Firzt M arme | M..l Client M ane | Casze Mumber | A|
TESTER 123 TESTING 123

TESTER TEST O TEST.DHFP

TESTERS 215 215, TEST

TESTIMG CLIEHT CLIENT, PROMOTION J

Find...

] o

Searching by Last Name:

1. To begin the search function, place your cursor in one of the boxes under the last

name column.

2. You will see a dotted outline that appears around the box that you selected.
3. Either click “Find”, or just start typing the last name of the client that you are
searching for in capital letters. The “Last Name” box appears.

Click “OK”.
After you locate your client click “OK” once more.

o s
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Searching by First Name:

1.

2.
3. Start typing the last name of the client that you are searching for in capital letters.

To begin the search function, place your cursor in one of the boxes under the
“First Name” column.
You will see a dotted outline that appears around the box that you selected.

The “Last Name” box appears.

| o]

4. Click “OK”.
5. After you locate your client click “OK” once more.

If the client is not located after a thorough search, users may add that client to the MH
MIS system (see the “Core Client Information” tip sheet).

Search reminders and things to keep in mind:

Always select the “All” radio button when searching.

Use CAPS when searching by name.

Remember if you are searching by client’s name, enter it in the following way:
LASTNAME comma space FIRSTNAME. (e.g. CAR, BLUE). Except Alias, which
you search by LASTNAME and FIRSTNAME separately.

You must complete a thorough search before adding a new client. Search by
Client Name, Social Security Number (SSN), Case Number, Date of Birth (DOB)
and ALIAS.
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DISPLAY AUDIT EVENTS
To see when an assessment was added, edited, final approved, viewed, or printed,
utilize Display Audit Events. Display Audit Events will display who touched the
assessment, when, and what action was completed.
1. Right click on the assessment details you wish to view. Select “Display Audit

Events.”

2 CREATIVE CLIENT wRiC
Assessments - I
Date = | pescription [eml | v |
12f01f2017 Demographics Form

=
12/01/2017 Safety Alerts Assessment Maintenance
12/05/2017 Client Plan Confirmation =%/ Shaw Assessment L]
12f15/2017 BHA Children x Void

gL | Print Assessment
—
I B Display Audit Events

Face Sheet  Pre-Intake | Assessments | Assignments || Diagno... ) Substa... ClentPlans Progress... Authorizat...  Insurance... Services Medical Co... Medications Clent Atta...

2. Each column in the window that appears can be sorted by clicking on the column
header. The window will display a line for each separate action a staff takes (add,
edit, sign, final approve, display, and print).

_(’ﬁ}.\_\ Audit Events for Diagnosis Form for CREATIVE CLIENT dated 12/01/2017 )

| Assessment

0|

.| Display Close
Details Panel

Actions Close

Audit Events
Event | Action |pate ~ |Time Staff ID Staff Windows ID | =
COSDCACTX03
Azzezement Edit 12/20/2017  0O7:15AM 11001 ALLY, CLIMICIAM COSDCACTXO3
Assessment Electronic Signature 12/20/2017  07:15 AM 11001 ALLY, CLINICIAM COSDCACTX03 S
| Assessment Display 2f20f2018 01:05PM 2075 BLAMCAS, ELSIE (D0663) COSDCACTH03
 Assessment Final Approved 2202018 01:08 PM 2075 BLANCAS, ELSIE (00863) COSDCACTX03 w

. r"fﬁ:;\.h Audit Events for Diag
3. Select “Close Panel” to return to the
Assessments Pane.

Assessment

Audit Events
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STAFF MAINTENANCE LOOKUP
How to Lookup a Staff for Contact Information

e From the CLINICIAN'S HOMEPAGE, click the Systems Button, click “Menu”,
click “System Tools”, and click “Staff Maintenance”.

@ h CLINICIAN'S HOMEPAGE

tly Opened ¥Yiews
= [
T limiminete Lmremm mme S O u e
Application Menu Break The | Layout and
] _ _ Glass Filters =
J Cliertt Profile g | |Break G|E|SS|F'E|I‘|E‘.'| Options|
! Scheduler 3 p
i L
! Client assignments F
Type .
_ ! Client Financial Inforrmation F
JIE
! Client Reviews F
I
! Client Services k
I
! aTE ’
¥
! Syskem Tools * | a Staff Maintenance
I, -

¢ From the EXTERNAL VIEW, locate “Staff Maintenance” under “System Tools”.

File Access Scheduler  Client Assignments  Client Financial Information  Client Reviews  Client Services F'.TP“System Tools |Client Profile  Tools  Window  Histary

ik Subil ccess Report
Pay Sources Listing
Service Codes Listing

Units Lisking
Sublnits Table
Quick: Wigw
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“ Staff Maintenance” Menu:

When the “Staff Maintenance” Menu launches, your staff ID and name will be
highlighted in blue as a default. Your current contact information on file will be listed in
the “Main (1)” tab below.

[ staff Maintenance (Administrative Access) o ] 3
[ | Sort Mame | Center Phone a| @ Active € Inactive C Al C Deleted |
95085 ASD CLINICAL, STAFF At .
39993 AS0 ATTENDING, STAFF ﬁct\l:lty recolde(ilnr\lthe Chmcal'.f'r;d"ucts
114503 TEST, COT1 == =
114504 TEST, COT2 Activity recorded in the Staff HR Product
114505 TEST. COT3 J © Yes Mo * Al
ITSOATEST. COT4 Activity recorded in the Client HR Product
114508 TEST, COTS e e’ & al
114509 TEST, COTE = 2
114510 TEST, COT10 Login
115000 TEST. TEST LI " Pemitted " Not Permitted & 4 |
Options Currently Viewing Information for Main
t--Mam !
; trator StaffID 98888 ¥ Active
i Options
;--Umt{SubUnit Access Soilt Hame [AS0 CLINICAL, STAFF
+Credentials First Wame |STAFF
“Languages Middle Heme
+-Meaningful Use
*.-DR Prescription Information Last [ame [AS0 CLINICAL
Sioeia Secunty Humber
Intermial Fhone
Ermai Address |
[ Reset | (@ Import | [ save | X Delete | X Restore | G Eind | Wlear | X|Exit |

To begin your search:

e Press the “Find” button at the bottom of the window.
e The “Search: Sort Name” box will launch.

NOTE: You may search by “ID” or “Sort Name” by clicking under the desired column
before pressing “Find”. A red dotted box will display under the field you
are searching.

10 | Sort M ame | Center Phone | Al 10 I Sarl Name I Center Phone
1 CLIMICIAN, AWESCOME (619} 555-55545 1 [CLINICIAN, AYWESOME (619) 555-5555
2 CLINICIAN, AMAZING (619) 555-9555 2 [CLINICIARN, AMAZING '_ (614) 5555355
3 CLINICIAM, FANTASTIC (619) 555-9555 3 [CLINICIAM, FANTASTIC (614) 555-5355
4 | CLINICIAN, SUPERB (F19) 565-5555 4 | CLINICIAN, SUPERB (619) 555-5555
5 ICLINICIAN, TEST {819y 555-5555 _I LIMICIAN, TEST {618).555-5565
B CLINICIAN, MAGICAL (619} 555-55545 CLIMICIAN, MAGICAL (619) 555-5555
7 CLINICIAN, EXTRACRDIMNAIRE (619) 555-55545 CLIMICIAN, EXTRACRDIMNAIRE |(B19) 555-5555
8 | CLIMICIAN, INCREDIBLE (F19) 555-5555 IMICIAN, INCREDIBLE (619) 555-5555
9 | CLINICIAN, WONDERFLUL (619) 555-9555 9 | CLINICIAN, WONDERFUL |(619) 555-5535
10 CLINICIAN, MAGNIFICENT (619) 555-9555 Ll i 10| CLINICIAN, MAGNIFICENT (619) 555-5555
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Search Window:

Search: Sort Name |

|ELINIE.&L, 5TAFA

e Type in the desired
name of the staff you

wish to find.

NOTE: The format must be last name, comma, then SPACE, and first name. For
example, “CLINICAL, STAFF” would be the proper format.

I 1204? EI[I_NIC_AL_ ’S_T-AFF :I |  Parmitted Mot Permitted

Options Currently Viewing Information for Main

ator Staff [ 12047 ¥ fctive
- Options
- Clinical Product Access Sart Name. |CLINICAL, STAFF
- Unit/Sublnit Access First Wame |STAFF
Cabegories of Treatment Y p— I
- Credentials
- Languages Last Hame [CLINICAL
- CH/DR Product Access A= L [
. Meaningful Use f
DR Prescription Information Internal Bhone I 838-335-3355
Email &ddress ICL[NICALIQB@EMA]]_.CDM

e The contact information of the staff for which you have entered will display under
“Main”.

e The “Internal Phone” number as well as the “Email Address” will be listed when it
is available.
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Client Cateqories Maintenance

Entering Client Categories Maintenance:
Once the program has confirmed that a client belongs in one of the client categories in
CCBH, programs must make the appropriate designation. There is a brief glossary

attached about each category.

This is done through the “Client Categories Maintenance” screen.

Once the client’'s name has been selected from the CHP (and the Client Panel is
open), follow these steps:
1. From the Clinician’s Homepage (CHP), go to the Systems button in the top left-
hand corner.

&
Eo:-:b Open

e

¥
[!JII Security  »
i

Recently Opened Yiews

DL Bk ki M s i

+ | Application Menu

| | Client Profile

! Clisnt Dara

% |

1k 'JI:|e Layout and
Slass Fiters -

>
bk Glass | Panel Options

' Chent Assignments
I

b ‘ I' Chent Services Reports

¥ i Clienk Assignments Maintenance

¥ Ej:[ Clienk Categories Mainkenance R

CLINICIAN'S

l]‘ Assigniment Current Server History Maintenance

1 "] Client Roster Report

1 _| Client Assignments Report (Portrait)

Select Menu - Client Data - Client Assignments - Client Categories

Maintenance

2. The “Client Categories Maintenance” window will launch, with the name of client
you selected on your CHP pre-populated in the “Client” field. (If you did not
select a client prior to this step, simply enter the client number in this field and
select “Tab” to populate the client’'s name).

0 Client Categories Maintenance (Administrative Access) = ﬁ
Client: |CLIENT, TEST =\ Admitted ¥
sal | |
|'fl' Cateqgary |
Cateqgom Dezcription | Effective End Date Status | -
4 Open

3. Click in the “Category” column. This will activate the field for data entry. Use the
magnifying glass icon at the end of that field to launch the “Client Categories
Lookup” table. Select the appropriate option for your client.
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() Client Categories Maintenance (Administrative Access) = ﬂ
Client: |CLIEMT, TEST = fudmitted ¥
sal: | |
|ﬁ Cateqary » |
-
Category escription Effective End Date Status -
L

4. Your selection will now populate the “Client Categories Maintenance” window tab.
Using your mouse, click in the “Effective” column to add the date it was
determined the client was eligible. Once the date has been entered, make sure to
tab out of the field, and tab until you are taken to the line below your entered
information. This saves the information just entered. If you do not tab until you
reach the line below the line of your entered information, your entry will not be
saved. Then, select the “Exit” button at the bottom of the screen.

0 Client Categories Maintenance (Administrative Access) = ﬂ
Client: |CLIENT, TEST = |sdmitted M
sal: | |
|€l' Effective / |
>4

Category [ ezcription Effective M+ End D ate Statuz -

6. When the program has confirmed that the client is no longer eligible, the program
must return to the “Client Categories Maintenance” screen to enter an end date. It
is the same steps as 1-2 & 4, except the program is entering information into the
“End Date” instead of the “Start Date” column. Once the end date is entered,
make sure to TAB out of the field and tab until you are taken to the line below
your entered information. This saves the information just entered. If you do not
tab until you reach the line below the line of your entered information, your entry
will be lost!

() Client Categories Maintenance (Administrative Access) - ﬂ
Client; |CLIENT, TEST = Admitted H
sal: | |
|ﬁ' End Date / |
-

Category Description Effective End Date  JB&| Status -

7. Then, select the “Exit” button at the bottom of the screen
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AB109

A funding source for clients that are low risk offenders released from State custody to
the County of San Diego for supervision and services. Alcohol, Drug & Mental Health
services at various programs are provided to those that qualify for them. The goal is to
provide supportive and rehabilitative services to these individuals to help them meet
their needs and stay out of the justice system.

“‘AB109 Funded” are those programs that have a contract with the County to provide
services to this population, and the “AB109 Non-Funded” are programs that an AB109
designated client may go to if the funded programs are full and impacted, but the
program is not receiving contract funding for the services. The “Funded” programs are:
CRF HEARTLAND CENTER, CRF MARIA SARDINAS WELLNESS & RECOVERY,
EXODUS CENTRAL, and TELECARE PROPS.

Assertive Community Treatment (ACT)

ACT Services are provided in a multi-disciplinary team-based model of service that uses
a comprehensive team approach and provides treatment 24 hours a day, 7 days a
week, 365-days a year. The services are targeted for homeless persons with a severe
mental illness who may have a co-occurring disorder, are unconnected to outpatient
services, may be referred by the justice system, have multiple major areas of
impairment, have more than one long term care episode, and multiple ER and acute
care hospitalizations and justice related episodes.

The ACT program provides integrated mental health and medication services,
rehabilitation and recovery services, intensive case management and have a staff-to-
client ratio of approximately 1:10. Clients are typically provided services in person at a
minimum of four (4) times per week to meet with the client’s clinical needs and meet
ACT fidelity rating. Services may be provided on a much more frequent basis,
depending on client need.

ACT Strength-Based Case Management (SBCM)

Strengths-Based Case Management services are delivered through BHS contracted
service. Programs assist clients with severe mental illness who may have a co-occurring
disorder to access needed mental health, medical, educational, social, prevocational,
vocational, housing supports and rehabilitative or other community services. The
service activities may include, but are not limited to case management, care
coordination, referral and linkage to needed services; monitoring services delivery to
ensure beneficiary access to services and the services delivery system, monitoring of
the client’s progress, and plan development
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AOT Court Ordered

Assisted Outpatient Treatment, also known as Laura’s Law, is a process by which the
court, after a thorough investigation, orders an individual into an appropriate level of
treatment. Individuals who are ordered into treatment are required to meet 9 criteria
under Laura’s Law with the primary deciding clinical factor being client is “substantially
deteriorating.” As part of the petition process, the licensed mental health clinician must
prove to the court via an AOT evaluation that this level of treatment is the least
restrictive level of treatment and, if not ordered, may result in the decompensation of the
individual. The treatment offered in this category is the same level of treatment as an
Assertive Community Treatment model.

AOT Voluntary

Similar to AOT Court Ordered, the individual is required to meet nine criteria under
Laura’s law with the primary deciding clinical factor being client is “substantially
deteriorating.” In this category, however, the client has not been court ordered into
treatment. Though the client has met the definition for Laura’s Law and a licensed
mental health clinician has conducted an AOT evaluation, the client has willingly agreed
to participate in the AOT program and avoid the court process. The treatment offered in
this category is the same level of treatment, an Assertive Community Treatment model,
offered to individuals in the AOT Court Ordered category.

Augmented Services Programs (ASP)

Strive to enhance and improve client functioning through augmentation of basic Board
and Care (B & C) services to specific individuals living in specific B & C facilities with
which the County has an ASP contract. Emphasis is on developing client strengths,
symptom management, and client self-sufficiency. Priority for ASP services is given to
those people in most need of additional services. Any BHS funded case management
services program may refer to ASPs.

Emergency/Transitional Shelter Bed

The goal of ETSB is to provide short term housing assistance to individuals connected
to the respective clinic while stable income is sought. Emphasis is on securing stable
income, symptom management, and client self-sufficiency. Priority for ETSB services is
given to those people with a pending SSI claim.

BHS Regional Clinics (North Central, East County, North Inland, and North Coastal) are
the designated locations for referrals to the Emergency & Transitional Shelter Bed
(ETSB), through the respective clinic Homeless Outreach Worker (HOW).

Katie A.
A shorthand way of referring to the settlement agreement for a class action lawsuit
brought against the County of Los Angeles and the State of California. The result is that
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specific collaboration between County Behavioral Health Systems and Children’s
Welfare Services is mandated so that certain children in both systems of care are
guaranteed to receive intensive services to address their needs of safety, permanency
and well-being. It is for Children’s programs only. In San Diego County, we refer to Katie
A. as Pathways to Well-Being or the acronym PWB, so you may hear this language in
your program. The class action lawsuit settlement defined members of the class and
members of the subclass. These are legal terms that spell out what criteria need to be
met in order to receive the specialty mental health services that the settlement defines.

A clinician in your program will give you a form that says if the client meets criteria for
Katie A Class or Subclass. This is the information you will put into Client Categories
Maintenance. There have been several trainings on PWB, so if you are unfamiliar with
this and the services provided (and you work in the Children’s System of Care) talk to
your program manager for more specific information.

Parolee

On a regular basis, individuals are discharged on parole from California State penal
institutions. In many instances, these persons are in need of mental health services.
Parolees who fall under the Forensic Conditional Release Program (CONREP) will be
provided services in accordance with the current contract between the California
Department of Health Care Services and the County of San Diego. Parolees who are
Medi-Cal beneficiaries and who meet specialty mental health medical necessity
requirements, as specified in CCR, Title 9, Section 1830.205, will be provided
appropriate Medi-Cal covered mental health services. Due to the passage of SB 389,
MHSA funds may be used to provide services to persons who meet existing eligibility
criteria for MHSA-funded programs and who are participating in a pre-sentencing or
post-sentencing diversion program, to provide services to persons who are on parole,
probation, PRCS, or mandatory supervision.

NOTES
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REPORTS
ADMISSIONS MORNING REPORT

This report provides a list of clients who have had services from the EPU, ESU,
SDCPH, FFS hospital, or the jail inpatient Units. NOTE: This is a work around until the
enhancement is completed. The current report will print a listing of all the clients by
Unit/SubUnit who had an assignment opened at these facilities for the date range
entered. Therefore only print those pages pertinent to your Unit/SubUnit. Please black
out or detach and shred other Unit/SubUnit information that prints on the report.

e To access the template from the Clinician’s Homepage, click on the Systems
Button - click “Client Assignments” - click “Client Assignments Reports” - and
click “Client Roster Report”.

s E‘\i CLINICIAN'S HOMERSSE o B OER
Rerently Norned Yiews | -
P . R
— M1 SR oFF Fmimbor e EL '|=i_.J = e
Men » | Application Menu seciive | Mew Pre-exising | Refresh  Close Client
| ) ] ng Tiers Medication Client Penel  Panel
m 5 it N , Clent Profils * Medical Panel Cptions
ecuriby — -
1
! acheduler 3 D > *0O
L
I L -8
I
I ' Cient Assignmen:s 4 | } lient Assicnments Mainkenance -
© CLIENTMANTL._ T i
I e 4
| Cient Financial Infarmation s | /} Client Treatment Sessions Vaintenanze
D Zlienl Abslra :
;I Cienk Revisws - | )f Clicnt Cakogarics Mainksnonoo
| } Zlient Assigr—— T
2 -
m ;I Cient Jervices 4 | /? hssigrment Current Server Histary Mainkenance |
—areloa ChE =
A | -
j. FAKE 2T | ATE k ! Cllent Assiciments Reports 3 Im Client Roster Lepart
LI} )

e To access the template from the menu toolbar, select Client Assignments >
Client Assignment Reports - Client Roster Report.

File Access Schedulerl'client Assignments I‘Client Financial Information  Client Reviews  Client Services  ATP System Toaol:

Ql%l nlxl é{. . Clignt Assignment':sMaintenance

Client Treatment Sessions Maintenance

Clignt Cateqaries Mainkenance
Assignment Current Server Histary Mainkenance
Client Assignments Reports Client Roster Report:

Client Assignments Report (Landscape)

Client Attendance Repart
Client Assignments Report (Portrait)
Length of Stay Repart
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Select “Load” on the “Client Roster Report” window.

Tl" Client Roster Report {(Administrative Access)

Selections] I SelectionsZI Selections§| Frint Columnsl Sgrts’SubtotaIJTitIeI

Cliett Status

Unitz

Sublnits

Program Category Headings
Program Categories

Unit Types

Administrative Groups
Aszignment Types
Agzsignment Servers
Treatment Teams
Treatment Team Leaders

Absence Types

Clients @

all

all

all

all

all

Al

Al

Al

Al

Al

Al

Al

N

EIEIEEl L L e

%C[ﬁar I [=rLoad ||E§ave | ﬁatch | @Erint | lIExi_t
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]

Highlight “Admissions Morning Report” from the template list and select “Load”.

Load Template for Client Roster Report

X|

D escription

Created On | Created By | Last zed

[«

LS dmizzionz Morning B epart

080242000

&lphabetical Program Roster

Client Dizcharge Report

Clients Wwith Inactive Servers

Cazeload Roster by Sublnit and Server
Cenzus Report for 24 Hour Programs.
Client &zzignment Tracking Report

Client Tracking ‘with Subldnit Mame and Phone
Clientz Dizcharged Duning D ate Range

034234200
03y /2mao

> Delete | Q Eind

33 104074200
33104074200
33104074200
a3 0a3AEs2mn
a3 1040742m0
35 10/MA2m0
33 104074200
33 10/mA2mo

33 10/MA2mno ;I

| x| Cancel |

I

-59-

Phase 1 ADE REV 07/2020



Admin Data

Entry

e Selections 1 tab is preset. Do NOT enter Unit and SubUnit.

'ﬁ Client Roster Report {Administrative Access) — | |:|| X |
|Selectionsl Selectinnsgl Seleclions§| Fritat Eolumnsl Saort/Subtotal/Title
Clients m
Clisnt Status a0l
Units Jall
SubUrits J&l

Programn Categary Headings |1

Program Categonies (&0

Uit Types |40.50,60,95,101.102 MOM-COMTIG
Administrative Groups &1
Aszignment Types |4 - Admitted Assignments A

Assignment Servers [A1

Treatment Teams &l

Treatment Team Leaders |41

EEEEELELELELE| L LS

Abzence Types |l

S Cear | [=-Load | Hsave | 2 Batch | EhPrint | X|Exit |

e On Selection 2 tab, enter the one day date (previous day) in the “Assignments
with Date Opened from and thru” field. For programs closed on weekends and
running the report on Monday morning, select the dates to cover the weekend
dates.

IF Client Roster Report {Administrative Access) - | |:|| X |

Selections] ~ Selections2 I Selections3 | Frint Eolumnsl Sglta"Subtotala’TitIeI

| ssignments with Date Dpened fiom|[10/05/2010 =] [“thu |[10/06/2010 3]
Assignments with Date Clozed from Im & ot | e

Azzighments which were Open [in effect] from I £/ EI thru I El
Azsignments which are Currently | & A " Dpen " Closed |
Include &ssignments | = Al " Primary Orily |

[ Orly Assignments with Inactive Servers
[~ Report for Room/Bed Assignments Dnly

v Frint all of a Client's Assignments if the Client iz included an report

Azzignments with or without a Home Pravider = Al " With  withOu |
Home Provider (&l ﬂ
Home Provider Type |21 [

S Clear | [=Load | Hsave | £ Batch I SpPrint |i|Exi_t |
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The other tabs are pre set.

Select “Print” to print the report.

The “Print Destination” screen will appear.

Select “Default (Printer/Screen)” to preview the report prior to printing. Click
“‘OK”.

Print Destination

o fefault [Frinter/S creent
" WFE File [ WPE]

" Teut File

i L5V File

File M arne: |

s I Cancel

NOTES
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CLIENT TRACKING WITH SUB-UNIT, NAME AND PHONE

This report lists a client’'s home phone number, DOB, SSN, Unit, SubUnit, SubUnit
Description, SubUnit phone number, server number, server name, assignment open
dates, assignment closed dates, last service date, primary SubUnit, and count.

e To access the template from the menu toolbar, select Client Assignments ->
Client Assignments Reports - Client Roster Report.

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

Ql%l El}(l clllfll:- Client Assignments Maintenance

Client Treatment Sessions Mainkenance
Client Categories Maintenance
Assignment Current Server History Mainkenance

Client Assignments Reports Client Roster Report

Client Assignments Report {Landscape)

Client Attendance Fepork
Client Assignments Report (Porkrait)
Length of Skay Report

e Select “Load” on the “Client Roster Report” window.

Tl' Client Roster Report (Administrative Access) — | Ell X |

Selections1 |Selections§| Selections§| Print Eolumns' S ort/Subtotal/Title

Clients @

Client Statuz |4l
Uitz |l

SublUrnits |l
Program Cateqorny Headings &1

Program Categories |8l
Unit Types |&l

Administrative Groups |41

Azzignment Types [&l

Assignment Servers Al

Treatment Teams |&1

Treatment Team Leaders |2l

=i Fed])e: <1 R0 | e i = e X [ KN

Absence Types [&l

L

%Cl_ear I@Loa_d Ilniave IB_atch I%Erint IilExi_t I
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¢ Highlight “Client Tracking With SubUnit Name and Phone” from the template list
and select “Load”.

Load Template for Client Roster Repork il

Dezcription | Created On | Created By I Last Uzed I:I
Alphabetical Program B oster 06042009 33101.,/2010
Cazeload Rozter by Sublnit and Server 06042009 3310072010
Cenzuz Report for 24 Hour Programs. 06042009 330813/2010
Client Azsignment Tracking Report 06042009 3310072010
Client Dizcharge Report 07072009 3510/01./2010
fClient Tracking 'ith Subllnit Mame and Phone | 07/252005 3310072010
Clients Dizcharged Dunng Date R ange 09/23/2010 3310/01,/2010
Clients "With Inactive Servers 03M 7200 31002010

FFS Hozpital Censuz Report 10272009 35/08/09,/2010 ;I

> Delete | IClﬁiru:l = Load ilCagcel |

¢ On Selections 1 tab, enter the client's CCBH number or name (LAST, FIRST), in
the “Clients” field.

ﬁ Client Roster Report {(Administrative Access) - | I'“|£|

Selections] | Selections2 | Selections3 | Pyint Columns | Sart/Subtotal/Title |

Clerts [EENET
Chent Status |1
Units Al
Sublnits [4l
Program Category Headings |1
Program Categones I-ﬁ-l
Unit Types |4
Admiristrative Groups |41
Assignment Types |4 - Admited Assignments
Assignment Servers |4
Treatment Teams Al
Treatment Team Leaders [Al
Absence Types |4l

wellelielicll ehellelicieliel el

Wceor |Bloxd |[sove | Opetch [Bemt | xiext |
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Select “Print” to print the report.

The “Print Destination” screen will appear.

Select “Default (Printer/Screen)” to preview the report prior to printing. Click
(iOK”.

Print Destination

+ Diefault [Frnter/Screent
" WPE File [ VPE]

£ Teut File

™ C5Y File

File: M ame: |

] I Cancel

NOTES
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ALPHABETICAL PROGRAM ROSTER

This report provides an alphabetical listing of all open clients by SubUnit. This report
can also provide an alphabetical listing of all open or closed clients within a specified
date range.

e To access the template from the menu toolbar, select Client Assignments >
Client Assignments Reports - Client Roster Report.

Fil=  &ccess  Scheduler | Client Assignments | Client Financial Information  Client Reviews  Client Services  ATP System Tools

Ql %l El }(l clﬁls Clienk .ﬁ.ssignmenl;s Maintenance

Client Treatment Sessions Mainkenance
Client Cateqories Mainkenance
Assignment Current Server History Mainkenance

Client Assignments Reports Client Roster Report

Client Assignments Report (Landscape)

Client Attendance Report
Client Assignments Report (Portrait)
Length of Skay Report

e Select “Load” on the Client Roster Report window.

WP Client Roster Report (Administrative Access) - | |:|| X |

Selections] |Selectiu:un$2| Selectinnsﬁl Pririt Eu:ulumnal Sort/Subtotal/Title

Clients @

Client Status (&l
Urits [l

Sublrits |&l
Pragram Categary Headings &I

Program Categaries &l
Unit Types |4l

Adririztrative Groups (&1

Azgignment Types &l

Azsignment Servers |4l

Treatment Teams |all

Treatment Team Leaders |&1

EIEEIELELEEIENELE LE

Absence Types |4l

%Cl_ear (= Load miave | B_atch | %Erint | llExi_t |
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¢ Highlight “Alphabetical Program Roster” from the template list and select “Load”.

Load Template For Client Roster Reporkt EI

Description | Created On | Created By | Last zed |:|
Admizzionz Morning Report 09/024200 331012010
24 phabetical Program Foster {0B/04./2003 310072000
Caszeload Roster by SubUnit and Server 0e/04/2009 331040742010
Cenzuz Report for 24 Hour Programs. 060442009 308182010
Chent szzignment Tracking Report 0BA04./.2009 FA1007 2000
Client Dizcharge Report 7072009 3B10012000
Client Tracking */ith Sublnit Mame and Phone  07/23/2009 F31007 2010
Chents Dizcharged During Date Range 09/23/2010 FA0012000

Clients ‘with Inactive Servers 09172010 33100742010 ;I

7 Delete | Q Eind (= Load EICE@:EI |

e On Selections 1 tab, enter Unit and SubUnit.

Lesignment Servers Al

Treatment Teamns |4l

Treatment Team Leaders Al

ﬁ Client Roster Report {Administrative Access) _ | | |£|
Selectionsgl Selections§| Print Eolumnsl Sort/Subtotal/Title
Clients m ﬂ
Client Stabus &l |
Units | Enter your Unit here ) |33
SubUnits |Enter your SubUnit here Ql
Program Category Headings |4l ﬂ
Programn Categonies A BI
Unit Types |4l g
Administrative Groups |4l 0
Aszignment Types |4 - Admitted Assignments LI &
=
&
4
Q)

Abzence Types |4l

%C[&ar |§L0gd | & save | ﬁatch |§Erint |i|Exi_t |
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cases on the current date. No selections are

required unless, a specific date range and/or “All” or “Closed” cases are needed.
When “All” or “Closed” cases are desired, select the appropriate Radio button.

|'|' Client Roster Report {Administrative Access)

Selections] Selections | Print Columnsl Sgrt.-"SubtotaI.-"TitIeI

=10l x|

Agzignments with Date Clozed from

Agzsignmentz with D ate Opened fram l“ El thiru i
s

ot |4

Azsignments which were Open [in effect] fram | # /

Ll e

Azsignments which are Currently |

Include Assignments

i T
& Al " Open " Cloged |
& Al " Primary Only |

[~ Dnly Assignments with Inactive Servers
[T Report for Room/Bed Azsignments Ol

[~ Prirt all of a Client's Assignments if the Client is included on report

Agzighments with or without a Home Provider

Lo £ ith £ itk ‘

Harme Pravider |4

o

Home Provider Type |4l

X

%Clﬁar |ﬁLng Ingave |B_atch |§Erint |5|Exi_t |

* For a caseload count as of today leave all dates blank.

or

* For new cases opened in a specific month, enter the date range for that

month in the “Assignments with Dates Opened From” fields.

or

* For cases closed in a specific month, enter the date range for that month in

the “Assignments with Date Closed” fields.

or

For a total of all previously opened cases and new open cases in a specific

month enter the date range for that month in the “Assignments which were

Open (in effect from)” field.

e Select “Print” to print the report.

e The “Print Destination” screen will
appear.

e Select “Default (Printer/Screen)” to
preview the report prior to printing.
Click “OK”.

Print Destination

& Tiefault [Printer/Screent
i~ WPE File [ VPE]

™ TextFile

™ TS5V File

File Marme: I

] I Cancel
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CASELOAD ROSTER BY SUBUNIT AND SERVER

This is a case load report that will list a specific SubUnit’s caseload sorted by server
with page break between servers. To remove the “page break” go to the
“Sort/Subtotal/Title” tab and remove the check mark in the “Pagebreak” column after the
“Assign Server”. The “Pagebreak” can also be removed after the “SubUnit”.

e To access the template from the menu toolbar, select Client Assignments
—>Client Assignments Reports - Client Roster Report.

File &ccess SchedulerItlient.n.ssignments I‘ClientFinanciaIInFnrmation Client Reviews Client Services  ATP System Tools

Ql%l El xl ;{, - Client Assignment‘s Maintenance

Client Treatment Sessions Maintenance

Client Categories Maintenance
Assignment Current Server History Mainkenance
Client Assignments Reports Client Roster R
Client Assignments Report (Landscape)

Client Attendance Report
Client Assignments Report (Portrait)
Length of Stay Repork

e Select “Load” on the Client Roster Report window.

WP Client Roster Report (Administrative Access) - | |:|| X |

Selections] |Selectiu:un$2| Selectinnsﬁl Pririt Eu:ulumnal Sort/Subtotal/Title

Clients m

Client Status &l
Urits fall

Sublrits &1
Pragram Category Headings &I

Pragram Categaries &l
Unit Types |4l

Adririztrative Groups |41

Aszgignment Types &l

Azsignment Servers Al

Treatment Teams |All

Treatrment Tearn Leaders &1

EEEELELEIEIELE L E

Absence Types |4l

%C[&ar (= Load & cave | B_atch | EhPrirt | ﬂExi_t |
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¢ Highlight “Caseload Roster Report by SubUnit and Server” from the template list
and select “Load”.

Load Template for Client Roster Repork il

[ ezcription | Created On | Created By | Last llzed |ﬂ

Admizgions kMorning Report 0302200 3310142010

Alphabetical Prograrm Foster 0&/04,/2009 31071420810

fCazeload Roster by Sublnit and Server {05,/04/2009 A3 1040742010

Censuz Repart far 24 Hour Programs. 0&/04,/2009 A3 084852000

Client Azzighment Tracking Report 0E/04,/2009 3300742010

Client Mzcharge Report 0707 /2009 AR 0/01.2010

Client Tracking */ith SubUnit Name and Phone  07/25/2003 Ja0A1.2010

Clientz Dizcharged During D ate Range 0942320 J30m2010

Clients with Inactive Servers 0317200 2310042010 LI

X Delete | If.:lEiru:I = Load EICE@:EI |

e On Selections 1 tab, enter Unit and SubUnit.

Azsignmert Servers |8l

Treatment Teams Al

Treatment Team Leaders &l

ﬁ Client Roster Report (Administrative Access) - | | |i|
Selectinnszl Selections§| Fint Eolumnsl Sort/Subtotal/Title
Clients m BI
Cliert Statug |4l ;I
Unitz | Enter your Unit here [SVREEEE
Sublnits |Enter your SubUnit here Bl
Program Category Headings |41 E‘J
Program Categories &l E’J
Unit Types |4l E’J
Administrative Groups A1 Ql
Azsignment Types |4 - Adrmitted Assigrments ;I &,
2\
=\
4
Q)

ASbzence Types |&l

%C[&ar |ﬁLogd | niave | Eatch |§Erint |£|Exi_t |
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e Selections 2 tab is pre-set for open cases on the current date. No selections are
required unless, a specific date range and/or “All” or “Closed” cases are needed.
When “All” or “Closed” cases are desired, select the appropriate Radio button.

iﬁ Client Roster Report {Administrative Access) — Dl X |

Selections] | Selections2 Salectinns§| Frint Columnsl Sgltf’SublotaI:’TitIeI

Assignments with Date Opened from | j thu Al j
Azzignments with Date Cloged from I j thiru I ﬁ
Assignments which were Dpen [in effect] from | / / j thru s ﬁ
Assignments which are Curently | Loy © Dpen " Clased |
Include Azsignments | & A © Primary Orly |

[~ Dnly Assignments with Inactive Servers
[~ Repoit for Room/Bed Assignments Only

™ Prirt all of a Clist's Assignmenits if the Clisnt is included on report

Assignments with or without a Home Pravider | = Al © with O wiithDut |
Home Pravider IAI\ Bl I
Hame Pravider Type IAI\ Bl I

%C!&ar |B”'Lo§d Imgave |B_atch égr\nt IllExit |

* For a caseload count as of today leave all dates blank

or
* For new cases opened in a specific month, enter the date range for that
month in the “Assignments with Dates Opened From” fields.

or
* For cases closed in a specific month, enter the date range for that month in
the “Assignments with Date Closed” fields

or
For a total of all previously opened cases and new open cases in a specific
month enter the date range for that month in the “Assignments which were
Open (in effect from)” field.

e Select “Print” to print the report.
& G e The “Print Destination” screen will
* iLletaul TINLETS S CIEeern
™ WFE File [VFE] appear‘.‘ . »
™ TextFile e Select “Default (Printer/Screen)
" C5Y File to preview the report prior to

printing. Click “OK”.

File Marme: I

Note: Programs usually run this report monthly

after the previous months data entry has been
ok | Carcel completed. However this report can be run
anytime.
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BHS-025 CLIENT CHANGE REQUESTS

e Login to the Optum website with your username and password
e Click on BHS Provider Resources 2> MHP Provider Documents = Forms
e Download the form fills needed

*Please note these forms MUST be typed.

BHS-025 FORM A AND B JOB AID

Form A- to be used to request changes to the following™:
1. Name (Sort name, Last Name, First, Middle Name) *Users should NOT make
2. DOB (date-of-birth) changes to Name, DOB, SSN,
3. SSN (social security number) and Sex when creating a
4. Sex (Gender) Demographic Form.
5. Medi-Cal Policy Number /Effective Date

Form B- to be used to request two medical record numbers, for the same person, to be
combined.

How to Find Core Client Information (CCI):

1. Search for desired client in CCBH.
2. Once in the client’s chart RIGHT click on clients DOB, a small window will pop up.
3. Select “Show Core Client Information.”

2 CLIENT TEST Female Born: 01/01/1999 o
Face Sheet *E] Client Clear
County of 5an Diego Mental Health Services %, | Add Client
FACE SHEET 2+ | Edit Core Client Information
SAFETY ALERTS Za | Show Core Client Information
B | Refresh Pane Content

Allergies and Adverse Medication Beactions:
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4. The CCI will display.

"_:} Core Client Information Maintenance Panel
-/‘ Core Client Information
1,
=h Cd
Refresh || Saveand || Close
[ l Panel
| Refresh ||_Adtions ||_Close
o
3
o SortMame | TEST, CLIENT Caze Murnber [0 or blank for Auto Azzign)
=
Z LastMame |TEST B Fist [CLIENT Middle Name
3 ooB 0/1/1993 | SocSect B Ethnicity | Other Hisparic Lati | Sex [F | ©
a Address 230 BROADWAY B Home Phone
g
= Ciy 5S4k DIEGD Cé 9210 [ “whork, Phone
Address County | 5 an Diego Residence County | 5an Diego
Client Type

How to Complete BHS-025 Forms:
1. Section #1-Requester Information: Should be completed for BOTH forms. All sections
should be completed. The Requester is the person completing the form.

2. Section #2-Client Information:
For Form A “Client Record” column should be completed as data appears in Core Client
Information (CCI). In *“Change Client Record TO” column ONLY fill in the sections that
need to be changed.
For Form B “Client Record A” and “Client Record B” columns should both be completed as
data appears in CCI.

To find Medi-Cal Policy # and effective date click on “Insurance Coverages” tab on bottom
of page.

Columns should be completed using the CCI (See How to Find CCI instructions above).

Columns are completed from TOP to BOTTOM. DO NOT USE DEMOGRAPHIC FORM
OR FACE SHEET.
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County of San Diego-HHSA-Behavioral Health Services Form
CHANGE/ADDITION of Client Information Form A
Fax Formto Health nformanon Managemem Services I,rH M S lﬁ {61 9) 692-5729
For assistance ca tum Help Desk (800) 834-3792 or HIM £92-5700 x3

REQUESTER:
« UseForm A to request CHANGES/CORRECTION S to the Core Client Information (CCI), DEMOGRAPHIC
FORM, and/or CLIENTS 3RD PARTY COVERAGES only.
« Only TYPED Forms will be accepted effective 05/15/2019.
+« Complete fields in each column as instructed.
+ Fax this form along with any supporting documents e.g. ID, Medi-Cal card, Immigration, Adoption.
*Medical Policy & Effective date can be found in Clinicians Homepage “Insurance Coverage®™ Tab

Section #1 - REQUESTER INFORMATION

Date of Request Y Form completed
by:
Program Name Your Phone # | { ) - Ext #
Unit/SubUnit # ! Your Fax # | )
Section #2 - CLIENT INFORMATION

CCI Data Fields- To find Client Record Change Client Record TO:
CCl - Right click on pa- | As Data CURRENTLY APPEARS in the | Complete ONLY fields that need to be
tient name, select “Show | Cpre Client Information (CCl) window changed

Core Client Information™ (Exactly as it should be entered in CCI)

Leave field blank if data not available

Case Number

Sort Name

Client Name

Date of Birth
(mmiddiyyyy) I T

Sex/Gender [Cremale [CImate [lother T unknown ] Female Cmate

Social Security # - - -

*Medi-Cal Policy #leff
date (mm/ddiyyyy)

Remarks [/
Additional Information

} NOT ENTER INFORMATION BELOW THIS LINE. HIMS USE ONLY.

] NOTICETO REQUESTER: Reason:
Unable to confirm change should be made

CLIENT INFORMATION TO BE KEPT IN CCBH

Date of Birth
Case Number (mmidd ) i

CCBH Sort Name Social Security #

. Medi-Cal Policy #

Client Name leff date I

Date completed by By HIMS Staff CCBH ID # and

HIMS Name
] sentto MHBU Clcore Client Information (CCI) Updated O wia [CIoemographic Form Updated

&
]
I
P
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LIFE VR, ol Liegn: County of 8an Diego-HHSA-Behavioral Health Service
DUPLICATE CLIENT CASE NUMBER
Fax Form to Health Information Management Services (HIMS) @
For assistance call: Help Desk (800) 834-3792 or HIMS (f
| REQUESTER:
+ UseForm B to reguest duplicate client case numbers to be combined.
« Only TYPED Forms will be accepted effective 05/1 5/2019.
» Complete fields in each column as instructed.
+ Fax this form along with any supporting documents e.g. ID, Medi-Cal card, immigration, Adoption.
*Medical Policy & Effective date can be found in Clinicians Homepage “Insurance Coverage” Tab
Section #1 - REQUESTER INFORMATION

Form

(1]

Date of Request / / Form completed by:
Program Name Your Phone# | ( ) 2 Ext#
Unit/SubUnit # ! Your Fax #| ( ) L

Section #2 - CLIENT INFORMATION
CCl Data Fields- To Client Record A Client Record B
find CCI - Right click
on patient name, 3 i
select “Show Core As Data CURRENTLY APPEARS in the As Data CURRENTLY APPEARS in the
Client Information”) | Core Client Information {CCl) window Core Client Information (CCI} window
Leave field blank if data not available Leave field blank if data not available

Case Number

Sort Name

Client Name

Date of Birth
(mmiddlyyyy) I/ '/

Social Security # - =

*Medi-Cal Policy
#leff date / /
(mmiddiyyyy)
Remarks! Add’|

Information

STOP — DO NOT ENTER INFORMATION BELOW THIS LINE. HIMS USE ONLY.

[] NOTICE TO REQUESTER:
Unable to Gombine Glients

Reason:

CLIENT INFORMATION TO BE KEPT IN CCBH

Case Number Date of Birth I !
Sort Name Social Security # - -
: Medi-Cal Policy
Client Name # [off date I T
Date completed by SR/ HIMS Staff CCBH 1D #
HIMS and Name
[] Sentto ASO [J Sent to MHBU O NA

Date ASO Combined
Clients Clients

/ / ASQ Staff who Combined
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TRAINING TIP SHEET

1. WHEN YOU GO BACK TO YOUR PROGRAM:

O You are learning how to enter assessments in the “SDC Train CCBH”
environment during this training, which is for practice purposes only. ltis
important to enter all of your assessment information in the “SDC Live CCBH”
environment when you return to your program.

2. SUPPORT DESK — IMPORTANT!:
O Please do not try to solve issues by “working around” the system. You are to
enter data as required and you must call the Support Desk for any questions.

(1 The Support Desk contact information is:

Optum Support Desk Contact Information
800-834-3792
sdhelpdesk@optum.com

3. EFOR ONLINE USER MANUALS AND FORMS: (including forms and form-fill versions of
assessments for “emergency” situations) go to the Optum website below and follow
these instructions:

https://www.optumsandiego.com

Click "Register" to get an on-line form for your personal login.
Confirm your email address.

When you have access, click “Login”.

Login with your User Name and Password.

Go to "Secure Documents".

Select CCBH (formerly Anasazi) Secure Documents

1 Click "Forms" or "Manuals".

4. TO REGISTER FOR ADDITIONAL TRAINING:

(N I I o R

www.regpacks.com/Optum

5. HIPAA REGULATIONS FOR TRAINING: There is actual client data (names, etc.) in the
training environment. HIPAA regulations mandate this information be treated
confidentially.

6. NON-USE OF CCBH ACCOUNT: Inactive accounts pose a security risk by allowing an
opportunity for unauthorized access. Therefore, in order to safeguard protected health
information, inactive accounts will be closely monitored. Users who have not used CCBH
in 90 days will have their account deactivated.
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Support Desk Contact Information
sdhelpdesk@optum.com
1-800-834-3792

Monday through Friday (E-mail

Services
6:00 am to 6:00 pm All services except password resets or any service involving PHI
Monday through Friday (Telephone
Hours Services

4:30 am to 6:00 am Resetting passwords (24 hour programs) and reporting system outages*
6:00 am to 6:00 pm | All services
6:00 pm to 11:00 pm | Resetting passwords (24 hour programs) and reporting system outages*
11:00 pm to 4:30 am | Reporting system outages*
Weekends (Telephone

Hours Services
4:30 am to 11:00 pm | Resetting passwords (24 hour programs) and reporting system outages*
11:00 pm to 4:30 am | Reporting system outages*

* By definition, a system outage affects multiple users. Examples include when:
-The system does not respond and appears to be frozen
-No data can be entered or viewed

Support Desk Suggestions

¢ Please consult with your program manager and your resource packet prior to
contacting the Support Desk.

e When calling for a password reset on weekdays between 4:30-6a or 6-11p, or
calling weekends between 4:30a-11p, you must leave a message. Include your
name, CCBH staff ID, phone number and the reason for your call.

e You may be given a ticket/tracking number if you call between 6:00a and 6:00p
Monday through Friday. Remember to keep this number for future reference.

Additional Contacts

Questions Where To Go

Clinical Documentation Questions Documentation Manual/Your Program Manager
Duplicate Clients and Complete Form BHS-025 and
Name/DOB/Gender/SSN Changes Call Medical Records: 619-692-5700 x 3
Financial Questions (UMDAP/Insurance) | Billing Unit: 619-338-2612 Fax- 858-467-9682
Online User Manuals and Forms www.optumsandiego.com

Service Codes CCBH (Anasazi) User Manual/QM Unit
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