vaie )

Introduction to Avatar
Look-Up Only

1QualityManagement\QI-Avatar TrainingintroductiontoAvatarElectronicMedicalRecordLOOK-UP-ONLYJUNE2012



TABLE OF CONTENTS

CONTENT AREA PAGE
Introduction to Avatar - Look-Up Users 6
Section 1: What is Avatar? 6
Section 2: How Do | Log-On to Avatar? 7
A. General Look-Up User Log-On 7-8
B. PES Look-Up User Log-On 8-10
C. About Passwords 11
D. HELP Desk 11
E. Ethics/ Your Role/Your Password 11
F. PES Map to a Printer Within the Remote Session 12-14
Section 3: Overview of the Avatar Homepage 15
A. Avatar Menus- Menu Frame Options 15-16
« Task Menu 16
« Favorite Menu 16
« Avatar PM Menu 16
« Avatar CWS Menu 16
B. Other Avatar Menu Resources (Not Used by Look-Up Users) 17
« Avatar MSO Menu 17
« Avatar Info-Scriber Menu 17
« Avatar Document Imaging Menu 17
« Help Menu 17
C. Details of the Tasks Menu/Task Bar -Picture Icons/Task Frame 17
« Select Client 18
« My Favorites 18
« Lock 18
o Log-Off 18
o ? 18
« Help 18
« My Session 19
« Refresh 19

1QualityManagement\QI-Avatar TrainingintroductiontoAvatarElectronicMedicalRecordLOOK-UP-ONLYJUNE2012 2



Section 4: Navigation Features of Avatar Electronic Medical Record 19
A. Arrows/Sub-Menus 19
. B. Windows/Tabs/Pages 19-20
« Screen Shot: Windows/Tabs/Pages 19-20
C. The Option Toolbar 21
« Back/Forward 21
« Close 21
« Home 21
« Submit 21
« Lock 21
« Copy/Cut/Paste/Spell Check 21
D. Important 21
Section 5: The Client’s Medical Record Using Avatar Reports 22
A. About Reports 22
B. The Crystal Report Application 22
C. The Crystal Report Submit Icon and Report Pop Up Messages 22
D. Standard Report Toolbar 23
Section 6: The Client Dashboard Report 24
A. Understanding the Client Dashboard Report 24
B. Screen Shot of the Dashboard Report 24
« Face Sheet Report Preview Screen 24
« Top and Bottom Portion of the Face Sheet Report Screen 24
C. Details of the 9 Main Sections and 7 Links 24-26
« Demographic Information 25
« Urgent Care Plan on File 25
« Guarantor Information 25
« Emergency Contact Information 25
« View All Contacts 25
« Authorization for Use of PHI 25
« Assessment Status 25
« Current Medications 25
« Allergy Information 25

1QualityManagement\QI-Avatar TrainingintroductiontoAvatarElectronicMedicalRecordLOOK-UP-ONLYJUNE2012



Duppep

« School Based Mental Health Information 25
« Current Episodes/Primary Diagnosis/Treatment Plan Status 25

« Treatment Plan Information; Last Service Date; Additional Links 25-26
D. Dashboard Location 26
Section 7: Chart Review 27
A. How to Find the Chart Review Screen 27
B. Information in the Chart Review Screen 28
 Abstracts 28
« Client Level Documents 29
« Episodic Level Documents 29
C. How to Open and View Chart Review Documents 29
Section 6: The Face Sheet Report 30
A. Path 30
B. Details of the Face Sheet Report 30
« Face Sheet Report Preview Screen 30

« Top and Bottom Portion of the Face Sheet Report Screen 30-31
C. Episode Data Drill Down Reports 31
« Episode History 31
« Demographic History 31
- Diagnosis History 31
. Attending practitioner/Psychiatrist History 31
« Treatment History — for the selected episode 31
« Progress Notes (last 6 Months) — across all episodes 31
« Client Relationships 31
« Maedication History 31
D. View Reports from Episode Data Drill Down 32
E. Important: 32
F. Closing the Face Sheet Report 32
Section 8: Scanned Documents 33
A. Viewing Scanned Documents: Screen Shot of Clinical Document Viewer 33
B. Understanding the Clinical Document Viewer Window 33
. Path 33

1QualityManagement\QI-Avatar TrainingintroductiontoAvatarElectronicMedicalRecordLOOK-UP-ONLYJUNE2012 4



« Access 33
« Search Tab 33-34
« Results Tab 34
Section 9: Urgent Care Bundle (Urgent Care Plan and Client Alerts) 35
A. Client Alerts 35
1. Care Message 35
2. Care Alert 35
3. Example of Client Alert Pop Up Window 36
B. How to View the Urgent Care Plan 36
« Chart Review Screen Shot: Shows View of Urgent Care Plans 36
« Screen Shot: Example View of Opened Urgent Care Plan 37
C. Create a Client Alert and Urgent Care Plan 38
« Client Alert: Path 38
« Screen Shot: Client Alert Pre-Display Screen 38
« Screen Shot: How to Complete a Client Alert; Tab 1 39
1. Example of Simple Client Alert and Pop Up Message 40
2. Example Care Alert requiring Urgent Care Plan 40
D. Urgent Care Plan 41
« Screen Shot: Urgent Care Plan Pre-Display Screen 41
« Screen Shot: Urgent Care Plan Page 1: Identifying Information 42
« Screen Shot: Urgent Care Plan Page 2: Treatment Plan/Caution 43
« Care Alert Pop Up Message 44
« IMPORTANT; View Urgent Care Plan; Close /Disable a Client Alert 45
Section 10: Appendices 45-49
A. Select Client and Alternative Client Look Up 45-46
B. Quick Reference for Creating Favorites 47
« Add Commands to My Favorites 47
« Create Favorites Folders 47
« Favorites recommended for Look Up Users 47
C. Short Cuts 48-49
« Keyboard Shortcuts 48
« Keyboard Shortcuts for Text Fields 48
« Fields and Proper Conventions 49

1QualityManagement\QI-Avatar TrainingintroductiontoAvatarElectronicMedicalRecordLOOK-UP-ONLYJUNE2012



Introduction to Avatar - Look-Up Users

This reference guide focuses on how to navigate through the Avatar Electronic Medical Record and will
assist you to quickly “Look Up” client data. Information is presented in sections; each section includes a
written description, including visual screen shot examples. This is a companion to the online Internet and
LMS “Introduction to the BHRS Avatar Electronic Medical Record Training” which is narrated and
includes step by step demonstrations and is located at http://www.smchealth.org/onlinetraining.

This reference guide will help you understand how Avatar works, how to navigate through Avatar
Menus, and what the Avatar Menus, Commands and Tasks mean.

You will become fluent in the language of Avatar, understanding what terms and which format is
required when searching for or requesting client information.

You will learn which Avatar documents include important clinical/fiscal and administrative client data
and where these documents are located.

You will learn how to create a Client Alert and Urgent Care Plan.

Once you have completed the training, you will be sent your password in an e-mail within 10 days.
Information about passwords is located in Section 2.

Section 1: What is Avatar?
e San Mateo’s Electronic Medical Record/Information System.
e Meets federal mandate to convert from paper to electronic medical records by 2015.
* Integrates clinical, fiscal, administrative and management information in one place.

e Provides access to client information 24/7- helps clinical teams make decisions/handle
emergencies.

* Provides client care coordination for the treatment team.

* Improves quality/continuity of care.

* Minimizes time managing paper records and finding lost charts.

e Avatar software application from NetSmart Technologies is used by 28+ California counties.

Has been operational in San Mateo County for more than 1 year, paper records for all clients
open since 2004 have been scanned into the Avatar record.
* May need to request paper chart if looking for documentation prior to 2004.

* Clients with a Medical Record/ID # greater than 930000 have never had a paper chart.
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Section 2: How do | Log-On to Avatar?

General Log On, PES Log On, About Passwords, Help Desk, Ethics/Your Role/Your Password, PES Map
to a Printer within a Remote Session

A. General Look-Up User Log-On — BHRS, External (Aging & Adult), Administrative Assistants,
Contractors

First:
Log-On to Windows.

Second:
Look to see if you can find the Avatar icon to determine if the Avatar application has or has
not been installed on your computer.

This is the Avatar icon. 7@ You can look for the Avatar icon on your desktop, click
to open the application.

Or
You can look for the Avatar icon through your START menu, click to open the application.

Or
You can get yourself to the Avatar application if you click on the Internet Explorer icon and then
enter http://svmid/ntst/radplus in the browser window.

Third:
When Avatar is launched it will open to the Avatar Homepage and you will need to Log-On. Look to
the left for User Authentication, then click on it. This window will pop up:

System Code You will be sent this

User ID YOUR USER ID

Password

With your CAPS LOCK ON You will enter the System Code, User ID and Password information that
will be sent to you.

You will be prompted to enter your own password - 8 characters, at least 1 must be a number.
e Write down your password; Avatar gives you 3 tries, if you forget, if you didn’t use the cap
lock and/or if your log-in fails; your password will need to be reset by contacting the ISD Help
Desk (650) 573-3400.
* Avatar automatically locks you out after 30 minutes to 1 hour of no use - you may receive a warning
that time has elapsed since last use; you can cancel the warning and remain active or if you need, just log
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back in. Windows will lock you out after 10 minutes of no use and you will need to re-enter your
Windows password.

B. PES Look-Up User Log-On — The SMMC PES desktops contain software that is incompatible with
Netsmart Avatar. Therefore, PES users must use a remote connection to Avatar and once on that
connection, manually map the PES administrative printer to the Avatar session.

Step by Step Instructions:
First - From a PES desktop computer, locate the icon to start Avatar on your desktop and

double click. This will be your link to Avatar.

AP

[E—— — _
f; start xR B [ I§ Documentd - Microsaf. ..
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mter wour credentials For swbhterm. These credentials will be
d when you connect to the remaote computer.,

\Jser narme! | € rmivas e |

Passward: | ssssssns |

[Iremember my password

[ QK ] [ Cancel ]

i2 start x> B @} PES Log on and mapp... i untitled - Paint

Third - Now you see that a second Windows screen appears. Use your same Windows
User Name and Password here and click ok.

Log On to Windows
I
I

¢ opyright & 1985-2001
M crosoft Corporation

User name: | |

Password; |

Log on ko |5MHD

[ ol ] [ Cancel shuk Down. .. opkions <<
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Finally - The Avatar screen appears and on the left hand side, you will see and click on

User Authentication. Now you can Log-On to Avatar.

With CAPS LOCK ON Enter:

SYSTEM CODE You will be sent this
USER ID You will be sent this
PASSWORD You will be sent this

2l RADplus Client - Microsoft Internet Explorer

File Edit Wiew FawviNes Tools Help

e Back - s *® @ _;\J /..7\1 Search ‘?:1:( Favorites €‘3

User

Bow - JE

Authentication Address [&] hetps fsvmidL fnkst/r gplus/

v B U

Tasks Favorites

B ™
Tasks
[& User Authentication

Us 2 Authentication

Gystem Code

User ID

Password

Login

el B -A JdN

Enter user authentication information below then press
the Login button.

Will be sent to you

[usERID] |

*  You will be prompted to enter your own password - 8 characters, and at least 1 must be a

number.

e Write down your password. Avatar gives you 3 tries; if you forget, if you didn’t use the cap
lock and/or if your log-in fails, your password will need to be reset by contacting the ISD Help

Desk (650) 573-3400.

* Avatar automatically locks you out between 30 minutes to 1 hour of no use - you may receive a
warning that time has elapsed since last use; you can cancel the warning and remain active or if you
need, just log back in. Windows will lock you out after 10 minutes of no use and you will need to re-enter

your Windows password.

/\ PES - Please refer to the end of Section 2 on Page 12 for how to map a printer so that you can

print a face sheet or other documents.
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C. About Passwords

When you are sent your password and log-on for the first time, you will need to enter a personal
password to replace the system-generated password. This will become your active Avatar password for
the LIVE system. Protect it!

To create your personal password, you must comply with the following:
e Minimum 8 characters
e Must contain at least one number and one alpha character
e Case sensitive- recommended that you use all caps for the alpha characters

e You will be prompted to change password every 90 days, the prompt will appear only
once, so when the prompt appears, change your password. Once you password has
expired it will not work and if you try and fail 3 times you will need to get your password
reset through the Help Desk.

D. HELP DESK

A Forget Your Password? Got locked out?
Contact ISD Help Desk 650-573-3400 ISDHelpDesk@co.sanmateo.ca.us

E. ETHICS/YOUR ROLE/YOUR PASSWORD

* The Password that will be sent to you is YOUR signature.

* No one has Access to your password; however, it can be reset if you are locked out.

e NEVER give out your password, it is a HIPAA violation, there are sanctions.

e Confidentiality- If you know a client or family member, it is your professional obligation to report
this to your supervisor. You will not be assigned this client and the medical record will be
blocked/restricted to uphold strict confidentiality protections on behalf of the client.

*  When you meet with your client, ask if they have a family member working for or receiving
services from the BHRS system, that medical record will also be blocked/restricted.

* While clinicians have access to the electronic medical records of all BHRS clients, off caseload
activity can be monitored and access can be restricted if necessary.
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F. PES Map to a Printer Within the Remote Session

Once you are logged in you will need to map to a printer to print face sheets and other documents.

First: Minimize your Avatar screen.
Second: Select the top Start button on the lower left hand side of your screen. (Note that
the start background color may be grey, not green as shown circled below.)

% Fuijitsu Scandal PRO

All Programs D

|8||

E| Log Off |§| S

i
———

L

Page 4 Sec 1 +iE nk 31" Lmn 12 Col 2 RE

Next: Choose Printers and Faxes from the Menu.

Rand A. Miyashiro

/ Internet _'J My Documents
Internet Explorer
) b My Recent Docun,
E-mail
rowell Groupwise I8 My Computer
m Microsoft Office Word
2003 [3» Control Panel \
Microsoft Office Excel
z003
@ Motepad &) Hie=ip and Support
B D et
— =
e
F—F Bun...
ﬁ Start Harvest LIS
& | adobs Acrobat &
=~ Professianal
@ Srouphhtise

é Fujitsu Scandall PRO

All Programs D
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"% Printers and Faxes

File Edit Miew Favorites Tools  Help

€ Q@ F P

%y Printers and Faxes

Address

Printer Tasks & -qég.ﬁ.dnbe POF |

23 Capharis FaxPress

LY

o Capkaris FaxPress PDF

@ &dd a prinker

s Setup Faxi”'3|5tart the Add Prinker Wizard, which helps vou install a printer. |
- —

Dacurments

L O Y o |

Status
Ready
Ready
Ready
Feady

Then click “Next”.
On the next screen select “A Network Printer” then cljck next.

Add Printer Wizard

Local or Network Printer
The wizard needs to kng which type of printer to zet up.

Select the optig that describes the printer pou want to uze:

() Localfinter attached to this computer

Automatically detect and inztall my Plug and Play printer

()34 network printer, or a printer attached bo another computer

i To zet up a network; prinker that iz not attached to a print zerder,
‘\‘) ze the "Local printer’’ option.

< Back ” Mest »

J |

Cancel
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You will need to type this information if you are printing to a PES Printer:
\\svservices2\PTDTTC1078B.

Then click “Next”.

' Add Printer Wizard

Specify a Printer
IF wou dar't ko the name or addrizzs of the printer, pou can zearch for a printer

that meets your needs.

What printer do you want to connect (72
() Eind a pririter in the directony
() Connect to this printer [or bo browse for\a printer, select this option and cligh Next):
Marme: |“hsvserices?PTDTTCI07H
Example: \\zerverhprinter

() Connect ko a printer on the Internet or on a home ar office network:

IRL:
Example: hitp: A zerver/printersmyprinterd printer

[ < Back “ Mest » ] [ Cancel ]

If you are not printing to the PES printer, you would need to obtain the name of the printer to enter. And
then click “Next”.

When the next screen come up, click “yes” to the question “Do you want to use this printer as your

default printer?”

Then click “Finish” to finish the installation.

© Now you know how to Log-in to Avatar and get HELP!
You want to look at the client’s chart but first you need to understand some of the language and terms

used in Avatar and the Avatar Menus, Task Options and Commands.
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Section 3: Overview of the Avatar Homepage

Menu Frame Options: Favorites, Avatar PM/CWS/MSO/Info-scriber/Document Imaging/Help;

Tasks Menu Options, Select Client, Favorites, Lock, Log-Off, ?, HELP, My Session, Refresh

Look at the opening window, also known as the Avatar Homepage. This screen shot provides an
overview of all Menus and Task Options in Avatar.

A. The MENU FRAME: (A) shows Tasks, Favorites, Avatar PM, Avatar CWS, Avatar MSO and all the way
to the far right is Help.

A. Menu Frame

B. Task Bar/
Picture Icons

P

C. Tasks
Frame Now
includes
picture icons

—

D. My
Caseload
Frame

-~

E. My
Session
Frame

£ Avatar RADplus 2010 [ BUILD-385] - Windows Internet Explorer

@‘C i ‘, htbp:fsvmid3: G080/ radplus! V| 4| X ‘ | L~
File Edt Wiew Favorites Tools Help Links ATKES  “= fAwatar RADplus ﬁ' LM3 ENetAccess 2 Test AvatarRAdplus

- — = »
w o I Avatar RADplus 2010 [ BUILD-385] l } fd - B - & - [2hrage - { Toos -

ks Favorites Awatar PM  Awakar CWwS  Awatar MSO

UODPRPeDHes
P select Clent

B My Appointments
7 My To-DoList (15:0)
__'?_,vj My Applications
Gg My Favorites

i) My Preferences

\%’ My Courses

My To Do List

I Gent; Wednesday October 5, 2011

? Switch System Codes I Sent: Friday October 7, 2011
0 I Sent: Thursday November 10, 2011
Q@ Lagout I Sent: Monday Movember 14, 2011

I Sent: Tuesday Movember 29, 2011
b Sent: Wednesday December 14, 2011
b Sent: Monday March 19, 2012

I Sent: Tussday March 20, 2012

& Cheni

# CARROT,CARDL (000
@ EREMANABARSY (D000
# LPPLE ADAM (00000

AYPMTESTDEY (LIYE:SMMH) 6076:9¥BHPROD3 | 04/12/2012 02:00 PM

& Lacal intranet 0% -

When you click in Tasks in the Menu Frame (A) there will be a drop down list of options for you to select.
The Task Bar/Picture Icons as shown in (B) and the Tasks Frame (C) include the same options.

A\ You

Menu Frame
1QualityManagement\QI-Avatar TrainingintroductiontoAvatarElectronicMedicalRecordLOOK-UP-ONLYJUNE2012
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You can also right click on a client name in ‘My Session’ (E) for the menus/options above. In the “My
Session Frame” an active client will appear in orange.

As a Look Up ONLY User you will not have a client in (D) My Caseload, however, as you perform a client
search or Look-Up and a client name is present in (E) My Session, you can right click on the client name
and a pop up window will show menu options where you can select Chart for Chart Review information.

My Session =
Right click on b C"i"';ESTON
client name for _—" TESTONE,TEST {000930000)
options Favaorites ¥
Avakar PM b
Ayvakar CWwa ¥
Avakar M30 b
Chart #—— You can select Chart
Remowe from My Session for Chart Review, or
I other options
The Menu Frame has menus that contain every command in Avatar:
(A) (B) (c) (D)
It asks  Favorites  Awvatar PM o Avatar CWS Help _

The Menu Frame

Ry O Pe9eSE @ &
/

(A) Tasks Menu OPTIONS - The Tasks Menu in the Menu Frame, is a drop down menu that includes:
Select Client, My Appointments (not used by BHRS), My “To Do” List, My Applications (not used by
BHRS), My Favorites, My Preferences, My Courses (not used by BHRS), Lock, and Logoff

(B) The Favorites Menu - this is a shortcut that allows the Avatar window to display your customized
‘favorite’ documents/reports so that all you need is to click on the Favorite you set up and that show
on your homepage and you can go directly to that form or report. Once saved, favorites are stored and
available to you from any BHRS computer.

(C) The Avatar PM Menu - Practice Management - contains Client Management, and Utilities functions,
the administrative area of Avatar, for examples: business/billing, call intake, admission, family
registration (UMDAP), discharge tasks. Not used by Look-Up Users.

(D) The Avatar CWS Menu - Clinical Work Station- contains the clinical features, Assessments, Treatment
Plans, Progress Notes, and Reports like the Client Dashboard Report which has links to the client’s
diagnosis, medication, episodes, and treatment history. Also, any document or report open through
CWS will provide access to Chart Review where you can view the entire client’s chart; 90% of work is
through this menu; CWS provides a multidisciplinary, integrated view of client information. Chart Review
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can also be accessed by right clicking on the client’s name in My Session and selecting Chart for Chart

Review from the pop up.

B. Other AVATAR MENU RESOURCES

The Avatar MSO Menu - this application is designed for the private provider network to

credential providers, authorize services, adjudicate claims, and reimburse providers. Not used by

Look-Up Users.

The Avatar Info-Scriber Menu - this is the Electronic Prescription application for the MD to
prescribe medication, review medication history, monitor drug/food interactions, display

drug/allergy alerts. Special access is required. Look-Up Users will view medications through the
client’s face sheet report!

The Avatar Document Imaging Menu - allows Electronic Scanning of information- for example, if
external clinical info is received from the hospital, it must be scanned in to client Avatar episode.

Help Menu- links to online documentation and search options.

C. TASK OPTIONS: DETAILS of the TASKS MENU (A) TASK BAR/PICTURE ICONS (B) and TASKS FRAME (C)

l (A) Click for drop down of Task Menu options that are part of the Menu Frame.

lasks Favontes Awatar M Avatar (s fwatar Ml

1.MenuFrame7E % 1:@ E; % @ @

B. Task Bar/
Picture Icon G Select clent

Kl My Appointments

BT My To-DoList (360}

T4ty applications

E'_; My Favarites
C. Tasks Frame ) Wy references

& My Courses

Q@ Logout

»

My Caseload (1)

A TESTCHE,TEST (000920000)

D. My Session — CEETT

@ Clent

A TESTONE,TEST (000920000

My To Do List

b Sent: Thursday February 9, 2012
b Sent: Thursday March 1, 2012
b Senk: Thursday March 15, 2012
b Senk: Monday March 19, 2012

I Sent: Tuesday March 20, 2012
b Sent: Friday april 27, 2012

@ e

: #® Didyou know... 2

el

Mo information awailable,
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@° Select Client

This is a_quick way to look up clients, add clients to ‘My Session’, MUST “Select Client” to request certain reports
or documents. Client search results will show in the bottom half of the screen; the Up and Down arrows on the
keyboard can be used to scroll through names and the Enter key can be used to highlight a row.

You can Select a Client by entering:

*Medical Record Number; *¥LastName ; ¥*LastName,First (no space); *LastName,First JR (space only before title);
*LastName,First Ml (space only before middle initial); ¥*Hyphen (Maria Lopez-Cantera); *Apostrophe (Angelo
D’Marco); *Birth Date; *Alternate Look Up: Social Security #; Alias- LastName,Alias; Soundex-Similar Sounding
Name (e.g. Browne vs. Brown). * Please see Appendices, for step by step “how to” Select Client.

N
=\
[b My Favorites

This is an Avatar function for you to create a short cut to YOUR most often used documents or reports.
You create Favorites by clicking on Favorites until the Favorites folder appears on the Avatar homepage.
Right-click on the Favorites folder icon and choose Add Folder from the pop up menu. An Input dialog
box appears for you to type the name of the New Folder, then click OK. Place the mouse pointer over the
“favorite” document or report you want to add from the Avatar CWS Menu. Left Click and hold down,
while you drag the “favorite” document or report to just below the new folder. Then release the mouse
button. Click the save button on the bottom of the screen. You can repeat this for each favorite you want

to create for this folder or by creating a new folder and then adding documents/reports to it. * please see
Appendices, for other alternatives for creating ‘favorites”

L‘@)

T

Lock Application

If you click on the “Lock” application, client information will be protected and cannot be viewed if you
leave your computer for short time. Locking the application restricts unauthorized access. You will be
required to enter your Avatar Password to unlock Avatar when you return; however, the screen will be
at the exact state where it was before it was locked.

Log-off

You should log off when you are leaving the office at the end of the day so the system will shut down
properly. When you log off the Avatar application closes completely. USE THIS METHOD, NOT the @ in
the upper right corner of the Avatar window. When the message appears asking if you are sure you want
to logoff, click the “Yes” button at the bottom of the window. Once you Log-off, then use the red [E3]
close button in the upper right hand corner of Internet Explorer.

@fH_ele

Help provides Links to online documentation and search options- this is currently under construction.
The question mark, provides a hyperlink that connects you with the most current versions of the
Introduction to Avatar Reference Guides and other quick reference guides. Here is the direct link:
http://smchealth.org/avatarguides
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My Session (D)
Contains active clients, clients you are currently working on, the ACTIVE client will appear in ORANGE.
A right click will show an option to remove a client from “My Session”.

Refresh

There is no icon for this option. This command will allow any new report or feature that may have been
added to Avatar, while Avatar has been in use, to become available in your menu or on your screen once
you have refreshed your screen.

© You now know about Avatar Menus, Tasks Menu Options and Avatar terms! You know how to
Select a Client, Create Favorites, Lock and Log-Off!

You still want to look at the client’s chart; but first you need to understand Avatar Navigation Features.
You will need to use these features to request reports and for creating a Client Alert or Urgent Care
Plan if you need to communicate about a client issue or concern.

Section 4: Navigation Features of Avatar Electronic Medical Record

A. ARROWS/SUB MENUS: Avatar Menus can be expanded to present more options. If a menu has an
arrow on the right it means there is a sub-menu; if you drag the cursor horizontally through the sub-
menus, you can view more options and then click to choose your selection.

Horizontal and Vertical Arrows lead to Sub-Menu’s

Avatar PM | Avatar CWS
ClienFTanagement ¥ PEpisode Management _ M CallIntake
Practitioner ¥ IP/Residential Managemen? b Admission (Cukpatient)
SErvices ¥ Account Managemenk ¥ Admission (Inpatient)
Eilling ¥ Client Information b Discharge
Appointrent Scheduling k| Census Management Reparks B Discharge (Outpatient)
¥ o— ¥ w - -

— N —

There are double arrows (called chevrons) that also act to expand menus. You can slide your cursor
vertically down and click on the double arrows, the menu will expand to show more choices.

B. WINDOWS/TABS/PAGES:

Windows:

When you open any document a Client Window will open. Many documents may be open within that 1
client window. For example, the screen shot on the next page shows a client window that contains open
documents for this client; look at the bottom, the Urgent Care Plan document is on the left, the Client

Alert document is in the middle and Chart Review is on the right. *(A) see next page
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The window name appears in the blue title bar at the top; this is the Urgent Care Plan document (B) and
the client’s name and MR# are present (C). If you click on Client Alert, the window name will change to
that document. You can switch between documents within a client window.

Please Note: The client’s name, MR#, date of birth and sex are also present in the line just below the
toolbar (D) and, the client’s name should appear orange or active in the “My Session” frame.

When you open a client window be sure to use the ‘rule of 3’ checks so that you are viewing
information on the correct client. (Client name is orange/active in “My Session”; it matches with client
name in blue title bar and client name in the line just below the toolbar!)

Tabs:

A document may be divided into Tabs. A Tab divides a window into smaller pieces (e.g. a tab is similar to
a tab that would be present within a section of a paper record). If there is more than one Tab, you must
complete information for each Tab. You can switch between Tabs. The active Tab that you are working in
will always be orange. The screen shot shows only 1 Tab. (E) Disregard “flags” that you may notice on

a tab or next to a field. This is a visual indicator to a clinician that there is an incomplete or missing entry.

Pages:

A Tab may contain more than one Page. If all fields within a tab cannot fit into a single screen, Avatar
divides the tab into multiple Pages. If there is more than one Page within a tab, you must complete
information for each Page. The active Page you are working in will always be orange. The screen shot
below shows there are 2 Pages. (F)

F Pages C Client Name B Window Name

D = AVPMLIVE (LIVE) TEATONE,TEST "ZJ0930000)/URGENT CARE PLAN
Client Eile Edit Favoritge awatar PR Awvatar CWwS  Avabar MSO Help

Name X{T&} T B @) & S >k

TESRTONE.TEST (000930000) Date Of Birth: 05/08/1962,; Sex: Male

E Urgemnt Care Plan
- Tdentifying Information I __ Treatment Plan and Caution
v

Tab art Date
A Atus

F | Open o |
Pages i ! . o
Client Information Update Diagnosis if needed
Date of Birth Primary Diagnosis
05/081 962 T 2 = [ | [ Process search |
| 296.24 MAJOR DEPRESSIVE DISORDER, SINGLE ERPISOD... ™ |
Treatment Providers
TherapistiCasewarker Fsychiatrist
| [ Process Search | | [ Process Search |
® MamellD Mumber 2} Unigue Practitioner ID @ Rlamel/D Mumber 2 Unigue Practitioner ID
[[FRIEDMAN MICHELE (053396) - [ -]
% .
A These are open Documents within the =]

Client’s window |

| option | \/
Complete "/ \‘i

LIRGEMT CARE PLAM Client alerts || Chart Rewview |
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C. The OPTION TOOLBAR: The option toolbar appears at the top of all windows in Avatar.

1 2 3 Not Used 5 6

ﬁ Page 2 of 4 B Z‘:E w @] .' 52 ] ‘rr:;: ﬁ‘b

{E} 1. Back/Forward:
@ Click these icons to move back and forth between multiple pages in a tab.

I

Z,_E 2. Close

' Click this button to close a window.

e 3. Home

ﬁl Click this to return to the Avatar Homepage without closing the current window.
- 4. Submit

g o Click this to SAVE or FILE data in the current window; typically when you submit the

window closes.

5. Lock
‘@’ Click this to protect client data if you leave your computer for a short time. Your
password will be required to unlock Avatar but the Lock application returns you to
the exact state your computer was in before it was locked.
=1 8 6. Copy, Cut, Paste, Spell-Check:
. Click this to cut, copy, and paste text between fields in Avatar.

-
i
e
D. A IMPORTANT

Always look at the screen and the command you have selected to see what you are being asked to
do: save, file, apply, dismiss, add, ok, cancel?

e Usually a left click is to select and a right click is to do.

e Program - References to program mean the place/site where you are assigned to work or where you
want to obtain client information.

e Episode - References to episode mean the opening (admit) and closing (discharge) at a program. A
client may have many episodes of care. If an Episode Display Screen appears when you select a
document or report, you MUST be sure to select the correct open episode which will be the open
episode for the program you want to obtain client information. In an open episode, the discharge
date will indicate NONE; historical information is in episodes that are CLOSED.

e Pre-Display Screen: When you select documents or reports, sometimes a Pre-Display Screen will
appear that shows items that are in draft and need to be final. Sometimes a Pre-Display Screen will
show documents and their status, for example Client Alerts and/or the Urgent Care Plan.

Now you know the Avatar Menus, Tasks, Commands, and Toolbar Options that will help you navigate
through different Avatar screens and windows.
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@ You are now ready to view the Client’s Electronic Medical Record and locate the documents and
reports that have been entered into Avatar!

Section 5: The Client’s Medical Record: Avatar Reports

A. About Reports:
If you imagine a client’s paper chart that has sections for assessments, consents, treatment plans,
medications and progress notes, well Avatar REPORTS is how you can view completed documents.

You request a report through Avatar CWSlReports; slide your cursor horizontally and/or vertically to
select the report you need. Look to see what is required to submit the report you are requesting; some
reports require a certain date range, a specific program, episode selection or clinician ID. The Client’s
Dashboard Report and Chart Review include most of the clinical, fiscal and administrative client
information that Look-Up Users will need.

B. The Crystal Report Application:

Crystal Reports is a software application that gathers information already entered into Avatar and
presents it in a comprehensive, easy to view report format. You can select a report to view a section of
the chart or a specific document and can print the document or section from the Avatar report screen.
Sometimes there may not be any information when you run a report. For example, if a client is not on
any medication, the Avatar medication report would be blank same as in a paper record, there would be
blank medication sheets.

C. The Crystal Report Submit Icon:
:| You will click on this Submit icon when you are requesting any report. The Report Submit icon has a

squiggly line and will be present on many other reports that you may request. Once you click on the
Report Submit icon these report pop up messages may appear:

3 AVPMLIVE (SAMPLE) - AVPMLIVE (SAMPLE) - Download Report %]

EI Report dogs not exist for workstation, Download report from server?

Click, OK to this pop up message to download

the report. Then this following pop up message may appear to let you know the report is in process:

ANWPMLIVE (SAMPLE)

\/‘ Loading report file from servrer..

Please Wait. .
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D. Standard Report Toolbar:
Reports use a standard toolbar as shown below:

Print Text Size 1st Back #pages Next Last

Fact: Sheet.rpt

X & & 100 - 1 of1 dh

Preview Episode Histony l

You can print from the report screen, increase the screen size, view the total number of pages in the
report and the current page you are viewing and you can move forward and back pages.

When you run any report it may take some time to download as all the information is being gathered
from various places in the Avatar system. Be Patient!

1QualityManagement\QI-Avatar TrainingintroductiontoAvatarElectronicMedicalRecordLOOK-UP-ONLYJUNE2012 23



Section 6:

A. Understanding the Client Dashboard Report

The Client Dashboard Report

The Client Dashboard Report gives you a snapshot of your client’s critical clinical information in one
page. This report is designed to be viewed “live” in Avatar and has links to more information about
your client than is displayed on this page alone. This document explains the various sections of the
report and how to read the information presented. Below, there is an example of the report as it will
appear when you run it in Avatar. See D. Dashboard Report Locations next page

B. Screen Shot of the Dashboard Report

Yeview | View all Contacts | Allergy Info | Dther Assigned Stalf | Dx History | T History | Episode Hi | Progress Notes | IC1 Notes |

f‘i:‘.\ SAN MATEO COUNTY
“Syeaw CLIENT DASHBOARD

Client Demographic Information
TESTONE.TEST (930000) D.O.B. (5/8/1962)

BEHAVIORAL HEALTH AND RECOVERY SERVICES

Note:
*Iterns Displayed in RED need attention
*Itemns Displayed in GREEN are coming due

URGENT CARE PLAN ON FILE
Stant Date: 2/15/2012

Gender: Male SS #: 222-55-9989
Address: 1245 BYE STREET - INFOSCRIBER TEST
SAN MATEO, CA 94403
(h) B50-589-1172
(c) 650-258-3698
(w) 555-1258
Language TONGAN
Preferred Language: Unknown / Not Reported
Ethnicity: Unknown / Not Reported
Race: American Indian or Alaska Native,
Asian Indian, Black or African
American, Cambodian, Guamanian

Emergency Contact Info: (Contact Type: G=Guardian, E=Emergency, K=Nextof Kin) View all Contacts Authorization For Use of PHI

Age Today: 50

CCP Coordinator: MEALEY JEANNINE
Anniversary Date: 05101

Treatment Consent: B/2/2012

AKA 1:testjoe
AKA 2 : rodney mytest

Living Situation: Homeless, no identifiable
residence

CONCERNED ABOUT CLIENT HE FELL 3 DAY'S AGO thinkg
he s self medicating and is taking too much please observe
Caution: should not drive

Stan Date: 5/2/2012

The quick brown fox jumped over the lazy sleeping dog
Caution:

Guarantor Info
1) NOM-RECOVERABLE Pol#

Assessmnt Status

Hame Type Relationship / Contact Info: | Date Person / Organization . "

Bull Mama GE Mother (h) 650-550-1212 (w) 650-573-2563 (c) 415-647-1942 | 6/2/2012 hello there testing f_"[“_“'" f‘-“"';t-““
Bull PAPA G E K Father (h) 415-123-1234 (w) 650-445-2266 (c) 650-456-4567 5/23/2012 ingall bull el "E_,.,_,I_q-ﬂﬂ
Bull Lotta PCP (h) 416-565-1212 5/16/2012 Jeannine (T;.m;ﬂpt—éJ By:
ESEE.IFES -COUNTY PROBATION € Parole/Probation Officer  (w) 650-222-3333 (c) 650-333-2222 11/32011 TESTING123 LORRIE SHEETS
Testone Marla 6 K Daughter (h) 415-555-1212 (w) 408-555-1212 (c) 650-555-1212 | 8/322011 MICHELLE TREHAN

Order Date  Refills Diug / Dose/ Prescriber / Pll-‘lllll-‘lc!

Current Medications (informationis up to by 24 hours out-of-date Please check Infoscriber for up-to-date medicat

8/32011 ME
272011 ingall

profile) Allergy Info |CA/LOCUS School Based Mental Healtn Info:

Date: 33010

Date: 5/31/2012 &&=

622012 0 Valium ;- 10 mg, TAB, PO (1)ea BID Prescriber: Cabaj, Robert Pharmacy: Walgreens Drug Store 00063 Score: 7 E'“E‘B“I"a'e:':';':::"'
4672012 0 lithium ; - 300 mg, CAP, PO (1)ea BID Prescriber: Cabaj, Robert Pharmacy: Walgreens Drug Store 00063 0-6 Hours osolson S
1182012 0 Adderall XR ;- 10 mg, ERC, PO (1)ea BID Prescriber: Cabaj, Robert Pharmacy: Walareens Drug Store 00063 R

Current Open Episodes / Primary Dx / Tx Plan Status (as of 06/07/2012) Other Assigned Stafi ~ DxHistory TxHistory Episode Hx ProgressNotes ICINotes |

EP Admit Program Primary Clincian Psychiatrist Dx Last Service Tx Plan Status

3T 11A0201 410405 FAIR OAKS INTERFACE BULL INGALL 309.81 Was Due 5172012

36 10&201 410401 SOUTH COUNTY ADULT BULL INGALL SHEETS LORRIE 305.20 B/272012 Draft 418/2012 - §1/2013

3 3/ 007000 WESTWOOD MANOR FRIEDMAN MICHELE 79994 No Tx Plan Required

25 111152010 410301 CENTRAL COUNTY ADULT SHEETS LORRIE 3013 282012 |was Due 512012 |

C. Details of the 9 Main Sections and 7 Links (in blue) to More Information

1. Client Demographics - Includes information on the following: Client Name, Date of Birth, Age,
Address, Phone Numbers, Race, Ethnicity, Language & Preferred Language, Gender, Social Security
Number, CCP Coordinator, Anniversary Date, Living Situation, AKA Names, Treatment Consent Date
(Avatar Consents only at this time.)
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2. Urgent Care Plan - If a client has an Urgent Care Plan on file it will display in the upper right corner.
(This report will only pull the most recent, open Urgent Care Plan.)

3. Guarantor Information - Shows the current payer information on file.

4. Emergency Contact Information - Displays information that has been entered in the Client
Relationships form in Avatar. Individuals included have been flagged as one of the following:
Guardian (G), Emergency Contact (E), and/or Next of Kin (K). In addition, it lists individuals who are
designated as urgent contacts (e.g., Probation Officer, Primary Care Physician, etc...)

» View All Contacts - This link will display all collateral contacts entered into Client
Relationships. You can find Client Relationships at Avatar PM/Client Management/Client
Information.

5. Authorization For Use of PHI - This section displays the current status of the consent form
“Authorization for the Use of PHI.” Consents for the last 18 months will display and items that are
over a year old will display in RED to indicate that the consent has expired.

6. Assessment Status - Displays the current assessment status. If the client’s assessment is almost due
it will display in GREEN and assessments that are overdue or left in “Draft” will display in RED.
(NOTE: Documents left in draft are not considered complete, or part of the client record.)

7. Current Medications - Displays currently prescribed medications from Infoscriber. Information
includes the date prescribed, # of refills left, medication name, dosage, prescriber, and pharmacy
(pharmacy phone number will be added later). Prescriptions that have been discontinued will not
display in this section. (NOTE: Infoscriber information can be up to 24 hours old.)

» Allergy Info - This link will display all medication and non-medication allergies that have been
entered into Infoscriber.

8. School Based Mental Health Information - Displays current information regarding authorized School
Based Mental Health services (formerly 26.5 Info.)

9. Current Open Episodes/Primary Dx/Tx Plan Status - This section displays information about the
client’s open episodes. Information for each episode includes episode number, admit date, program
name, primary clinician, psychiatrist, primary diagnosis, last service date, and treatment plan status.

a. Treatment Plan Information - If the client’s Treatment Plan for an episode is almost due, it
will display in GREEN. Treatment Plans that are overdue or left in “Draft” will display in RED.
Last Service Date - Displays in RED if the last service occurred more than 90 days ago.

c. Additional links in this section:

i. Other Assigned Staff — Displays the names and roles of other staff who have this client
on their caseloads and each staff member’s program/team.
ii. Dx History - Displays the complete history of primary diagnoses by episode entered
into Avatar.
iii. Tx History - Will display 90 days of service information by episode.
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iv. Episode Hx - Displays client’s episode history since 7/1/2004. (Run time up to 1+ min.)
v. Progress Notes - Displays 6 months of progress notes. (Run time up to more than 1
min.)

D. Dashboard Report Locations Abstracts Section of Chart Review and Avatar CWS/Reports

— —

|fe RADplus Client - \ ‘ |

Tasks Favorites Avatar PM | Avatar CWS | Avatar MSL\

=% AVPMLIVE (LIVE) - TESTONE, TEST /500930000)/BHRS

Chart Review

Assessments ]

@ E Consents »
Progress Notes ]

TESTONE,TEST (0009

@ Chart Review / Treatment Flanning ¥
¢ b= Abstracts _W CLIENT DASHEOARD

@ Select Client
® My Appointments ¥
@ My To-Do List r Progress Note Reports »
@ My Applications
@ My Favoarites :
@ My Preferences Medical Reports 4
@ My Courses =
@ Logoff B
Treatment Plan Status Override

¢ PM

b ASSESSMENTS Adult (All)

b ASSESSMENTS Child f Youth (All)
b ASSESSMENTS F.1N. (All}

b AS [IS Pre to 3 Admission

2 ] &
= CLIENT DASHBOARD
D
b ICI
= Progress Motes

AssessmentReports b listing Servi

Final to Draft Override
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Section 7: Chart Review

A. How to Find the Chart Review Screen:

The blue title bar of the window below shows that this is the client’s Face Sheet report window. On the
bottom left section of the window is the Face Sheet and on the bottom right in light blue is Chart
Review. When you click on Chart Review it becomes dark blue and is active. Chart Review will always
appear at the bottom of any window you are working in. Any report or form that you open will bring

up the Chart Review screen. You can switch between screens.
Face Sheet Report window

2 AVPMTEST (SAMPLE) - APPLE ,ADAM (000000390)/Face Sheet N [=1]E3]
J Eile Edit Faworikes Awatar P Avatar CWsS Help
. =
- - B E = [ :
(= ol
| APPLEADAM (000000390} Client's Home Phone: G50-286-8466, Date OTBirth: 01,0151 984, Sex Male |
|| Face Sheet |
Select Client Select Episode Mumber
| [ Process search | | | |
éEpiSDdE # 1 Admit 07062008 Discharge: NOMNE FProgram: 410101 NORTH COURNTY ADLUILT |
o MamefAD Mumber ) STOTTAT SR AT ET
3 Facility Chart Mumber i oAlias
3 Unigue Client 1D ) Soundesx
3 Claim Mumber
[ #PPLE ADAM (zam -
|| option
Complete
= Chart Rewview

ace Sheet /Ehart Review

You can also Launch Chart Review as stand alone function without having to first open another option!
The Menu Path is CWS-» Reports-> Chart Review. You can also Right click on a client either in “My
Caseload” or “My Session” and select Chart for Chart Review.

From Chart Review, you can exit the screen by clicking on Dismiss.

My Caseload (7)

@ ISLA BARAS (000000007

RIGHT click on the client’s ® ED BERRY (00000000E)
. . A ERIC EERTHOLD (00000000
name in either My Caseload PSS | ERIC BERTHOLD {000000004)
. & MARTIN SUERRER.C (00000
or My SeSSIon . & JEHHY MARTIM (RO000000s, fvatar P

® KAREM SPITH (ofoononngy|  ©¥3kar CFMS

You can select Chart
Review from this Pop
— Up

s )
Avatar M5
Chart

v v v w

My Session

® Client
A ERIC BERTHPLD (000000004)
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B. Information in the Chart Review Screen:
Chart Review shows a quick view of the client’s entire chart. You can view episodes of treatment and
ONLY finalized documents within the episodes.

* Abstracts: These are reports that pull together information from multiple areas of the Avatar system.
A report from Abstracts will include all information and companion documents. (Assessment includes
MSE, Diagnosis, LOCUS, Substance Abuse Assessment if indicated- all will show for date selected.)

* Client Level Documents: These are forms connected only to a client, not any particular program or
episode, e.g. consents, LOCUS/CALOCUS, ICI’s, Substance Use Assessment.

* Episodic Level Documents: Episodes are displayed by episode number, admit and discharge dates, if
the episode is open then NONE will show for the discharge date. Episodic documents include treatment
plans, assessments, and diagnosis.

Chart Review Screen

Chart Review

TESTONE, TEST (000930000)

't Review
@ b Abstracts
I ASSESSMENTS Adult (All)
I ASSESSMENTS Child / Youth (Al
I ASSESSMENTS P.LN. (Al
|+ ASSESSMENTS Pre to 3 Admission
P Call Intake History
|+ Diagnosis
>
[+ Progress Motes
© Episode # 38 Admit; 12/15/2011 Discharge: NOME
© Episode # 37 Admit: 11/10/2011 Discharge: NONE
' : o -

Program: 417000 COASTSIDE ADULT
Program: 410405 FAIR OAKS INTERFACE

ABSTRACTS

Abstracts are reports that pull together
information from multiple areas of the
system. We have added new assessment
reports that will pull all of the assessments
on file for a client in reverse chronological
order. This will eliminate the need to
search through the episodes for the
assessments on file. These reports also
include all of the information in the
assessment and the companion
documents.
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Chart Review

TESTONE, TEST (000930000)
CLIENT LEVEL
@ Chart Review . .
o b Absiracts Clllent Level fgrms are not assouat-ed
¥ ToDolList with any particular program or episode;

they are connected only to the client.
These forms include consents, LOCUS
or CALOCUS, ICI’s, Substance Use
Assessment, and others.

I+ Care Coordinator
|+ CONSENTS Application for Services/Consent to Treatment
I+ CONSENTS Authorization for use or Disdosure of PHI

| Day Treatment Authorization Approval

I ICI Contacts Note

I Initial Contact Screening (ICI)

nce Use Assessment

I Episode # 38 Admit: 12/15/2011 Discharge: NONE ~ Program: 417000 COASTSIDE ADULT

| Episode # 37 Admit: 11/10/2011 Discharge: NONE  Program: 410405 FAIR OAKS INTERFACE

| Episode # 36 Admit: 10/06/2011 Discharge: NONE ~ Program: 410401 SOUTH COUNTY ADULT

= Frisnde # 35 Admit: (14/30/2011 Nisrharne: N5M0A/2011 Proaram: 4107205 PENTNSLI A HOSPTTAL TNPATTFNT

| Episode # 26 Admit: 11/15/2010 Discharge: 05/26/2011 Program: 411100 YOUTH SERVICES CENTER
¢ b Episad e:NONE  Program: 410301 CENTRAL COUNTY ADULT EPISODE LEVEL

ULT Admission Assessment

© ADULT Annual / Update Assessment

© ADULT Special Assessment

| BHRS Client Treatment and Recovery Plan

[ BHRS Diagnesis

© CHILD / YOUTH Admission Assessment

© CHILD / YOUTH Annual { Update Assessment

© CHILD / YOUTH Special Assessment

= Contractor Treatment Plan

| Diagnosis

© Managed Care Authorizations

© Medication Recondliation

© PRE TO 3 Admission Assessment

ogress Mote Viewer
| Trans i

|- Episode # 24 Admit: 11/15/2010 Discharge: NONE ~ Program: 410101 NORTH COUNTY ADULT

| Episode # 23 Admit: 10/07/2010 Discharge: NONE ~ Program: 410311 YOUTH TRANSITION SERVICES

Episode level documents include
Treatment Plans, Assessments, Diagnosis
and others

C. How to Open and View Chart Review Documents:
e A Green triangle by a document means there is more information.
e A small circle, means there is no information.
e C(linical documents now have “print ready” reports associated with them.

/\ You must go to Section 9 for instructions about the Avatar Clinical Document Viewer so you can
search for and view scanned documents.
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B

Client

Section 8: The Face Sheet Report
A Report Submit Icon

= AVPMTEST (SAMPLE) - APPLE ADAM {000000390)/Face Sheet (=13
. File Edit Fawarites &watar PM Asvabar CW'S Help
| " 1
- e B Scllll & = (2 :
Ee A
4| APPLE.ADAM (DDDO00390) Client's Home Phone: G50-286-8466; Date O Birth: 01/01/1984; Sex: Male y4
[ Face Sheet |
\SelectCIient Select Episode Mumhber
I h | | Process Search | | | |
Episode # 1 Admit: 07062009 Discharge: RONE Program: 410101 RORTH COURTY ADULT |
MamellD Mumber OCTaT o E Ty TIOTTTIET
Facility Chart Mumber 2 mlias
ZrYnigue Client 1D ) Soundex
2 Wlaim Mumber
|AF'F'LE,ADAM (3907 -
‘L Option |
Complete

"
L4

Chart Review |

A. PATH: Avatar CWS | Reports - Face Sheet, click

You can see that this report requires the Client Name (B) and Episode (C) to be entered. You will then go
to the Report Submit icon (A) in the toolbar and click.
B. Details of the Face Sheet Report: The Face Sheet Report opens to the Preview Screen tab.

preview Tab  This top portion includes demographic information, language, therapist, and diagnosis

r" Face_Sheet.rpt

< & & ooz - 4« 4 1 of 1+ > b 4 T Crystal=ge

e ]

N~

San Mateo County BHRS
FACE SHEET

Client/Ep isode: - 390 - 1 55 #: Pseudo 55 #: Sex: Iale DOB: 1/1/1984
Family Number:
Name: APPLE,ADANM Home Phone #: 650-286-3466 Language: English
AKA 1 :DOURLE A Work Phene #: Freferred Lanzuasze: Endish
AKA 2Z: Cell Phone #: Parent’s Languaze: Fndish
Age: 25 Years Education: Mo Entrsr
Address: 714 ORCHARD LANE CCFP Coordinator:

SANDMATEQ, CALIFORMLA, 24401

Admit Date: 7/8/2009 MOS: Admit GAF: Group 1: Group 2: Group ¥:
Provider: 410101 HORTH C OURTY Assigned Therapist: BECHER IJIATT
Diagnosis Effecitve Date: 10/7/2000 Docior:

Primary Dx: 100D - TEAUMATIC STEESS DISORDER.

Secondary Dx:

Conservatorship /Court Status: MNo Entry
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The bottom portion of the Face Sheet Report includes the name of the coordinator, 26.5 eligibility,
guarantor information, emergency contacts, and client relationships.

Motice of PP Temporarily Unavailable Cuarantor Name: Hank: Poliy #:

Comsent s Tx: Temporarily Hhavailable HOM-RECOVERABLE 1

Indifal A ssessmend: 04152011

CCP Coordinaor: MEALEY JEAHNHNINE

CCP Imtake Date: 1071572010

Anniversary Date: 03700

26.5: Yoz 26.5 Eligibility Date: | Li372010 et IEF Drme: 11972011
School District: BRISBEANE ELEMENTARY Closed Date: 6/26/2012
Contact nfo: Mext Emers
Hame Relationship: Cuardiam of Kin Conact
LORRIE SHEETS - COUNTY Parole/Fmbation Offcer  (w) 650-221-35333 (c) 650-333-2222 Ho Ha Yes
FROBATION

Hama Buall IMother (h) 650-550-1212 (w) 650-573-2563 (o) 415-647-1042 Yo Yes
FAFPA Bul Father (h) 415-123-1234 (w) 650-445-2266 () 650-456-4567 Yoo Yes Yes
Marla Testone Daughier (k) 415-555-1212 (w) 408-535-1212 (c) G50-555-1212 Yes Yes Mo

C. Episode Data Drill Down Reports:

/\\. MOST IMPORTANT for Look-Up Users is the Episode Data Drill Down at the very bottom of the
Face Sheet. Data Drill Down categories are highlighted in blue and when you click on a link a report is
generated which will open a new tab on the face sheet screen, next to the Preview tab.

Episode Data Drill Down
Epizode History Diasnosziz History Treatment Higtory Client Pelationsips

Demograplic History  Pevcluatnst History  Progress Notes (Last 6 Months) Medication Historv

Details of the Episode Data Drill Down:

e Episode History: Shows all episodes, open and closed, better to view from CHART REVIEW,
Section 7, pages 28-29 or Section 9, page 33.

e Demographic History: Shows past and current demographic status.

e Diagnosis History: Shows entry date, which person entered, diagnosis, principal diagnosis and
diagnosing practitioner.

e Psychiatrist History: Shows date assigned, practitioner type, practitioner name, date entered
and who entered.

e Treatment History: Shows service date, service type/code, practitioner, practitioner ID,
duration, location.

e Progress Notes: (Last 6 Months): Shows progress notes for past 6 months across episodes.

e Client Relationships: Shows contacts, next of kin, if releases are on file.

e Medication History: Shows order date, drug and dose, prescriber, pharmacy, refills, when Rx
ends, instructions; may be out of date by 24 hrs, better to check Info-Scriber Report.
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¥ & & - 1 of i &4

Preview Episode Histony

D. View Reports from Episode Data Drill Down:
To view a report, click on a link, the report will pgbcess and then open, you will also notice a new tab
opens next to the Preview tab. The Episode History link was selected and here is the tab.

he Preview tab will bring you back to the full view of the Face Sheet where you can close the report
or select another drill down link.

E. Z™\.IMPORTANT: Use ONLY the Preview tab to access other Data Drill Down reports. If the @ is
used, you will be kicked out and will need to re-order the Face Sheet Report! GO TO PREVIEW TAB!

You can print information from the Episode Data Drill Down screens but NEVER consider the information
to be appropriate for a legal release of information.

For legal releases you MUST select and print documents from the specific Avatar report menu.
(Progress Note Report, Assessment Report, etc)

F. Closing the Face Sheet Report:

When you are ready to close the Preview screen of Face Sheet Report, you can close Crystal Reports
with the @

When you close the Crystal Report window, the following message appears.

2 AVPMLIVE (SAMPLE) - Option Return

|z| Processing report has completed, Do you wish to return to option?

Yes M

Always click “Yes”

Click the Close button in the upper-right corner of the Face Sheet window to exit the report @
Then you will be at the screen where you first requested the Face Sheet report and you can close this window if

you click the Close icon.
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Section 9: Scanned Documents

A. Viewing Scanned Documents
Avatar allows any authorized user to search for, view and print scanned documents.

B. Understanding the Clinical Document Viewer Window
e Path: Avatar CWS — Document Management — Clinical Document Viewer

® Access: Any BHRS staff member can access Clinical Document Viewer. However, some documents,
such as HIV status, are restricted to certain staff only.

Clinical Document Viewer has 2 tabs; Tab 1 Search: You will Select the Search Criteria

VPMTEST (SAMPLE) - Clinical Document Viewer ](=(E3]
il Edit  Favorites  Awaktar PR Awakar CW'S Help

I Document Viewer

Search'| Results |

e

Select Search Criteria
Select Type: Client - Prograr: an 20 Medical Center
— | [ san Mateo Medical Cent
[ Test program
- ) L Inp. Child Psych.
Select &l or Individual Client: Al @ Individual |
—l P | R R
—p | | Seleck Clisnt: APPLE| | - | Episode: | all v E
APPLEADAM (390)
APPLE,PEAR. B {255)

Lser:
— | [~
Document Status: [Z1 Final Document Source: [T pOs Scan / Import
[ Void [_] Batch Scanning Module
[_] weh Service API
7] Document Routing
Document Origination Date Skart E End E
Form Selection Form Restrictions Include Exclude
(@ Entire Chart D Mak Print O )
) Legal Medical Record Do Mot Release ] (O]
v 4 ) By Categories ! Forms Archived Dacuments O 1
/ | Process | | Cloyg |
F N\
I_ [ 3] Docurnert Wiewer \
Complete
e Search Tab: (A) G

. Select Type of Search: Select Client for documents related to this client or Staff for documents
scanned by specific staff. (B) Then Select All (scanned by all staff) or Individual Client (C).
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Select Client: Enter a few letters of the client’s name, if more than one name appears click to
make it populate the select client field (D).

Episode: Select a specific episode or to see all documents for this client, select ALL (E).

Form Selection: You can search for a document by Entire chart, legal Medical Record or by
Categories/Forms (F).

« Click Process (G).

® Results Tab: (A)

Lock icon (B): Document is restricted and not available to view or print.

Document Viewer Tab (C): Bottom left - brings you back to the search screen; you can perform

another search or click the close icon to exit and return to the Avatar homepage.

View button (D): You can view the scanned document on your screen

« Print (E): You can print a paper copy of the scanned document; some restricted documents can
be viewed but not printed.

Screen Shot of Clinical Document Viewer

AE=E

T_ Search Results
¢ Client
o [ GHOST,CASPER GHOST,CASPER Nor\eplsodlc May 4, 2009 Letters, Emails to /.., [RAND MIYASH.,
¢ [ Form Categaries
¢ 7 Correspondence
- GHOST,CASPER (50) - GHOST/CASPER | MNenepisadic May 4, 2009 Letters, Emails to/,..[RAND MIYASH..,
GHOST, CASPER (S0) - £
GHOST, CASPER (S0) - ¢

GHOST,CASPER | MNonepisodic pdf May 4, 2009 Letters, Emails to/,..[RAMD MIYASH..,
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Section 10: Urgent Care Bundle (Urgent Care Plan and Client Alerts)

As a Look-Up User you may have a need to create a client alert about a special problem or concern that
you have encountered.

You want other users to be aware of the situation when they open or view the client’s electronic medical
record.

A. Client Alerts:

Client Alerts are similar to Post It Notes that have been used on a paper chart. The Client Alert is a way
users can view important information or issues that need attention. The alert may be set by any Avatar
user; once created there will be a pop up window that contains the alert message, for example, “Client
enrolled in Total Wellness”.

The Client Alert pop up window will appear upon opening any document or report. A Client Alert can
display for certain periods of time, such as a week or months. Client Alerts do not end until they are
disabled.

Client Alerts may be simple and non clinical statements or requests, for example, “Client is GPO” or
“Update client demographics”. Other Client Alerts are clinical concerns that may be urgent and require
the development of an Urgent Care Plan (high priority).

It would be inappropriate for the Client Alert pop up window to contain the sensitive client information
regarding the specific clinical risk, concern and/or instructions as Avatar screens may be seen by a
client/guardian who is present when the clinician is working in Avatar. The Care Message or Care Alert
type of Client Alert will actually direct a user to the Urgent Care Plan to view this sensitive information.
The clinician may want other practitioners to know of the concern but not the client/guardian.

The Care Message or Care Alert is usually enabled by Clinicians.

1. Care Message: Includes a routine concern or information about the client that other clinicians should
be aware of, for example, “the client is refusing to take meds”. This message will not show in the Care
Message Alert pop up window. The Care Message pop up window includes this direction: “Please
Review Urgent Care Plan for Information”. The Urgent Care Plan describes the alert
information/concern and may include instructions regarding what needs to be done.

2. The Care Alert: Includes information about a more urgent concern or safety issue, for example,
“monitor client as danger to other”. The Care Alert pop up window includes this direction: “High
Priority- Please Review Urgent Care Plan in Chart Review” The clinician will view the Urgent Care Plan
as soon as possible and without the client/guardian viewing!
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3. Example of Client Alert Pop Up Window

—~ ~ Client Alert

YWaarning: HIGH PRIORITY-FPlease review the Lirgent Care Plan in Shart Rewviaws
<€—— Example of Care Alert
pop up Warning - Click
OK, then go to Chart
Review screen!

| O | | Cancel |

B. How to View the Urgent Care Plan: (as directed by the Care Alert or Care Message pop up
window)

« The Urgent Care Plan is located above the latest episode (A) in the Chart Review screen.

« The Urgent Care Plan is listed by date with the most current date at the top. Click on the green
arrow (B) to view and read the Urgent Care Plan.

=, AYPMLIVE (LIVE) - TESTOME, TEST (000930000)/Face Sheet

Chart Review

TESTONE, TEST (000930000)

® Chark Review
b Abstracts
b To Do Lisk
I AIMS (abnormal Involuntary Movement Scale)
I BHRS Client Relationships
© BHR.S Treatment and Recovery Plan
e CALOCUS
b Care Coordinatar

L Day Treatment Authorization Approwal ':‘:‘:'
b ICI Contacks Mote
I Initial Contack Screening (ICI)
B = LOCUS
I MEMTAL STATUS EXAM (Adult + PIN)

\ © Problem List

b Substance Use Assessment
¢ b URGENT CARE PLAMN

> 01/30f2012 MICHELE FRIEDMAM Open

> 01/30f2012 01/30/2012 MICHELE FRIEDMAN Closed
> 01j04f2012 01/04/2012 JEAMMINE MEALEY Closed
> 1z2/14j2011 01/04/2012 JEAMMINE MEALEY Closed
> 1z/07jz011 01/04/2012 JEAMMINE MEALEY Closed
> 06/15f2011 LORRIE SHEETS Open

> 04/12f2011 L¥MNDA FRATTAROLL Open

A — Episode # 38 admit: 12/15/2011 Discharge: NOME Program: 417000 COASTSIDE ADULT

I Episode # 37 Aadmit: 11/10/2011 Discharge: NOME Program: 410405 FAIR OAkKS INTERFACE

I Episode # 36 admit: 10/06/2011 Discharge: NOME Program: 410401 SOUTH COUMTY ADULT

I Episode # 35 Aadmit: 04/30/2011 Discharge: 05/06/2011 Program: 410205 PEMINSULA HOSPITAL INPATIENT

I Episode # 34 admit: 06/28/2011 Discharge: 07/01/2011 Program: 410205 PEMINSULA HOSPITAL INPATIENT

I Episode # 33 Aadmit: 06/13/2011 Discharge: 06/23/2011 Program: 410205 PEMINSULA HOSPITAL INPATIENT -

[ Refresh |

Face Sheet

1QualityManagement\QI-Avatar TrainingintroductiontoAvatarElectronicMedicalRecordLOOK-UP-ONLYJUNE2012 36



Example of an Urgent Care Plan

S AVPMLIVE (LIVE) - TESTONE, TEST (000930000)/BHRS Outpatient Progress Note
Report: 01 /31 /2012 MICHELE FRIEDMAN Open

Report Date: 01/31/2012 Page 1 of 1
SAN MATEOD COUNTY
EEHAVIORAL HEALTH & FECOVERY SERVICES
URGENT CARE FLAN Inquiry

Urgent Care Plan
Gtart Date: 0l/3Ll72012

Status: Open
Date of Birth: 0570871962

Primary Diagnosis: MAJOR DEPREZZIVE DIZORDER, 3INGLE EPIZ0ODE, ZEVERE WITH
PEYTCHOTIC FEATURES (296.24)

Therapist/Caseworker: FEIEDMAN MICHELE (053396)

Urgent Care Treatment Plan:
Client iz possible danger to others. He has been hostle, aggressive and
arquuentative with others. Becomes agitated and has threatened wague harm
to Others on one occasion

Caution:
client has not taken his meds for 1 week and i=s at risk.

1

((3WieW| @ search | @ PDF Config | & PDF Viewer |
Page: |1 i of 1 | 100%

EHR.5 Qutpatient Progress Maote ||
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C. Create a Client Alert and Urgent Care Plan

1. CLIENT ALERT

Select the client.

PATH: Avatar CWS - Other Chart Entry - Urgent Care Plan Bundle

The bundle will open to the document to create a Client Alert; if other alerts have been made,
there will be a Pre-Display Screen that shows the other Client Alerts that have been created.
The Client Alerts Pre-Display screen includes: the Description or Alert Type, the Custom
Message, the Date of Entry and if the Alert is Enabled/Active or Disabled/Closed.

At the bottom of this screen there are options for you to select:

o

o
o
o

ADD is to add a new Client Alert.

EDIT is to edit an alert that is active and/or to disable an active alert.
DELETE is to delete an Alert.

CANCEL will cancel this option and return you to the homepage.

Client Alert Pre-Display Screen

= AVPMCONY (LIVE) - APPLE ADAM (000930026)/Client Alerts

File Edit Favorites #Awatar PM Awatar CWS Avatar M30 Help
- . ¥
1071 LY W & A
| Pre-Display
Alert Type Description Custom Message Dake OF Entry Disabled
Client repeatedly asks for benzos, COM. .. |03/08/2010 Ves
client AWOL From Board and Care if pre... [03f03/2010 Mo
This is a kest Warning message. 03/058/2010 es
Add \ Edit Delete Cancel
ILM \ \ / /

Checking pre-display...

Select ADD; the Client Alert document will open
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How to Complete the Client Alert: Screen Shot Tab 1, Client Alerts,

The Client Alert document has 1 tab (A) and 1 page (B); Select the Type of Alert (C)

Assignment of Benefits Due Financial Interview Due Stop do not link to episode 1
Care Alert GPO Total Wellness
Care Message insurance Application UMDAP Financial Due
Client is Deceased Stop do not link this episode Update client demographics
Error (custom) Stop do not link to episode 1 or 2 Warning (custom)
o The Alert will fill in the custom message (D) box if custom is not a selection. Do NOT select custom error as

it will lock you out of all functions and you will need to call the help desk. If Warning is selected then there
must be an entry in the custom warning in the custom message box (red/required).

e Select Active or Active for a Date Range: If Active (E) is selected you will be unable to make an entry for
the start and end date. The warning remains active until a status changes.
o If Active for Date Range (F) is selected, the Start Date (G) and End Date (H) will automatically be entered
with today’s date. The End Date (H) can be changed manually for however long you set it.
o Disabled: (I) this is how you close an active alert that has no end date.
e Applicable Options: (J) allows you to set how the Alert will appear. Select All options.
e Episodes: (K) allows you to select which episodes will be impacted by the Alert.
e Submit: (L) you will know the Alert has been set once you reopen Avatar. The pop up will appear and
require you to click OK.
A B K
Z AVPMLIVE (LIVE) - TESTONF ,TEST (000930000)/Client Alerts =13
Eil= | Edit Favorites  Awatar B Avatar OW3S  Avatar M5O

- B K &N & 2

TEQIONE. TEST (000930000) Date Of Birth: 05/08/1962; Sex: Male

Client Alerts

Type Of Alert CARE ALERT

D _l,“}ustom Message

|HIGH PRIORITY-Flease review the Urgent Care Flan in Chart Review

E —\-.;'M—E/E Active for Date Range 0 ves Mo
F - tart Date End Date

g 513012012 E E :| 01/30/2012 = E :l

Applicable Options

Dizahled

[ AS (shnormal Invaluntary Moverment Scale) (dwatar CWWS)
[ AIMS Report (atar CWiSh

Al Options

[ Allergies and Hypersensitivities (fvatar CwWS)

[ Ambulatary Progress Motes (Avatar CWis)

[ ADULT Special Assessment Report (hwvatar CWS)

Episodeis)

[v] &Il Episodes

[C] Episode #1 Admit 12/03/2009 Discharge: 0BMT2010 Program: 410401 SOUTH COLUNTY ADULT
[C] Episode # 10 Admit: 05/13/2010 Discharge: 070 212010 Program: 994200 PATHWAYS 1G]

K _»D Epizode # 11 Admit: 05/14/2010 Discharge: 08/057201 0 Program: 41BHOO PATHWAYS

L Optian |

Complets

& Chart Rewview

1QualityManagement\QI-Avatar TrainingintroductiontoAvatarElectronicMedicalRecordLOOK-UP-ONLYJUNE2012 39



1. Example of a simple Client Alert that does not require an Urgent Care Plan:

Select Financial Interview Due from the description or alert type drop down options.

The Custom Message Box will fill in automatically with “Ask Client to Make Appointment for a
Financial Interview”.

Active for Date Range will fill in automatically.

Disabled Defaults to No; select “YES” to close an active Alert or an Alert that had no End Date.

The Start Date and End Date are filled in automatically with today’s date.

You can change the End Date manually for however long you want the Alert set for.
The fields Applicable Options and Episodes are pre-set to ALL.

There is no further action required except to SUBMIT the Alert.

Opening Option:

Progress Notes Report

~ AVPMCONY (LIVE) - Client Alert

Warning: Ask Client to make appointment for a financial Interview

* When any document or report in Avatar is opened, this alert will pop up. Click OK.
2. Example of a Care Alert that REQUIRES an Urgent Care Plan:

Select: Care Alert.
The Custom Message Box fills in automatically:
“HIGH PRIORITY- Please Review the Urgent Care Plan in Chart Review”.
Active automatically is filled in; Disabled Defaults to No.
Select “YES” to close an active Care Alert.
The fields Applicable Options and Episodes are pre-set to ALL.
SUBMIT.
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D. Urgent Care Plan

* Once the Care Alert has been submitted, the Urgent Care Plan screen will automatically pop up with

the Urgent Care Plan document or if there have been other Urgent Care Plans, an Urgent Care Plan
Pre-Display screen will appear.

= AVPMLIVE (LIVE) - TESTONE, TEST (000930000)/URGENT CARE PLAN (=13
File Edit Faworites Awatar P Awaktar CWS Avakar M5S0 Help
- v . S 7
1 0f1 o | L
[ |
Pre-Display
Start Date End Date Daka Entry By (Option) Stakus
01047012 01047012 JEAMMIME MEALEY Closed
12/14f2011 01/04/2012 JEAMMIME MESLEY Closed
12072011 01 042012 JEAMMIME MEALEY Clozed
D6/15/2011 LORRIE SHEETS Cpen
O4f1Z2fz011 L¥MDS FRATTAROLT pen
ﬁdd Edit Delete Cancel
IL Opticn | \
Chacking pra-display
BB| URGEMT CARE PLAN Client alerts

« The Urgent Care Plan Pre-Display screen displays Start Date, End Date, Data Entry By and
Status of the plan as Open or Closed

« At the bottom of the screen are options for you to select:

ADD is to add a NEW Urgent Care Plan.

EDIT is to edit an Active Urgent Care Plan or change the STATUS and CLOSE an Urgent
Care Plan.

DELETE is to delete an urgent care plan.
CANCEL is to cancel this option and return you to the homepage.

o Select ADD
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The URGENT CARE PLAN contains 1 Tab (A), 2 pages (B) (C). Screen Shot of Urgent Care Plan Page 1:

| Identifying Information - I Treatment Plan and Caution
D —p ot Date
owzoizoz | ] [ = =
Status
E _l'»Open -
Client Information Update Diagnosis if needed
Date of Birth Primary Diagnosis
F —f osioangez | [T] [¥] = [ | [ Process sear

A B C Clickto Page 2 Identifying Information

=, AVE MLIVE (LIVE) - TESTONE, TEST (000° 30000)/URGENT CARE PLAN (=1{E3]
File Edit Faworites Avafar PM Awvatar Cws/ svvakar MSO Help

B raefor [ ) m &;/L/ Q@) (: 6“

TESTQNE, TEST (000930p00) Date Of Birth: 0508 962; Sex: Male

Urgemt Care Plan

| 29624 MAIOR DEFPRESSIVE DISORDER, SINGLE ERISOD.. |

Treatment Providers

TherapistiCasewnrker P aychiatrist
- | Progess Search | | | Process Search |
Marne/D Nurmber _ Unigque Practitioner 1D @ MamedD Mumber  Unigque Practitioner 1D
|EDMAN,MICHELE (053206 | [ -
Region
| v/
Team | |

Client alerts || Chart Review

Page 1: (B) Identifying Information.

« Entry fields on the left side of the form are red/required fields.

. Start Date: (D) Date of Birth (F) and Primary Diagnosis () will automatically fill in.

« Select Status: (E) Status will default to Open; Select CLOSED to close an Urgent Care Plan that
has been open.

. Therapist/Caseworker: (G) A process search entry, enter letters of the last name or entire last
name of person in the white box, click process search, select the correct Therapist/Caseworker
so that the name populates the blue box.

« The right hand side of the Urgent Care Plan includes entry boxes that are optional.

« End Date: (H) You can enter a date or leave this blank.

. Diagnosis: (I) This fills in automatically, you can update the diagnosis if needed by entering
the code in the white primary diagnosis box, click process search, then select the correct
diagnosis so that it appears in the blue box. If you update the diagnosis, the next box,
psychiatrist, will become a red required field to enter who updated the diagnosis

« Psychiatrist: (J) Optional process search type entry, enter psychiatrist if diagnosis was updated
per above

« Region (K): You can select the region from the drop down.

1QualityManagement\QI-Avatar TrainingintroductiontoAvatarElectronicMedicalRecordLOOK-UP-ONLYJUNE2012



Screen Shot: Urgent Care Plan Page 2: Treatment Plan and Caution (A).
A E

= AYPMLIVE (LI¥E) - TESTONE,TEST (000930000)/URGENT CARE PLAN |:||§|r>__<|
File Edit Favorites Awatar PM Avaller CWS  Avatar MSO Help

&8 e o & &

| TESTONE,TEST (000930000) Date Cf Birth: 05/08/1962; Sex: Male |

[ Urgent Care Plan v
| Idertifying Informatian I Treatment Plan and Caution C

B —»{ Urgent care Treatment Plan

test iz refusing to take his medications because his favorite football team did not make it to
the superbowl.Plan is Lo encourage test Lo continue with meds to avoid decompensation and
hopsitalization

D—1

Caution

TEST Describes being upset with neighbors who don't like him to swmoke in the entrance way of his W
apartment and is upset about his team not going to the superbowl. Has becone aggressiwve and
threatening to 0the1:s|

L Cipfiot |

Complete

= Client Alerts || Chart Review

Page 2: Treatment Plan and Caution (A)
« Urgent Care Treatment Plan: (B) This is a free text box for a narrative description of the
concern.
. Text Editor: (C) This provides an expanded view of the text and spell check.
. Caution: (D) This is an optional free text box to include cautions.
« Submit: (E) Submits the Urgent Care Plan.
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Once the Urgent Care Plan and Alert have been completed and submitted, the warning pop up ALERT
will appear with any document or report that is opened. The pop up screen will warn users:
“HIGH PRIORITY - Please Review the Urgent Care Plan in Chart Review.”

~ ~ Client Mert :

Warning: HIGH PRIORITY-Please review the Urgent Care Plan in Char Review

0K Cancel

/

/7

Click ok to this message AND
BE SURE TO VIEW THE URGENT CARE PLAN THROUGH THE CHART REVIEW SCREEN!

3. How to VIEW the Urgent Care Plan

The Urgent Care Plan is viewed through the Chart Review screen. You must open any document or
report in order to get to the Chart Review window. Please see page 33

Z\. IMPORTANT: Close/Disable Urgent Care Plan
. Always remember to Close an Urgent Care Plan and/or Disable a Client Alert.
« Select Stop or Dismiss and that will get you out of that screen.

« To Deactivate or Disable Urgent Care Plan or Care Alert, SELECT the Urgent Care BUNDLE.

« Select EDIT: Change Status to CLOSE; enter today’s date.
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Section 11: Appendices

1. Select Client Screen

To add a client to the My Session Frame, you must use the Select Client command from either the Tasks Frame or
Task Bar or Picture Icon.

The screen shot below shows Select Client is highlighted in blue, in the upper left. The Select Client screen requires
an entry in the Client Name/ID# field. Enter the client name with last name first, followed by a comma (no space),
and then the first name. Use the following examples as a guide when entering client names:

LAST,FIRST

LAST,FIRST JR (type a space before the title)

LAST,FIRST Ml (type a space before the middle initial)

ID# - This number refers to the client’s Medical Record Number, also known as MR # or Client ID. If
you know the number, you can type it here

You can use hyphens for names such as MARIA LOPEZ-CANTERA. You can use an apostrophe for names such as
ANGELO D’MARCO.

Once the client name is entered, click on the blue Select Client ID Search, the client’s name will appear in the
Select Client box below. Sometimes more than one client pops up with the same last name and you will need to
narrow down your search.

The new Avatar 2010, Select Client Screen: This screen has a different look; client search results now
show in the bottom half of the screen; alternative look-up is still there. The Up and down arrows on the
keyboard can be used to scroll through names and the Enter key can be used to highlight a row.

Select Client

Clisnt MamneI0# Alkernate Lookup Here’s the Alternative
e [ ] R P Look Up Search
| select Client Name,/ ID# Search | Alternate Lookup Type

| Social Security Mumber (6) A/ | - |

| Process Alternate Lookup Search |

Client Szarch Resulks

Name _— Enter Key will

TSLA BARAG (00000D007) & .
ED BERRY (00000000E) highlight the row

ERIC BERTHOLD (000000004}
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You can narrow your search for a client by trying any of these alternative Iook-up methods:

Item

Description

Social Security Number

Search for client by social security number.

Facility Chart Number

This is the SMMH MR#. The latest entries are from December, 2009.
This list is not currently kept up to date.

Alias

Search for a client by alias. If possible aliases are entered in Avatar in
this format:

LASTNAME,ALIAS

Unique Client ID

BHRS does not use this item.

Soundex

Search for client with similar sounding names. For example, if you
enter Brown, Soundex would also locate clients named Browne.

Client Name Shortcut

If you are not sure how to spell a client’s name, you can use
shortcuts to display a list of clients to choose from. For example, you
can type S,J for all clients whose last names begin with S and first
names starts with J, or type SM to see all clients whose last name
begins with SM.

Select Client

Client Name

Shortcut STt Name/ID#
5.

Select Client NamelD# Search

Select Client

SMITH..JOHN (000000219) 1211211912  Male =
SMITH,JOHN (0000002 19) 12/1211912 Male
SMITH,JOHN (0000DD327)

SMITH,JOHN {000000338) Male
SMITH,JOHN (P63}
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2. Favorites

Task

Procedure

Add Commands to My Favorites

1. Choose Help—Search for Option from the Menu Frame. The
Option Search screen appears.

2. In the Enter Text to Find in Option Name field, type the text string
you are searching for.

3. Click the Search button.

4. Click the row in the results table for the command you want to add
to My Favorites.

5. Click the Add to Favorites button at the bottom of the screen. The
Add Favorite window appears.

6. Click OK.

7. Repeat steps 2-5 to add more commands to your favorites.

8. When you are finished adding commands to your favorites, click
the Dismiss button at the bottom of the Option Search screen.

Organizing My Favorites into Folders

1. Click the My Favorites link in the Tasks Frame on the left side of
the Avatar Homepage.

2. Right-click the Favorites folder icon and choose Add Folder from
the popup menu. The Input dialog box appears.

3. Type the name of the new folder and click OK.

4. Place the mouse pointer over the favorite you want to add to the
new folder.

5. Click and drag the favorite just below the new folder and then
release the mouse button.

6. Repeat step 5 for each favorite you want to place in the folder.
The folder has a small icon in front of it. Clicking that icon expands
and collapses the contents of the folder.

7. Click the Save button at the bottom of the My Favorites screen.
If you right-click a client name in the My Caseload Frame or

the My Session Frame, you will now see a Favorites command in the
popup menu, which you can use to access your favorites if you wish.

Commonly Used Favorites for Look-Up Users:

. Client Dashboard
. Chart Review

. Urgent Care Plan Bundle - includes Client Alerts
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3. Using Shortcuts

The following table displays several shortcuts you can use in navigating through Avatar windows.

Keyboard Shortcut

Action

[Ctrl]+[E] Exits window without submitting
[Ctr]+[S] Submits (saves) window

[Page Down] Moves one page forward on current tab
[Page Up] Moves one page back on current tab

[Ctrl]+[Page Down]

Moves one tab forward on current window

[Ctrl]+[Page Up]

Moves one tab back on current window

[F6] Move from tab to tab within a window

[Enter] Same as clicking OK or Yes

[F5] Clears the selected value from a dropdown field
Arrow Keys Arrow through dropdown menu to select command
[Tab] Move forward one field

[Shift]+[Tab] Move backward one field

[Spacebar] Selects radio button option if your cursor is on it.

Keyboard Shortcuts for Text Fields

Action

[Home]

Moves cursor to the beginning of text in a field

[End] Moves cursor to the end of text in a field
[Ctrl]4+[Home] Moves the cursor to the beginning of the next field
[Ctrl]+[End] Moves the cursor to the end of the field

[Ctrl]+[ = Moves cursor to the beginning of next word
[Ctrl]+[ = Moves cursor to the beginning of previous word

[Shift] with any arrow key

Selects (highlights) text one letter at a time

[CtrI]+[Shift] with arrow key

Selects (highlights) one word at a time

[Ctrl]+[C]

Copy selected (highlighted) text

[CtrI]+[X] Cut selected (highlighted) text

[CtrI]+[V] Paste selected (highlighted)text

[F7] Spell check

Field Proper Convention

Date Avatar always saves dates in MM/DD/YYYY format.
You can type shortcuts as follows:
020609 becomes 02/06/2009
112308 becomes 11/23/2008

Time Avatar always saves times in HH:MM AM/PM.

You can use military time as follows:
0123 becomes 01:23 AM
1345 becomes 1:45 PM

Phone Numbers

Must be typed in the following format:
650-555-1212
If you don’t type the dashes, Avatar adds them for you.
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Field

Proper Convention

Social Security Numbers

Must be typed in the following format:

555-12-4345

You must type the dashes for social security numbers. If
not, you will see a message prompting for the correct
format.

Address — Street

Do not use punctuation or special symbols, such as the
pound sign (#) in addresses.

123 MAIN ST APT 3

The following abbreviations are accepted: ST, AVE, BLVD,
WAY, CT.

Address — City

Type the full name of the city with no abbreviations.
SAN MATEO

Address — State

Always a 2 letter abbreviation (CA, OR, NV).

Address — Zip Always a 5 number code (94501).

Red field Field is required and must be completed before a window
can be submitted.

Black field Field is standard and should be completed if possible.

Grey field Field is not available. This can be because information is

populating from another screen or you must complete a
field or select a checkbox somewhere in the current
window before inputting.

1QualityManagement\QI-Avatar TrainingintroductiontoAvatarElectronicMedicalRecordLOOK-UP-ONLYJUNE2012

49



	A. Viewing Scanned Documents
	B. Understanding the Clinical Document Viewer Window

	 Urgent Care Plan Bundle - includes Client Alerts
	3. Using Shortcuts 

