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Additional Episode Information Tip Sheet 

This Tip Sheet may change as our trainings and systems are updated. Please visit our website 
https://dhs.saccounty.gov/BHS/Avatar/Pages/Avatar.aspx for the most updated version. If any 
additional help is needed you can contact us at Avatar@saccounty.net.  

 

The Additional Episode Information form can be used to enter a provider start date, enter 
LOCUS information, enter a service coordinator, and enter school information for youth clients. 
The steps to enter a Provider Start Date, Service Coordinator and School Information are shown 
below.  

Additional Information 

Mental Health providers will need to enter a Provider Start Date. This is typically the first face 
to face contact with the client, however refer to your contract monitor or a supervisor on what 
date is appropriate for your program. The Admission Date will be greyed out, this is the date 
the client was admitted into your program. 

 

Service Coordinator/Case Manager Tracking 

Note: All clients are required to have a service coordinator assigned to them during their time 
at your program. This form will not add a client to a clinician’s My Clients list. Admin staff can 
use the Attending Practitioner form to add a client to a clinician’s My Clients list.  

1. Open the “Additional Episode Information” form in Avatar 
2. Go to the “Service Coordinator/Case Manager Tracking” section of the form 
3. Use the multi-iteration table and “Add New Item” 
4. Enter the “Effective Date” of when the client was assigned to the Avatar user 
5. Enter the “Service Coordinator/Case Manager” which should be the Avatar user 
6. Click “Submit” to save and close the form 
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7. If the Avatar user should no longer have the client assigned go into the form and add an 
end date and a reason for change. Do not delete the record unless it was done in error. 
If you need to add a new service coordinator, click Add New Item and add a new service 
coordinator for that client.  

8. You can run the Detailed Outpatient Census NEW report to see which clients are missing 
service coordinators at your agency. 

 

9. Active Client Initial Assessments and Active Client Final Assessments reports will group your 
clients by the service coordinator so you can easily see the client’s assigned to you. 
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Note: If you are trying to add a client to a clinician’s My Client’s list you will use the form Attending 
Practitioner. Admin staff will have access to this form.  

 

School Information 

1. Open the “Additional Episode Information” form in Avatar 
2. Go to the “School Information” section of the form 
3. Use the multi-iteration table and “Add New Item” 
4. Enter the school the youth is attending. The search field includes Sacramento County 

schools. There is also an option for Non Sacramento County School and Not Enrolled.  
5. Enter the approximate Start Date the youth started at this school.  
6. Enter the End Date once the youth is no longer at that school. Do not delete the record 

unless it was done in error. 
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