SACRAMENTO Avay

MH Progress Note Entry 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.

Progress Note Entry Form

The Progress Note Entry form has two pieces to it. The top portion of the form (steps 1-9),
contain the service information. This portion of the form will generate a billable or non-billable
service charge. The bottom portion of the form (steps 11-19) is the documentation portion. This
portion is where you will document your service activities. For information on the
documentation requirements please contact QMInformation@saccounty.net.
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PROGRESS NOTE ENTRY TS €IS
Individual Client Progress Notes v Progress Note - Billing Information

Progress Note - Billing

Information Select Client * Select Draft Note To Edit 3

Clinical Information TESTLUKAS (788475565) 1 © s % v

Add On

Group Information

Do Not Change Below D [select Episode * [ 10

Select % v
Progress Note For *
Date Of Service B B 4
- () Existing Service (O Existing Appointment
5 - () Independent Note () New Service

Incident Date

Note Addresses Which Existing Service/Appointment

Select x v

Service Charge Code

Number Of Clients In
Group

Practitioner Co-Practitioner
TRAINER NINE (015252) [ a ]

Practitioner Direct Service Time

Location

8 Practitioner Documentation Time

Service was Face to Face? *

Practitioner Travel Time O Yes O No 9

Practitioner Total Service Time

1. Open the Progress Note Entry form for the client you are working on. If you select your
client prior to opening the form your client’s name will populate. Your name will also
populate in the Practitioner field. Make sure not to enter anyone into the Co-
Practitioner field. If there was a co-practitioner they will have to do their own progress
note.

2. Select your Episode from the drop down.

3. If you have a note in Draft status you can find it in the Select Draft Note To Edit drop-
down. If you do not have any notes in Draft there will be nothing in the drop down. If
you are creating a new progress note you will not need to select anything from the
drop-down.

4. Progress Note For is where you select the type of progress note you are entering.

a. Existing Service- Used primarily for corrections. This is used if a service charge
has been entered and a progress note needs to be attached to the service.

b. Independent Note- Used primarily by Sacramento County MHTC. This note will
not create a billable or non-billable service.
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c. Existing Appointment- Used in conjunction with the Avatar Scheduling Calendar.
This option will allow you to link a progress note to an appointment. Choose the
appointment you want to link from the drop-down below.

d. New Service- Most of the time this will be the option chosen. This will generate a
new service charge, either billable or non-billable.

5. Enter the Date of the service. If Independent Note was chosen you will enter the
Incident Date.

6. Enter the service code. This is a search field, when the service code is entered you will
double click on the service below.

Service Charge Code *
individual therapy o
Results
Individual Therapy (97010)
Individual Therapy - In Community (97020)
Individual Therapy - Telephone (97030)
LOCKOUT - INDIVIDUAL THERAPY (LOCKOD6)
1

7. Select the Location of the service.

8. Enter the Direct Service Time, Documentation Time, and Travel Time. When you tab
through the sections it will calculate your Total Service Time at the bottom. Make sure
not to change the Total Service Time.

9. Indicate whether the service was Face to Face. This means the clinician was face to face
with the client, not with a family member or caregiver. This option would be marked Yes
if the clinician chose Telehealth as the location.

10. If a draft progress note needs to be deleted you are able to delete the note. Once the

note has been finalized you are no longer able to delete the note. There are two
representatives from each agency with the permissions to void progress notes. If a
finalized progress note needs to be voided you will need to contact that person at your
agency to void the note for you.
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w Clinical Information ‘

Select T.P. Version ‘Which Treatment Plan Problem Evie

Age-Specific Service Strategy
Assertive Community Treatment
__| Delivered in Partnership with Health Case
Deliverad in Partnership with Law Enforcement
Delivered in Partnership with Social Services
Deltvered in Partnership with Substance Abuse Services

Sebect TR lbem Mote Addresses

Clear TF. ftem Text

Ethinic- fic Service Stral
Spec egy
1 2 r Family Psychosducation
Family Support
Functional Family Therapy
Motes Field

liness Management and Recovery

Integrated Dual Diagnosés Treatment

Intagrated Sarvices for Mental Health and Aging
Integrated Services for Mental Health and Developements
Madication Managerment

1 3 Multisystemic Therapy

HNew Generation Medications

{Use: thve button to right of the text eld to select o template)

N

Peer and/or Family Delivered Services

Peychosducation
Supportive Education
Supportive Employment
Supportive Housing
Additional 55/EBP
alect ® v
16
1 5 Larguage in which service was provided * Was Interpreter Used?
X v
Yes O Mo
Referrals Completed-Linkages ¥ Dirafe/Final *
Al | Cleac
Altn Ragional Sarvican Dreaft Final 1 8
Benefits Acquisition
Child Welfare/CPS 1 7
] Commnity Support Groug @«
Conorete Needs (Food,clothing,showers)
Crisis Nursery

11. You are able to link the client’s client plan to the progress note. Click on the T.P. drop
down and choose the treatment plan type. Click on the Select T.P. Item Note Addresses
button, an outline of your most current treatment plan will populate. If there is no
outline, that is because there is no treatment plan for that episode. Click on the section
of the treatment plan that this progress note is addressing. Click Return at the bottom of
the page to get back to the progress note. If the wrong section is chosen you can click on
the Clear T.P. Item Text button.

PROGRESS NOTE ENTRY | FORM: TEST,LUKAS(788475565)

3 Client Plan - plan plan - Plan Date: 03/11/2022 (Plan Type: Client Treatment Plan Submitted: 03/29/2022 at 11:35 AM by 5arah Saldivar):
B2 Problems: Problem #2
- & Goals
[ Goal goal
B2 Objectives
[} objective again

k= Interventions

I intervention again

12. Choose your Note Type from the drop-down. If you require a co-signature, the note
types will say co-signature next to each note type. If there are no note types in the drop
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down, please have your supervisor contact QM Staff Registration to update your staff
registration paperwork.
13. The Notes Field is where you enter your documentation. There are templates available

for certain note types. To access the templates, click on the template icon = to the
right of text field, select System Templates, and click on the Template available.

Injection Note System Templates
Case Management - General User Defined Templates
MELH Psychiatric Follow up Widget Templates
CASE MANAGEMENT CASE CODRDIMA. ] T e
r g Integrated Services for Mental Heal]
CASE MANAGEMENT LINKAGE AND RE Integrated Services for Mental Heall
CLINICAL INTRODUCTORY NOTE Madication hManagemant
Multisystemic Theragy
R New Generalion Medications
CRIZIS INTERVENTION Peer and/or Family Delivered Servics)
Paychoeducation
Supportive Education
ICC-CFT INTENSIVE CARE COORDINATI Supportive Employment
Supportive Housing

ICC INTENSIVE CARE COORDINATION

INDIVIDUAL THERAFY

REHABILITATION
Additional S5/EBP

TARGETED CASE MANAGEMENT

SUPT TIME TRACKING
L

14. Check with your agency to find out which EBP’s you should be using. Each agency has
specific EBP’s that they use, make sure you are selecting something appropriate to your
agency. If no EBP’s were used check the box for Unknown. This field is required for state
reporting.

15. Choose the language the service was provided in and indicate whether there was an
interpreter used.

16. These EBP’s are Sacramento County specific, this does not get reported to the state and
therefore is not a required field. Your agency may however collect this data, make sure
to check with your agency to find out which EBP’s you should be using. Each agency has
specific EBP’s that they use, make sure you are selecting something appropriate to your
agency.

17. Mark any referrals (if applicable) you may have made to your client that pertain to this
progress note.

18. The Workflow Control is where you are able to save your work. Your work will not be
saved until you click the File Note button. You will have to save your work in either Draft
or Final Status. Draft status means you are still working on the note and will need to
come back to it. Final status means you have completed the note, if you require a co-
signer by choosing Final you are sending the note to your supervisor. If you do not
require a co-signer the note will be finalized and no longer editable.
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+ Add On

Add-On Service

Add-On Duration

Selected Add-On Services

19

Select Add-On Service Entry to Edit/Remove

Add-On Service Notes

A]

19. Certain service codes allow for add-on services. If the service code you are using allows
for an add-on these fields (or parts of these fields) will become enabled. Make sure you
are following documentation guidelines when using add-ons. For any questions on when
it is appropriate to use an add-on code please contact QMInformation@saccounty.net.

Progress Note Entry for Group Notes

1. Open Progress Note Entry form. The note will be filled out the same as above. A note will need
to be filled out for each person in the group.

2. When a service code for a group progress note is entered the Group field on the form will

become enabled. Enter how many people were in the group.

P -

Sedect Draft Note To Edit

T oot ddgomaion
Cl an (=3 =

Progress Note For *
Existing Service Existing Appolrment

Independent Note (@) Narw Service

Note Addresses Which Existing Service/Appaintment

3. When entering in Service Times use the following formula:
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a. Practitioner Direct Service Time- This will be the total time of the group session.
This will be the same amount for everyone in the group.

b. Practitioner Documentation Time- This will vary for each group member. Take
the total documentation time for the participant you are documenting and
multiply it by the total number of people in the group. You will need to do this
because in the background Avatar will divide out the total number of people in
the group to the documentation time. Each person’s documentation time may

be different.

c. Practitioner Total Travel Time- Enter in the time it took to and from the location
if there was any travel involved. This will be the same amount for everyone in

the group.

4. At the bottom of the Progress Note Entry form there is a section for group information.
Fill out any information that applies to your group, such as Group Type.

w Group Information

Group Type
All | Clear

] Anger Management

[] Arts and Crafts

] Bingo

[ Coping Skills

[] Culture/ethnic specific
["] Discharge Planning

] Employment/skill building
] Family Support Group

] Grief and Loss

[ Llaalbb fusllssns

Other Group Type
Group Grasp Group Participation
Select X v Select
Group Completed Group Focused
() Yes () No ) Yes

O No

SacPort Activity
All | Clear

[] In-vivo
Introduction to skill area
Qutcome Problem

1

|| Resource management

[] Role-play
[] Videotape question/answers

SacPort Skill
All | Clear

[ Answered ? related to the video segement
[[] Gave peers positive feedback

[] Id alternatives/advantages/disadvantages
[7] Identified at least one resource

[] Participated in rel task outside group

[ Understands modules/session goal(s)
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Accessing a Draft Progress Note

There are several ways to access a progress note that was filed as a draft. Below are three
different ways to access a progress note saved in draft.

My To Do’s Widget

The My To Do’s widget is located on your myDay view. It will list any items you either need to
review or have been left in draft status.

1. To access a note in draft, click on the Additional ToDos button.

MY TO DO'S [+

™ Additional ToDos
s
T —

2. A new window will open and display a list of your ToDos. Clicking on the form name will
take you back to the draft item.

TO DO'S Sarah Saldivar (saldivars17) (Chang=) | What needs my attention?

Additional ToDos

1

LUKAS TEST (788475568 (£
Progress Mote Entry

& Sarah Saldivar

B2 04/11/2022

Review To Do ltem

Progress Mote Entry 7
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3. Your ToDos can also be accessed through the My Activity section, selecting the ToDos

tab. Clicking on the form name will take you back to the draft item.

[- myAvatar”NX [ myDay | CAREQUALITY Client Clinical  Client Admin  Client Medical

Welcome, Sarah Saldivar
Make Every Day Matter

Q  What can | help you find?

Advanced Client Search

QUICK ACTIONS € MY TO DO'S Z MY CALENDAR (Exs]

v

Additional
ToDos 8
2
éam
PATID Name Episode NoteDate NoteType
788475664 TEST.DAHLIA & 2022-03-28 ECTFU -

SUPT Clinical

> today

April 28,

Client Financial

Time-Slot Duration: 30 minutes

Thursday

hd

month week | day | list

2022

a

Customize OFF

S

B = | & 0O
TO DOS [2]

LUKAS TEST (788475565) @ (&
Progress Note Entry
& Sarah Saldivar £ 04/14/2022

Review To Do ltem
Progress Note Entry —

LUKAS TEST (788475565) €@ (&
Client Plan
& Sarzh Saldivar 2% 04/14/2022

Review To Do ltem

Client’s Dashboard

Open the client’s dashboard and locate the Client Document widget on the left-hand side. Find
the note you need to edit, click on the row to highlight it and click the Open button on the

bottom of the widget.

CLIENT DOCUMENTS

ze

Progress Notes _

Routed Scanned PM Forms CWS Forms

Form Workflon
Note Episode Service  Program  Author

Description P Date 3 - Status

o Type 5 = Code + = s i

A | A (v HA | A |V A (vl AL (v | Adw

17

APCC- APCC-
Progress 5 ( Group Sarah

Discharge| TWC- 04/11/202 4 TWC- 4 Draft

Note Entry Session Saldivar

14th 14th Ave

Ave)

17

APCC- APCC-
Progress Group ( Group Sarah .

TWC- 03/30/202 TWC- % Final
Note Entry | Note Therapy Saldivar

14th = 14th Ave

Ave)

17

(APCC- hasesame APCC-
Progress - without Sarah )

Standard | TWC- 03/30/202 3 TWC- ! Final

Note Entry . medical Saldivar

14th 14th Ave

services
Ave)
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Blank Progress Note Entry Form

From the myDay view open the Progress Note Entry form. You can highlight your client prior to
open it specifically for that client or enter in the client’s information once the form has been
opened. Select the appropriate episode on the Episode drop-down. Click on the Select Draft
Note To Edit drop-down. Select the draft note you want to edit.

+ Progress Note - Billing Information

Select Client * Select Draft Note To Edit
TESTLUKAS (788475565) Q Select x v

Select Episode * Delete Draft Note

Episode # 17 Admit : 02/07/2022 Discharge : Nene Program : APCC-TWC*14
Progress Note For *

Date Of Service ~ ~
A () Existing Service (_) Existing Appointment
(O) Independent Note (C) New Service

4

Incident Date

Appending Progress Notes

Once a note has been finalized you cannot edit the note, however in certain circumstances you
can append a progress note. You cannot change the content of the original note, you can only
add additional information. In order to append a progress note it has to be within 45 days of
the note and you are only able to append a note if you do not require a co-signature for
progress notes. You can access Append Progress Note by opening the Append Progress Note

form.
APPEND PROGRESS NOTES m Add to Favorites
Append Progress Notes v

Online Documentatior
Note Type *
Select X v

List of Notes *

Select x v

Original and Appended Notes

=

10
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1. Locate the note you wish to append. You will locate the note by choosing the note type
and then find your note in the list of Notes drop-down. Click on the note that needs to
be appended.

MNote Type *

Standard X v

List of Notes *

Select x v

1 - Date of note (original): 02/10/2022 Time of note (last updated): 08:28
AM Written by: Sarah Saldivar

2 - Date of note (original): 02/25/2022 Time of note (last updated): 09:34
AM Written by: Sarah Saldivar

3 - Date of note (original): 03/03/2022 Time of note (last updated): 09:02
AM Written by: Sarah Saldivar

4 - Date of note (original): 03/03/2022 Time of note (last updated): 09:23
AM Written by: Sarah Saldivar

2. The original content of the note will populate below. This cannot be edited. Below the
original note there will be a section for you to add new comments. Add your comments
and click Submit to save.

APPEND PROGRESS NOTES Soc Y os |

Append Progress Notes

Online Documentation

Language in which service was provided: English
Was Interpreter Used?: No
Service Program: APCC-TWC-14th Ave (34CNPZ)
Selected Add-On Services:

Add On - Interactive Complexity (90785)

Duration:
Notes:

New Comments to Be Appended to the Original Note *

]

New commens here
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