Provider Service Request 2.0
Training Guide

Sacramento County Avatar Training and Support



Purpose of this Training Guide:

Users must attend Provider Service Request 2.0 Training before gaining access to the forms and
reports shown in this guide. This guide is designed to be an additional tool for Avatar NX users
who have attended Provider Service Request 2.0 Training. The Training Guide may change as
Avatar NX trainings are updated. If you have any additional questions please contact Avatar
Support at 916-876-5806 or Avatar@Saccounty.net.

What is a Service Request:

A Service Request is a request for authorization of services. Service requests can be done for a
variety of reasons such as an initial authorization, transfer programs, psych testing, and TBS
services. Service requests are sent to the Access Team for mental health services or System of
Care (SOC) for substance use services, both are county units that authorize services.

Service Request 2.0 Form:

e Not all fields in this form are marked “Red and Required” however you should fill in all
of the information that you have. Your service request may not be authorized if not
enough information is given.

e The first page must be completed for all service requests. The additional pages will be
filled out if the service request being entered corresponds with any of those request. If
so you will fill out the page that corresponds with your service request. For example if
you are requesting TBS services, make sure to fill out the TBS Requests page.

e Thereis no Draft or Final option for this form. Once the form has been submitted you
will not be able to come back and make edits. The Avatar team is also not able to unlock
the form for you. If any updates need to be added you will have to contact the Access
Team or SOC.


mailto:Avatar@Saccounty.net

Filling out the Form:

SERVICE REQUEST 2.0

Request Details
Psych Testing Requests
TBS Requests 1 Requested Level of Urgency *
Target Behaviors I}
Change in Level of Care Substanc — Mental Urge  Pria Rout
LOCUS o Use Health - t ity ine . Submitting Party Phone Subwmitting Party Same as

Substance Use Request Contact

Yes No

Submitting Entity Contact

1. Pages/Sections of the Form: The form will default you to the “Request Details”. This is
required for all requests. If you do a service request for any of the other options listed to
the left, make sure to fill out the corresponding page.

2. Services Widget: This widget is used as a tool to determine if your client is considered
new or existing. If there are services listed then the client is considered existing, even if
the services were not entered at your program. This is only needed for Initial Requests.
To hide the widget click on the arrow pointing toward the widget.

3. Submit/Discard/Add to Favorites: Click “Submit” to save, “Discard” to close without
saving, or “Add to Favorites” to add this form to your My Favorites list.

Request Type * 4 Requested Level of Urgenc 5 Submitting Party Name 8
Test Provider
] Substance Use Mental Health () Urgent () Priority () Routine
Submitting Party Phone Submitting Party Same as Request Contact
Requested Action * 6 916-555-8888 . 9
() Yes (® No
Initial Request - Existing Client x o~ -
Submitting Entity * 7 Contact 10
Service Provider X W Momma Tester
Contact Ph
Other Submitting Entity ontact Fhone
916-555-4444

4. Request Type: Indicate whether the request is for Substance Use or Mental Health. You
can enter a request for both.

5. Requested Level of Urgency: Click on the lightbulb next to the field to see a definition
for each urgency level.

6. Requested Action: The drop-down will show a list of all possible service requests.
Choose the service request that you are creating.

7. Submitting Entity: Will default to Service Provider, you will want to keep it as Service
Provider.

8. Submitting Party Name: Will be who is submitting the service request on behalf of that
client (service provider, school, CPS, etc).

9. Submitting Party Same as Request Contact: If “Yes” is chosen Access or SOC will contact
the submitting party. If “No” is chosen you are able to enter the contact information for
the person you want Access or SOC to contact (such as the client or caregiver).

10. Contact: If you chose “No” above, then enter the contact and the contacts information.



Primary Caregiver Primary Caregiver Language

Momma Test Spanish X v

Primary Caregiver Relationship 11
Other Relationship
(® Mother
() Father
(") Foster Parent/Resource Parent

() Adoptive Parent Communication Needs

() Grand Parent Interpreter needed E
() Legal Guardian
() Aunt
() Other
(") Uncle
CIN12
123456789H

11. Primary Caregiver: Enter your client’s caregiver’s name and information if applicable. If
the client does not have a caregiver, those fields can be left blank.
12. CIN: Enter the client’s CIN number (Medi-Cal ID) if available.

Associated Population CPS Involvement

Homeless Child in Parent's Custody
CPS Child Detained
Other County Medi-Cal Child a Dependent of Juvenile Court
AAP- Qut of County Medi-Cal Parents Maintain Educational Rights
AAP- Sacramento County Medi-Cal Educational Rights Limited
Probation No CPS Involvement
Parole Unknown
Older Adult
Regional Center
CNO

Current Diagnosis15 Current Medications (Right Click for Template)16

13. Associated Population: Select all that apply for your client.

14. CPS Involvement: If your client is under the age of 18 make sure to make a selection. If
the client is over the age of 18 this can be left blank. More than one selection can be
made.

15. Current Diagnosis: You can search for the diagnosis by typing in the diagnosis or the
diagnosis code. Hit Enter or click on the magnifying glass. Double click on the
appropriate diagnosis.

16. Current Medications (Right Click for Template): Anytime you see “Right Click for
Template” make sure to use the template in the system. Click on the top icon to the
right of the text box and choose Current Medication Template, under System



Templates. The template will populate in the text field, allowing you to fill in the
medication information under each header. To make the text box larger click on the pen
and notepad symbol under the template icon. (£

Additional medications can be added by clicking on the template button again.

Staff Verifying Continued Medical Necessity 17

Presenting Problems Risk Factors

All | Clear 19
Anti-Social Behavior 18 Current Homicidal Ideation
Anxiety Recent D/C from Psych Hospital
Appetite Problems Domestic Abuse
Chronic Pain Homelessness

Sexual Abuse

Cries Excessivel
Y Current Suicidal Ideation

Cruelty to Animals
Current Suicidal Ideation

17. Staff Verifying Continued Medical Necessity: Enter the last name or staff ID of the staff
who is verifying Continued Medical Necessity. The staff member will appear on the
drop-down, double click to choose them. This is used for re-authorizations.

18. Presenting Problems: Mark all that apply.

19. Risk factors: Mark all that apply.

Comments Regarding Presenting Problems and Risk Factors
(Right Click for Template)
=]
20 -—y\
Psychiatric History/Treatment History (Right Click for Template)
B
21 <

20. Comments Regarding Presenting Problems and Risk Factors: This section also has a
template. The template can be accessed by using the same steps as number 11. The
template will be named “Comments regarding risk factors”. Fill in all sections that apply.

21. Psychiatric History/Treatment History: This section also has a template. The template
can be accessed by using the same steps as number 11 and 15. The template will be
named “Psychiatric History”. Fill in all sections that apply.



The following are links to relevant clinical items in this episode completed with in the past year (90 days for Progress Notes)

Progress Note Link * 22 Core Assessment Link
Justin Miller - 07/20/2022 - Standard (93010 DUR:100) - NOT66310.001 x v
Client Plan Link LOCUS Link

Services Requested *

Explanation to Access or SOC of the services you are requesting.

23

22. Progress Note, Client Plan, Core Assessment, and LOCUS Link: You are able to link any
of the above to the service request. If there is none on file it will not populate on the
drop down. The only one that is required is a Progress Note. If there is no progress note
on file, there is an option to choose N/A.

23. Services Requested: This is a free text. Enter why you are requesting services for the
client.

Service Request Reports:

SR 2.0 by System Code: This will show you where Access or SOC is at in the process of
processing your service request. You can see if it has been assigned and/or dispositioned.

SR 2.0 Disposition by Program: Once a request has been dispositioned you can view what the
disposition was as well as Access and SOC'’s notes on that disposition. If you click on the
disposition hyperlink on the report it will bring up the details of that request.



Scanning:

There may be times Access or SOC may need you to scan items into the clients chart.

1. Select your client, if they are not currently on your recent client list you can search for
them in the “What can | help you find?” search bar.

2. Click the Document Capture icon on the Control Panel.

Stacey Callahan

®We|c0me‘ Stacey Callahan

Make Every Day Matter
My Clients
My Forms »
My Favorites ]
Recent Forms b
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3. A prompt will come up asking if you want to Scan, Import, or Cancel. Scan would only be
used if a hard scanner is hooked up to that computer. Import is used if the document
was scanned and saved to your computer. Choose the appropriate option.

3 Capture Mode

How would you like to capture documents?

D GETED GECEED

Another prompt will ask what episode you want to save the document in. The default is
Non-episodic, make sure to change this to your episode. If a document is scanned into

Non-episodic everyone will have access to that document. You will only see the
episodes within your system code.

?

4 Select Episode
Episode Number

Non-episodic v

1:(05/27/2022 - None) APCC-TWC-14th Ave




DOCUMENT PROPERTIES

LIVE .
5
Release of information

8 cusToM oao-‘-g‘nea

4. 12/15/2019 - None) Test Ca.

5. The Document Type will list the different folders or categories a document can be saved
into. You may not have access to all folders. For example if you work for an outpatient
mental health program you would not have access to folders specific to Access, MHTC,
or alcohol and drug programs. If you are unsure which category to scan the document
into you can reference QM’s Sacramento County Scanned Document Management
form. The form can be found on their website,
https://dhs.saccounty.net/BHS/Pages/Utilization-Review/GI-Provider-Resources-
Utilization-Review.aspx.

6. The Document Date will default to today’s date. This should be the origination date of
the document, not the date you’re importing the document.

7. Enter a detailed Document Description. If all documents are named the same you will
have difficulty locating your document in the future.

8. There are two methods you are able to use when scanning.

8a. Browse Forms

a. Click on the center Scan button OR click on the Capture button.



https://dhs.saccounty.net/BHS/Pages/Utilization-Review/GI-Provider-Resources-Utilization-Review.aspx
https://dhs.saccounty.net/BHS/Pages/Utilization-Review/GI-Provider-Resources-Utilization-Review.aspx

pture

Capture Reset

LIVE

Release of information !

CUSTOM PROPERTIES
01/13/2021

ROI-Mother

b. A box will populate. Click on the Browse button.

Select Files

Browse or drag and drop files here.

0 files selected.

cove D

You are able to browse through your folders to find the document you are scanning.
Once you’ve found the document double click to select.

C.
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d. Once your document has been selected it will bring you back to the Browse box. You
can see a file has been selected. Click on the Done button.

Select Files

Browse | or drag and drop files here.

< 1 files selected. )

Conc
|

e. You will be brought back to the original page. Here you are able to see a preview of
the document. If you are happy with the document you will click Save at the top to
save the document into the client’s chart. If you do not want to save the document
you can click the Delete button at the bottom of the screen.

Document Capture A T s

Capture | v H save Reset B

LIVE
Release of information -

CUSTOM PROPERTIES

ROLpdf RO I .0‘:13' 13;" 2021 i

Page 1

\ ]
\ W Delete o 1 [f1] =

8b. Drag and Drop

- | ROI-Mother

a. Click the Capture button OR Scan button.
b. Open your File Explorer in a separate window. Locate the item you want to scan
and drag it and drop into the Browse box.
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c. Continue with steps d&e above.

Viewing Scanned Documents

1. Click on the “Client Chart” console at the top of your Avatar NX screen.

"V'h myAvatar’ NX | myDay %!ienl Notes ClientClinical  Client Medical CAREQUALI | w

vk wnN

Information CLIENT DOCUMENTS

Access Only: Release of

Routed Scanned PM Farms CWS Forms

Information

Access Only: Unlinked

“lie n 45 Documer Document
Client Recornds Form Document b Episade
Acute Inpatient UR Name = Description & % o
ADS Assessment - =
Verification Form Asa |5t ALL = lviBan |+
ADS Referral/Auth
ADS Refferal/Auth Direct Scar

s Asgezsment fRE SR 04/05/2C

ADS Related Medical
Clearance Info

ADS Service Request
Advanced Behavioral
Directive

MNON NX

0271 i

Assessments
Benefit Acquisition
Child and Family Team Info

14 (Test
CaloMs

: Assessment kel- hospital dfc 1210720
Client Correspondence impart
Client Plans - Mot Avatar program-~IN
Generaled 14 (Test
Collateral Clinical 1630
o ) CaloMS
Documments Aszegament (est_B2420 08/24/2C ot

Continuity Of Care

Clear Filters

Final

Final

CONSOLE WIDGET VIEWER

Under the “Scanned” category, choose the category you scanned into.

In the “Client Documents” widget select the document you want to view.

The document will show on the “Console Widget Viewer”.

You can undock the Console Widget Viewer to see the document larger. If you do this
you will need to undock before selecting the item. If you’ve already selected, just click
on it again after undocking.

Bacramanto County DEHE
Eal BMS Adminnion Misaing Hasm

Print Current. Print All
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Voiding and Correcting Documents

ik wnN e

non-episodic.

Open the “Clinical Document Viewer” form
Select Type- Should be set to Client

Select All or Individual Client- Choose Individual
Select Client- Enter client Avatar ID or client’s name (last name, first name)

Episode- Choose the episode that the document was scanned into, you can also choose

6. The above fields are the only fields you will need to enter data into. Click on Process at

the bottom of the form.

CLINICAL DOCUMENT VIEWER

Search Results

TEST,LUKAS (788475565)

User:

Document Status:
Fina

Vioid

Form Sedection
@ Entire Chart
Lzgal Madical Record

By Categones / Forms

Document Origination Date Start:

Individua

Program:

Document Source:

End:

Form Restrictions
Do Not Print
Do Not Release

Archived Documents

Process Close

v
| 4
v
Batch Scanning Module -
Documeant Routing
POS Scan [ Import
Weh Service APT -

Indlude Exclude
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7. Alist of all documents scanned in that client’s chart under the episode you chose will
appear. Click on the document that needs to be corrected.

CLINICAL DOCUMENT VIEWER

Search | Results

¥ [ search Resuits
> [ et View Print  CientID Chent Name: Episode Linked Record Document Description Form Name User
» 7 Form Categories
788475565 TEST,LUKAS 17 Adult Mentsl Status Exam-Avatar MSE Aovztar MSE Sarsh Saldivar
TEST,LUKAS 17 Adult Mantal Status Exam-Avatar MSE 03/03/2022 Final Avatar MSE Sarsh Saidiar
TEST,LUKAS 17 ‘Adult Mental Status Exam-Avatar MSE 02/23/2022 Final Avatar MSE Sarsh Ssidivar
TEST,LUKAS 17 bbbt 02/02/2022 Final Clent Corresp...  Sarah Saidivar
TEST,LUKAS 17 ‘Core Assessment-Avatar Core Assessment Final Awatar Core A, Sarsh Saldvar
788475565 TEST.LUKAS 17 Mather’s Name - 2022 ROT Final Release of infor...  Sarah Saldivar
788475565 TEST,LUKAS 17 Progress Note Entry-Avatar Progress Note: Final Awatar Progres..,  Sarsh Saidivar
788475565 TEST,LUKAS 17 Prograss Note Entry-Avstsr Progress Note 03/30/2022 Fnsl Avstsr Progres... Sarsh Ssiduar
TEST,LUKAS 17 Brograss Note Entry-Avstar Brograss Nots 03/18/2022 Fnsl Avstar Progras... Ssrzh Ssiduar
TEST,LUKAS 17 Progress Note Entry-Avatar Progress Note 03/17/2022 Final Avatar Progres... Sarsh Saldivar
TEST,LUKAS 17 Progress Note Entry-Avatar Progress Note Final Avatar Progres... Sarsh Saidivar
788475565 17 ntry-Avatar Progress Note 03/03/2022 Final Avatar Progres...  Sarah Saidivar
788475555 17 Progress Note Entry-Avatar Progress Note Final Avatar Progres... Sarah Saldivar
788475565 TEST,LUKAS 17 Progress Note Entry-Avatar Progress Note: 02/10/2022 Final Awastar Progres,.,  Sarzh Saidivar
TEST,LUKAS 17 sest 03/10/2022 Fnsl (Cliant Corrasp... Sarsh Ssiduar
TEST,LUKAS 17 test 02/24/2022 Final Testng/Evalus.. Sarsh Saidivar

8. This will allow you to view the document to confirm you have the correct document. If the
document is correct, click on the Void button on the bottom of the form.

CLINICAL DOCUMENT VIEWER

Search | Results

¥ [ Search Resuits
¥ [0 Clent

w [ TEST,LUKAS B .

v [ Al Documents -

Aduit Health Ques

Aduit Health Ques

Adult Health Ques

Adult Mental State

Aduit Mental Statu

Aduit Mental Stat.
bbb Release of

P - ROI E: le.pdf -
Core Assessment. s Information

Mother's Name - 2
Progress Note Ent (Ro I)
Progress Note Ent
Progress Note Ent
Progress Note Ent
Progress Note Ent
Progress Note Ent
Progress Note Ent
Progress Note Ent
test
test
"o
=) Ll:; Test -ROL: A 2% - g + H m
» [ All Form Catsgories
» [0 All Forms Document List | [x] TEST,LUKAS (788475565) - Mother's Name - 2022 ROI
» [l Form Categories

ool
[

o
Av]

(= Print Void € Close All Documents
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9. You have the option to void the document or correct the document. To void the document you

will choose the Void option, to make corrections to the document click Void & Copy.

CLINICAL DOCUMENT VIEWER

Resuits

¥ [ Search Resuits
¥ [ Gient
¥ [ TEST,LUKAS
v [ All Documents
Aduit Health Ques
Aduit Health Ques
Aduit Health Ques
Aduit Mental Stat.
Aduit Mental Stat.
Aduit Mental Stat.
bbbb
Core Assassment: ROI Example.pdf
Mother's Name - 2
ss Note Ent

s Note Ent 7 -
1N 45% =
s Note Ent

Document Lst | [K] TEST,LUKAS (788475565,

Ungle Test - ROT:
» [T Al Form Categories
» [ Al Forms

®» [T Form Categories

Release of
Information

(ROI)

—— ¢ i ok T T &

) - Mother's Name - 2022 RO)

D ov27/202

Select Clent

EST,LUKAS (788475565) - Episode: IIN\ylother's Name - 2022 ROT

Void Veid & Copy

Date

Select Epsode

n Form Typs
-

Void Comments Changs Descrpton

Void ‘Cancel Void

10. If the document needs to be voided choose the Void option, enter your Void Reason, and

comments on why the document needs to be voided. Click on Void on the bottom of the form.
11. If the document needs to be corrected choose the Void & Copy option, enter your Void Reason,

and comments on why the document needs to be voided. You are able to make the below

corrections:

a. Move the document to another client’s chart by entering in the correct client under

Select Client.

b. Change the document date. Enter the correct date in the Date field.
c. Move the document to a different episode. Select the correct episode in the Select
Episode drop-down. This can also be used to move non-episodic documents to their

correct episode.

d. Form Type drop-down will allow you to move a document into a different folder.
12. Multiple corrections can be made at once. Click on the Void button on the bottom once

completed.

13. A document can only be voided or corrected once. If a document that has already been
corrected needs to be voided you will have to contact the Avatar Team.

13




14. To leave the form, click on the “Search” button on the top left of the form.

CLINICAL DOCUMENT VIEWER

[ &rint ] [ 2 Close A8 Documents ]

15. This will bring you back to the main screen. From there scroll down and click “Close”

CLUMNICAL DOCUMENT VIEWER

Client b
Chiont Al ® incrndual -
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