How to set your preferences so Inquiries (My Office)
display upon signing in to SmartCare.

SmartCare search words are in bold throughout this guide.

Step 1 & 2

1. Search for the Preferences screen using the search icon.

2. Type Preferences. Select My Preferences (My Office).
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Step 3 -6

3. Go to Home Page field under General Settings.

4. Click drop down and select Inquiries.

5. Confirm your password.

6. Click Save and X to close. In the future, upon signing in to SmartCare, the Inquiries (My Office) screen will

display on your Staff Dashboard.
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Example of Inquiry: How do I document a request for services

received via the Access Line?
Step 7 & 8

7. Go to search and type in Inquiries and select Inquiries (My Office).
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8. Create a new inquiry by clicking the new button.
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Step 9 (a-c)
9. This will open the client search window. You may search to determine if the person is a current client.

a. To search for a client, enter their name and click “Broad Search.” You can also search by SSN by entering
their social security number and clicking “SSN Search.” You can do the same with date of birth (DOB),
phone number, etc.

b. If you find the person in the system, meaning they show in the Records Found section, click the radial

button to the left of their name, then click “Select” to bring their information into the Inquiry screen.
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c. Ifapersonisa new client, or you cannot find them in the system, click “Inquiry (New Client)”.
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Step 10 (a-c)

10. This brings you to the Inquiry Details screen. Complete the information about the caller, or “Inquirer”.

a. Ifthe client is calling for themselves, select “Self” under “Relation to Client.” This way, as you enter the
caller’s information, it will push this information automatically into the “Client Information” section.

b. Enter the client’s call back phone number.

c. Make sure to input the start date and time of the call. There are buttons for today “T” and “Now” to help

make this quick and easy.
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Step 11 (a-e)

11. Complete the information about the potential client.
a. Complete the First Name and Last Name fields. Middle Name is not required but can be added if given.

b. Complete the SSN and DOB fields. This is for the client’s social security number (SSN) and date of birth
(DOB), respectively. If the client refuses to share, or does not know, you can simply check the box “SSN

Unknown/Refused.” Once saved, this will fill in the SSN with “999999999”, which is SmartCare’s version of
“no SSN”.

c. Complete the Sex field.

d. Complete the Urgency Level, Inquiry type, and Contact type fields. The options for each field are listed in
the tables below. This includes a description of when to use each option.

e. You can enter additional phone numbers and address information. Click Save when done.
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Urgency Level | Description/Use Case Timelines
Emergent Use if the call is an emergency Addressed immediately
Not Urgent Use if the call is a routine request for services | Appointment within 10 business days
Urgent Use if the call is an urgent request Appointment within 72 hours
Inquiry Type Description/Use Case
Requests for services/screening | Use when the reason for the call is a request for new services
Crisis Use when the reason for the call is for crisis services
Information Use when the reason for the call is for information
Discharge/Transition Use when the reason for the call is for another provider to coordinate transition
Coordination of care toffrom your agency
Jail Diversion Use when the reason for the call is related to Jail Diversion programs
Consultation Use when the reason for the call is for an outside provider seeking a consultation
Other Use when the reason for the call is not addressed by any of the above ]
Contact Type Description/Use Case
Call Use when the inquiry was complete via telephone
Face to Face Use when the inquiry was completed via in-person, such as a

walk-in
Form Use when the inquiry was completed via form, such as a

referral that was sent to the county
Teleconference Use when the inquiry was complete via teleconference, such

as Zoom, FaceTime, Webex, or other video-audio
conferencing software

12. Select the “Link/Create Client” button. This will bring up the client search window.
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a. You must search by name by clicking on either “Broad Search” or “Narrow Search”.
b. You must also search by SSN and DOB by clicking on those respective buttons.

c. Ifnorecords are found based on the search you do, an alert will show at the top of the window.
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Create New Client Record

d. Any search results will show in the “Records Found” area. Review the Records Found to determine if
the person is already in the system as a client.
If the person is already a client in the system, select the button next to the appropriate record.
. Click “Select” to link the Inquiry to the selected client.
g. Ifthe person is not a client, meaning no records were found matching the client’s information, click
“Create New Client Record.”
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h. This will take you back to the Inquiry screen but now a client ID number will be added.
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Step 13 (a-g)
13. Click on the “Insurance” tab.

a. Select “Medi-Cal” from the “Payer” drop-down and enter the client’s Medi-Cal number (CIN) in the

“Insurance ID” field. Click “Verify” to verify the client’s Medi-Cal insurance.
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b. The Insurance Eligibility Verification screen opens. Click Submit Request.
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c. Click the Update Coverage button to automatically update the client’s Medi-Cal coverage.




Click the Response tab to view and/or print the response. Scroll down to view additional benefits and

client information. Click close to exit this screen.

Additional insurance information can be added in the Plan field in the Coverage Information section.
d. Select the plan from the drop-down and enter in Insured ID#.
e. Click Add.
f.  Click Save.
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Step 14 (a=c)
14. Click on the “Demographics” tab

a. We recommend completing the “Gender Identity” and “Pronoun” fields to ensure the person is not
misgendered as additional staff engage with the client.

b. Complete the “Primary/Preferred Language” field. If the client does not speak English or requires an
interpreter, make sure to check the appropriate checkbox.

c. Ifthe client has any transportation issues and will need transportation to and/or from appointments,
check the Transportation Service checkbox.

d. You may enter any additional information in any of the tabs (such as communication preference, day(s) of

the week availability/preferred, or location preference), but none are required.
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Step 15 (a-b)
15. Go back to the Initial tab.

a. Assign Inquiry to BH Specialist who will be handling the screening.

b. Click Save and X to close.
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Step 16 (a-f)

16. With the client open, go to search bar. Type in Client Programs and select Client Programs (Client).

(] TestCH, Client (1080) = X

Q |client Prog |
e Client Programs (Client) |

Summary
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a. Click new.

Client Programs (0)

All Programs v All Statuses A Other

Program Status Enrolled Discharged Assigned Staff Primary

Last DOS

v Apply Filter

Next DOS

Mo date to display

b. Inthe Program Name field, select “SLO MC Authorizations Adult/Youth”.
c. In Assigned Staff, select Managed Care Program Supervisor.
d. In Current Status field, select “Enrolled”.
e. Enterin Enrolled Date (same date as Inquiry).
f.  Click Save and X to close.
Program Assignment Details

Program Assignment

General

'F‘rugram Mame | SLO MC Authorizations Adult w | o [] Primary @ I Current Status Enrolled

Test, Allen

Fsigned Staff | Hanzen, Carrie Lynn - | ° Requested Date

[

IEnrolled Date 05/01/2023 A~ I
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Mext Schedule
Service

Step 17 (a-d) (BH Speclalist to complete)

9**¢ﬂx

17. Go to Inquiries (My Office) and search for pending Inquiries that have been assigned to you for screening.

a. To see pending Inquiries that have been assigned to you, go to the “assigned to all” field and select your

name from the drop down.
b. Go to the “all statuses field” and change to “In Progress”.
c. Click Apply Filter.
d. Click the Start Date/Time link to open the Inquiry.

Inquiries (1) e

Recorded By All a4 | Seaman, Kimberly A4 | All Dispositions W |In Prograsz b | All Inguiry Type

All Programs “ | All Locations W | All Urgency Level % | All Contact Type | All Priority Population
From 017011900 =7 To 12/31/999% =7 Last Mame First Name Phone
Client (Potential) Client Id Inguirer o Start DatefTime ¥ | Recorded By Assigned To Disposition
Test, Allen 1023 Test, Allen 5/1/2023 9:13 AM  |Seaman, Kimberly Seaman, Kimberly
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Step 18 (a-g) (BH Speclalist to complete)

Once the screening clinician has completed the screening tool and caller will be moving on for services, the

screening clinician will need to open the clinic intake program where they want to schedule the BH Assessment.

e MH- If an assessment appointment was offered and declined, and the caller will not be moving on for

services, launch the MH Non-Psychiatric SMHS Timeliness Record. Begin and end the MH Non-Psychiatric

SMHS Timeliness Record entry with this closure reason.

e MH- If an assessment appointment was offered and accepted, launch the MH Non-Psychiatric SMHS

Timeliness Record add the referral source, the date of First Contact to Request Services, and the First

Service Appointment Offered Date. If Urgent marked, you must include times with date. If the first

service offered is outside of ten-day window, the reason for delay must be entered; this is usually “No

Available Provider.” After these fields are completed, sign, and change Author to Clinic Health Information

Technician (HIT).

e SUD - If an assessment appointment was offered, launch the DMC-ODS Outpatient Timeliness Record.

Add the referral source, the date of First Contact to Request Services, and the First Service Appointment

Offered Date. After these fields are completed, sign, and change Author to Clinic Health Information

Technician (HIT).

With the client open, go to the search icon.
a. Search Client Programs.

b. Select Client Programs (Client).

Q ‘ % f & TestCH,Client (1080) + X

]
r

= :;’Q[Client Prog |

B e Client Programs (Client) [}

c. Click new.

Client Programs (1)

All Programs -~ All Statuses ~ Other ~ Apply Filter
Program Name Status Enrolled ¥ Discharged Assigned Staff Primary = Last DOS Next DOS
SL0O MC Authorizations .. Enrolled 05/01/2023 Hansen, Carrie ... No

d. In the Program Name field, select the appropriate Intake program.
e. In Current Status field, select “Requested”.
f. Enter Requested Date (date you are putting into intake program).

g. Click Save and X to close.
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Program Assignment Details Civd Dlm "I

General

Progrem Mame SCA Clinic Intake Adult -Grand w ] on'pw‘.{ I Current Status feguastad w I o
Test, Program
Assigned Staff w I Requested Date os/p1/2023 BT I o

Enrolled Date

Comment Discharged Date

Next Schedula
Service

How to Add Reoccurring Events to Staff Calendar (AA function)

Note: this needs to be done before available appointments are shown on the Appointment Search screen.

Search Staff Calendar and select Staff Calendar (My Office).
Select Single-Staff View and Staff.
Click and drag your mouse to the desired start date and time of the reoccurring appointment.

Select New Calendar Entry and click OK.

+
Staff Calendar o - - X9
il I Single-Staff View v" Maz, Generic + | | 15Minutes Intervals v Showing 1-1/1 Apply Filter
W Today @ Day | & Week & Month | (' Refresh < > Apr302023-Mayé
Maa, Generic
SUN MON TUE WED THU FRI SAT
4/30 5/1 5/2 5/3 5/4 5/5 5/6
1000 AM Smart Care ]
New Entry Type
|° New Calendar Entry |
() New Service Entry
1100 A (C) New Primary Care Entry
\ () New Resource Entry

In this window, you need to enter the subject and the location (office or telehealth.)
Confirm start and end times are correct.
Choose Intake as the appointment type and select Free for “show time as”.

Select recurrence.
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Enter the recurrence preferences. We recommend if specifying an end by date, to not go more than 6 months
into the future.

Once done, click OK.

Scheduler Event

(-]
v I

Add

Subject Intake
Location Office ~  |L3pecificLocation

Start Time | 6/05/2023 B o1:00PM End Time 6/05/2023 & 03:00PM All day Event [ ]

Appointment
Type

Intzke v Show Time As Free v

Description

M Recurrence [ e

() Daily Recurevery 1 week(s) on:

O weskly [ Sun Mon Tue
) Monthly L Wed Thu [ Fri [ sat

( : ! Yearly

Start 6/05/2023 () Noenddate

_) End after 1 OCCUITENCES

© endty  [12/05/2029 ]
BT T T

This is how it will be displayed on the Staff’s calendar.

EsC  xe
Sronra 1 oo |

L

Staff Calendar

8 single-Staff view ~  Mas, Gensric | 15 Minues Intervals -

W Todsy @B Day | o Wesk & Month | C' Refresh < > Apr302023-Mayé

Maa, Generic
SUN MON TUE WED THU FRI SAT
4/30 5/1 5/2 5/3 5/4 5/5 5/6

10:00 AM

11-00 AM

12:00 PM

Step 19 (A-i) (BH Specialist to complete
With the client record open:
a. Click the Search icon.
b. Type Appointment Search into the search bar.

c. Click to select Appointment Search (My Office).
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W s |
Training, Manual {1239)

intrment search

client’s availability. Then click Search.

Use the filters to limit the search to intake appointments and any other requests the client has, such as

Appointment Search frhdk ? x
Plan  Amy W Gervios Area | Afy ol Programe  Cutpatient MH Adult bt [
Location Ay v Staff g w  License  Any .I_'Iun“ iy w

arcaip
Sex  Any w Speciality Any “ Category Any v Allow Dverbocking Up to Appaintmentis}
Minutes S0 From  E:00AM & To S00PM & B Any Woakday 1] T W T F 3 5
u Onty show tima slots marked as Frea AppL, Typs  [naks e Siart Date 01092023 E or:
Ignore Ags Rangs Prafarence Saarch for Client Training, Manual 29
Siafl Namse Drate Time Duration Type Location Mams
al

This will bring up a list of available appointments. If the client declines the first offered appointment, click

on the X (Client Refuses Appointment) icon. This will be used for tracking timeliness.

Note: you only need to decline 1 appointment per day. In the below example, there are 3 available

appointments on 1/9/23 and 3 available appointments on 1/10/23. You would only need to decline one of

these appointments on each date, so you would only decline 2 total appointments, not all 6.

Appointment Search (26) whkd?x
Pan | Any w Sarviczbres  Any v Progrems | Outpatest MH Adul = B
Locafion Ay w SR Arey w  License  Ary ~ E‘E‘" Ay -

Sax Ay w  Spaciality Any % Catsgory  Ary %  Alow Overbocking Up 1o Appointmentiz)
Mipitas 90 From  S00AM & T 8w0PH & B owyweiey @ w BT Bw BT B-F 5 s

B Onily srae tima slots markad as Frao Appt, Ty Trinkes

Igrars Age Fangs Draference S Ao Climet Trak

em"""

Dhasta Thimea

[ Stenban, Kivigy 010972023 00 AM
B X  Cunican foben /0972023 B00 &M
B X Clnidan Robed /092023 1:00 PM
B K S Kndsy L2023 B0 A
Wl X cinidan, Aobert 01/10:2023 00 AM

£e

g, M

Srlam 01423 B [N

wal &a
& Duratien Ty Location Namw
1z0 mins Irvake
1300 #iid Faks
120 mim riaks
1 ming ik
150 mins rake

f. Clicking on the X (Client Refuses Appointment) icon will bring up a pop-up window. Enter the Refusal

Reason and then click “OK”.
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g.

Refusal Reason en

Refusal Reason

Specify if Other

For the appointment that the client chooses, click on the “Schedule Appointment” icon.

Appointment Search (26} ThE?x
Flan Ay v ServiorArma Any v Programs  Qutpstient MH Adult w =
Location  Ary W Siaf Any b License  Any » r':::;” Ay e
Sax | Any ~  SpeciaBty  Any w  Calegory Any v Allow Cverbooking Up to Appointmentis)
Minules 50 Fram  8:00 AWM & To B0IFM & B A vinekdey mnEBTEBwBT F 5 5

B Only show time slots marked as Fres Apot. Typa  Inmike v SwrtDare 0y2472023 B~ w
B 1gnors Age Rangs Praferance Saarchtor Cliant. Training, Masms Q. Unable 1o Offee 8 Tensty Aool
Stal Name Diate/Time & Dueation Tipe Locatian Name
Bl X stephas. Kheisty D4/09/2023 B:00 AM 120 mina Intaie
@ X cloican, Rober [4/09/2023 B:00 AM 120 v Intaen
B X  ciinican Rober 0A/09/2023 1:00 M 180 mir Intaos
g X Stephan, Khdaty 01/10/2023 B:00 AM 120 mins Inta
o F Ciinician. Fobert 1 200 8:00 AM 150 ming Intaie
d ¥  Conician Rober 0710/2023 1:00 PM 160 mirm Intake
Bl X stephan. khdsty 04/11/2023 B:00 AM 120 rirs Intaics
% x Ciiniclan. Robert 09/11/2023 B:00 AM 150 i Intak
dll x Stephan, Kheisty 04712/2023 B:00 AM 130 ming Intai
B X Concian Raper 04,712/2023 B:00 AM 180 mina Intaks
Ml X swehen ke (L/13/2028 200 AM 120 mims Intaies
@ X conician, Robert [1/13/2023 8:00 AM 150 rries Intgis
_H| x stephan. Kheiste 04/16/2023 B;00 AM 130 ming Tntaks
=] x Clinician, Eabert 04/716/2023 B:00 AM 150 mins Intab
Bl X Swephes, Kidisy 04/17/2023 B:00 AM 120 mina Intai
@ X Cnican Rober 04/17/2023 B:00 AM 150 mira Itk 0 2

h. This takes you to the Service Detail screen. Confirm/edit the appointment information. You can also
note if the person needs transportation or interpretation services.

i. Once complete, click Save and X to close. The appointment is now scheduled.
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Service Detail
Sarvice Datall  Biling Diagmosis 2o 0ocaions) Disposition
Service L
m Training, Manus.., Status Schaduled v IE*.-m Date 017162023 BT Progran Cuspationt MH Sdult
T 0
[H'MMUE Pieriial Health Mm-lh-.rmcn-hniv]_ Sqart Time  10c30AM Total Duration =
Priles
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Locazion Oifics W MEM|I'rE - Fhlil’hl‘lﬂ -
ﬂcllanr = Othar Parsenis) Presant Cancal Rsason w
progent
E Chargs 523490 Balarcs Fiate 10 a5
Billabls Dz Mt Comnplata
Moda Of Dalhwery  Face-to-tacs R I
Travel Teme Minutes Mot m . u
Fsee 1o Face Tme Minutes
Dosamantation Tima Minutes
Dwvarride Changs Amount Dumrrickdan By
Evidanca Based Fractices - Ovarrida Errors Crmrriddan By
l'[.rarspcrrmim Sarvets “Ha. - Insarprater Services Needad ]

Step 20 (aJ) (BH SPECIALIST TO COMPLETE)

You will now need to go back to the intake program and add staff that will be performing the assessment.

a. Search Client Programs.

b. Select Client Programs (Client).

®  TestCH, Client (1080) 4+ X

)oe Client Programs (Client) Il

c. Find the intake program and click on the Requested link.

Client Programs (2)

All Programs w All Sratuses w Cthar w Apply Filler

Program Name Status Enrolied ¥ Discharged Assigned Staff Primary  Last DOS Mext DOS
SL0 MC Authorizations .. Enrclied 06/01/2023 Hansen, Carrie .. Yes 06/08/2023 11:00 AM

SCA Clinic Intake Adult o No 06/16/2023 11:00 AM

d. Enter assigned staff.

e. Click Save and X to close.
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Program Assignment Details it DI x

Program Assignment °

General
Prograrm Name | Primary Current Status Seguested v
Test, Inquiry
I Assigned Staff [ Visissmen, Jenmiter Daum ~| I o Requested Date  06/02/2023 B~
Enrolied Date
Comment Discharged Date

NextSchedule 41962023 11:00 AM
Sarvice

f. Next find the SLO MC Authorizations Adult/Youth program assignment and click on Enrolled link.

Client Programs (2)

All Programs w All Statuses LS Other W Apply Filter

Program Mame Status Enrolled W Discharged Assigned Staff Primary  Last DOS Next DOS
SLO MC Authorizations ... Enrolled 06/01/2023 ° Hansen, Carrie ... Yes
A ake A o = Weissman, Jen... No 06/16/2023 11:00 AM

g. Change status from enrolled to discharged.
h. Enter discharge reason.
i. Enter discharge date.

j. Click Save and X to close.

Program Assignment Details vien |95‘“‘* [ %]
rwiniiament. | o

-

General

Program Name & Primary @ Current Status Cuacharged v
m Test, Inquiry Dischargs Repson  ASminatrasios SHcharge v
Asgigned Stafl  Harsen, Carria Lynn R Requastad Date

Enrolied Date n&/12023 BT
Comment o I'I:llschu.rgaﬂ Date =
e guld

Service:

Step 21 (a-e) (BH SPECIALIST TO COMPLETE)

(If caller will be referred to CenCal, notate in the Disposition comments, remove your name from the Inquiry and

assign Inquiry to MC HIT to process and end/complete the Inquiry.)
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21. Go to search and type in Inquiries and select Inquiries (My Office).

T s e e = o e

a * 2 Test, Inquiry (1079) 4+ X

Q [inou |

L e Enquiries (My Office) ]

Locate and open the Inquiry. Enter any clinical information, enter in the disposition, then end and complete the
Inquiry.
a. Select the program where the appointment will take place.
b. Select location of appointment
c. Enter disposition.
d. Select T for today which enters the end date. Select Now, which enters the end time. Change status from
In Progress to Complete.

e. Click Save and X to Close.

&2 XxTest, Adult MH Client 02 (1041} X N P TestFront OfficeSeCo~ (D

Tnquiry Details e T

Taitial Insurance Demsographics

Inquiry Handled By
Recunded By Tl Gainenad By 5o Ca, Tase Frons Défos Ee]
Pragram BGA Clinig Adulr (Graad) - Ot
Locatign | Dt ~| 4° Waikkmar, Juanitar Dawn w
Disposition
Saliett Disezaitisn aw
Falec Farvice Typs w
Al Fraonar Agassy e
Add Proviger

T o
hasigred Salf .l ABEnE WarkGroup L a

Dispostion Commants
Sehaduled bt BH Amssigmanl

And Dispesiion o

I Erapets o5ravszees [ @ - erotime cnpan M ssws comeime - I °
— S— b
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