SmartCare search words are in bold throughout guide.

How to Use the Appointment Search Screemn

Note: This feature only works AFTER reoccurring events have been added to Staff Calendar (How-to
discussed later in this guide. Also, although the client doesn’t have to be Enrolled in a program, they do
need to have a program assigned to them in the Requested status, to be able to schedule the
appointment.)

1. With the client open, click the Search icon.
2. Type Appointment in the search bar.
3. Click to select Appointment Search (My Office)

= ‘SmartCare @ 8  Test,Max(1091) X

Q_ |appeintmen |
e Appointment Search (My Office) | ?
Appointments For Today (Client) n s ¥ 30 Minutes Intervals
am Client & Today &8 Day & Week & Month C* Refresh < > Oct202022

Clinician, Robert
THU

(l > Program

4. Inthe Appointment Search screen, select the parameters for your search, such as:

e Appointment type
e Days of the week

Appointment Search

Plan Any v Service Area  Any Vv Programs Any v

Location Any v Staff Any v License Any é:zzr;se Any

Sex  Any v Speciality Any v Category Any v Allow Overbooking Up to Appointment(s)
Minutes 15  From  8:00 AM & To 8:00PM & Any Wee! M T w Ot (OF

Only show time slots marked as Free Appt. Type [ Intake g Start Date 11/17/2022 = R

Ignore Age Range Preference Search for Client Test, Max & Q Unable to Offer a Time}

e (linician, etc.

5. Click Search.



6. Alist of available appointments will populate below, click the Schedule Appticon
next to the appointment time you want to choose.

Minutes 15 From  8:00 AM

Only show time slots marked as Free

Ignore Age Range Preference

6 Staff Name
iH] K Sullivan, Kevin

L]

(] Clinician, SUD

/X Stephan, Khristy
[“I x Clinician, Rober
x

t

@ X Clinician, Robert

& To 8:00PM

e 3 (]  AnyWeekday M T

Appt. Type  Intake

Search for Client Test, Max

Date/Time
11/21/2022 8:00 AM

11/21/2022 8:00 AM
11/21/2022 8:00 AM
11/21/2022 8:00 AM
11/21/2022 1:00 PM

Bw (Tt OJF Os s

v StartDate 12/06/2022 B~

A Duration

210 mins

120 mins
120 mins
120 mins

180 mins

e ) k\ Unable to Offer a Timely Appt.

Type Location Name

Intake Community Mental Health
Center

Intake

Intake

Intake

Intake

7. The Service Detail window will open, click the drop-down menu in the Program field
to select a program.

e Note: If a client is not yet enrolled in the program, an alert will pop up. This
will not keep you from scheduling this appointment.

8. Click the drop-down menu in the Procedure field and select the appropriate option.

9. Click the drop-down menu in the Location field and select the appropriate location.

Service Detail  Billing Diagnosis

Authorization(s

Service

Client... TestCH, Client

Status

Procedure I Assessment

Clinician Name  Clinician, SUD

heduled v StartDate 11/21/2022 [~

% Start Time  8:00 AM

Vi Attending

Location I Community Mental Health Center v
(s:lei::" Wob Other Person(s) Present Cancel Reason
Charge $0.00 Balance

Billable ("] Do Not Complete
Travel Time Minutes Note
Face to Face Time Minutes
Documentation Time Minutes

| _|Override Charge Amount

Evidence Based Practices [ "] Override Errors
Transportation Service No v _| Interpreter Services Needed

A Client is not in.thi 0
Program T“::H Screening v
15

Total Duration

Minutes
End Date 11/21/2022

Referring v

Rate ID

Overridden By

Overridden By



10. Click Save to schedule the appointment. Click the X icon to close this screen.

L LD pccessaic O

Mo :iBonxoc e EEM Ox|

109-21-2022
Q w 2 TestCH, Client (1080) 4+ X

Service Detail

Service Datail _ Gilling Diagnosis

Service o
[ Clierr...  eSaTRNY Status  scheduied ~  StartDate 11/21/2022 B0 ';f,:i.:"n‘.‘sm"m:ri:.'f:f.“'mm' ~
Procedure  Assassment v I st ive s:00 A0 Total Duration 15 Minutes
How to Check-in a client.
1. Click the Search icon.
2. Type Reception in the search bar.

3. Click to select Reception-Front Desk (My Office)

— e Reception Views (Administration)

|
> i ]
e Reception/Front Dask (My Office) n

4. In the Reception/Front Desk screen, locate the correct client along with correct staff
and appointment time.

5. Click on the Scheduled link in Status column.

| Reception/Front Desk (2) DaRiBaN]
\ 00N @ Aives v e °< - v
Time  Chont Fugs Procesuls  Stms ot Salance  Comment  Locstions Pregrame Primary In.
o 0B 104 Tebdmo iowm g Deapedl.  Sted. Pecens 0w Ax e Outpatars [ rasced . [N
0 B8 200 Tetegldow ison Targeted Sched.  Becusf 0o AN e Outsatent M

6. It will automatically default to Show. Click Close.

Reception/Front Desk (4)

HHHEB
] B g

VoAbt M. MageCaLldy

Note: Once the client has been checked-in, it will display as “Show” on the staff’s
Appointments for Today widget. Staff should be encouraged to frequently refresh

their Appointments for Today widget.



How to Schedule an Appointment

1. Click the Search icon.
Type Staff Calendar in the search bar.
3. Click to select Staff Calendar (My Office)

Eﬂ k3 Test, Max (1091) X
ngr

I Q, Staff Cale |
I © staff Calendar -+ (My Office) n

N

ns

4. Select the staff you want to schedule for.

Staff Calendar o

HH Single-Staff View v " Maa, Generic v "

5. From the Staff Calendar screen, click and drag your mouse on the calendar
timeslot you want to book. Note: If you are trying to schedule a time that has an
available appointment spot indicated in the staff’s calendar, you will need to click
and drag your mouse in the white area next to the color block.

© 000 AM - 1838 AN
1otk Moury

B0 AN 930 AN
P evere r

© 10130 AM - 1390 P
Chert Assesament Time

6. Inthe New Entry Type pop-up, select the New Service Entry radio button.

New Entry Type

New Calendar Entry°

[ © New Service Entry ‘ ‘

me

New Primary Care Entry

New Resource Entry

7. Click OK.



If the client record is already opened, skip to Step 11. If the client record is not opened,

proceed to Step 8.

8. Enter client last name, enter client first name, select Broad Search. (If you are not in
a client’s record you will have this option. If you are in client record, name will auto-

populate, and you will skip this screen.)

9. C(lick the radial button next to client record.

10. Click Select.
Staff Calendar  p———
e Single-Staff View
Clear
& oy &0, TREZEE
MName Search Include Client Contacts Only Include Active Clients (Checking will not allow option to create new Clie
Broad Search LELUCIVETELG I Type of Client @) Individual QOrganization
Last Name Mh generic M rst Name Program v
Other Search Strategies
=k Master Client ID Search
Primary Clinician Search
Authorization ID [ # Insured ID Search
s Records Found
1D Master ID  Client Name A Chosen Name SSN/EIN DOB Status  City Primary Clinician
400020 400020 Mh Client, Fictio... 7891 01/01/19... Active SAN LUIS... Gabriel, Mary Ka...
00004200004 ____Mb Client, Eictigu.. 0004 04/01/19... Active  SANLUIS.. Gabriel, MaryKa...
’ 100 © 400005 400005 Mh Client, Fictio... 0005 05/01/19.. Active  SANLUIS.. Gabriel, Mary Ka...
LIOU AP
A60006 400006 TR Client, Fiction. 0006 06/01/19... Active SAN LUIS... Heintz, Molly
40009 40009 Mh Client, Fictio... 0019 02/23/19... Active
400001 400001 Mh Client, Fictio... 0001 01/01/19.. Active  SANLUIS.. Heintz, Molly

11:00 AM

@ Select Cancel



11.In the Service Notes screen, click the drop-down menu in the Program field
and select the appropriate program.

12. Click the drop-down menu in the Procedure field and select the appropriate
procedure.

13. Click the drop-down menu in the Location field and select the appropriate location.

14. Click in the Total Duration field and enter the duration of the appointment.

Progress Note (MH) Fi
Effective 1172172022 Ev  Status  New Author  Clinician. Robert
Setvice  'olc Billing Diagnosis  Warnings
Service
Status ediie @ Start Date 17212022 @~
Program [ Qutpatient M Adult v Start Time 08:30 AM
Procedure [ Therapeutic Behavioral Services v Travel Time Minutes
Locabon ( Comemunity Mental Health Center v Faceto Face Time Minutes
Clircaan Clinician, Robert Documentation Time Manutes
Total Quration o0 Minutes
Cancel Reason Attending v
Referring v

15. Click the Save icon. Click the X icon to close the screen.

H & TestMu(ion) M iOEBBE +x LD ? - O
Progress Note (MH) Fiea0--20ww? EEEDSE x|
[ S IRL A [ s b M Checan mcban [«1+] - .:E

Sarvice
r—— iy et Dt iaia B



How to Reschedule an Appointmemnt

1. Click the Search icon.
2. Type Reception in the search bar.
3. Click to select Reception-Front Desk (My Office)

|

= e Reception Views (Administration)

n
> . _
e Reception/Front Desk (My Office) n

4. Inthe Reception/Front Desk screen, locate the correct client along with correct staff
and appointment time. Click the number in parenthesis to the left of the
appointment time.

Note: This number indicates the number of times this appointment has been

rescheduled.
Reception/Front Desk (15) b
11/32/2022 B~ ALl ey o All Seatiesss w All Clinicians b
Time A Client Mame Flags Procedure Status Saaff Balance c
g} B 2100AM  CTest CTest({1118) i v im testProcedure Scheduled Nagaraju, Chitra $0.00
10 BDDAM  TesiCH, Clieni (1080) i Assessment Cancel Clinician, Robert 1C... £0.00
11} B 1000aM  Asano, Jason (1096} i imOomED? Family Psychother.  Sgheduled  Stalf, Psychiatrisy .. £0.00
101 B 10:00AM Brayo, Johnny (1062) i TOoOUmMN; Group Psychother...  Schedulsd  Clinksian, Robert 1G... $0,00
1l B 10:00AM  Powers, Light (1070) H om=Q M i 3 Group Psychother...  Scheduled  Clinician, Rohert (C... £0.00

5. This will take you to the Staff Calendar screen to allow you to select a new
appointment time. Click and drag your mouse on the calendar timeslot you want to
book.

rrrrrr




6. Inthe New Entry Type window, click the radio button for Reschedule.
7. Click to select the reason for the reschedule.

8. Click OK.

‘ Smart Care [ x |

‘ New Entry Type

() New Calendar Entry
() New Service Entry
(") New Primary CareEntry

(") New Resource

| © Reschedule
v

Consumer Cancelled (Transport Is¢

8

Cancel

9. The Service Entry window will open, ensure all the information is correct.

10. Click Save to reschedule the appointment. Click the X to close.

:‘ﬂ &  Asano, Jasor (1096) X & ’ 9 ? hnzm@' o

|| service Detail EEEETEC 2@ sex00 i “EE DEx
| | |

|| 7 Sarvicebormi Bilieg Dingness ' o

|| Service o

[ i [ Sun SmtOole (10222002 B Pogem  outmtensswt
®

Frocedure famly Feahcreraoy (Connime psichod v — KatTime 110CAM Vs Ouration
Mirrss

“cian Name S Pagciatrst v Frd Date 10220
LCATIN oo v Anencing v Retwrng
Blciemtmas o poreonfs) Seacent Cancol Paseon
Presect
Chrte 4564 Detoree P
Baitte i Not Corryslets
= N iOom
Towwt Tive o 2Zeo0
Face 2o Face Tine (TO7) 565 457

Foxummantation Tovwe

w1 16w Ched go Aot Ouerckien Hy
Gwtenze Based Practces ~ Overine Eros Overade~ly
Trsasportation Service " v Irtecreter Servies Needed



How to Schedule a Follow-Up Appointmemnt

1. Click the Search icon.
2. Type Reception in the search bar.
3. Click to select Reception-Front Desk (My Office)

V7 L1-U%

Q*ﬂ

) =z ]

= 9 Reception Views (Administration)

n
> . _
e Reception/Front Desk (My Office) n

4. In the Reception/Front Desk screen, locate the correct client along with correct staff
and appointment time. Click the Follow-Up icon (located to the left of the Time

column.)
Reception/Front Desk (2) DaBi@d
04/31/2002 B3~ AS Vs - Al Stat e - Al Ownciane v _
Time Clemt fag Procedurs Statn Sl Balance Comment  Locations Programa Primary Ina.

(1] Tesbe dm 13 L Thev aget o COocel ne B Outpatert M

A .
mmmu..l e-o. Tt kbed Cmcesd 0000 A teme Cutpatart ..

5. Staff Calendar will open. Use the > button to change date forward. (I)

staff Calendar 6 9 e @
|m Mutti-Gsaft Wiew w | | Mhchniians 30 Minutes Intarvals w~ | Yafing Group... < Showing 1-3/3
W Today | B Day B3 Week & Hooth | C FRsfresh < 3| Nevz2z022
@ CllnlclarL, Robert Stephan, Khristy Suparvisor, Clinician
TUE TUE
11.!'22 11722 1122
|
1 00 AM - 1030 AM © 8:00 AM - 10:00 &AM
Intake Hours Iritake Tirne

00 AM

10:00 &M © 10100 &M - 12:00 PM
Clisnt Assessment Tame:
€ 10:30 AM - 12:00 PH
Client Assassment Time
AM




6. Click and drag your mouse on the calendar timeslot you want to book.

C o am Lron o
e t? Adnannr et T

7. Inthe New Entry Type pop-up, select the New Service Entry radio button.

8. Click OK.

New Entry Type

New Calendar Entryo

I © New Service Entry l
New Primary Care Entry

New Resource Entry

8

Cancel

9. The Service Entry window will open, ensure all the information is correct.

10. Click the Save icon. Click the X icon to close the screen.

H ‘ Asano, Jasor (1096 X ‘ ’ 9D ? A ,.@. (U]

LEB w00 i SEEM DEx

Service Detail

Service Detall  Biling Disgness e

Service °
0
o e Savly PeaNcreD "0 e psashoY Vas Duaso
"
Sncion Nama  Sa Pagcsiatrae Frd Date 1
LCATIN e v Anencing v Rewing
Cancol Rasson
Charg 156 Aetoren Rate I 197
x N iOmm
i, " 2mee
Face %0 Face Time (707 865 4507
Bocumantaning Towe
Dowe 16w Chad g Aot Oserckden y
Cwitenze Based Practces v O ebros Qverade~ By
Trsnsportation Sevice " v Lrte-oreter Secvies Needet
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How to Document a No-Show

1. Click the Search icon.
2. Type Reception in the search bar.
3. Click to select Reception-Front Desk (My Office)

Ug-2U

* 0@
Q Irecepti ]

e Reception Views (Administration)

n
e Reception/Front Desk (My Office) o |

4. Inthe Reception/Front Desk screen, locate the correct client along with correct staff
and appointment time. Click on the Scheduled link in Status column.

Reception/Front Desk (2) DaRimaw
NIVND @ Mves v  amean °~.-. B oy 7 e |

o B s lebian PLow | e o 0 A .. (Nperes M _
o I 0. letes e isoon T gered Sond.  Pocen s 00 A .. Chtparert M _

5. Select No Show. Click OK

Reception/Front Desk (16) ol 9 SN %
DL i Mvewn v anSuse TS - e
Tims  Clisnt Flags Procsders  Ciwtun  Shaf Bulsnce  Comement  Locations Programs Primary T

i [ 10 Acembe Tes i 0 R0 Erccio Camel Cloician5 W00 Add Dffcn SUD Outpatie...  PMaci-Cal DMC [ Addcad
i [ 110 e, Waltee. I 0O 0 ™ Y Chlechelan. Casoel Clinicis. S 00 Add [ SUD Oulpatie..  Muck-Cal DMC [addcud . |
i B 110 Neaseresd i o Mcohelan..  Cascel  Chowies. 5 W0 A Omce SUD Outpatin. [ Adacard |
i 8 110 ZapateOsca. i o Meohelan fSched Clioicias.5 W00 Add em SUD Diutpaten [ Addcard |
i [ 100 Suceoobe 1 © % m gffAccheion. Sched Choscias.S W00 Add e U0 Outpates..  Mack-CalMH addcard . |
W [ 200 Chiden.Co ie EEEEEEEEEEET] o e e [ Add Cars |
i [ 200 Puwess Lig ivm g Coepemrety Outpabent M Mg CalMH [ addcard |
[ 200. Temmy.Ma iomj Cormrrmaraty Outpatrt M _
i [ 200 Whise Walss F O :— Comrty Outpationt M. Mack-Cal DMC [ Add Care |
i P 200 ilkiaens. - 1o e Comeeraty . Outpanent M e
i [ 200. Asane. Juse [T I T ——— st e Comemardy Chapanant M _

— - - — rrer—

6. Once you have indicated client was a no-show, it will display as “No Show” on the
staff’'s Appointments for Today widget.

11



How to Cancel an Appointment

1. Click the Search icon.
2. Type Reception in the search bar.
3. Click to select Reception-Front Desk (My Office)

— e Reception Views (Administration)

|
> . )
e Reception/Front Desk (My Office) |

4. Inthe Reception/Front Desk screen, locate the correct client along with correct staff
and appointment time. Click on the Scheduled link in Status column.

| Reception/Front Desk (2) o N TN FA-8

|

| omom ge s — o |
- QTS NS Lowm | Deed  Stet. et Ko Aw e et [ adecad |
I 00, levteg lew i o0 Yo gures el Beviae & 0 A e Otpatant M _

5. Select Cancel. Select Cancellation reason. Click OK.

Cancel W

| Conzumer Cancellze (llness) W |o

6. You may click the Add link to open a comment box where you can elaborate on the
cancellation reason, indicate when client was rescheduled to, etc.

- alls 5 L] 4
Reception/Front Desk (8) SR LBAE ST N,
05/30/2023 )~  AlViews v Ausmte v Weissmas, Jannifer Daum Inter v
Time A Client Flags Procedure Status Staff Balance Comment Locations
0 900AM  Test Scheduling (1073) i Group Psychot..  MoShow  Weissman, Jenn.. $0.00 Don't know wh Office
0 9:00AM  XdTest Adult MH Clisnt . i ®® ® ® © GouwPschot.  Cancsl  Walssman Jenn 0 u,m e

12



e @

Phone
Number Home (805) 835-588a8

Client's child is [l and she doesn't have childears.

Resch eduled| for 6/5/23.KS
Comment

Service Adult MH Client 01 XxTest Sign Langusge or Oral Interpretive
Information  Services at 3:00 PM

Note: If there is a phone number that has been entered into the Client Information
screen, it will display here in the Comment box in the Phone Number field.

The comments will now be shown on the Reception/Front Desk screen.

. s el
Reception/Front Desk (2) ZErBEiassdad
05/31/2023 [~ All Viewn w All Statuses w WWaissrnan, Jannifer Dawn Intem w
Time A Client Flags Procedure Status Staff Balance Comment Locations
@ [EF 1100AM  Test Schedyling (1073) i ClientMon Bill..  Scheduleg  Weissman, Jenn . $000 Add Office
0 [ 300PM  X«Test Adylt MH Client .. i ® 6 6 6 6 Sglenguge. fancel Weigsman, Jenn, $0.00 nt's childis Wan... | Home

You can also view it from the My Services (My Office) screen.

Q W & XxTest, Adult MH Client 02 (1041)

[ ]
le:.- sen] |
= ) My services Py OMfics) n

Change the All-Statuses field to cancel and no show, select the date range and staff you
are searching for, then click apply filter. The Comment will display.

Q W & odest Adult MH Client 02 (1041) (1041) @ @ ® © @ i + x & 0?2 «
My Services (3)
| All Clisnts w [ Cancel and No Show w IA_lF'r-xedLraa W All Programs w I Apply Filter . -
Last 1 Year w |l From 05/30/2022 ¥ To 05/30/2023 E 'I All Services w ~
_| Only inciude Services with Add On Codes §Staff  Seaman, Kimberly [l [UFEREEI R ENNEct o Fa ]
; Group L N Add On
Client Auth DOS 7 Procedure Units Program Status  Staff Name Comment Fancel# Warnings . .
NuTast Adult MH Client 03 05/30/2023 03:00 PM  Tharapaut... MCA Clini... Cancal Seaman, Kimbarly Cliant is...
XxTest, Adult MH Client 02 05/30/2023 09:00 AM  Group Psy... 40 Prado... Cancel Seamaen, Kimberly Test Client is...
XxTest, Aduli MH Client 03 05/26/2023 01:00 PM Therapeut... MNCA Clini... Cancel Seaman, Kimberly Il Resch...

13



How to view Cancelled & No-Show Appointments and see when they were
cancelled.

(AZ equivalent=Scheduled services tab)

With the client open, search Services and select Services (Client).

ke L LUl il Lol
Q W & XxTest, Adult MH Client 02 (1041) (:

Q, [services |
E Services (Client) (R

In the All-Status field, there is a drop-down to show canceled/no shows, completed, scheduled, and
show services. Select canceled and no-show services and click Apply Filter. (You can also search for
specific date range, program, and staff.)

Q W & XdestAdultMHClient05(1044) B B B B H | + x =2 Y
Services (17)
Show Services Only Al Statuses “* N All Clinicians hd -
All Programz ~ | DOS From 11/24/2022 B~ posTo B~ Dgsilumd:Semoescreated from

[ Only include Services with Add On Codes

Hover over the status field in the list area and it will show the reason selected when the appointment
was cancelled.

a v ! XxTest, Adult MHClign105(1044) B O O O B | + x 2 L D ? Testromotfasccos |
Services (3) OG*x &
s T | v =
Al Pragrams v DOSFrem 113372022 B~ DposTo 8- lc':::' $anvices crented from
Onity InCIs08 Services win AS3 Cn Cooes
Dos v Procedure Group Name Units Status ChnicianProveder Program Locevgn Charge Payment
V20 PM Community-Sased Wrap-. No Show Joagan, Tara Leigh P SCA Clinc Med M... Home §229.48
051252023 OIS PM  Mantal Health ASsessman. . bagan, Tare Legh P SCACHmc Med ™.  Offce $114.74
2023 1200 am Mental Mealth Asssssman,, Cancel (C...  Josgan, Tars Leigh P. SCA Clinic Med M... Offce $114.74

14



Click the DOS link and the Service Note for the cancelled appointment will open.

Q W & XTest AdultMHClient05(1044) B H O H 6B i + x -2 WO N
Services (3)
Show Services Only W | Canceled and No Show Services W || All Clinicians w
24 Programs ~ | DOSFrom 11/24/2022 B~ posTo O gl':::f S
Only include Services with Add On Codes
DOs V¥ Procedure Group Name Units Status Clinician/Provider Program Location
05/25/2023 03:30 PM Community-Based Wrap-... No Show Joaquin, Tara Leigh P...  SCAClinicMedM..  Home
05/25/2023 01:15 PM Mental Health Asseszmen... Cancel (A... Joaquin, Tara Leigh P... SCA Clinic Med M... Office
0 [2023 11:00 AM Mental Health Assessmen... Cancel (C... Joaquin, Tara Leigh P... SCA Clinic Med M... Office

Hover your cursor over the i icon.

Q & & odestAdultMHClent05(1044) O O 6 & 6 f + x

= f D ? Kimberly Seaman= (1)

Service Detail

cbaueﬁt@qi_fnﬁnﬁm x

Service Detail  Billing Diagr Authorization(s)
Service L
“ HxTest, Adult M. Status Cancal W StartDate 05/23/2023 Program
) 11-00 Face to Face an M tes

Procedure _ Start Time 11:00 AM Time 30 nutes

Clinician Mame End Date 05/23/2023

Location Attending Referring L
BAcientwes  gye: persons) Present Cancel Reason

present

You will see when it was originally scheduled and by who, and when it was cancelled and who cancelled

it in SmartCare.

W & XxTest, Adult MH Client 05 (1044)

OB

+ x

=2 f D ? Kimberly Seaman= (O

srvice Detail

Service Detail  Billing Dingnosis Autherization(s)

Service

TP s 5B 0OahD

O s DEEA x

Serviceld: 135

Created By: testfrontoffice

Created Date: 05/23/2023 1218 PM
Modified By testfrontoffice

Moditad Data: 05/23/2023 1:20 PM

Status Carcel W

Start Date (0572372023

15
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How to Schedule Non-Client Time (meetings, holidays, trainings, etc.)

1. Click the Search icon.
Type Staff Calendar in the search bar.
3. Click to select Staff Calendar (My Office)

:ﬂ Test, Max (1091) X
I Staff Calen g |
I © staft Calendar:ch (My Office) ]

N

ns.

4. Select the staff you want to schedule for.

Staff Calendar o

i sin gle-Staff view hd |[ Maa, Generic hd "

5. From the Staff Calendar screen, click and drag your mouse on the calendar
timeslot you want to book.

Cinician, Robert

uuuuuu

Camae am 1209w
| Chent Assonumont Teme

© 500 A - 10:30 A%
Trtahe Hewws
.l

6. Inthe New Entry Type pop-up, select the New Calendar Entry radio button.

7. Click OK.

Smart Care [ x |

New Entry Type

New Calendar Entry
New Service Entry

New Primary Care Entry
New Resource Entry

i

Canccl



8. The Scheduler Event window will open, click in the Subject field, and enter the
subject for the calendar entry.

9. Click the drop-down menu in the Appointment Type field and select the correct
option.

10. Click the drop-down menu in the Show Time As field and select the correct option.
11. Click OK.

Scheduler Event (2] x|

— 8

Subject |CalAIM Training

Location v Specific Location

Start Time  11/21/2022 09:30 AM End Time
A mmen!; Unavailable QSMW Time As

Type
Staff
Description

Recurrer Do Not Update Exception(s o
o
— —J

Alternate Method:

10:00 AM All day Event

You can also click the “Click to Create New Calendar Entry” button (instead of clicking and
dragging on desired time in schedule) and this same window will appear, however you will
need to manually enter in the start date, start time and end time.

staff Calendar g

17



How to Add Reoccurring Events to Staff Calendar

Search 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 ~i-}

| mez, Genere

& wek & Month C Refresh

SUM MON
4/30 5/

In this window, you need to enter the subject (it doesn’t populate when you select an appointment
type.

You may enter a location/specific location although it’s not required but will make it easier when
searching for available appointments at a specific location.

Enter start time and end time information. You can select “all day event” if applicable.

Choose from drop down the appointment type. Note: Right now, Intake is the only available clinic-type
appointment in the drop-down menu. We are asking if we can add other options to this menu, like med
support follow-up & post-appointment/urgent services appointment.

Select from drop down for “show time as”.
You may enter a description, but not required.

Select choose recurrence and click OK.

i
Add

Subject

Location ~ Specific Location

Start Time |5/03/2023 [ 10:15 AM End Time 5/03/2023 (£ |11:00 AM All day Event
Appaintmen
Type

Staft

Administrative hd Show Time As Fres A

Description

Recurrence 0

~ o | cmon | onee |
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In this example, | am scheduling a reoccurring intake from 10am to 12pm, every weekday from
5/03/2023, for 20 occurrences. (You can specify an end date if you choose.)

P |

- F
Add
Subject |
Location

k4 Specific Location
[startime [5/03j2023 (@ 10:00aM | [EnaTime

05/03/2023 [E] 12:00 FM I All day Event [
APROINIMENT | e ~ | |Show Time As Free v |
Type
Staff
Description
recurrence || a

O Weekly b Every Weskday day(s) |
) Monthly
() Yearly
Start 5/03/2023 () () Noenddate
ra Endafter 20 accurrences I
I End by 5/2/2023  [B)

Cancel Delete

-
mn
This is how it will be displayed on the Staff’s calendar.
Staff Calendar CH x @
558 Sinzle-StaffView ~  Maz, Genaric ~ 15 Minutes Intervals v Showing 1-1/1
i Tooay & oav & wesk & Month C Refresh <

> Apr302023-May6

Maa, Generic
TUE WED
5/2 5/3

SUN MON THU FRI
4/30 5/1

SAT
5/4 5/5

5/6

10:00 AM

11:00 AM

12:00FM
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Now you can do Appointment Search (My Office).

Enter all search parameters and click Search.

Appointment Search
Plan | Any w  Service Arsa | Any ~  Programs  Any w
Location | Any VI Staff Masz, Generic w I License | Any e=r=e Any v
Group
Sex | Any w | Speciality | Any w  Category  Any w | Allow Overbooking Up to Appointment(s)
Minutes 15 [ From | 8:00 AM & To GOOPM &l rﬂ AnyWeskdsy A M M T M w 4T 4 FI [0s [Is
Only shaw time slots marked as Free | Apot. Type  Intske vI [ start Date 050272023 |
Ignore Age Range Preference Search for Client Maa, Generic Fa ] Q. Unable to Offer & Timely Appt.
Staff Name Date/Time Duration Type Location Name
Mo Appointment(s) Available
You will now see all available intake appointments for that staff.
Appointment Search (11)
Plan | Any w  Service Arsa | Any “  Programs  Any b
Location | Any w | Staff Maz, Generic w License | Any ME=Tse Any w
Group
Sex | Any | Speciality | Any ~ | Category | Any ~ | Allow Overbooking Up to Appointment(s)
Minutes 15 From  &:00AM & To S00PM & Any Weekday M T w T F [1s [|s
Only show time slots marked as Free Appt. Type  Intzke v Start Date 05/18/2023 - w

Ignore Age Range Preference

Search for Client Maa, Generic Fa Q. Unable to Offer a Timely Appt.

Staff Name
[@ & Mas. Generic
[@ & Maa. Generic
[@ X Maa Generic
[@ & Mas. Generic
[@ X Mas Generic
[@ X Maa Generic
[@ & Mas.Generic
[@ X Maa Generic
[@ XK Mas Generic
[@ & Mas.Generic
[@ X Mas Generic

DatefTime A Duration Type Location Name
05/03/2023 10:00 AM 120 mins Intake
05/04/2023 10000 AM 120 mins Intake
05/05/2023 10:00 AM 120 mins Intake
05/08/2023 10:00 AM 120 mins Intake
05/09/2023 10000 AM 120 mins Intake
05/10/2023 10000 AM 120 mins Intake
05/11/2023 10:00 AM 120 mins Intake
05/12/2023 10:00 AM 120 mins Intake
05/15/2023 10000 AM 120 mins Intake
05/16/2023 10:00 AM 120 mins Intake
05172023 10000 AM 120 ming Intake
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If you would like to schedule, you click A.

If client declines offered appointment, you click B and select reason from drop-down. (Central Access
function tied to timeliness reporting.)

Appointment Search (11)

Plan  Any w | Service Area | Any w  Programs Any W
Location | Amy W Staff Maz, Genaric o License | Any EI;':_:II:,SE Any w
Sex | Any w | Speciality | Any w  Category  Any w  Allow Overbooking Up to Appointment(s)
Minutes 15 From  8:00 AM & To &00PM & Any Weekday M T w T F (s s
Only show time slots marked as Free Appt. Type  Intzke v StartDate 05/18/2023 B~
Ignore Age Range Preference Search for Client | Maa, Generic & Q, Unable to Offer a Timely Appt.
Staff Name Date/Time & Duration Type Location Mame
o Maa, Generic 05/03/2023 10:00 AM 120 mins Intake
@ x Maa, Generic 05/04/2023 10:00 AM 120 mins Intake
] x Maa, Generic 05/05/2023 10:00 AM 120 mins Intake
Maa, Generic 05/08/2023 10:00 AM 420 mins Intake
r.3 Maa, Generic 05/09/2023 10:00 AM 120 mins Intake
@ ¥ Mas Generc 05/10/2023 10:00 AM 120 mins Intake
B & Maa. Generic 05/11/2023 10:00 AM 120 mins Intake
B] &  Mas Generc 05,12/2023 10:00 AM 120 mins Intake
B K Maa. Generic 05/15/2023 10:00 AM 120 mins Intake
@ ¥ Mas Generc 05/16/2023 10:00 AM 120 mins Intake
B & Maa.Generc 05/17/2023 10:00 AM 120 mins Intake

How to Schedule a Single Occurrence Group & a Reoccurring Group

1. Click the Search icon.

2. Type Managing in the search bar. Note: you can also type Group and get the same
result.

3. Click to select Managing Groups (My Office).

“SmartCare

-
D.IMEEQ Iq-
n

9 Managing Groups (My Office)

“ANS Reporting Record Summa...

4. Click New.

Managing Groups (11) w % .@_

@ Active Groupn v s v AlProgams v AlLecations v [ Attendance
Group & Progam Location Procedure Staff 1 Staff 2 Staff3 suff4 Attendance
123 Outpatient MM A, Community Menta...  Group Psychothe. Stephan. K. No
h7881tentdid0.,  Access Unit Ambularce - Al Alcohol and/or Zunjarwad, No
Managig Siress Outpatient MH A Community Menta...  Group Psychothe Clinician, No
Process Group Outpatient MM A. Community Menta..  Group Psychothe. Clinician,... Vencill, K. No
Recovery Test G Contract Outpat. Community Menta...  Group Psychothe. Clinician, Dominik, B. No
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5. Enter all group details in the General Tab.

Group Details

General Schedule

General
Group 1D Active
Group Name Recovery Test Group Defaults
Display As Recovery Test Group
Location Community Mental Health Center v
Type ~
Program Contract Quipatient MH Adult v
I Group Note Group Progress Note I v
Procedure Code Group Peychotherapy (Other Than of a Multiple-Famil
Classroom v "
Dural.an 90 Minutes
I Mode of Delivery  Face-to-face v I

Start Time

Max.# of Client(s)

Medicare G Code

6. Locate the Client section towards the bottom of the Group Details screen. Click Add
Clients.

Clients Automatically add clients from roster to new group service

Clients which may attend this group. Add Clients.
Client Name

I}

7. The Client Search window will open, click in the Last Name and First Name fields to
enter the corresponding information. Select Enter on your Keyboard to populate
search results.

a. You can also use the Other Search Strategies fields to search by SSN, DOB, etc.

8. Click the radio button to the left of the client you want to select.

9. Click Select. Add each client, one at a time by selecting the radial button next to
client’s name and clicking select.

10. Once you have selected the last client to add to the group, Click Select & Close.

22



Name Search Include Client Contacts Only Include Active Clients (Checking will not allow option to create new Client)

Tt O O Ozt

Last Name Test First Name | Program v
|

Other Search Strategies

I a-
-
Insurod ID Search

Records Found

10 Mastor[D  Client Name 4 SSN/EIN DOB Status  City Primary Clinician
) 15 1015 Tesla, Jim 0000 01/01/1980 Active  Sacramento -
© | 109 1091 Test, Max 6345 01/01/1990 Active  Middle Rapp, Chris
O 1080 1080 TestCH, Client 9999 01/20/2011  Active

11. Locate the Staff section towards the bottom of the Group Details screen. Click Add
Staff.

Group Details

General  Schedule

Type ~ Pregram Outpatient MH Adult v
Group Note Group Progress Note ~ Procedure Code Gioup Psychatherapy (Other Than of a Multiple-Famil »
Classroom ~ Duration 60.00 Minutes

c"l‘:-l'[';;‘ Start Time 3:00 PM

Medicare G Code

Commant

Attendance

.

Group Note Type

Add all elients enrolled in Pragram Default Procedure
Clients || Automatically add clients from roster to new group service Staff @
Clients which may attend this group. Staff that may lead this group. m

- Is Clinician  Staff Name
K Asano, Jason X 0 Clinician, Robert
X Bravo, Johnmy x Supervisor, Clinician
¥ Powers, Light
X Thompson, Toby
XK White, Walter
K Williams, Kyle
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12. Select all staff members for the group, then click OK.

Group Service Staff Pop Up en

-

Brusa, Stan
Brydon, Jennie
Buckley, Christine
Caraveo, Sabrina
Carlson, Jacob
Carrasco, Ivan
Charla Rowe
Choor, Rayi

| E Clinician, Robert |
Clinician, SUD

Comden, Kevin

Contractor, Clinician
Debba, Pallavi

Ninoch Toer

13. Designate lead staff member of group by clicking radial button next to staff
member’s name.

I
| Clients Automatically add clients from roster 1o new group service Staff

|
Clients which may attend this group. Add Clients... Staff that may lead this group. Add Staff...

Client Name Is Clinician  Staff Name
‘ X Bames, Kim { O I Clinician, Robert
} X Test, Christine > Dominik, Bethany

|
2 Jess Eoancisco

w3

14. Click Save.

o 7 [EES -

15. Go to the Schedule tab.
16. Click New Group Services.
17. Enter date of service.

Group Details (0)
General 15
This Month v From 04/01/2023 [~ To 04/30/2023 B~ Scheduled v -
Date Clients Status

Group Service Client Popup

Group Service Clients

Group
Date of Service: a

Clients in Recovery Test

Name
Barnes, Kim (1093) =
Test, COK (1157)

Test, Chris (1207)
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18. Select clients.

19. Click Select.

Group Service Client Popup en

Group E ‘

Date of Service: 04/18/2023 [~

Clients in Recovery Test Gr|

Name

rnes, Kim (1093)
Test. CDK (1157)
Test, Chris (1207)

20. Enter start and end time for staff.

21. Enter Emergency Indicator and select all under Service Information tab.

22. Click Save. A single group will now appear on the staff’s calendar.

Group Service Detail

Service  Note

G "
roup  Jast - Group Comment Unit e

Location  Community Mental Health ( v ¢ 61 ocation

Status  Scheduled

bete. 04572023 |@Y &2 X Maa, Generic 60 Minutes

i

Status Scheduied

Cancel Reason

Program SCA Clinic Adult (Grand)
Cinician Ma3, Genenc
Attendiing
Mode Of Delivery
Biltable
A Transportation Service No v
Interpreter Services
Needed
Travel Tima Minutes
Face to Face Time Minutes

Documentation Time Minutes

21

Emargency Indicator

Evidence Based Practices v
Clients ShowClisnsWithErrors J0 o B

Service Information  Custom Fields Billing Diagnosis
| X ¥nCuent Fcsional
X MnClient, Fictio.. r

Procedure Group Prychotherapy (Other Trancfat v B

x Mh Client, Fictio... ~

A stan g00aM ™ 65 Min
x M Client, Fictio... Duration
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23. To make group re-occurring, click make reoccurring icon.

24. Enter start date and end date. (Start date needs to be the next group date since the
first group is already on staff’s calendar as a single event.)

25. Specify reoccurrence pattern.

26. Only check the create immediately button if this will be a closed group (you don’t
anticipate group members changing) and if you don’t anticipate staff member
changing. If this will be an open group and/or multiple staff facilitating the group,
leave this box unchecked.

27.Click OK.

Group Service Detail

Service Note
Group @ Staff Add Staff...
G Test
roup  Jadi Group Comment Staff Name Unit Type Start End
Date 04/17/2023 @« o aarnan Kinoha i . 10:00 AM
Location  Community Mental Hoaiehaal o Recurring Group Services
Status  Scheduled -
Date Range
Evidence Based Practices
] Start  04/24/2023() End 10/13/2023
Clients Show Clients With Errors L

Recurrence Pattern nd Errors
Rl @
x

Daily Recurevery 1  week(s) on

© Weekly
Monthly

Yearl wed | Thu @ Fri O sat
Create Immediatel Es

Sun_Monl_|Tue

28. Click the X icon to close the screen.
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How to Add a Client to a Group
1. Click the Search icon.

2. Type Managing into the search bar. Note: you can also type Group and get the
same result.
3. Click to select Managing Groups (My Office).

“SmartCare Q" a

Q [Managing

]
e Managing Groups (My Office) n

-ANS Reporting Record Summa..

4. Click to select the Group you will be adding the client to.

Managing Groups (1)

& Active Groups Al Saatt w Al Programs Al Lecatians ~ ] Attandanca
Growp &  Program Location Procedure Seaff 1 Staff 2 Staff 3 Staff 4 Attendance
[ Process Group Cutpatient HH A, Community Merta..,  Group Pegchathe,,, Clinician,.., SuUparvisar,, M -

5. Locate the Client section towards the bottom of the Group Details screen. Click
Add Clients.

Group Details

General Schedule

Type - Frogram Cutpatient MH Agult w
taroup Note Geoup Progress Note ud Procedurs Code Greup Prychatherapy (Other Than of 3 Muhigle-Famil
Classrosm = Duration ©0.00 Minutas

M, # of Stan Tilrse I00FM
Clisnt(s)

Machicars G Code

Comment

Attendance

Growp Note Type
Add all chenits enralled in Pregram Dedaulr Praceduie
Clients Ausomatically add clients from roaster 1o naw group senvi Staff

Clients which may attend this group. m Seaff that may bead thes group.

LB NaME
IsClinician  Staff Mame

x 0 Clinician, Fober

-
Azang, Jason

Brava, Johnny

e x Supervisce, Clinician
Paweers, Light

Thompsan, Taby

Wihite, Walter

O M MW M

Wiilliams, Kyle
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6. The Client Search window will open, click in the Last Name and First Name fields
to enter the corresponding information. Select Enter on your Keyboard to
populate search results.

a. You can also use the Other Search Strategies fields to search by SSN, DOB, etc.

7. Click the radio button to the left of the client you want to select.

8. Click Select and Close. This client will be added to the group.

Mame Search Include Client Contacts Only Include Active Clisnts (Chacking will not allow option to create new Client)
I IR e of e © ncicu O Organication
Last Name Tast First Narme Pragrarm b

Other Search Strategies

m Phane # Search
e a - Master Clignt ID Ssarch
v | Client ID Search

Recoards Found

] MasterID  Client Name A SSN/EIN DOB Status  City Primary Clinician
: 15 1015 Tasla, Jim [alafuca] 01/01/1%80 Act e Sacramanio =
I ﬂ 1091 1091 Test, Max 6345 01/01/1%90  Active Middla Rapp, Chris
ol 1080 1080 TestCH, Client Q9999 0172042011 Active

[ seloct | selectaClose

9. Click Save. Click the X to close the screen.

| Group Details ? i /B & x|
General Schedule

| .
| Type

N Pragram Curtpationt MH Al w
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How to Remove a Client from a Groupp

1. Click the Search icon.
2. Type Managing into the search bar. Note: you can also type Group and get the same

result.
3. Click to select Managing Groups (My Office).

“SmartCare Q"+« &

Q, [Managing

]
‘ e Managing Groups (My Office) n

ANS Reporting Record Summa...

4. Click to select the Group you will be removing the client from.

Managing Groups (1)

% Active Groups v Al sueft AN Progrems “  AllLoCEtions w Attendance m

Greup &  Progrem Lezatian Precedurs Stafl 1 Seatt 2 Stall 3 Sealf 4 Asterdance

Process Groug Oulpatent MH A Community Menta. .. Group Paychothe. . Clafucasn, .. SupervEar... Mo

@

5. Locate the Client section towards the bottom of the Group Details screen. Click the X
next to the client you want to remove.

Group Details

General Schedule
Iype v -
Program SCA Clinic Adult (Grand) v
Group Note Group Progress Note -
Procedure Code Group Psychatherapy (Cther Than of a Multiple-Famil
Classroom v
Duration 60.00 Minutes
Mode of Delivery  Face-to-face v
Start Time 9:00 AM

Max.# of Client(s)
Medicare G Code

Comment

Attendance

|| Attendance

|| Add all clients enrolled in Program

Set Client Specific Default...

I Clients I | Automatically add clients from roster to new group service Staff

Clients which may attend this group. Add Clients... Staff that may lead this group. ‘Add Staff...

Client Name Is Clinician  Staff Name

X__Mh Client, Fictional 05 X 0 Maz, Generic
Mh Client, Fictional 04

X Mh Client, Fictional
X

Mh Client, Fictional 06
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6. A confirmation window will open. Click OK.

Confirmation Message

6 Do you want to delete this record?

[ o

7. Click Save and X to close.

Group Details ?ivEEAD | x
Corer et bl

o] w frograr Crpateet MW b

How to Add or Change a Staff Member in a Groupp

1. Click the Search icon.

2. Type Managing into the search bar. Note: you can also type Group and get the
same result.

3. Click to select Managing Groups (My Office).

“SmartCare : * a g

E — Q [Managing |
9 Managing Groups (My Office) .q

ANS Reporting Record Summa...

4. Click to select the Group you will be adding the staff to.

Managing Groups (1)

% Active Groups Ml W Al Programs ~ Al Locstions el Attendance m
Greap & Program Location Precedure Statf 1 Staff 2 ‘Staft 3 Statf 4 Attendance
Brocess Group Outpatient MH A_. Community Menta... Growip Payc ot ... Clanician, ... Superisor... Mo

4]
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5. Locate the Staff section towards the bottom of the Group Details screen. Click
Add Staff.

Group Details

General  Schedule

Type e Program Outpatient MH Adult v
Group Nate Group Progress Note A Procedure Code Group Psychatherapy (Other Than of a Multiple-Famil ~
Classroom - Duration 60.00 Minutes

C'“I‘:;-::s‘]” Start Time 3:00PM

Madicare G Code

Comment

Attendance

Group Note Type

Add all clients enrclled in Program Default Procedure
Clients || Automatically add clients from roster to new group service Staff
Clients which may attend this group. Add Clients... Staft that may lead this group.

Luent reame
- Is Clinician  Staff Name

K Asano, Jason * O Clinician, Robert
X Bravo, Johnny x Supervisor, Clinician
X Powers, Light

¥ Thompson, Toby
X
x

White, Walter

Williarms, Kyle

6. Click to select the correct staff member to add.

7. Click OK.

Group Service Staff Pop Up

| L Staff, Access | =
[ Staff, Billing

[ Staff, Clerical

[ Staff, Compliance

| Staff. Murse

| Staff, Psychiatrist
[ Staphan, Khristy
[] Sullivan, Kevin
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8. And/or, if you need to remove a staff member, click the X to the left of the staff
member you want to remove.

Staff

Staff that may lead this group.
G Clinician  Staff Name

x b Clinician, Robert

" q S
() Supervisor, Clinician

) Staff, Psychiatrist

p—

X
>( )

9. C(lick Save. Click the X to close the screen.

? i % EEAD @]

If stafff is out sick and someone else will be facilitating group for the day

1. Search Staff Calendar. Select Staff Calendar (My Office).

H ! -! KoTest, Adult MH Client 02 (1041) (

QI:'.;.‘F C.E!E"ldﬂ‘ ]
- e Stalf Calandar (My Office) ]

2. Locate the group service and double click to open.
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3. Click the Add Staff button.

Group Service Detail SO08 ?i%@0CEED x
Service Note

Group Statt o ser_|

Group  fest Group Comment
Dete  [05/21/2023 [~ A% %

Location  Omze

Staff Name Unit Type Start End
Josquin, Tara.. al Minutes 9200 AM 10000 AM

V' specific Location
Status  Cancel

Evidence Based Practices -
Clients Snow Clients WithErors~ p o S =
4. Select the staff from the drop-down menu and click OK.
Group Service Staff Pop Up (7] x ]

Schenberg, Elaina
Schirnidt, Elizabeth G
Schmidt, Julianne Elizabeth
Schimidt, Michasl
Scott, Jean
-
I Seaman, Kimberly
Seba, Sheli Lynn

Sae, Micols Maris

Sarrang, Jacob

Sheard, Michael

Sheean, Joanna Grace
Shepard-Moore, Margaret Vicioria

Shinglot, Jalpa

5. Enter in start time for newly added staff.

Group Service Detail HOoE ? i 23D EEX >

Service MNote

Group Staff

Group  test Group Comment Staff Unit Type

Date  |05/31/2023 B~ W Joaquin, Tara Leigh £0.00  Minutes

Location | Oifice ~ | Specific Location W Seaman, Kimberly &0 Minutes

Stemus  Cancel

Evidence Based Practicss -

Clients Show Clients With Errors e = [

33



6. In the Service Information tab,

change the clinician and click Set All.

Group Service Detail
Sarvicn Mate
Evidesce Based Practices -
Clients ShowClestsWimEmos 40 o B

| * motowngoen L]

Coston

HOoWm ?i"%

Billing DHagnosis ‘Warnings and Enors

Brocedure R

et 3:00 AH ;:‘:m‘ EEIS RN o i | et some |
Ab Samus Cancal b
Ab Concel Remsan  fgencyd

Amgram = =
| s

Atterding

Mosge Of Des Joaguin, Ters Leigh

Sizable

A Transporiation Serice
InBaroe s Sevitnd
Ay

Hzaded
- Naten [Setn | s some |
Pceto P T EmEED
Documenietion Time Minutes --
T - EmEEm
— e
Q W & Xxfest Adult Mr Client 05 (1044 Y x _’ ? ") ? Kimberly Seaman - (9
Group Service Detail HOoE ? im0 EES
Service Note
Group Staff  saa sar.. |
Grgup Iu: Group Comment p— unit Type stan End
Date 0s/30/2023 |@~ LB ¥ 3osquin, Tara Leigh 4000 Minuss  3:00FM 4:00 PM
Loeation | nrses v | Specifec Location K Seamen, Kmberty 4000 Minutes  3:00PM 400PH
Statuas  Schaduled
Evidence Based Practices b
Clients Snow Chents WitnErrors. 40 o BB =
Service Information Custom Fields  Bifling Disgnosis  Warnings snd Errors
I)( Woest Adu. [1043) O O O & O m = =
XeTest, Adu... (1042) =
: el : : : : : Procedure Group Payshotharasy (Dther Thamcfal w mm
0Test, Adu... (1043) . Total
stant LT L IR <t 1 | 5ot some |
Status Schaduad
Cancal Aeason
Pragram SCA Cinie Al (Geand)
A Clinician Saaman, Kimbary
Attending
Mode Of Delivery
Bilible ] A

8. Click the X next to the staff you are removing from that day’s group.

Group Service Detail

Service Note

Group

Group
Date

test
05/31/2023 M~ L%

ofmce

Group Comment

Location

Status

Specific Location
Cancel

Evidence Based Practices hd

i

Clients  [T] Show ClisntsWith Errors ,J e

HGOE ?

i a0 EE~

Statf
Statt Name Unit Type Start End
¥ | Joaquin, Tara. &0 Minutes (900 AM 10:00 AM
Seaman, Kimberty &0 Minutes
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9. Click OK.

* *xTest, Adult MH C

d f D P HimberlySeaman= (B

Group Service Detail
- o-ﬁﬁ'ﬂuivﬂ WO W 10 S0 EN IRIT 7

SO0 ?i%EDEED >

= Carcalsd

Ab Carcel FBaton  Ageecy i

Program A Pradn
AL Chirician Searnan, Kimberty
Attandrg
Mode Of Delivery
Bilabie

A& Traraporistion Service
4_lIngsrorater Sardoss

10. Click Save and X to Close.

Service  Hote
Group —— oz
G G-
roe Iﬂl Group Gomment - Uit Type End
Dete 0531200 |H O % Josquin, Tara Leigh 000 Mimstes (900 &M 1000 AM
Location  Ofes e Spedifia Lacation }( Ssarran, Kimbery &0 Miroies 9:00 AM 10:00 AM
Seatus  Camce
Evidence Based Practices -
Cliants Show ClientaWithErrons o0 o =
Service Informatien  Custom Fields  @illing Diagnosis Warnings and Errors
I " Test, Buing (1028} ]
Procsdure @roup Paychomreragy (O
. e Total
St %00 AM Doatian
A Sanius Cancal

+ X

-Q % &  XxTest, Adult MH Client 05 (1044) POOOO !

n D ? KimberlySeaman= (1)

Group Service Detail

Service Note

Group Staff

505 ?i*&la

Group
Date

Test Group Comment

05/30/2023 |B~ &3 X
Location Office w
Scheduled

Staff Name
Seaman, Kimberly

Unit

£0.00 Minutes

Specific Location
Satus

Evidence Based Practices A

How to Cancel an Entire Day of Appointments

1. Click the Search icon.
2. Type Reception in the search bar.
3. Click to select Reception-Front Desk (My Office)

Ug-20

* &

QIrecepti ]
e Reception Views (Administration) |
@ -

e Reception/Front Desk (My Office)
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8.

Select the staff you want to cancel appointments for.

Select Apply Filter.

Select the date.

Select Scheduled in the All-Statuses field. Click Apply Filter.

Click the Cancel Appointments icon.

Reception/Front Desk

o ogfa&ﬁ-*xmx

(7)
04/11/2023 &) | Qs ol All Statuses hd | I Dewitt, Jayana Michalle NP Nurse Pract v ml °
Flags

Timed  Client Procedure Status  Staff Balance Comment  Locations Programs Primary Ins.

o B 120 i Consult Sched..  Dewitt,Jay.. $0.00 Add Office SCA Clinie ... -
© B 120. i Consult Sched.. Dewitt Jov.. $0.00 Add Office SCA Clinic M...
© B 120 i Cansult Sched..  Dewitt, Jay... $0.00 Add Office SCA Clinic M...
© B 1z. i Cansult Sched.. Dewitt, Jay... $0.00 Add Office SCA Clinic M.
© 1290.. i Cansult Sched.. Dewitt, Jay... $0.00 Add Office SCA Clinic M...
o 12:0... i Consult Sched.. Dewitt, Jay... $0.00 Add Office SCA Clinic M...
o [FE 1zo. i Consult Sched,..  Dewitt, Jay... $0.00 Add Office SCA Clinic ...

9. A window opens asking for cancellation reason. Select appropriate reason and click

Change.

Change Status e n

WAgencwstaﬁ Cancelled v "

Lo

How to Print a Daily Schedule

1.
2.
3.

>

Click the Search icon.
Type Reception in the search bar.
Click to select Reception-Front Desk (My Office)

e Reception Views (Administration)

n
e Reception/Front Desk (My Office) o n
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4. Select the staff you want to print the daily schedule for.
5. Select Apply Filter.

6. Select the date.

7. Select Scheduled.

8. Click the Print Daily Schedule icon.

’ o OGlseevin
oz 4 (¢ ] O ] [~ || D)
Flags

Reception/Front Desk (7.

Time& Client Procedure  Status  Staff Balance  Commen t  Locations Programs Primary Ins.

© [B 120 i Consul Sched... Dewitt, Jay 5000 Add Office SCA Clinie M...
@ (B 120. i Consult Sched.. Dewitt, Jay 5000 Add Otfice SCA Clinic M...
B8 120. i Consult Sched.. Dewitr, Ja $000 Add o SCA Clinic M
© BB 120. i Consult Sched..  Dewitt, Jay $0.00 Add Otfice SCA Clinic: M...
© [ 120. i Consult Sched.. Dewitr, Jay $000 Add o SCA Clinic M
@ BB 120- i Consult Sched.. Dewits, Jay.. 5000 A Office SCA Clinic M...
@ B 120. i Consul Sched.. Dewits, Jay.. $0.00 Add Office SCA Clinic M...

How to Print a Daily Schedule that includes comments, phone #s,
insurance info, etc.

Open Search Reception/Front Desk (my office)
Chose date, views (defaults to all views), status (defaults to all statuses) & chose Doctor/staff of choice.

Click on the Export Icon at top right-hand side of page.

MBS HBAE S ALE X

This is now saved in Downloads on your computer.

Downloads window pops up, Click the Open File blue link, click ok to open from trusted source & chose
Enable Editing.

It is now an Excel document to adjust, add/delete, etc.
Reminders:

- Save as an “Excel Workbook”
- Phone numbers are in order as follows:

Phone Home
Mumber Mobile
Mobile 2
_—
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Diffferent Views in Stafff Calendar

1. Click the Search icon.
Type Staff Calendar in the search bar.
3. Click to select Staff Calendar (My Office)

Eﬂ S Test, Max(1091) X
s

[ Q, Staff Cale ]
I @ ' staff Calendar < (My Office) A

N

ns

4. Select Single Day View; Select Provider to View; Click Apply Filter (A & E)
OR

5. Select Multi-Day View; Select group you have access to view; Click Apply Filter (A, B
&E)

OR

6. Select Multi-Staff Selected View; Select providers; Click OK; Click Apply Filter (A, B &

staff Calendar G @ e @
B rti-ssaft view o Mh chnicians - | 30 Minutes Ingarvals £ | Jofing Groug... Showing 1-3/3
W Today B Day B Week @ Month | C Refrash ¢ >| movzzaozz
@ Clinician, Robart Staphan, Khristy
TUE TUE
11722 1122
“r [ ©8:00 AM - 16:36 AM € 8:00 AM - 10:00 AN
Intake Hours Irvtake Tirre

10000 AM € 10000 AM - 12:00 PM
Clisnt Assessment Time
© 19:39 AM - 12:00 PH
Client Assessment Time
11:00 AM

You can view it by day, week, or month. (F & G) Use < > buttons to change date. (I)
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staff Calendar aEESC x @
SRR w!| | #hcticians v 30 Mioutes Intervals . Shawing 1-3/3
ok

B Mant I Rafrash ¢ > Mow222022

@ Todey | B Day

o

Clinician, Robart Staphan, Khristy Suparvisor, Clinician
11/22 | 11722 11132

C 8200 AM - 10:30 AM © 8:00 AM - 10:00 AM
Intake Hours Intake Tirne

€ 10:00 AM - 12:00 PM
Client Assessman t Tome
© 10:30 &M - 12:00 PH
Client Assessment Time

A. The View drop-down menu will allow you to switch between calendar views of a
single-staff, multiple-staff members based on a pre-defined group, or multiple-staff
members that you can select.

B. In the multiple-staff view, this will allow you to choose between pre-defined groups.
In single-staff view, this will allow you to switch between staff members.

C. The Intervals drop-down menu will allow you to tell SmartCare the time intervals
you want the calendar to display. in. For example, if you select 30 minutes there will
be two time slots in each hour on the calendar.

D. The Define Group button will allow you to create your own customized staff group.

E. The Apply Filter button will need to be clicked any time you make changes to A-C
(listed above) for it to update the calendar below.

F. The Today button will bring you back to today’s date when you have navigated
away to a different date.

G. The Day, Week, and Month buttons will allow you to change between daily view,
weekly view, or monthly view.

H. The Refresh button will refresh the calendar and show you the most up-to-date
information.

I. The Forward and Back buttons will take you forward a day and back a day.
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How to Create a Scheduling Group Template in SmartCare

Search Staff Calendar (My Office).

Select Multi-Staff View.

Select Define Group.

Staff Calendar

iiI ([#utti-statt view

@ Today @@ Day & Wesk

5:00 AM

Uncheck All.

Select Staff.

]
w |I Select Group....
|

~ 15 Minutes Intervals

' Refresh ¢ » May22023

Enter the name of the group in Staff View Name field.

Click Insert.

Scroll down and click Save and Close.

Define View

|_| organization views

Staff View Name

|_lAbdulcader, Nisha MD Medical Doctor
["label, Brian M LCSW Licensed Clinical Social Worker
|sbramowitz, Beverly MD Medical Doctor

|_ladams, Hope
|_lAddington, Anna Carolina

|Acosta, Angie AQD Certified/Registered AOD Counselor

I Insert Clear

Staff View

View Name & Staff
o Osw Some
>< ) MD Some
>< {_) MD Test Grp Some

To view the group, click the drop down in Select Group field.

Click Apply Filter.
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Staff Calendar

§ | Muti-staff View ~ | Select Broup... V"I 18 Minutes Intervzls ~ Define Group... Showing 1-5/undefined 3

Apply Filter I

i Today ﬁ Day ﬁ Week

9:00 AM

C' Refresh

<

5> May22023

You can view Today, Day, or Week by clicking the corresponding button.

N
Staff Calendar CR-E = x @
HE | Mottt view v Lesw ~ 13 Minues Intervals ~ Showing 1-4/4
& week C Refrssh | ¢ > May22023
Abell, Brian M Allen, Amy Renee Allinger, Brittany Nicole Bailey, Heather Nicole
TUE TUE TUE TUE
52 5/2 5/2 5/2
10:00 AN
To navigate by week, click the <Showing> button.
+
Staff Calendar LT x @
8 | Multi-Staff view ~ LW | | 15 Minutes Intsrvals - Showing 1-2/4 3
i Today a8 Day C Refrash ¢ > Apr302023-Mayé
Abell, Brian M Allen, Amy Renae
SUN MON TUE WED THU FRI SAT SUN MON TUE WED THU FRI SAT
4/30 5/1 5/2 5/3 5/4 5/5 5/6 4/30 5/1 5/2 5/3 5/4 5/5 5/6

10:00 AM

To add/remove staff from group, click drop down in Select Group field.

Click Apply Filter.

Staff Calendar

§E Muiti-staft View

v || sslect Group...

i Today ﬁ Day ﬁ Week

9:00 AM

C' Refresh

<

>

) ||I 15 Minutes Intervals

May 2 2023
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Click the radial button next to the group name you want to edit.
Select/remove staff.
Click update.

Scroll down, click save and close.

Define View Organization iews

Staff View Name LCSW
All
Abdulcader, Nisha MD Medical Doctor
Abe.., Brian M LCSW Licensed Clinical Social Worker
Abramowitz, Beverty MD Medical Doctor
Acosta, Angie AOD Certified/Registered AOD Counselor

Adams, Hope
Addington, Anna Caralina -
Staff View
View Name A Staff
X | © csw Some
)( MD Test Grp Some
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