How to Scan a Document into Client’s Record

SmartCare search words in bold.

To scan, you need a scanner attached to your workstation. Scanning will use your scanner’s software but
save it in SmartCare.

1. With the client record open, click the Search icon.
2. Type Scanning in the search bar.

3. Select Scanning (My Office) from the search results.
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4. a. To scan a single document, click the “Scan New Images” icon.

b. To scan multiple documents in a batch, click the “Start Scan Upload” button.
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5. Select your scanner.

Select Source o

Sources:

PaperStream P fi-7030 3.10 (32-32)
WIASF-7030 #2 1.0(32-33)

Select

Cancel




6. To scan a single sided document, insert the document face down into your scanner. In the Simple tab
under Paper Source, select Feeder Front Side. Click Scan.
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Image Mode Resolution Paper Size Paper Source Continuous Scan
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Color 150 dpi Letter | Feeder (Front Side) | Automatic

I Scan I ‘ Azzisted Scan | | Close | | Reset

7. Select Finish when done.

% PaperStream [P =

Ta continue scanning, lead the document on the
sCanner.
Scanning will start automatically.

Finish

8. Ensure the document scanned correctly and all pages are visible.
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9. Select Client Medical Records. Ensure client MR# & Client Name auto fills. (If not, click the ellipsis
button which will take you to the client search window.) Enter in effective date (date of document.)
Select Record Type from the drop-down. Enter naming convention in the Description field. Select the
Program. Click Save and X to close.

Note: we have asked CalMHSA to include our document types in the Record Type drop-down menu.
(Admin/Correspondence, Hard Copy Signed Docs, Legal, etc.) We are awaiting their response.
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10. To scan a double sided document, insert the document face down into your scanner. In the Simple
tab under Paper Source, select Feeder (Both Sides). Click Scan.

& PaperStream IP (TWAIN]) - fi-7030

*
| 000 : Current Setting '| Simple @ ®

Image Mode Resclution Paper Size Paper Source Continuous Scan
_ ' j &
<
—
Color 150 dpi Letter Feeder (Both Sides) II Automatic

I Scan il Assisted Scan | | Close | | Reset

11. Select Finish when done.

Note: For multi-page documents-when the document starts to scan, it will pull the last page of the
document into the scanner first.

£ PaperStream [P X

To continue scanning, load the document on the
sCanner.
Scanning will start autormatically.

Finish

Follow steps 8 & 9 from above to attach the document to the client record.



How to Scan a Document into Client’s Record Without a Scanner
1. With the client open, click the Search icon.
2. Type Scanning in the search bar.

3. Select Scanning (My Office) from the search results.
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4. You can upload documents one at a time or as a batch.

a. To upload a single document, click the “Upload New Images” icon.
b. To upload multiple documents in a batch, click the “Start Batch Upload” button.

Scan nil‘lg {LT.I o Start Batch Uplead

Al Aoanine b -

Show Scannad/Uskoadaed W Giaff, Arcean W Mot Completed L

Etfoctive Dates Betwean B~ And a- Croated Between 12712022 B~ And OL212021 B«

Associated With il Nama Record Typa Created 7 Effective  ScamewdBy  Status Babchld  Frowider

5. Choosing upload will open the Upload File Detail screen. This will include a pop-up. Click Select to find
the file on your computer. (It must be a PDF.)
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6. Once it’s ready, a little green circle will appear next to it. Click Upload.

Image Upload (2] x]

Please select a file.

w star referral.pdf

7. This will show you the PDF. Confirm you’ve uploaded the correct document. Make corrections as
needed using the buttons at the top of the PDF viewer.

8. Select Client Medical Records from the first dropdown menu.

9. If you do not have the client record open, you can click on the ellipsis button to find the client. (The
client search will open. Search to find the client. Click Select when you’ve located the client.)
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Please wait...

If this message i ot eventually replaced by the proper contents af the document, your POF
viewer may not be able 1o display this type of document,

You can upgrade to the latest version of Adobe Reader for Windows®, Mac, or Linux® by
visiting hitp:/fwww.adobe com/go/reader_dawnload.

10. Select the Record Type.

11. Enter the description of the document.

12. Enter the program the document is associated with.
13. Enter the Effective date of the document.

14. Click Save.
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17 this message is not eventually replaced by the proper contents of the document, your PDF
viewer may ol be able 1o display this type of document.

You can upgrade 1o the lniest version of Adobe Reader for Windows®, Mac, or Linux® by
visiting hitp:/Saraw, adobe.com/ goireader_down|oad

For more assistance with Adobe Reader visit hivtp/ P, adobe.comgo/acmeader.

How to view scanned documents in the record

We have found two ways to view scanned documents in the client’s chart.

1. The first way is with the client open, search Documents and select Documents (Client).
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2. This will take you to a document list page which shows all documents (forms and scanned items in the
client’s record), where you can enter search parameters and click apply. You can sort the list
alphabetically by clicking the Document/Description header. You can open a document by clicking on
the document name.

The second way to view scanned documents only:

1. With the client open, click the Search icon.



2. Type Scanning in the search bar.

3. Select Scanning (My Office) from the search results.
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4. Set the parameters.

a. Select Client Medical Records in the All-Associations field. Ensure correct client is displaying; if
not, click the ellipsis button to go to the client search screen. You can leave All Record Types or
specify specific records you are searching for.

b. Ensure Show Scanned/Uploaded is selected in this field. In the All-Scanning Staff field, you can
view documents scanned by all staff or individual staff. You can view all statuses or select
completed or not completed.

c. You will need to enter either effective dates or created between dates to specify the date range
you are looking for. (Similar to AZ’s filters) Note: Effective date is the date of the document.
Created date is the date the document was scanned into the record.

d. Once the parameters are set, click Apply Filter.

O W A& Ca,Knyiloze) 5+ x

& &' D 7 Kimberly Seaman = (D

Start laich Uipload Start Batch Scam a E ﬂ * * b4

Scanning (5)
Cliant (Madical Aecoroe) L ! 1026 AL Rcoet Types Ay Filber -
Shosy SoamnedUplosded W all Scanming Sttt W AL Fituses W
Effectve Dafes Betamer B~ Aed = g Cresied Betwesn 0d/07/202% B~ And 051772023 @"
Agsouated With o Nams Regoed Type & Created Effective Scanned By Flatus Datehld  Provider  Desurer
EE-:. ent (Madical Records) 2028 Gt Kty Lab Orders (MH Labor... E QRMRrale] 05/05/2021 Ssaman, Kima.. Completsd
[ Cuent esdical Records) 1026 Cat Kty Leb Orders (MH Lasor.. [y GSM05/2003 05/0%/2021 Sesman, Kima. Completed
[ Client (Medical Records) 1026 Cat Kby Scanned Madical Reco 1;;‘-Ei-‘2t-;; D5/01/3023 Archer, Mich,, Completed i
[ Cliant (Madical Records) 1026 Cat Kty Scannad Medical Reco E D50C/S0FS 0S/03/2023 S0 Co, Tast Complated
[y Cliant Medical Records) 1026 Tt Mty SeannedMedical Rece.. [0 IETRE00S 04/27/2023 Ascher Mich.. Coenplated



5. You can see the document description/ naming convention by placing your cursor over the name in
the record type column.
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6. You can view the scanned document by clicking on the document icon.
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7. Once the scanned document opens, you can print the scanned document by selecting the print icon.
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How to attach scanned documents to SmartCare
forms
1. With the client open, search Documents. Select Documents (Client).
2. Locate the completed SmartCare form you want to associate a scanned document with.

3. Click the Add link in the Associated Documents column.
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4. The Associate Documents window will open. Locate the scanned document.
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5. Click on the document name to open and ensure it is the correct document you want. If it is correct,
click the Documents tab.
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6. Click Add. Click OK.

Associale Documents

Associate Documents (28) Cancel
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Document Effective Status Author
Add Release of Information 06/08/2023 Signed S0 Co, Test Front Office -
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2ad rifin f nEen] 05/16/2023 Signed Searnan, Kimberly
Add C51 Standalone Collection 0B5/16/2023 Signed McGuire, Kathy
PSC-35 (California Pediatric ... .. - R M

List of Associated Documents

7. This will take you back to the Documents screen and the Associated Document will be shown. You can
click the on the associated document name to view the scanned document.
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8. If you want to attach one scanned document to multiple completed forms, you will go to Scanning
(My Office). Locate the scanned document and click on the created date.
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9. The Scanned Medical Detail screen will open. Click on the Associate Documents icon.
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10. A pop-up will open. Click Add.
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11. The Associate Documents screen will open. Click on the form name and ensure it is the correct form
you want.

Associate Documents (31) [ oc | camca |
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List of Associated Documents
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12. If it is correct, click the Documents tab.

s
Assesiate Documents (31)

Documents Preview

Cient: cat, Kty Effective Date: 06/08/2023 Author: Sa Co, Test Front Office Status: Signed
= g W/ Draw @ | O Readaloud -+ B 1 ofk | ) | D
Client ID: 1026 Released To/From: Worker,
Social

AUTHORIZATION TO OBTAIN/DISCLOSE PROTECTED HEALTH INFORMATIO

Client Information

Client Name: Cat, Kitty Client ID:
DOB: 04/26/2001 Effective [
Program: SCA Clinic Adult (Grand)

General

The County Behavior Health Services abides by all federal and state confidentiality laws including HIPA/
Portahility & Aceonntahility Act) and 42 € F R Part 2 Ry sinninn thic antharization T acrknowledas arey
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13. Click the Add button next to the form. It will now be displayed in the List of Associated Documents

section.

te Documents

Associate Documents (31)

Documents  Preview
Al Cliniclans » All Documents % Al Stetuses w
EMective From D6/05/2022 [~ Effective To B
A All Document Effective Status Author

Bal=sass of Information D6/08/2023 Signad 5o Co, Test Frant Office

add o Medical R r DE&/08/2023 Signed So Co, Test Front Office

Add Prograss Nete DE[02/2023 In Progress Jaaquin, Tara Leigh

Add Refgrr Ll DES25/2023 In Frogress Seaman, Eimbarly

Aad UMDAP Financial Assessment 05/22/2023 Signed 5o Co, Test Front Office

Add Belease of Information 05[18/2023 Signed S Co, Tast Front Office

Add Rel=s nharmat 0518/ 2023 Signed 5o Co, Test Front Office

Add Belaase of Information DB/17/z023 Signed Searman, Kimberly

Add Coordinated Care Conseant 05M16/2023 Signed Seaman, Eimberty x

List of Associated Docurments

Document Effective Status Author
l W Relmas=ofl. 08/0B/2023 Signad %o 0o, Tast,., ]

14. You may repeat these steps to add the scanned document to multiple forms. Once done, click OK.
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Associate Documents (31)
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All CEnicians - All Documents W Al Statuses -
Effective From 06/08/2022 [~ Effective To =k
!
Document Efective Status Ruthee
Rl ¥ rmaticn 06/08/2022 Signed 50 Co, Test Front Office -
Add Scanned Medical Becord 06/08/2023 Sigred 50 Ca, Test Front Otfce
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add mforation 05/17/30233 Sigred Searnan, Kimberly
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List of Associated Documents
Diecument Effective Status Auther -
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x Belssse ol L., OB/ L18/2023 Sigrad Sa Co, Tesl..
W Bslsazecil OB/48/2023 Sigrad & Co, Test.., -
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15. X out to close the Scanned Medical Record Detail screen. Go to Documents (Client) and this is how it

will display.
Q * -= Cat, Kitty (1026) B0 + X é f <) P TestFrontOfficeSoCo~ (1
Documents (41) Craaie Documan.., v Bk L x
All Authars._. w Al Documents L Al Statuses w | Dusin X days W Othar Al APply Filter -
w Include errorad documents  From 06/08/2022 v To 06/08/2023 Q v Inciude External Documents
Document/Description GI roup Effective ¥ Status Ver.  DueDate Authar Ta Co-Sign Others to Sign Shared Associated Documents
Scanned Medics| RecondiBH Authorization to Disclos 06/08/2023 Completed 1 50 Co, Test Front ves
lﬂmmn UET0e 2023 ened T SO LS, TSt rront e
Progress Note { Menta| Health Assessment by Mon-Ph 06/08/2023 ToDo 1 Joaquin, Tara Leig Yes

16. If you click the Multiple link in the Associated Documents column, a pop-up will display showing the
associated forms. You can click to open each form.

Alanna. LIRS Y LA LR Ll ]
Associated Documents Popup ©aiji
Release of Information - ]
Release of Information )
Release of Information !
.II
"

-
]

Y

How to remove associated documents from
SmartCare forms (if attached in error)

1. In the Documents screen, click on the document/description.

Dogument/Description 3:;:: Effective ¥ Status Wer.  DueDate  Author To Co-Sign Others to Sign ~ Shared  Associated Documents
Progess Note ( Client Non Billable Srve Must Doy, 07/11/2023 ToDo 1 Yarnold, Katstyn £ Yas Add

Coordinated Care Consent 07/11/2023 InProgress 1 Seaman, Kimberk Yoz Progress Note

Progiess Nole | Dsychosocel Nehabilitation Groys ., MugicSharl., 07/10/2023 Signed 1 MNovikott, Denica Yes agd
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2. Click this icon.

Wi @20 EED x

3. Select Associated Documents.

Print Amendment Requests

View Message

Send

BET

eall

= ima

4. Click Add/Modify.

i As=ociated Documents Popup (7] x|

Progress Moie

Add/Modify |  Cancel
1

P e T |
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5. Click the X to remove.

AssociteDocwments @]
Associate Documents (8) [ ok ]| cencel |

Documents Preview

All Clinicians » Al Documenls w | All Sttuses w Apply Filter

Etfective From 07112022 B~ Ettective To =k
A All Documen EMective Status Author
Progrags Hote D7M10/2023 Signad Morviaft, Danica
Add Brograss Hats 07052023 Signed Bouwsioos, Jardan
A Progress Naois 07 0T/2023 Signed Moo, Danica
Add Frograss Hoje 03,/07/2023 Signad Meorviatl, Dafica
Add Erogress Hole 07042023 Signed Morwioft, Dianica
A Progress Naots L7 062023 Signed Extherman, Charies Moms
Add Frogress Nole 07062023 Signed Johnsan, Julia Dannan
Add CCD MH D&AE2023 Signad Prowider, Comesrsion

Liat of Assoclated Documents

ument Etfective Status Authaor
.t gress Hot Tro/205 Segned Howikot, De
6. Click OK.

Confirmation Message ﬂ :

9[! o you want to delete this record?

T |
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7. Then click OK in the Associated Documents screen.

Azzociate Docwments @

Associate Documents (9)
Docusmenis Prewiew

Al Cliriicians g Al Docurnents WAl Satuses W m

Ettective From 07/11/2022 [~ Effective To B~
Dooament Effective Siatus BAuthor
Add Cogrdmated Care Consent o7f11r2023 In Frogress Seaman, Kimbarly =
Add Progress Hote 071352023 Signad WowikaM, Danice
Add Brogress Hate 070972023 Signed Bouskos, Jardan
Add Progreass Note O OT 2023 Signad Mowrikeoff, Danica
Add Brograss Hole o707 2023 Signad Movwikaff, Danica
add Fropress Note 07062023 Signed MowikoM, Danica
Add Frogress Note o7/n6 2023 Signed Kairarman, Charas Morris
Add Progress Hote O7/Rar2ias Signed Jahrggn, Julis DEnngn
Add CCD MH D615 2033 SiEned Provigier, Comrvgrsian -
List of Associated Documents
Dacument Eftectine States Authar
8. X to close the document.
a & & Generic-1, Non-5lo (450001) + X f ‘0 O ? KimberlySeaman~ (1)

Coordinated Care Consent E?OE Q=2 LWMimel

Effective 071172023 v Status o Progress Author  Seaman, Kimbecty  priot Amenament Reauests (D) &) g.: .
View Massage o

General

General

. . Open Claim Line Detail
By signing this form below, you will allow certain organizations and individuals to use and share your health and other p s related to

your treatment and care, Thay will be able 1o share your Information through an electronic nealth record System Mainta Associate Documants ealtn Sarvices
Authority called SmartCare.
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