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This document is to be used in conjunction with the Netsmart Sandbox
environment as a guide. Following the steps included in this guide will allow
you to get a sense for the general workflow for your role and how you will
interact with the Netsmart solutions, once your own system build is
completed. It will provide you with a foundation for understanding the
required data collection and making any design decisions associated with the
project.
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Purpose

The workflow experience contained within this document outlines an example workflow of an outpatient admission process for a
new client. You will walk through the following steps:

¢ Admission (Outpatient)
You will admit a new client into an outpatient program.
¢ Cross Episode Financial Eligibility
This form is used to create and maintain the Guarantor record is applied to all episodes from the selected client.
« Diagnosis
You will add a diagnosis record using DSM-1V and ICD-9 codes for your new client.
¢ Scheduling Calendar
You will add a new appointment for your client.

Please keep in mind that an Admission workflow could have many variations or additions based on the needs and workflows
established within your organization. We wanted to provide you with a basic Admission process in Avatar so you could start to
become familiar with the key Avatar forms and client movements within the Avatar system.

l|Page
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Terminology

Admission (Outpatient) — the form utilized to admit clients into an outpatient program. Using this form will create an
Outpatient episode for a client in Avatar.

Episode — In Avatar, a client is admitted into an episode of care. An episode starts with a new Admission (Inpatient or
Outpatient) and ends with a Discharge that follows that Admission. Many client activities (services, assessments,
treatment plans, progress notes) may happen within one episode.

Forms — the data entry screens in Avatar that are used to track medical record information.

Home View — a user’s main navigation screen. The Home View allows a user to view their caseload, search for clients,
access forms, or navigate to the client Chart View.

Chart View — a view for quick access to the client’s stored medical record information. The Chart View is comprised of
three main sections:

o0 The Chart Widget View - like the Home View, displays windows of information pertinent to the client and their
overall status.

0 The Chart Overview - located on the left side of the Chart View, the Chart Overview provides links to forms in
Avatar pertinent to the user’s workflow. This allows the user to quickly navigate to stored data and forms they
use in their job on a daily basis for an individual client.

0 The Chart Inquiry View — works in conjunction with the form links in the Chart Overview. When a form link is
clicked by a user, the Chart Inquiry view becomes available to the user and they are able to see any stored data
on file for the client for that specific form. From the Chart Inquiry View, a user can easily edit an existing record or
add a new record.

Clinicians/Practitioners/Staff ~— Persons that render services or treat clients directly.

Cross Episode Financial Eligibility = — the form used to track a prioritized list of guarantors for liability distribution for the
selected client across all of the client’s episodes of care.

Diagnosis — the form used to track and update a client’s diagnosis record using DSM-1V and ICD-9 codes. The Primary
Diagnosis established in this form is utilized as the primary billing diagnosis on claims.

Scheduling Calendar - Avatar functionality that provides the user the ability to manage appointments at multiple sites for
staff members, clients and groups.

Widgets — windows of information that display information about key Avatar functionality, a client, a program, or your
organization.

2|Page
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Logging into Avatar

1. Launch Avatar from the provided URL address.: https://sandbox.asp.ntst.com/plexus/pm

2. Click the Start button to launch the application.

AVATAR

Metsmart Technologies Incorporated

Start Avatar

Avatar 2011 Avatar-2011-RELEASE-BETA-25 Build 754

3. Log in by selecting the Server you are going to log in.
4. Type “SAMPLE” in the System Code field.

5. Type in a clinical Username : INTAKEL, INTAKE2, INTAKE3, INTAKE4, or INTAKES.
6. Type in the Password for the CLINICIAN username (they all use the same): INTAKE99.

7. Click the Sign In button.

V] Avatars..

Server

PLEXUS MyAvatar - DEMOAVEM

System Code
SAMPLE

R

Username
PMSYSADM

Password
| s===-=|=-=n1

Section Recap:

You have now logged into Avatar.

3|Page
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Admission (Outpatient)

The Admission form is utilized in Avatar to admit clients into an outpatient program or episode of outpatient care.

1. Onthe Home View, locate the Forms and Data widget.
2. Inthe Forms and Data widget, type “Admission” in the Search Forms field. Double click Admission (Outpatient).

| admission| @ 2:00 PM

Admission (OutPatient) Avatar PM [ Client Management

Admission Avatar PM [ Client Management
Admission Referral Information Avatar PM [ Client Management / Client Information
TEDS Admission Avatar PM [ Client Management [ Michigan Client Management

Chio BH Admission Avatar PM [ Client Management / Ohio State Forms

Back Dated Admission,Discharge Avatar PM [ System Maintenance  Client Maintenance

3. The Select Client window will appear.
Note: Avatar requires that you search for the client you want to complete the admission record for. This ensures that the
patient is not already entered into the system to avoid duplicate entries.

Select Client X
1& | Select Client |
Last Name First Mame Sex
Sodial Security # Date of Birth
Alias
(& seo I cea § ven cencpicre J Gienioeas |

Sodal Security Mu... Date Of Birth

i

4. Enter a last name and a first name for a client you want to admit into an episode of care in Avatar.
Click the Sex scroll-down list.
Select a sex for your client.
Note: You must have three fields completed before search button becomes enabled.

7. Click Search.

4|Page
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8. Click New Client .
9. A message will appear asking if you want to auto assing the next ID number. Click Yes.

10. If you click No, you will need to manually assign a numeric identifier to the client.

Avatar 2011 - Client x

Auto Assign Next ID Mumber?

——

11. Write down your client’'s assigned Avatar ID number & last name:

12. The Admission form will open.
| Admission (OutPatient) #

¥ Identification and Treatment Information

AOnCaton an Client Name

=
Presenting Problem/Acco. .

Type Of Admission

Source Of Admission

v ing Problem// ying Person
Presenting Problems-Frimary

Presenting Problems-Secondary

Presenting Problems-Tertiary

¥ Compliance Indicators
Received Copy OF Client Rights -Advanced Directive

First Admission -

Admitting Practitioner

Yes No

Permission To Contact After Discharge

Yes No

Accompanying Person Relationship

Accompanying Person Name

Accompanying Person Address

Advanced Directive Note

KIRKPATRICK, WHITNEY] a
Compliance Indicators
= Demographics S Faciity Chart umber @ Attending Practitioner
Client Demographics ® Female Male _ Unknown
Aliases
Date Of Birth Age Sodial Security Number
Maling Information e Practitioner Type Disposition
= Other Client Data = =
Preadmit/Admissian Date - Preadmit/Admission Time e Bt
02/15/2012 i (%) 05:56 PM Current | -
; cisty Custody Effective Date
ragram
g = [ |
Q.P, Child Psych.
Perform Discharge Alert G Type OF Alert

13. Enter the first day of the previous month in the Preadmit/Admission Date field.

14. Client Current in the Preadmit Admission Time.
15. Click Program drop-down list.

16. Select one of the following programs:

O.P. Child Psych

O.P. Mature Adult Psych

O.P. Adult S.A.

17. Click the Type of Admission drop-down list.

18. Select First Admission

Copyright ©2012, Netsmart Technologies. All Rights Reserved.
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19. Click on the Demographics

20. Enter an address for your client. You may use 111 Center Rd Ann Arbor MI 48105

section in the form tree on the left side of the screen.

TN
¥ Netsmart

Admission (OutPatient) #

= Admission
Identification and Treatm. .,
Presenting ProblemfAcco...
Compliance Indicators

= Demographics
Client Demographics: I
==

Mailing Information
= Other Client Data

—1

o Comments

T

o .|

¥ (hent Demographics
Address - Street

7809 Sunrise Hwy

Address - Street 2

Zipcode City
64468 Marxille,
State County

MISSOURT =

Home Phane Work Phone Cell Phone
551-625-8412

Email Address

Communication Preference

Email Regular Mail
Work Phone Cell Phone

Home Phone

Employment Status

Occupation

¥ Aliases
Alias

Alias 2

Alias 3

Maiden Mame

Marital Status

Single f Never Married
Primary Language
English

Client Race
White /Caticasian

Other Racels)

| Alaskan Native
American Indian
Asian/Padific Islander
Place Of Birth

Country Of Origin

Education

Alias &

Alizs 7

Alizs 8

Citizenship

Ethnic Crigin
Not Of Hispanic Origin=~

Religion

Church Of Christ -
-
-

21. Click Submit to complete the form and save your client’s admission.

Section Recap:

You have now created a new client and placed the client into an outpatient episode in Avatar. Remember your client's name Avatar

ID number as you will use it throughout the entire exercise.

Your client now has the following information saved in Avatar:

v Admission Record

Copyright ©2012, Netsmart Technologies. All Rights Reserved.
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Cross Episode Financial Eligibility

The Cross Episode Financial Eligibility form is utilized to create and maintain the Guarantors or Payors that will be liable for
covering the client’s rendered services across all the client’s episodes of care.

1. Select your client by clicking the name in the My Clients widget to highlight it.

i | Client Staff =
My Clients edit
> Hannah Smith (000000008) |

2. Inthe Forms and Data widget, type “Cross Episode” in the Search Forms field. Select Cross Episode Financial

Eligibility .
Search Forms _
| CROSS EPISODE 2
Mame Menu Path
Cross Episode Finandal Eligibility Avatar PM / Client Management // Account Management
Cross Episode Managed Care Authorizations Avatar PM f Client Management / Account Management

3. The Cross Episode Financial Eligibility form will open.

7|Page
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Cross Episode Financial Eligibility # ﬁ

o Guarantor Selection
Guarantar
Subscriber
Subscriber's Employer
Subseriber's Benefits
Motes and Other Info
o Customize Plan
Plan Details
Sliding Fee Details

Submit

s Cross Episode Financial ...

Led || B

| Q ) ia J

¥ Guarantor
-Guarantor Information

Guarantor #
Aetna (3]

Guarantor Name
Betnalifeand C...

Guarantor #

Aetna (3)

Guarantor Name

Aetna Life and Casualty

Guaranter Plan
(Non-Contract) Commerdial
Customize Guarantor Plan

Yes (% No
Address -Line 1

PO Box 123002

Address -Line 2

Zipcode City

92112-9002 San Diego

Guatantar Plan
1

Customize Guarantar Plan

Mo
State
@2 CALIFORNIA -
_Inhibit Biling By Mail -
I Yes No
-Effective Date OF Contract ——
oyotjiose 2T | | ¥ |
kL — -

Insurance Code/Medicaid Tape

Eligibility Werified
(W) Yes No
Coverage Effective Date—

otjorjeorz BT | ¥ |

Add New Item

Edit Selected Item |

Delete Selected Item |

Phone Mumber
300-854-6582
Is This A Managed Care Contract —

Yes (% No

-Expiration Date OF Contrack——

.Tl Y

-Coverage Expiration Date

I PE ¥

4. Click the Guarantor Selection section in the form tree on the left side of the form.

Type “3” in the Guarantor # field.
Click Aetna (3).
Note: Fields will automatically populate.
Click the No radio button from the Customize Guarantor Plan field.
8. Click the Yes radio button from the Eligibility Verified field.
Enter the first day of the previous month in the Coverage Effective Date field.
Note: The Coverage Effective Date must be before or on the date of Admission.

10. Scroll down the form to view the Subscriber sub-section.

8|Page
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Cross Episode Financial Eligibility # H‘EM
o Cross Episede Financial ... . ¥ Subscriber
o Guarantor Selection Client's Relationship To Subscriber Homie Phcre Mismbar Wark Phone
Guarantar | Self v |
Subscriber 2 ; : e
Subscriber's Employer Stlbssciocs's e Subscriber's Sodal Security # -Subscriber’s Birth Date
Sl Boriehis SIMMONS, SAM 545-88-8742 12j12{1972 )
MNotes and Other Info Subscriber Address - Street Line 1 Subscriber Sex
= Customize Plan 2424 HOUSTOMN DR Femals # Male Unlnawn
Plan Details
Siiding Fee Details Subscriber Address - Street Line 2 Subscriber Military Status
-
_— Zipcode City Subscriber Branch/Service
[ b || M || o | 54151 Kansas City -
| o | | ﬁ || | State Subscriber Address - County
MISSOURT - -
11. Click the Client’'s Relationship To Subscriber  drop-down list.
12. Select Self.
Note: Required fields will automatically populate. If a field does not auto-populate for the Subscriber, fill in the Required
sections (in red coloring, such as Social Security Number or Address Information).
13. Scroll down the form to view the Subscriber’'s Employer sub-section.

Cross Episode Financial Eligibility 2

o Cross Episode Finandial ...
= Guarantor Selection
Guarantor
Subscriber
Subscriber's Employer
Subscriber's Benefits
Notes and Other Info
o Customize Plan
Plan Details
Sliding Fee Details

Subscriber Employer Add - Zip

Subscriber Emplover 's Add - City

¥ Subscriber's Benefits
Subscriber Treatment Auth, —

Subscriber Employer 's Add - Street

Subscriber Policy %

| 12345673

Subscriber Medicare #

Subscriber Medicaid £

~Subscriber Assignment OF Benefits Denial Code
Syibmit Yes Ma % Yes I No h
— Subscriber Relzase OF Info- Subseriber's Covered Days Masimum Covered Dollars
.."I!! J U
AT == ) ¥es 9959 9955999,99
3 ® No
| &’ i :& ) () - Mumber Of Days For Interim Biling
Informed Consent to Release Medical Information For Conditions
- or Diagnoses Regulated by Federal Statutes
Lifetime R D
Coordination OF Benefits — Date OF Accident- EERAERESIT LS
® Yes Mo
Date Benefits Terminated - Date Benefits Denied-
=
1 T | 1 Y mI T ] 1 Y ]
14. Type “12345678" in the Subscriber Policy # field.
9|Page
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15.
16.
17.
18.
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Scroll down the form to view the Subscriber’s Benefits sub-section.

Click the Yes radio button from the Subscriber Assignment of Benefits field.
Click the No radio button from the Subscriber Release of Info field.

Click the Yes radio button from the Coordination of Benefits field.

Cross Episode Financial Eligibility » ﬁ

Subscriber's Employer

Subscriber's Benefits

Motes and Other Info
= Customize Plan

= Cross Episode Finandial ... Financial Investigation Medicaid Mumber Financial Eiigibility Report

o Guarantor Selection : '
Guarantor
Subscriber Financial Investigation Medicare Number

Clear Previous Guarantor Order

Guarantor #1 Guarantor #11
Plan Details [ g |
Sliding Fee Details 1 |
¢ (3) Aetna Life and Casualty Guarantor #12
| v =5 | o | Guarantor #3 Guarantor #13
L& || 8 || w |
Guarantor ¥4 Guarantor #14
19. Click the Cross Episode Financial Eligibility =~ section from the form tree on the left side of the form.
20. Click the Guarantor #1 drop-down list.
21. Select (3) Aetna Life and Casualty .
22. Click Submit to complete the form.

Section Recap:

You have now created a Guarantor and maintained that the Guarantor record is applied to all episodes for your client.

Your client now has the following information saved in Avatar:

v" Admission Record

v Cross Episode Financial Eligibility

10|Page
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Diagnosis

The Diagnosis form is utilized to track the client’s diagnosis information in Avatar.

1. Onthe Home View, locate the Client and Staff widget. Double click the name of your client under My Clients to launch

the client’s chart view.

My Clients edit
= Gangloff Autumn (000000011)

[™ Azron Binford (000000222) | |

= Mancy Erigida

» Melizsa Burns (000000380)

» Gary Carmel (000000095)

2. The client’s chart overview will open. Here you can view the client’'s problems, vital signs, and episodes. It also displays

the user’s To-Do’s for that client.
3. On the left side of the chart is the Chart Overview. The Chart Overview contains links to frequently used forms for a user's

workflow.

l@charta u
EEEl 0o

Intake
Admission
Financial Eligibility
Cross Episode Financial Eligibility
Diagnosis
Managed Care Authorizations
Clinical Assessment
Client Treatment Plan
Ambulatory Progress Notes
Inpatient Progress Notes
Progress MNotes (Group and Individua
Mental Status Assessment
Mursing Assessment
Meaningful Use- Clinical
Problem List
Allergies and Hypersensitivities
Client/Caregiver Education
Treatment/Discharge Summary
Client Views
Appointments
Client Facesheet and Quick Profile

4. Click Diagnosis link in the Chart Overview on the left side of the chart screen. Clicking on the link opens the Chart Inquiry

View.

l1|Page
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5 Avatar 2011 —Oox
£ Home * AaronB Courses Preferences Lock SignOut Switch Help (&R | JSHEP
BINFORD,AARON (000000222) [ L Consumer needs updated annual p... +  Allergies (0)

M, 37, 05/09/1574
HE: 60.0°, Wi 177 s, BMI: 24

m @ gy ) Overview il

Intake
Open Episodes & Tx Pla - .
Admission (OutPatient) Pzt B l | Progress Notes | T
il 1: O.P. Mental Health Services 01/01/2006 n 5 =
ZFdimand Noeerecing Aarorls TrestmentPlan  02{01/2007 Previous 3 days Selection: FIE= S

> Medication Consent Form 2010 Plan 07/28/2010 A&ending Md - 0220/2012 by JANET GIBSON

Cligical Eorms Aaron’s 2011 Plan 04/13/2011

Progress Notes

Allergies and Hypersensitivities Mote Type: Attending Md
Problem List
Client/Caregiver Education Notes Field:

> Needs and Symptom Assessment (O

> Cultural Assessment Gt by,

Client Treatment Plan

Ambulatory Progress hotes

Inpatient Progress Motes

Client Prafile [ Physicians Orders

Psycho-Sodal Assessment
Client Management

Update Client Data

Financial Eligibility

Cross Episode Finandal Eligibility
dient Views:

5. To launch the Diagnosis form, click the Add link.

Diagnosis print Al [wf

1: 0.P. Mental Health Services
01/01/2006 - Active

Submitted 03/23/2011 at 07:12 PM by JACK SHEPHARD Sticky Notes (0) Edit Print Report

Diagnosis
Type Of Diagnosis: Admission

Date Of Diagnosis: 01/01/2006

Time Of Diagnosis: 06:43 PM

Diagnosis - Axis I - 1: 295,20 SCHIZOPHRENIA, CATATONIC TYPE

Diagnosis - Axis I - 2: 296,21 MAJOR. DEPRESSIVE DISORDER,, SINGLE EPISODE, MILD

Principal Diagnosis: 295,20

6. The Diagnosis form will now open. The “Diagnosis” section is first.

¥ Diagnosis
Type OF Diagnosis -Diagnosing Practitioner
(®) Admission Discharge Onset Update JIM WHITE (000005)
Date OF Diagnosis Time OF Diagnosis Estimated Discharge Date -
02)20/2012 (iR [ 0Z:45PM | Current =

Select the Admission radio button in the “Type of Diagnosis” field.
Click the T button (for today) in the “Date of Diagnosis” field.

9. Click the Current button in the “Time of Diagnosis” field.

12|Page
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10. Select the Diagnosing Practitioner (in this example, Jim White.)

11. Type “312.8 (INVALID 1-1-97) CONDUCT DISORDER” in the Diagnosis — Axis | — 1 field.

12. Select 312.8 (INVALID 1-1-97) CONDUCT DISORDER

TN
¥ Netsmart

¥ AxisI&II
Diagnosis - Axis [ - 1

312,8 (INVALID 1-1-97) CONDUCT DISCRDER

a

13. Click the Principal Diagnosis drop-down list. The principal diagnosis is the main diagnosis that is used in the claims

process.

14. Select (312.8) (INVALID 1-1-97) CONDUCT DISORDER.

15. Click Submit on the form tree on the left side of the screen to complete the form.

16.

Section Recap:

Principal Diagnosis

| (312.8) {INVALID 1-1-97) CONDUCT DISORDER.

You have now established a diagnosis for your client and attached it to their episode.

Your client now has the following information saved in Avatar:

v" Admission Record

v" Diagnosis

Copyright ©2012, Netsmart Technologies. All Rights Reserved.
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Scheduling Calendar

Scheduling Calendar gives the user the ability to manage appointments at multiple sites for staff members, clients, and groups. In
the Scheduling Calendar, you can create appointments, check clients in and out for their appointments, and set up individual
appointments or group appointments. You can also assign multiple practitioners to an appointment.

1. Click on Scheduling Calendar under My Forms, in the Forms & Data widget on the Home View.

7

4+ Home

Forms & Data - | My

) I Client [ AI I |

My Clients edit | MyForms edit

>Ross Bell (000000325) ¥ | Clinical Input Zoe Wi
> Azron Binford (000000222) CWS Vital Signs
>5iri Blackstone (000000313) Allergies and Hypersensitivitie: EEl
>Your Client (000000375) Problem List Ben Pol
> Jake Cora (000000238) Client/Caregiver Education Peter O
>Mindy Dalton (000000352) Client Profile / Physicians Orde a
aron
>Peter Duran (000000319) ¥ | Claim and Billing Forms
>Cal Gates (000000223) Client Charge Input Zoe Wi
>Whitney Kirkpatrick (000000369) Electronic Billing Ross B
>Carla Myers (D00000238] il
‘Y (i ) Quick Biling ) Brade
>Ben Polson (000000315) 835 Health Care Claim Paymer :
> Janey Radison (000000224) Spreadsheet Remittance Posti Sam Si
> Eroden St 0000024 i
radiey Silver ( ) v ||/ intake Sara 1
> John Spencer (000000292) Admission (OutPatient)
>Zoe Wharton (000000320) - Mary J
Admission i
Diagnosis Viima
Financial Eligibility Sara 14
- - Cross Episode Finandial Eligibili o ]
Recent Clients Given 9
Liz Petq
Search Clients

2. The Scheduling calendar will open.

Section Recap:

You have now navigated to the scheduling calendar. In the next exercise, you will schedule an appointment for your client.

Your client now has the following information saved in Avatar:
v" Admission Record

v' Diagnosis

l4|Page
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Using the Scheduling Calendar and the Appointment Scheduling form, you will now schedule an appointment for your client.

1. You are going to add a new appointment on today’s date for clinician Steven Stein. Select Steven’s name in the Clinician

list on the left side of the Scheduling Calendar.

| Scheduling Calendar # n

= Filter

|| SIBSUN JANED [UUUUUT ) A
[] GOLD,LYNN (000010)

[ ] HAINES BETSY (000021)

[ ] HOPKINS, ALESIA (000024)

[ ] HOWARD,RICH (000027)

[ JONES, TOM (000031)

[] MALONE,MIA (000030)

[] SHEPHARD, JACK (000008)

["] SMITH,BETTY (000006)

[¥] STEIN,STEVEN (000003}

|| TRAINING, FRANK (000014)
[[] TRANING, JASON (000015)
[] TRAINING, MARLA (000013)
] TRAINING, RICHARD (000011}
[] TRAINING, SARA (000017)
[[] TRAINING, STEVE (000016}

] TRAINING, TERRY (000012}
] WHITE, MARY (000033) =
Uncheck all '

2. Click on the calendar at the desired appointment time.
3. Drag the mouse to the desired end time. A gray box will appear.

7 T ZUTT

A Home

| Scheduling Calendar » n

Courses

Preferences Lock SignOut Switch Help  [af]

~ Filter

HAIN STREET CRNTER =
[T GBSUN,JARET [U0000T] =
(] GoLD LN (000010)
[ HANES, BETSY (000021)
[] HOPKINS, ALESIA (00002¢)
(] HOWARD,RICH (000027}
[ JonEs,ToM (000031}
(] WALONE, MiA (000030}
[ ] SHEPHARD, JACK (000008)
(] sMTH,BETTY (00000}
[T] SMITH JAMES (000025)
[¥] STEIN.STEVEN (000003)
[ TRAINING. FRANK (000014)
[_] TRAINING, JASON (000015).
(] TRAMING, MARLA (000013)
] TRANING,RICHARD (000011}
] TRAINING, SARA (000017)

Tue, Feb 21

STEIN,STEVEN (000033

[C] TRAINING STEVE {000016)
[C] TRAINING, TERRY (000012}

| Z:00 P Peycnatnc Evatuanon

(] WHITE,MARY (000033) =
Uncheck al i

- View

300 P

(8)Day | Wesk i Month

Copyright ©2012, Netsmart Technologies. All Rights Reserved.
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4. Right Click on the appointment and select Add Appointment.

3:00 PM

Add Appointment
LI
5. The Add New Appointment form will open.
Avatar 2011 - Add New Appointment %
‘ Add New Appointment
o Appointment Details -
3 Chscal ‘ “:‘:’:;”""E"' == ViewClentData | | View Financal Elibilty
4 | View Authorizations: |
Appointment Date Appointment Start Time — -
= Practitiorer
ozetjoo12 3T | 0B00PM | Curent | -
i B = Wl Sitlabs STEIN,STEVEN (000003)
= = Giaration Appointment End Time -
‘&‘ o Lo %0 04:30 PM current. | Sackan
L -
~Service Code -
,l- ﬂ Location
=
Online Documentation
Aopintent Btats First Co-Practitioner
Scheduled - a
Recurrence Schedule First Co-Practioner Duration
Once -
# of Sessions -Second Co-Practitioner —
a
-Client -
B Second Co-Practioner Duration
Episode Number Group #
~ =]
2 Of Clients
Appointment Notes
=i
-
6. Type “1000” in the service code field.
7. Click the Recurrence Schedule drop-down menu.
8. Select Once.
Recurrence Schedule
| Once -
\ Daily
| Monthly
Once
Weekly

9. Type your client's _last name in the Client search field.

l6|Page
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‘ Add New Appointment

Avatar 2011 - Add New Appointment
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= Clinical

sl ‘ Appaintment Site

MAIN STREET CENTER

<

| ViewClentData | View Financial Eligiility

| View Authorizations
~Appointment Start Time
— T e 7 Practitione
‘ B 02j23/2012 =T | : =i STEIN, STEVEN (000003) @
= Duration -Appointment End Tims —
e . X 60 OHOOPM | Cunent | i il
Service Code-
Psychiatric Evaluation (1000) 2 il .
Online Documentation . ’
Appointment Status First Co-Practitioner -
Schedled - a
Recurrence Schedule First Co-Practioner Duration
Once -
# of Sessions -Second Co-Practitioner -
@
Client:
ma:‘ @' Second Co-Practioner Duration
CRISTINA MEHOK {198) a
KAL MAZZA (22)
MISSY GULLACE (78)
-0
10. Click the Episode Number drop-down menu.
11. Select Episode 1.
Epizode Mumber Group #
LEpisodE # 1 Admit : 02/17/2012 Discharge : None Pro... vJ
Episode # 1 Admit: 02/17/2012 Discharge : None Program : Screening [ Access H
Episode # 2 Admit : 02/17/2012 Discharge : None Program : Residential Adult

12. All other required fields will be automatically populated.

13. Click the Submit button on the left side of the screen to save your appointment information.

Section Recap:

You have now admitted a new client into the system and scheduled an appointment for them.

Your client now has the following information saved in Avatar:

v Admission Record
v" Diagnosis

v" Scheduled Appointment
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