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What is IBHIS Error Correction?

IBHIS Error Correction (EC) - refers specifically to correcting information that was incorrect as originally
entered in IBHIS and cannot be fixed by practitioners using standard IBHIS forms and procedures for
updating existing information. Some examples of EC includes:

“I wrote my progress note for the wrong [appointment, client, episode, etc.].”
“My progress note is final but it has the wrong service code.”

“I accidentally wrote the same progress note twice.”

“There are two clients in IBHIS with the same name and | wrote my [treatment plan,
assessment, progress note, etc.] on the wrong one.”

“Mly client is in IBHIS twice, with two different client IDs, and some documentation has
been submitted for each client ID.”

“Mly client’s Treatment Plan is final but | forgot to get their signature.”

These are all examples of the kinds of errors that may come to your attention as an IBHIS error correction
supervisor.

This document describes procedures and tools for correcting these and other errors in IBHIS.

Correcting errors in IBHIS can be a complex and challenging task. Care must be taken to ensure that
additional errors are not made when correcting the original error, and that clinical documentation
and associated service information is appropriate in the context of all relevant regulations. Error
correction steps must be communicated to and coordinated with the practitioner and, in some cases,
other departments such as Quality Assurance (QA), Central Business Office (CBO) and Health
Information Management (HIM).
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Error Prevention and Monitoring

Error Prevention is a critical element of working with IBHIS. Since error correction can be challenging
and time-consuming, it’s very important to prevent errors before they happen.

This is especially true for progress notes, because they are associated with billable service information.
And unlike assessments and treatment plans, progress notes cannot be set back to Draft. Once a progress
note has been saved as Final, errors can be corrected by using the “supervisor-only” tools available in
Avatar to correct the service information and progress note as needed.

IBHIS facilitates early detection of these errors by providing opportunities for checks and balances.

Reviewing of “Tiff” Images

TIFF Images - The TIFF image is a “snapshot” of the progress note, displaying all of the information
exactly as it was entered by the practitioner. This snapshot is displayed immediately after submitting
the Final progress note, on the screen where the ACCEPT, ACCEPT and ROUTE, and REJECT options are
displayed at the bottom. The progress note is not truly “Final” until the user clicks ACCEPT and enters
their password. If the practitioner notices any errors on the TIFF, clicking REJECT will simply return them
to the progress note form, where they can easily make any needed changes before resubmitting.
Practitioners may feel rushed to click ACCEPT and be finished, but they should be reminded that the
moment when the TIFF image is displayed is their very last chance to prevent errors from becoming
Final and requiring error correction by the supervisor. Practitioners should prioritize, if necessary due
to time constraints, but ALWAYS carefully review the client, date, service code, program, location,
practitioner(s), and duration before clicking ACCEPT. This review step should become a habit for every
practitioner, a best practice to avoid wasting time on reporting and correcting errors.
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Error Prevention and Monitoring

Monitoring of errors is a critical step in error prevention. There are many monitoring reports to help
monitor and prevent errors. Monitoring reports are available within IBHIS and as COGNOS reports. The
“Service Information Check” report is one of many reports that identify potential errors that should be
reviewed and corrected prior to the services being claimed. The errors are identified with an “1” at the end
of the text in the report (e.g. missing! YES! Or 311!).

Information identified in the Service Information Check report includes:
¢ Date of service
e Practitioner and Co-practitioner
e Service code
¢ Note type
e Funding Plan errors
¢ Missing diagnosis
e Progress note type and statuses (missing, final, draft or pending approval)
e Duration errors
¢ Financial errors, including missing documents and signatures
¢ Service statuses — Open, Claimed or Closed
e Appointment statuses — posted or not

Example of report:

HET anice_mu Practitioner [ =] Any_CoPr{ * | Type_of_Servic * |Service_Cod!{~ | E_ﬁntl mher_ﬁn|'_ Duﬁua ! Note_type |~ |Note_Status |~ | DxForS{ | Funding_Plan | *|Self_P3 * [LA_Coun[~ [Medi_C~ | rusted_?
Jul31, 2020 Open No Individual H20108C 0 30 30 Medication Service  Final ez MH3A Qutpatient Care Services  YES YES YES AEH
Jun 03, 2020 Open No Individual H20108C 0 22 30! Medication Service  Final ez IMH3A RRR Services YES YES YES AEH
Jun 05, 2020 Open No Individual HO0325C 0 59 59 Individual Service  Final ez IMH3A RRR Services YES YES NO N/A
Jul 22,2019 | CLAIMED No Individual HO032 0 26 % Individual Service  Final ez IMH3A RRR Services YES YES YES AEH
Aug 05, 2019 CLAIMED No Individual T10175C 0 32 32 Individual Service  Final ez IMH3A RRR Services YES YES YES AEH
Jun 17, 2020 | Open No Individual S0837GT 0 60 63! Individual Service  Final ez IMH3A RRR Services YES YES NO N/A
Aug 14, 2020 Open No Individual 907915C 0 160 180 Individual Service  Final ez MISSING! YES YES NO N/A
Aug 20, 2020 Open No Individual T10015C 0 48 48 Individual Service  Final ez MISSING! YES YES NO N/A
Jul 15,2015 | CLAIMED No Individual 50791 110 65 175 Individual Service  Final Yes MHSA PE 'YES 'YES YES Yes
Jul 31,2015 | CLAIMED No Individual 50885 0 26 26 Individual Service  Final Yes MHSA PE 'YES 'YES YES Yes
Jul 15, 2020 Open No Individual H20108C 0 30 30 Medication Service  Final ez MH3A Qutpatient Care Services  YES YES NO N/A
Jul11, 2019 |CLAIMED No Individual 908875C59 0 15 15 Individual Service  Final ez IMH3A RRR Services YES YES YES AEH
Jul 19, 2019 | CLAIMED No Individual 908875C 0 15 15 Individual Service  Final ez IMH3A RRR Services YES YES YES AEH
Jul 22,2019 | CLAIMED No Individual 96372 27 25 52 Medication Service  Final ez IMH3A RRR Services YES YES YES AEH
Jul 30, 201% | CLAIMED No Individual T1017HEHS |37 10 47 Individual Service  Final ez IMH3A RRR Services YES YES YES AEH
Aug 08, 2019 CLAIMED No Individual HO0325C 0 15 15 Individual Service  Final ez IMH3A RRR Services YES YES YES AEH
Aug 13, 2019 CLAIMED No Individual HO032 0 10 10 Individual Service  Final ez IMH3A RRR Services YES YES YES AEH
Aug 14, 2019 CLAIMED No Individual HO032 5% 30 a3 Individual Service  Final ez IMH3A RRR Services YES YES YES AEH
Aug 21, 2019 CLAIMED No Individual 96372 27 23 50 Medication Service  Final ez IMH3A RRR Services YES YES YES AEH
Aug 21, 2019 CLAIMED No Individual 99213 25 10 35 Medication Service  Final ez IMH3A RRR Services YES YES YES T
Jul 02,2019 | CLAIMED No Individual 90837 60 14 74 Individual Service  Final ez IMH3A RRR Services YES YES YES
Jul 09, 201% | CLAIMED No Individual 90837 75 14 a3 Individual Service  Final ez IMH3A RRR Services YES YES YES
Jul 10, 201% | CLAIMED No Individual 99212 23 12 35 Medication Service  Final ez IMH3A RRR Services YES YES YES
Aug 06, 2019 CLAIMED No Individual 90837 52 10 62 Individual Service  Final ez IMH3A RRR Services YES YES
PET T ETTTT " e ooz = 2 E” IR P . o I
0 P Q R S T U v w X Y Z AL AB
Note Status ~ DxForSve ~ Funding Plan ¥ FP_Fl ~ Self P~ LA Coun ~ FE_Isst~ Medi ( ~ CalWor ~ Medica ~ OF ~ /Last UMDAP + SAL exp ~ PFI ~ PH
= v v v v
Final Yes MHSA RRR Services!{CW)! 1 YES YES 0 YES YES! NO NO Dec01,2019 0 Dec01, 2019 0
N v r ’ r
Final Yes MHSA RRR Services!{CW)! 1 YES YES 0 YES YES! NO NO Dec01,2019 0 Dec 01, 2019 0
e r ¥ v v r
Final Yes MHSA RRR Servicesl{Cw)! 1 YES YES 0 YES YES! NO NO Dec01, 2019 0 Dec 01, 2015 0
v r v r v
Final Yes MHSA RRR Services!{Cw])! 1 YES YES 0 YES YES! NO NO Dec01, 2019 0 Dec 01, 2019 0
5 r r r v
Final Yes MHSA RRR Services![Cw)! 1 YES YES 0 YES YES! NO NO Dec01,2019 © Dec 01, 2019 0
r r r r
Final Yes MHSA Outpatient Care Services!{Cw]! 1 YES YES 0 YES YES! NO NO Dec01, 2019 0 Dec01, 2013 0
r r r v
Final Yes MHSA Outpatient Care Services!(Cw]! 1 YES YES 0 YES YES! NO NO Dec01, 2019 0 Dec01, 2019 0
r v r r
Final Yes MHSA RRR Services 0 YES YES 0 YES NO NO NO Marl13, 2019 O Mar 13, 2019 0
r r r r
Yes MHSA FSP 0 vEs  ¥ES 0 Y5 N0 NO  NO Jan13 200 0 0
r r v r
Final Yes MHMSA Outpatient Care Services 0 YES YES 0 NO NO NO N EXPIRED! 1 EXPIRED! 1
r r r v
Final Yes MHSA Qutpatient Care Services 0 YES YES 0 NO NO NO NG EXPIRED! 1 EXPIRED! 1
r r v v
Final Yes MHSA OQutpatient Care Services 0 YES YES 0 NO NO NO NQ EXPIRED! 1 EXPIRED! 1

NOTE -

o Non-billable (00000), blocks and placeholders do not require funding plan,
diagnosis or guarantor set-up.
o Missed/Canceled appointments do not require progress notes.

8/1/21
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Who is Responsible for Error Corrections?

Everyone is responsible for preventing and identifying errors in IBHIS. Errors may be initially identified
and reported by clerical staff, practitioner, supervisor, CBO, Health Information Management, or QA.
However, access to IBHIS forms used for error correction tasks is restricted to staff on a clinical
supervisor user role, CBO, Health Information Management, and QA. Because the clinical record is a
legal document and error correction may impact item(s)/legal documents in Final status that are
already signed by the practitioner, clinical supervisors* must be responsible for taking corrective
action. It is also essential for error correction supervisors to identify common errors and provide
supervision/training accordingly.

e Note: Exceptions may be made regarding the requirement to be a clinical supervisor. If
the program needs additional support, QA may approve a licensed super user.

When Should Supervisors Complete Error Correction Tasks?

When errors or potential errors are identified, they must be reported and resolved as quickly as
possible. Error correction is easiest when it is done as soon as possible after the date the error is
made or the date of service. For errors on progress notes, the service may be closed or claimed
(services are closed and claimed approximately 30 days after the service date). Once this happens,
the amount of time and effort required for error correction increases dramatically. Correction may
then involve coordination with other agencies in DMH (CBO, QA, HIM) and may require CBO to submit
additional electronic transactions to the state.

ERROR CORRETION PROCESS TIMELINE

Service S:ms:lr
Prepamtions (if applicable)
Clinical
Operations Supervisor

Service Created
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Reading the Client Ledger

Submitting any progress note type, including the Special Use Progress Note, in final status will create
a service. Once a progress note is finalized and the service created, it displays as an OPEN service on
the Client Ledger. Approximately 30 days from the date of service, the service is closed and claimed
by the Central Business Office.

Note: Use of the Special Use Progress Note should be rare because it bypasses the error prevention
checks provided by using the calendar. IBHIS policy permits use of the Special Use Progress Note form
only for non-billable services, unscheduled phone calls, record review for preparation of a service
when the client/collateral cancels, and consultations where the client is not present.

NAME : . CASE NUMBER:
EPISODE $ : 1 OF 1 BALANCE THIS EPISODE : 1482.0€6
CLIENT STATUS : ADMITTED DATE OF LAST S/PAYMENT : NONE

GUARANIOR AMOUNT DATE
DATE SERV UNT CHG GUAR LIABILITY RCVD T POSTED
32 05232014 H201SHEEQ43S5.00 1B6€.43 10 186.43 =-=——f , \- — S
33 05302014 H201SHEHQ43S5.00 186.43 10 186.43 =====t ° )=ce=-
34 06022014 H201SHEHQ135.00 S7.86 10 7.86 =——mmme N e
35 06182014 H201SHEHQ13S.00 S7.86 10 7.86 =======  ceee-
3€ 06252014 H201SHEHQ140.00 €0.00 10 €0.00 ======= = ====-
7 06262014 H201SHEHQ137.00 S8.71 10 S8.71 =======  —————
38 07012014 99212 30.00 179.10 2 179.10 =======  ===e-
39 07012014 H201SHEHQ123.00 €1.30 10 61.30 =======  —ee--
40 07092014 H201SHEEQ90.00 €7.2 10 L I
41 07142014 H201SHEHQ1€7.00 71.33 10 71.33 =======  —=e—--
42 07162014 H201SHEHQ136.00 S8.09 10 $8.09 ======= = ====-
43 07182014 H201SHEHQ410.00 175.13 10 175.13 ======= ==e-
44 09022014 H201SHEHQ132.00 S€.38 10 $6.38 ======= = ———e-
(1) OPEN means that the service is available for error correction.
(2) UNBILL means that the service is CLOSED, but can be re-opened.
(3 If there is a claim NUMBER, the service CANNOT be opened.
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CORRECTING ADMINSTRATIVE ERRORS

Error Correction Scenarios: Non-Progress Note Items
The “Correction Scenarios” described here are the most common examples of errors related to administrative errors. They include errors
related to admission information/episode, funding plan assignment, and service request log.

Type of Error Steps | Descriptions Form to Use Who
. . Any
Sgrgtrr;negcligtcgﬁqn;&%c;a;stﬁasnjglhﬁ;ﬁqzuDSgtI;eolr?Sggll\l Correct the demographics for the client | appropriate
1 |- name, address, telephone contacts. Update Client Data staff
Any
Errorin CIient‘ Living Arrangement (this does not appropriate
refer to the client’s addresses) o o .
1 |Correct the living arrangement Admission (Outpatient) staff
Any
Wrong Funding Plan appropriate
1 |[Change the Funding Plan Assignment Funding Plan Assignment staff
Staff who had
Funding Plan date needs to be EARLIER — authorized the
_ . 1 |delete and add a new Funding Plan Funding Plan Assignment entry
Wrong Effective Date for the Funding Plan Funding Plan date needs to be LATER - Any
delete the existing Funding Plan and appropriate
2 |add a new one Funding Plan Assighment staff
Clinical
1 |Set Service Request Log back to draft Final to Draft Override - Avatar PM Supervisor
Any
Service Request Log — for errors relating to Make C.orre.ct‘ions in the Service Requlest appropriate
dispositions, comments, wrong information 2 |Log-—dispositions, comments, wrong info |Service Request Log staff
selected. For wrong date delete SRL and start over. Any
Delete Service Request Log (only if done |Service Request Log - Delete at Pre- appropriate
3 |in error, and wrong date) Display after Log is set back to draft staff

8/1/21
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Correcting Client Demographics

Sea Forms
Update client Datal

Menu Path

Update Client Data Avatar CWS [ Assessments [/ Duplicate Forms From PM

(=25 ] v 2012

Update Client Data #
s Undate Client Dat. N Ci=nzNeme Social Securty Number Akernae Social Security Number
TEST, GMME 4
Client Last Name Maden Name

EST

Cliane First Name Clent's Middle Inttial Marial Status
KMMIE

Suffix Primary Language

s x m [E—— ]
w v v
Redgion
o _—_—
o Place Of Brth
Female * Mas Unknown
Online Documentation Educaton
e Sy . °
102012368 = B

Emoloymant Status
Chent's Address - Street

LACDMH Race/Ethnicity

Clent's Address - Sveet2 African-Amesican <

Amercan Indian/ Alaska Native |
_ Armenian

Chant's Address . Zpcode Chent's Address - Oty Asian Indan
Csmbodan
Cenvral African -

Chent’s Address - County Chent’s Address - Stawm

~Smoking Status Assessment Date

“e B

Chent’s Home Phone Chent's Work Phone

Clent’s Cell Phone

Mother's Maiden Name

Clent's Email Address

Communication Prefarance
Emsl Ragular Mai Homa Prcna
_ Work Phone _ Cal Phone

8/1/21

Steps:

@ In Search Forms - Search “Update Client Data”. Choose
the “Avatar PM” version. Double Click to launch form.

@ Updating name — Only change if there are legal
documents relating to name changes.

@ Updating addresses.

@ Updating of SSN and other relevant information.

@ Adding Smoking Status.

@ Adding of Alias — this includes other names and IS/IBHIS
identification numbers.

(@) Hit “Submit” button to save changes.
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Correcting Funding Plans Assignment

Note - there should only be one type of funding plan for
each program of service. If there is more than one,
all duplicates must be deleted.

Steps:

@ In Search Forms — Search “Funding Plan Assignment”.
double click to launch form.

A pre-display will pop up, displaying all funding
plans that had been entered for the client.

@ Highlight the funding plan that needs correction (to
highlight, put mouse on funding plan and left click).

@ Hit the “Edit” button at the end of the page.
This will allow you to edit the practitioner, the
the practitioner, program and funding plan

type.

@ To delete a funding plan entered in error - This
includes wrong date, duplicates, or ones that should
not have been entered. Highlight the funding plan
done in error and hit the “Delete” button at the

bottom of the page.

8/1/21

Search Forms 1
Funding Plan Assignment KB N_ . 0B .

Funding Plan Assignment

Menu Path

Avatar PM / Client Management / Client Information

1 through 2 of 2

’
Funding Plan Assignment #» | ]
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Correcting Service Request Log

Search Forms Setect Troorem
Service Request Log 1 e i | an-ao? )

Menu Path

1 through 1of 1 _ < -
Seieer [ oo ]

26
Update Chent Data ity g
RN Feptstiety 22 ProsmbaiLew Entarcement

01/30/2034 Wikam Page TALKINGTON LORETTA oraft st
01/30/2014 Wikam Page GARCIA JORR Draft

Pesartial Cliare Hiok Found/varfed
Yo

P e
2A% U amr ik
Brrartial Gt | ost Hamar

Botmntal Gl Frat Nare Wis e wiasication ausainiNaR! shadsios e the same SAY an e

Pote St Contact Mumbwr  Pabervid Cliard oca
ot

eteie Sl

Steps: Make sure that the SRL is in draft status before taking the following steps. If not in draft, use “Final to Draft Override — Avatar PM” to set it back to draft.

@ In Search Forms — Search “Service Request Log”. @ In the Pre-display, highlight the service request log entry, and hit the
Double click to launch form. “Edit” button at the bottom of the page. To delete, highlight the entry
and hit “Delete”. Note — use the CRTL + F button to search by client’s name.

@ Pop-up window — Enter Program Number; including @ Corrections can be made in the Service Request Log. Note: You
the alpha letter (instead of 6840, it should be 6840F). cannot make changes to the date; it needs to be deleted at Pre-display.
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CORRECTING COS/MAA/QA SERVICES — Without HK Modifiers

Type of Error Steps|Descriptions Form to Use Who
Clinical

1 |Delete the COS/MAA Note Practiti I ice Del Supervisor

Any Error in COS/MAA/QA without the HK Modifier : / : /QA ractitioner Only Service Delete 2
Re-write and submit a new

2 |COS/MAA/QA service COS/MAA/QA Service Note Practitioner

Steps:
Practitioner only Practiioner StartDate

Menu Path

1through 1of 1

JENNIFER HALLMAN (047990) @

Display Practiioner

End Date

09012013 3 a
09/232016 02

HALLMAN, JENNT|
Date Of
Sexvice

g

FER ( 047930 )

Entzy Envry

Service Progranm Units Person Date

Entry

Tima

01/28/2014

@ In Search Forms - Search “Practitioner Only Service Delete”. Double click to launch form.

(2) Enter the staff’s name in the “Practitioner” field.

@ Enter the date or date range for the COS/MAA/QA that needs to be deleted.

4 €840F

SAR FERNAN 5

@ Click on “Display Practitioner” to display all COS/MAA/QA Service Notes written for that date or date range.

(5) In the pop up choose the COS/MAA that needs to

be deleted.

@ Click the “Delete” button to delete the COS/MAA/QA.

8/1/21

Jonathan William 01/28/2014 09:24 A
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CORRECTING COS/MAA SERVICES - With HK Modifiers

Type of Error Steps|Descriptions Form to Use/Comments Who
Service information errors - Time, Duration, Error Correction
co-practitioner, address, wrong code 1 |Correct the service information Edit Service Information Supervisor
Narrative in COS/MAA is wrong , , Error CFJrrectlon
1 |Delete the COS/MAA note Delete Service (Open Service Only) Supervisor
Error Correction
Wrong date 1 |Delete the COS/MAA note Delete Service (Open Service Only) Supervisor
2 |Re-enter the COS/MAA note COS/MAA/QA Service Note Practitioner
Duplicate COS/MAA note _ _ Error CF)rrect|on
1 |Delete the COS/MAA note Delete Service (Open Service Only) Supervisor

Steps: How to correct Service information

Menu Path
Edit Service Informatior Avatar PM [ Services | Ancilary/Ambulatory Services @ In Search Forms — Search for “Edit Service
Edit Service Information (Charge Fee Access) Avatar PM [ Services [ Andllary /Ambulatory Services Information”. Double click to launch form.
Spreadsheet Edit Service Information Avatar PM / Services [ Ancllary /Ambulatory Services

e

edit Service informatio @ I

8/1/21 Page 14 of 72
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IMMIE (3096382 @

Edit Service Information » N -]
B =

Clant T Service Slut Dale Service End Dite s Saie ESrah
Eaode Numser s :
e Select Service(s) To Edit
TEST, KIMMIE (3096382 10202016 = n 02016 a n 6 Esissde # 1 Admit: 04/15/2015 Discharge: Noas a1 Nore
Service Cade Pracitions
Sarvice Selection Default ook 2
A Saiact Saevice{s) To Edit 3 COSCOMMUETY AT SPERCAT 231HK =] KIELKIM (048175) e
Episade & 1 Admit: /1572015 Discharge: Nane Progrw Al None ]
= Program
A CB4OP SAN FERNANDO MH -
Avatar 2016 - Select Service(s) To Edit V X = *
205€382 Epbode Number (Bdk}
- " » 0 Epsode® 1 Admit: 04/15/2015 Ducharge: None
& Zpisode Nusmber: 1
v - S C D, & o, Location
Sarvice Date Bervice Code Program Practivioner Sravus  Document Online Documentation Prasttone Other Time
© -
Open - Facity Lacaton Nenss Duration (Minutas
MUST BE ENTERED USING FACE TO FACE AND OTHERTIME
Facity Locaton Address - Strewt
Online Documentation

Paciiry Locaton Oty Fasiiey Locamnn Stats Facikty Locaton 2ip Cade

Faciiy Lo
Emsrgercy Indiatar ¢ mOfsece

vz No .00
Faclity Lo
& Ca-Practtianss Co-Practitionsr 2
[~ El

Facity Loc TN A T ER e P CosPractiiser 2 Face to Face Tane
Co-Practiionsr 1 Other Tane Co-Precttmne 2 Other Time

Emergancy CoFraontioner Dumtion Minuten Comcmoner2 Duration (M inute:

&= MUST BE ENTERED USING FACE TO FACE AND OTHE MUST BE ENTERED USING FACE TO FACE ANCDTHER T

Evidence-Based Pracsces [ Service Syatagies (CSE)

it Lo ] : ‘

mt
Ca-kx:m: - ~

Edit Service Information »

-ta®@ -

Steps:
@ In the form, enter the Client ID, Episode information,
Service Start and End Date.

@ Hit the “Select Service (s) To Edit” Button.

@ Pop-up will appear with all services, highlight the service
that needs correction (you can set one or multiples if the
correction is the same type — e.g. if code is the same). Hit
“OK” button at the end of the pop-up page to populate
all service information relating to the COS/MAA.

8/1/21

@ Corrections can be made to all service information — Duration,

Remove co-practitioner, Location
of Service.

of Service, service code, and program

@ When all corrections have been completed, hit the “Submit”

button to update the changes.

Note: This form is also used for moving services from incorrect episode to
correct episode. To move, select incorrect episode and select the service
(steps 2-4). Once back in the Edit Service Information form, select correct

episode, enter program of service if it's missing, and then hit submit button.
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CORRECTING CLIENT ADMISSION/EPISODES

Scenarios outlined in the table below assume no services have been submitted under the incorrect episode. If services have been submitted
under the incorrect episode, contact IBHIS Error Correction to get guidance on how to fix the error(s).

Type of Error Steps | Descriptions Form to Use Who
. Date entered does not cover services or Supervisor or
Incorrect Admission Date , . ,
1 |appointments Change Program/Admission Date Designated staff
Change Discharge Date or delete Supervisor or
Incorrect Discharge Date or remove a 1 |discharge Delete Last Movement Designated staff
discharge Supervisor or
2 |Add New Discharge Date if required Discharge (Outpatient) Designated staff
Delete the incorrect episode - Only if
there is no d t. Contact E Supervi
Enter Wrong Admission Episode (Choose erels'nolocume.n onract T up'erwsoror
. 1 |Correctionif there is document Delete Last Movement Designated staff
another provider instead of LEQ019) -
Supervisor or
2 |Add Correct LE019 - LA County Episode  |Admission (Outpatient) Designated staff
Client has more than one IDs or medical ~ {Send Email to: Supervisor or
1 |records DMHHIM@dmh.lacounty.gov Designated staff
Duplicate IDs/Medical Records Health Information Management staff wil
response with instructions on how to Supervisor or
2 |proceed Email Response Designated staff

8/1/21
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UNABLE TO CREATE ADMISSION EPISODES

IBHIS prevents the creation of duplicate client IDs for the same client or two different clients with same client information (same exact first
name, last name and date of birth). Users will receive an error message when trying to create the LE00019 episode:

v First Name, Last Name, and Date of Birth matches a client already in
u_,/‘ the system. Filing Canceled

Type of Error Steps  |Description Form to Use Who

Send an email to Health Information
management
DMHHIM@dmh.lacounty.gov with the
Duplicate Client - Same client with subject line "[SECURE] Unable to Create |Any Appropriate
1 multiple ID/records. Episode". Records will be merged. staff

Unable to create a Pre-admit or LEO0019 Send and email to Health Information
management
DMHHIM@dmh.lacounty.gov with the
subjecy line "[SECURE] Unable to
Create Episode" and proivde the steps
taken to verify they are different Any Appropriate
2 Two different clients clients. HIM will create epiosde. staff

8/1/21 Page 17 of 72



CORRECTING DIAGNOSIS

Editing/and or voiding diagnoses should be done with extreme caution as doing so will impact past and future claims. Never edit/void diagnoses
entered by another clinician or from another program. Below are common errors relating to diagnosis, please consult with IBHIS error Correction
for additional guidance. Steps on how to correct missing diagnosis errors are on the next page.

Type of Error Steps | Descriptions Form to Use Who
Practitioner or
Diagnosis Form - In the status section Error Correction
. . 1 |Void diagnosis change the status from "active" to "void" |Supervisor
Enter Wrong Diagnosis Date & : & - P —
Diagnosis Form - Choose Add at the pre- |Practitioner or
display (make sure to choose LE00019 if |Error Correction
2 |Enter new diagnosis with correct date more than one episodes) Supervisor
Diagnosis Form - In the status section Practitioner or
Marked Diagnosis as Working or Void change the status from "working/void" to |Error Correction
1 |Change diagnosis to Active "active" Supervisor
Practitioner or
Enter Diagnosis in Error (this includes entered o ‘ Diagnosis From - In the s.tatus sectl.on Error C.orrectlon
" 1 |Void diagnosis change status from "active" to "void" Supervisor
exlcuded when it's not or to the wrong —
. Practitioner or
episode) _ '
If enter to wrong episode, enter to Error Correction
2 |corrrection episode Diagnosis Form Supervisor
Practitioner or
Missing Diagnosis - No Diagnosis was entered Error Correction
1 |Add Diagnosis Diagnosis Form Supervisor

Steps continued on the next page

Please contact IBHISErrorCorrection@dmh.lacounty.gov for all other errors relating to diagnosis

8/1/21
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Correcting Missing Diagnosis

e—— Steps: How to access the diagnosis

Ay W RS — A=t O e e 2T reatneaent Ower wiey

iy e mites =it

ST est, Care—Guidamnce (003 1SSSE 7D
Test, Kimmie (0031999 7S0

@ Open the client’s chart. Double click on the client’s ID to launch
- either from the Home view or Console view in the recent client

)_ Recemnt Clients

L | or My Clients widget. Chart can also be open by right click on ID.

Document Management
B> Adult Full Assessment
Adult Assessment Addendum

7: LEDDO1S LA County DMH

@ Locate the diagnosis link on the left-hand of the chart, put mouse
e : e 3 and click on the word “Diagnosis” to display all the diagnoses
e | — entered for the client. Select the LE00019 tab. If unable to locate
= the diagnosis link, click on the white files icon to add:

IMUNITY HOSPITAL OF LOMNG BEACH (O

379 Tessie Cleveland Comm Srvc Corp (0)
03/05/2018

18 - Active

Child Mental Status Exam ‘Submitted 07/02/2019 at 02:41 PM by JENNIFER HALLMAN Associate Marriage and Family Therapist MD Resident
Client Contacts
Update Client Data
Primary Program of Service Date of Disgnosis: 09/11/2018
Outpatient Medication Review Time of Diag
Vitals Entry

Client Consents/Acknowledgements
Columbia Suicide Risk Assessment
Pediatric Columbia Suicide Risk Asses:
Patient Health Questionnaire-3

P> DMH Treatment Plan

‘Community Functioning Evaluation
Document Capture

b> Diagnosis “ ”

Individual Service Progress Mote H H H H H
koot vl (3) If “No Data Found” is displayed, it means no diagnosis was
Spedial Use Progress Note

bocument Management

' e entered. Use Diagnosis form and enter a diagnosis.
Medicatiopgervice Progress Note

[ chart »

ter. recurent, unspecified (F33.9) (Major depressive disorder, recument, unspacied)

Qwerview

4 Group Progress Notes

Crisis Evaluation Progress Note
b1anaged care Submitted 09/17/2018 at 02:16 PM by KIM KIEU
Admission (Outpatient)

S ey ——— (4) Look through all of the diagnosis forms listed and find the

Systemwide Annual Liability Time of Diagnoss: 02:03 PM
CST Admission wpe of Disgnasis: Admission

Outpanent Traament AL Rees o i it s e (523 Mo i S, e i e i pyhs o) diagnosis that you want to edit based on the date and time. On
Outpatient Treatment Auth. Request - “ # \a) g )
Notice of Action Letters Estmsted Orser Dste: 09/17/2018 the I'Ight Of the SmeItted Date, yoU Wl" see the fOIIOW|ng

Service Authorization
pocuments Rank: Primary
Continuity OF Care Document

oo s G S 657 buttons: EDIT, PRINT, and REPORT. Select the EDIT button.

— s——
TEST, RIMMIE (003109 =T Tocaton: &
& F, 29, 10/20/88 Problem P: - Attn. Pract.: -
HE: 5 5.0", WE: 110 Ibs, B... DX P: - Adm. Pract.: - ubmtted 10]05/2015 t

4
5] Chart &« Diagnasis v
@ e Diagnosis Date of Diagnas: 10/05/2015
Chinical 8: LEODO1S LA County DMH (0) [EFAgi=BEr-h et tle B ELE Rttt BTl ot o (o)) Tme ‘JFDGW?JSIS? B0PH

> Adult Full Assessment
Adult Assessment Addendum
Adult Substance Use/Abuse Assessm
Adult Mental Status Exam
Child Adolescent Full Assessment
Child Adolescent t Addenc
Child Substance Use/Abuse Assessme
Child Mental Status Exam

0917 /2018 - Active 013172018 - Active Type of Diagnoss: Admssan

[Snrh’FlltEr: | _Tvpe Of Diagnosis =~ || Primary Diagnosis

Primary Diagnoss: Dsorder of nfancy chichoad or adolescenc NOS (F98.9) (Unsp behavfemotn dsord w onst usly ocour n chdhd and adol)

No Data Found

Client Contacts pnttl— Status: Adve

Update Client Data ;

Primary Program of Service Bl Order: 1

Outpatient Medica tion Review Y

vitalz Entry Rank: Prmary

Client Consents/Acknowledgements .
Columbia Suidide Risk Assessment Present On Admikson Indcate: Yo
Pediatric Columbia Suicide Risk Asses: Dagnosig Cric

Patient Health Questionnaire-9 gnosng

3 DMH Treatment Plan
Community Functioning Evaluation
Disgnosis
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Correcting Missing Diagnosis — Voiding diagnosis

This step is for correcting wrong date, entered to
wrong episode (not an LE00019), in error (wrong client or
should not have been entered).

Steps:

@ In the diagnosis form, select the diagnosis you want
to edit by highlighting it with your mouse. To highlight
put your mouse on the row and click the left button.

@ Locate the “status” section in the diagnosis form,
and use your mouse to change the status from
“Active” to “Void”. Selecting “Void” will cross-out
the diagnosis. If more than one diagnosis listed
needs voiding, highlight each row and change status
to “Void”.

@ Once all diagnoses are crossed-out, hit “submit” on
the left to update changes.

Steps continued on the next page

8/1/21

| Desaription stats | Estimated Onset | Classification Resolved | Bil order | 1cD-9 Code
1 Primary (1) Major depression, re... 12/20/2016 Mental Health (4)
2  Secondary... Marijuana abuse, co... 12/20/2016 Substance Abus..,

3 |Tertiary (3 Nicotine addiction Active (1) 12/20/2016 Substance Abus.

NewRow ||  DeleteRow | Show Active Only @
@ ves _ No
Diagnosis Search Code Crossmapping
. IcD-9 1cD-10 DSM-IV  SNOMED (o4
Major depression, recurrent 2 Sl R eadanas [
DsM-5:
S Present On Admission Indicator
@ Active | Working __ Rule-out | Resolved Yes e
() void
—
—Type OF DI i Select Episode To Defaul Disgnosis Information From
W Admission Discharge Onset Update . -]
 Date ©F Diag Select Du: is Entry To Defauh Information From.
03/08/2018 - B -]
~Time ©F D
0424 Era e “ - PR

zs5.z0 Faz_s Zs&_xx  a7oliac00

————y @ Tco-s  Ico-1o | Dme v swoemn o
Dot Manor Gepressive discedet. single episcde. _m

Lt Date

2
= = “Diagnoszing Practitianer

~Resalved Date

MECHELLE YOUNG (167844) =2
Remarks
~Rankin -TF
=2 ey - Seesnaany LT =]
Bill Ovder

jficabon | Resoived | il Order
Majar-desrossn-foe-rr Va5

Newron | oekeron | [CLL -Shon Acive Only

. L4
5 | o o e e o

-
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Correcting Missing Diagnosis — Voiding Diagnosis

Diagnosis
Date of Diagnosis: 10/05/2015

Time of Diagnosis: 03:00 PM
Type of Diagnosis: Admission

@nosis: Behavioral and emotional disorders wit

Statu
Present On Admission Indicator: Yes

Dagnoses

Description Status Estimated Onset | Classification ; Resolved

Bil Order

1CD-9 Code

Steps:

@ If done correctly, in the Pre-Display in the “Primary
Diagnosis” column, the ICD-10 code will be blank.

@ In the chart view, the status will be labeled “Void” and will
not appear in the diagnosis table.

@ In the Diagnosis Form, any voided diagnosis will not appear
in the diagnosis table.

If none of the display looks as indicated, review to make
sure that all diagnoses were voided.

Diagnosis was voided in error, follow the steps on the
page 22 to change it to active.

Steps continued on the next page

Please contact IBHISErrorCorrection@dmbh.lacounty.gov for all other errors relating to diagnosis

8/1/21
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Missing Diagnosis — Rule-out, Working, and Voided

Marking a diagnosis “rule-out, and void” will show the diagnosis as missing. A client’s diagnosis should always be active. If you are ruling out, still
working to give a definite diagnosis, it should be documented in the progress note.

Ste ps: Rankng escrption Status Estmated Onset Classification Resolved 8il Order ICD-9 Code | ICD-10

@ If the diagnosis was marked, “Rule-out”, or
“Void”, it will initially not show up on the diagnosis
table. penees

Ranking Descrption Stz | Es nset : \Rmmx Bil Order | 1CD9 Code | ICD10
1) 6 Men: th (4) 2 29 F33.3
ed (4) | 11/30/2016 Mental Heakh (4) | 12/07/2016 1 29570 F259

) 296, 3

@ To make a, rule-out, or voided diagnosis show
up, select “NO” under the “Show Active Only”

Select the diagnosis that needs editing by highlighting
e Row Void Al

the row with the mouse. Information about the e Rz

diagnosis will automatically populate.

12/07/20 feakh (4)

(1) 16 Mental He >
(4) 11/30/2016 Mental Heakh (4)  12/07/2016 1

@ Change the status to “active” and hit “submit”.

Follow the same steps for any other diagnosis that was (e, J[oveownow. ] i ks e a
incorrectly marked “working”
Or “void”.

Diagnosis Search Code Crossmappng

Schizoaffective disorder 2 IcD-9 ICD-10 DSM-IV  SNOMED
285.70  F25.5 295.70  €0090003 [ 2

Present On Admission Indicator
Working Rule-out @ Resolved <o

Chassification

Fstimated Onset Date

@ In the remark section enter information about why o T -

the diagnosis was edited. For example, “Diagnosis was oo Ogn =B =
originally given on 12/3/2016 but incorrectly marked & oy  secondary ey
“void.” On 2/1/17, clinician edited the diagnosis to —_— -
change the status from “void” to “active.” Remarks
Diagnosis originally entered on 10/5/15... ,‘D’

@ Hit “submit” once correction has been made.
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Correcting Excluded Diagnosis

The following steps are for correcting excluded diagnoses. If unsure or need additional support is needed, please contact:

IBHISErrorCorrection@dmh.lacounty.gov

Type of Error Steps|Descriptions Form to Use/Comments Who
All services were for the purpose of
Client was given a "Deferred" Diagnosis (R69) purp L.
1 assessment No correction is needed N/A
Practitioner or
Error Correction
. . . . 1 |Verify if the diagnosis needs to be updated|Diagnosis Form Supervisor
Client was given a "Deferred" Diagnosis (R69) Y : g = P : g P
If Update diagnosis was on or before first
after the asssement .
2 date of treatment No correction is needed N/A
If any treatment services was provided Change all servcies to non-billable (00000) |Error Correction
3 prior to the Update diagnosis date using Edit Service Infomration Supervisor
Choose the wrong diagnosis (instead of Update the diagnosis - review assessment Practitioner or
choosing an included, choose an excluded to verify that an included diagnosis was Error Correction
diagnosis in error) 1 given Diagnosis Form Supervisor
All services after the assessment needs to
be changed to non-billable (00000) using
Edit Service Information. In situations
Services were provided after client was where services have been claimed a
given an excluded and determined to not |request must be made to
. . . meet medical necessity, but client is no IBHISErrorcorrection@dmh.lacounty.gov [Error Correction
Accurate Excluded Diagnosis - Client assessed o Y ) . @ -8 )
. . . 1 longer receiving treatment to void the claims Supervisor
and does not meet medical necessity and is :
. All services after the assessment needs to
not CalWorks or PEI Expansion . .
be changed to non-billable (00000) using
Edit Service Information. In situations
where services have been claimed a
Client is still receiving services as it has request must be made to
been determined that it is clinically IBHISErrorcorrection@dmh.lacounty.gov |Error Correction
2 |appropriate to keep the client at DMH to void the claims Supervisor
All services after assessmenet should be
Accurate Excluded Diagnosis - Client is non-billable to Medi-cal service codes
CalWorks or PEI Expansion CalWorks and PEI Expansion can have an [(00001, 00002, 00003 etc.) Change service|Error Correction
1 [excluded diagnosis if necessary using Edit Service Supervisor
Steps continued on the next page
Page 23 of 72
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Correcting Excluded Diagnosis

Type of Error

Steps

Descriptions

Form to Use/Comments

Who

Make determination which diagnosis is
correct (may need to consult with other

Verify document to support the correct
diagnosis, and complete progess note or
assessment addendum with rationale for

Practitioner or
Error Correction

1 |staff who changed the diagnhosis) diagnosis decision Supervisor
All services from date of excluded
diagnosis must be changed to non-
billable. Use Edit Service Information
Original Diagnosis was included, another i) & ERE C?de or contact
- . IBHISerrorcorrection@dmh.lacounty.gov
staff updated the diagnosis to an excluded . ) .
- . . . anf:l request to void any claims that were |Error ijrrectlon
2 |Exclude diagnosis still stands paid Supervisor
Add and "Update" type diagnosis for the
date determination was made, and
change all services under the excluded
diagnosis to non-billalbe (00000) or
request
IBHISerrorcorrection@dmh.lacounty.gov |Error Correction
3 |Determined that Included is correct to void any claims already paid Supervisor
Make determination which diagnosis is Practitioner or
correct (may need to consult with other View all assessment to fully support the [Error Correction
1 |staff who changed the diagnosis) correct diagnosis Supervisor
Complete an Assessment Addendum
with rational for changes of diagnosis. Us|Practitioner or
Excluded was entered but upon reviewing of Assessment does not support support diagnosis form and add an "Update" Error Correction
assessment a different included could be 2 |excluded diagnosis type diagnosis Supervisor
given All services from date of excluded
diagnosis must be changed to non-
billable. Use Edit Service Information
form to change code or contact
IBHISerrorcorrection@dmh.lacounty.gov
and request to void any claims that were |Error Correction
3 |Assessment supports excluded diagnosis |paid Supervisor

8/1/21

Steps continued on the next page
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Correcting Excluded Diagnosis

The following steps are for addressing issues relating to entering of an Excluded Diagnosis. Before taking steps to addressing the error, please verify
if the diagnosis entered is correct. In many situations, an excluded diagnosis is correct and does not need correcting. If the diagnosis is correct,
following instructions on page 24. If the excluded was entered incorrectly, then take the following steps:

1 Description S | Estimated Onset Classification Ivs Bill Order ICD-9 Code | ICD-10

L]
Major depression, re... Active (1) 12/20/2016 Mental Health (4) F33.9 Ste ps ]
+.. Marijuana abuse, co... Active (1) 12/20/2016 Substance Abus..,
3) (1) 2/20 sut

Nicotine addiction Active (1) 1

F12.10
2

f20/2015 stance Abus

@ Highlight the diagnosis that needs to be updated.
this is done by using your mouse and pointing on

T T = . @ row and clicking the left button.
-~
e : T — @ @ In the “Diagnosis Search” box, enter the correct
aiar ESEOnN, TeCLETen 2se.30 F33.3 €6344007 =2 . . . e
3 e [ diagnosis (you can type the description or ICD-10
Status - B ierrseies Nitiices .
. i et Code) and hit enter on your keyboard.
i

Diagnoses

Choose the correct diagnosis from the drop down
Ranking Desarption Estimated Onset Classification Resolved Bil Order 1CD-9 Code | ICD-10 .
1 Pomary (1) ANXIETY DISORDER ... Active (1) 03/16/2015 IISt'

@ Choose “Active” in status field for the new diagnosis.

|| oo (LI

Make sure to ranking and Bill order are correct.
The Primary diagnosis should be ranked as
“Primary”, and listed as Bill order”1”.

Diagnosis Search.

Code Crossmappng

adhd a ICD-9 ICD-10 DSM-1IV SNOMED
300 _00 PA1_S 20000 187400006
@ In the Remarks section, enter information about
*| ADHD (attention defiat hyper, isorder) evaluation v7s.8 213.89
ADHD (attention deficit hyper, y disorder), combined type 314.01 F50.2 tivity disorder,
ADHD (attention defiat hyper: vity disorder), inattentive type 314.00 F90.0 ttenbon-

why the diagnosis was edited. For example, diagnosis
— was originally given on 12/3/16 but was entered

AT Faorbins Aot Kt et sbos Ao el it <t

Remarks I incorrectly. On 2/1/17, clinician edit to the accurate
iagnosis erigina entered on £ o Oesgeoses T . s n
Diag ginally entered on 10/5/15 g g Yy I dlagn05|s.
3 0“ @ Hit “Submit” once correct has been made.
| nel LA i
=z e S -
8/1/21
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CORRECTING DIAGNOSIS

Things to remember:

e A client should only have 1 Admission Diagnosis. Any new diagnoses should be Update Diagnoses.

e The Status of a Primary diagnosis should never be “resolved,” “working,” or “rule-out.” The Status of a Primary diagnosis should always be

“active.”

e Editing a diagnosis will change the submission date. Make sure to add information in the Remarks section of the Diagnosis Form.

e List of Included ICD-10 Diagnoses can be found in the Organizational Providers Manual

CORRECTING TREATMENT PLANS

Steps for correcting errors relating to treatment plans are in the following document located in the DMH IBHIS Project Communication Intranet Page:

https://lacounty.sharepoint.com/sites/DMH/ibhis/tools/Shared%20Documents/Treatment%20Plan%20ERROR%20Scenarios%208-12-16.pdf

Once you have reviewed the above documents and determined that you need additional assistance please contact QA at the following email
address: |IBHISErrorCorrection@dmh.lacounty.gov

Type of Error

Steps

Descriptions

Form to Use/Comments

Who

Treatment Plan in Draft or Final Status (wrong
client, duplicates, entered in errror)

Delete - take caution when deleting,
Verify that the cient has a valid treatment

Treatment Plan Deletion for draft, and if
in Final status contact

Error Correction

1 plan. IBHISerrorcorrection@dmh.lacounty.gov |Supervisor
If in draft status delete the treatmen plan Error Correction
1 and start over Treatment Plan Deletion Supervisor
The Plan date is wrong If the treatment plan is final - Append the
treatment plan, stating the plan date Error Correction
2 entered is wrong and it should be..... Append Documents Supervisor
If in draft status delete the treatmen plan Error Correction
1 and start over Treatment Plan Deletion Supervisor
The Plan End date is wrong If in final status - append the treatment
plan, stating the end date entered is Error Correction
2 wrong and it should be.... Append Documents Supervisor

8/1/21
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https://lacounty.sharepoint.com/sites/DMH/ibhis/tools/Shared%20Documents/Treatment%20Plan%20ERROR%20Scenarios%208-12-16.pdf

CORRECTING CLINICAL DOCUMENTS/ASSESSMENTS/MEDICATION CONSENT/TREATMENT PLANS/MHT

Clinical Documents/Assessments/Treatment Plans are legal document and once finalized cannot be altered. The scenarios below provide
guidance on what steps to take when there are errors in an assessment. This is not for assessment addendum requirements. Steps on how to
use the “Append Document” form are on the next page. Please contact IBHIS Error Correction for additional guidance:

IBHISErrorCorrection@dmh.lacounty.gov

Type of Error Steps|Descriptions Form to Use Who
Error(s) in narrative in the assessment/MHT
(excluding Date of First Assessment) 1 |Append Assessment Append Documents Practitioner
1 [Append Assessment Append Documents Practitioner
Identify in the body (first text field) of
Wrong Date entered in assessment/mental health the assessment that the date of o
triage assessment was incorrectly entered Correct date of service is used for
documentation using relevant progress
2 |as (x/x/xx) and should be (x/x/xx) note type (e.g. Individual Progress note) | Practitioner
Final to Draft Override - Contact
IBHISErrorCorrection@dmbh.lacounty.gov
Assessment/Mental Health Triage on wrong client LSl e 10 6 O S
g & Move Selected Data - CWS Note: Entity
Move to correct client field in this form is the client ID Supervisor
Finalized the Draft Assessment Appropriate Assessment form Practitioner
Final to Draft Override -Contact
IBHISErrorCorrection@dmh.lacounty.gov
error). Please consult with Error Correction Appropriate assessment from Pre- Supervisor
Display or
2 |Delete the Draft assessment Practitioner
Final to Draft Override - Contact
Medication Consent and Treatment Plan done to 1 [Set document back to draft IBHISErrorCorrection@dmbh.lacounty.gov |Supervisor
the wrong client Move Selected Data - CWS Note: Entity
2 |Move to correct client field in this form is the client ID Supervisor
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C

How to Use Append Documents Form

—

Search Forms

append dol

r Effective Date: 09/15/2017

O,

1through 1of 1

Append Documents 2

Apenddoamert

i

Form Type

DMH Clinical

@ .
Entity
TEST, PLAN (3139103)

O

D

) [ ~From Date - - - To Date
L
— 01/01/2017 E 07/10/2018 E
| 0 | x‘ | . . _—
— List of Documents Option: Adult Full Assessment Date Created: 01/20/2017 Timv
Display Document
New Comments to Be Appended to the Original Document
This clinician finaslized this assessment before adding the following salient psychosocial AW
Online Documentation histor ]
=
8/1/21

Steps:

@ In Search Forms — enter “Append Documents”
Double click to launch the form.

@ In the Form Type drop down menu, select
“DMH Clinical.”

@ In the “Entity field”, enter the client’s ID or name.

@ In the “From Date” field and “To Date” field,
enter the date the clinical document was submitted
(finalized). If you are unsure of the exact submission
date, then enter a date range.

@ In the “List of Documents” drop down menu,
select the clinical document that you want to
append (e.g., Adult or Child/Adolescent Full
Assessment, Mental Status Exam, Community
Functioning Evaluation, etc.

@ In the “New Comments to Be Appended to the
Original Document” text box, enter the missing
or corrected information that needs to be added
to the existing clinical document.

@ Hit Submit to complete.

Page 28 of 72



How to Move Clinical Documents, Measurement tools

Steps:
@ In search forms, search “Move Selected Data”.
Click on the Avatar CWS type and double click to

launch form. Use Avatar PM for SRL, Consent, Access/fro

@ In the form, entered all required fields:

Select “Client” under entity database.
e In “Form” drop down select from to be moved.
e In “Old Entity” field enter incorrect client’s ID.

e Client on “Select Row to be Moved”. Pop up
will appear highlight the draft form and hit “OK’

e In “New Entity” enter correct client ID.

e In “Reason for Moving” enter your initial and
Last name, date doing correction and reason
why you are moving the document.

e Hit “submit” to complete.

Please contact IBHISErrorCorrection@dmh.lacounty.gov if
PHQ-9 is on wrong episode, It can be moved.

8/1/21

Search Forms

move selected data|

Move Selected Data
Move Selected Data

Avatar CWS [ RADplus Utilities [ Database Management
Avatar M50 f RaDplus Utilities / Database Management

1 through 3 of 3

Move Selected Data #

Online Documentation

Entity Database

Client

~0ld Entity

Form

v

Mental Health Triage 4

TEST, KIMMIE (3096382)

Select Row to be Moved

Row Details

Page No. 1
09/04/2020

q

Reason for Moving Data

Cof

6840 - KKiew, 9/4/20 Maving to correct clie

')

Print Row Details
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CORRECTING PROGRESS NOTES

The “Correction Scenarios” described here are only the most common, generic examples of progress note and service errors. Specific corrections
may require action on a combination of errors or involve unique circumstances not specifically outlined here. Careful attention to error correction
is critical due to the potential impact on the clinical record and revenue management.

Type of Error Steps|Descriptions Form to Use/Comments Who

. Edit Service Information. Please consult [Error Correction
Wrote progress note instead of COS

1 [Change service code to non-billable with IBHIS Error Correction Supervisor
Tt 7 e (e e Forgot to include or need to add pertinent Person who
1 |informaton Append Progress Notes wrote the note
Staff who wrote
Progress in draft status (this step is not for staff Relevant progress note type used for note or Error
who are no longer at DMH or on leave) writing note. Refer to page 69 for how to |Correction
1 |[Delete note access draft notes Supervisor

Progress note left in draft by staff who are no Refer to page 63 to 67 for steps on

Unavailable Practitioners, and consult Error Correction
longer at DMH or on leave ) ) ) ) i
1 |Progress note maintance requirements with IBHIS Error Correction Supervisor
—
[pearch Forms 1 Hessage Center Ste ps:
Eppend progress nol
Append Progress Notes Avatar CW5 / Progress Notes
@ In Search Forms — Search “Append Progress Note”. Double click to
launch form.
<= Previous 25 1through 1of 1

Steps continued on the next page
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Append Progress Notes #

Name: KIMMIE TEST
m: 3096382

Sex: Mal=
Date of Birth: 10/20/1968

Epicode Program
2 A County DMH PreAdmit

-

@ Enter all red and required fields - Note type and List of notes.
Select the progress note that requires appending from the
drop down menu.

@ Enter the additional pertinent information that needs to be
added to the existing progress note.

@ Hit the “Submit” button once additional information has been
entered. This will update the existing progress note.

8/1/21

@ Use mouse to highlight the episode that the progress note was
written to.

@ Hit the “OK” button at the end of the pre-display.

Online Documentation

Yo Type

Original and Appandad Notes
Nove Date (Oxigin
Lest Updated by

Testing repert for €000 codes

vice date: 06/28/2016 Ser vice: CASE MANAGEMENT SUPPOR w

-
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Correcting Progress Notes — Wrong Date of Service

Type of Error Steps|Descriptions Form to Use/Comments Who
Type of progress note used for Staff who wrote
documentation (eg. Special use, note or Error
Individual, Medication, Crisis Intervention |Correction

Wrong date of Service . .
1 |Note is in draft status - Delete the note progress note) Supervisor

Error Correction
1 [Note s final - Contact QA EC IBHISerrorcorrection@dmh.lacounty.gov |Supervisor

All requests to move a progress to correct date must include the following information (clinics no longer can correct errors relating to dates):

1. Client ID:
2. Incorrect date of Service: NOTE: Due to the removal of posting if the note contains a co-practitioner,
3. Correct Date of Service: the co-practitioner will need to schedule an appointment and write
4. Face to face and other time: a separate note for their service and time.
5. Procedure code:
6. Practitioner: Wait for IBHIS Error Correction to response to request
7. Program of service: to correct wrong date of servcie, then take steps to
8. Location of Service: delete the service and appointment.
N\
Gekte servics (open s - I Steps — Delete the Service:

@ In Search Forms — search “Delete Service (Open Service Only)”.

[ <=Frevious 25 ] 1 through 1of 1 [ nextzs=> Double click to launch form.
[ ! (2) Enter all required information — Client ID, Start and End
_ Client ID. Claim Number
TEST,KIMMIE (3096382) a2 Date.
—— 2 3
Lo B[ ]| poe . . . . .
s e | U \_ @ Hit the “Display Client” tab to display service to be deleted.
— End Date- . . .
oz Ol @ = A pop-up screen will display all open services.
Online Documentation

Steps continued on the next page
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Delete Service (Open Service Only) ¢

; Cherd 1D

TEST, KIMME (3096382) Q 3
ue L
4 £nd Date
100050 LB =
s 101202016 T 3 =
R ‘ o 8E
TEST, KIMNTE 305&£382 )
Units Cost Program Status NOT uniqueid Clainm §
Online Doc
2 0.00 6e40F Open
1 ’ & aoes eeor  open  WOTEI6.001

O H—

Continue filing?

8/1/21

@ In the Pop-Up Screen, check the service that needs to be
deleted.

@ Hit the “OK” button at the end of the page to confirm
the service to be deleted.

@ Hit the “Delete” button, to delete the service.

@ Pop-up screen displays the service to be deleted. Review
and hit the “OK” button.

@ Hit “Yes” to continue with service deletion.

Steps continues on the next page

Delete Service (Open Service Only) #

3 Service De i

Online Documentation
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Steps: Deleting Appointment once service
is created or note is in final status

@ In Search Form — Search “Appointment Move/Delete”.
Double click to launch form.

@ In the form enter all required information:

e Practitioner — staff who wrote the note

e Pick Individual under “Individual or All Clients”

e Pick “Individual” under “Individual or All Sites”, then
select the program in the drop down.

e Enter the client’s ID in the “Client ID

e Enter Appointment Start date (date of service)

e Enter Appointment End date (date of service)

e Select “Yes” in the “Posted Appointment”
section.

e Click “None” under “Appointment Selection Default”

o C(lick the “Appointment select” tab

@ A pop up will display. Verify the appointment, and hit
“OK” to delete the appointment.

If no appointment shows, the service has not been
deleted, follow steps on pages 32-33 on how to delete service

@ Appointments can also be deleted in the Scheduling
Calendar if note was not final. To delete, put mouse on
the appointment and right click to show list of
prompts, select “delete” to delete the appointment.

If unable to delete appointment, contact

IBHISErrorCorrection@dmh.lacounty.gov

Search Forms

Message Center
Appointment mo

1 through 1 of 1

Appointment Move [Delete &

eY=stll |
~Pracitioner: ~Individugl or All Cients
O <K 05657 @ 4 _mis
- ~Client 1D
| B »
? 2 ~Individual or Al Sit TEST,KIMBERLEE (3280356) @
— Al ® Individual
Site 56840 San Fernando Mental He... Al Episodes
Online Documentation ® Yes No
~Appointment Start Dats
wrs: EIER 0 I
Appointment End Date Appointrment Selection Default:
07272000 Al @ None
Move/Delete Appointment Select
®) Dekete Move
Delete/Move Appointment
~Move To Practitoner
Posted Appointments Q
. Yes No

Appeintment oveDelte #

~Praciifoner-

T

myAvatar 2021 - Appeintment MoveDekete X

5:20 AM TEST,JADE (003010224)
ASSESSMENT-PSYCH DIAG INT - Location: Office

i LI Indvidual or 4l Stes. — - - - -

FHF ) #a frmm e o Check In
Details/Edit

= Reschedule

Oine Documentzton o Copy
Status Update
Additional Services
Overbook

View Summary
Real Time Inquiry (270) Request
Individual Service Progress Note
Scheduled Group Progress Notes

[ x| [ o= | m Medication Service Progress Note

Crisis Evaluation Progress Note

8/1/21
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VOIDING PROGRESS NOTES

Progress notes are legal documents and should only be voided for the reasons listed below. Duplicate notes will only be voided, if they are the same
word for word. These are directives given in consultation with County Counsel and the Assistant Director of Medical Records.

Type of Error Steps|Descriptions Form to Use Who
Email:
IBHISErrorCorrection@dmh.lacounty.gov |Clinical
. . i Supervisor
Progress notes written to the Wrong Client, 1 \D/o:dtthfhprogre'ss n9fte — : Cl'p' I
Duplicate Notes, and Error in Narrative that clete the service -1t appointmen ) ) inica i
2 |was posted Delete Service (Open Service Only) |Supervisor
cannot be appended. - - -
3 |Delete the appointment Appointment Move/Delete Supervisor
Schedule new appointment to create
4 [new progress note Scheduling Calendar Practitioner

Steps:

@ All Requests to void a progress note needs to be in the

following format:
Client ID/S:
Date of Service:
Date note written/time:
Procedure code:
Practitioner:
Reason for void:

Group ID (if voiding notes for a group):

@ Sending a screen shot will also be accepted. Use the Snipping tool and
sending the picture of the note and stating the reason, example of below:

-

- s
a Preferred Name: NATALIE Problem P: -

F. 21, 01/01/99 DX P -

aa
= dlt il Aseamerent
Adult Assessment Addendum
Adult Substance Use /Abuse Asses
Adult Mental Status Exam
Chlld Adolescent Full Assessment
id Adolescant Asssssmant Adds
I Eaantaes e Al e A e
=

#: 5O41I COMMUNITY HOSPITAL OF LOMNG BEACH (3)
01/01/2008 - 03/05/2018

I (I Sor i |

7: LEOOOLS La County DM [ERIEEE
OS/1L1L/Z018 - Active o131y

Mote Type =~ | Dats Entry Date

it
rrrrrrrrrrrrrrrrrrr

Vitals Entr

Progress Mote Test

Mat the cliant for the purpose of completing assessment. ...

Progress Mote Based O EXSTeD A pESinTnent/Servies
Date of Service: OB/14/2020

vt S ion Progress Mote

Medication Service Progress Motbs
Schadulad Groun Prograss Notes
Crisiz Evaluation Progress Mote

Frogram of Service SB40F SAN FERMANDO MENTAL HEALTH CEMTER (S840F)

Location of Serwvice: Cffice (1
et
> Adult ull Assessmant

A it Addendum

e Please verify the status of the service/s (OPEN, CLOSED or CLAIMED) before making void requests, as the status can lead to
additional corrections that need to be completed. This includes coordination with the Central Business Office (CBO) to

8/1/21 possibly void claims.
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MOVE COS/MAA/PROGESS TO THE CORRECT EPISODE

Before taking steps to move the episode, make sure that the client’s chart has either a Pre-Admit or a LE00019. If there is no episode,

one must be added. This can be done using either the Pre-Admit for or Outpatient (Admission) form.

wrong episode (not a pre-admit or LEO019)

Type of Error Steps| Descriptions Form to Use/Comments Who
Wrote a COS/MAA or Progress note to the Error Correction
1 [Move note to correct episode Edit Service Information Supervisor

Search Forms
Edit service informatio|

Message Center

1through 1of 1

8/1/21

Steps:

@ In Search form field, search for “Edit Service Information.”
Highlight the form and double click to launch for.

Steps continued on the next page
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Edit Service Information #

02/01/2016
02/16/201&
03/31/201¢
04/05/2016 A

Y

TO MEDI
SYCH DIA

Client ID Service Start Date Service End Date
TEST, KIMMIE (3096382 ) = =
Episode Number Service Selection Default
—_— Al e Select Servicels) To Edi 2
e Episode # 3 Adma: 05/24/2015 Dscharge: None Progw
Submit
L
5] — Avatar 2016 - Select Service(s) To Edit
= Client: TEST KIMMYE ( 3096382 )
(%) 73 Episode Number: 3
Service Date Sexvice Code Pxogzram Practitioner Status Documant
05/28/2015 QA KIEU,KIM Open -
Online D tati 11/02/2

04/06/2016 T2 E MANAGE OA ERROR CORRECTION -
Edit Service Information » W .}
Client 1D Service Start Date Service End Date
TEST. KIMMEE (3086382 ) g B
Eomcds Nanbe Service Selection Default T
=t vke(s) To L3
e TR ——— Al None | seectServicels) To et}
Service Code Praclitioner
I
| B i CASE MANAGEMENT SUBPORT (6000) 2 KIEUKIM (048175) @
A2 ) )‘“ Program

u must enter BOTH Face to Face and
her time to update Total Duration.

Episode Number (Edit)

Episode = 3 Admit: 05/24/2015 Discharge : None Pwatitionsr Face--Face Tima

Steps:

@ Enter the client’s ID and choose the Episode
that the COS/MAA or progress note is written
under (in most case you’ll chose the incorrect
episode). Hit the “Select Service(s) to Edit”
button.

@ Pop-Up will appear with all notes. Check the
COS/MAA or progress note that needs to be
moved to the correct episode. Hit the “OK”
button to confirm selection.

@ In the “Episode Number (Edit)” drop down,
pick the episode that you want the
COS/MAA or progress note to move to.

@ In the “Program” drop down bar, pick the
program for the note. Note: If moving to a

Pre-Admit Episode, the only choice is Pre-
Admit (which is correct).

@ Hit “Submit” button to save to new episode.
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CORRECTING ERRORS RELATING TO GROUPS and CO-PRACTITIONERS

Before taking steps to address errors relating to groups. Please contact IBHIS Error Correction via email to get feedback, as group error
corrections can be complicated. In most cases, the notes need to be voided and re-written.

Option 1: Forgot to Remove Client(s) - Notes are still in Scratch/Draft

Type of Error Steps | Descriptions Form to Use Who
Contact Error Correction, as notes can |Clinical
1 |Notes are still in Scratch or Draft Status |be deleted Supervisor
ek o aeve diaiis) Scheduling C.alendar (client(s) ca_n
be removed in the calendar by right
2 | Remove client(s) from appointment clicking on the appointment) Any Staff
3 | Re-write group notes Scheduled Group Progress Notes Practitioner

Option 2: Forgot to Remove Client(s) — Notes are Final

Type of Error Steps | Descriptions Form to Use Who
Contact Error Correction, as
note(s) needs to be voided for the |Clinical

1 |Notes are in Final Status client(s)who were not in the group [Supervisor
SerEen e e dicris Delete the service for the client (s) Clinical
g (5) 2 |who were not in the group Delete Service (Open Service Only) Supervisor
Edit Service Information - must re- |
Change group number - to remove enter the procedure code to get Pop- |Clinical
3 |client(s) not in group up to enter group numbers Supervisor
Option 3: Forgot to Include Client(s) — Notes are still in Scratch/Draft
Type of Error Steps | Descriptions Form to Use Who
Contact Error Correction, as note(s) Clinical
1 |Notes are in Scratch or Draft Status needs to be voided Supervisor
. . Scheduling Calendar (client(s) can be
F tt lude client
SR e e, added in the calendar by right clicking
2 | Add client(s) on the appointment) Any Staff
3 |Re-write group notes Scheduled Group Progress Note Practitioner

8/1/21
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Option 4: Forgot to Include Client(s) — Notes are Final

Type of Error Steps | Descriptions Form to Use Who
Contact Error Correction, as Clinical
1 |Notes are in Final Status note(s) needs to be voided Supervisor
Clinical
2 | Delete the Service Delete Service (Open Service Only) Supervisor

F t to include client
R Scheduling Calendar (client(s) can be

Schedule new appointment with correct |added in the calendar by right clicking
3 |clients. on the appointment) Practitioner
4 |Re-write group notes Scheduled Group Progress Note Practitioner

Correcting Errors Relating to Co-practitioners

In IBHIS the co-practitioner billing is always tied to the main practitioner. The main practitioner billing is referred to as the “Parent Service” and the co-
practitioner is called the “Child Service”. Because they are tied, error correction will always be completed using the parent service. The parent service
will always have the note attached.

Type of Error Steps|Descriptions Form to Use/Comments Who
Relevant progress note type (Cl,

Forgot to include co-practitioners . ) ) = prog 550 ype ( B

1 |[Co-practitioner will write separate note |Indiviudal, Medication, groups) Practitioner
Errors in Service Information Clliteel

1 |Correct Service Information Edit Service Information Supervisor

. Clinical

Forgot to remove co-practioners L . . . . .

1 |Noteis final - remove co-practitioners Edit Service Information Supervisor

Steps: Removing co-practitioners et 1 I
Edit Servic

@ In Search form field, search for “Edit Service Information.” Highlight
and double click to launch form.

Edit Service Information Avatar PM [ Services J Andillary/Ambulatory Services

1 through 1of 1

Steps continued on the next page
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Edit Service Information 2

——
[ ¢ Edit Service Information | Client 1D Service Start Date Service End Date
TEST,KIMMIE (3096382) 2 a vyespmn n vz O n n
Episode Number
Episode # 8 Admit : 04/14/2020 Discharge : None lazmis WER AL (| SUSERD )
| | B Episode Number: &
Service Code Service Date Service Code Drogram  Practitioner Status Document Claim Numbe
o8 ! o~
SHEHQ €B40F KIZU,KIM Open Final
20 H2015HEHQ €840F HALIMAN, JENNIFER Open - 3
P 020 H2015 €B40F KIEU,KIM Open. Final
rogram =
_ 04/29/2020 E2015 £340F HALIMAN, JENNTFER Open
Online Documentation
Episode Number (Edit)
Location
Facility Location Name
Facility Location Address - Street
Facility Location City
Edit Service Information #
Emergency Indicator Q Cost Of Service
Yes Ho 270.75
Co-Practitioner. Co-Practitioner 2
|
= HALLMAN, JENNIFER (047990) Q Q
o A
Eadocivpepliaceiniregline Co-Practitioner 2 Face to Face Time
Ponline Documentation '
Co-Practitioner 1 Other Time Co-Practitioner 2 Other Time
Co-Practitioner Duration (Minutes) Co-Practitioner 2 Duration (Minutes)
MUST BE ENTERED USING FACE TO FACE AND OTHER Tih MUST BE ENTERED USING FACE TO FACE AND OTHER TIME
30
Evidence-Based Practices [ Service Strategies (CSI)
, - =
Age-Spedific Service Strategy
Assertive Community Treatment
Delivered in Partnership with Health Care
Delivered in Partnership with Law Enforcement
Delivered in Partnership with Social Services R

Steps:

@ In the form, enter the Client ID, select the LEO0019 episode
and enter service start and end date.

@ Pop-up will appear with all services, highlight the service
that needs correction. Pay attention to the pop-up, in instances
where there are co-practitioners, all services will be displayed.
Because any co-practitioner services tied to the main practitioner,
Select the main practitioner’s service (it will always be the one
with “final” indicated under document), and hit “OK”.

@ Service information will be displayed for both the practitioner
and co-practitioners. Scroll down to the co-practitioners section
and delete the co-practitioner name, delete the
co-practitioner face to face and other time, and hit the tab
button on the keyboard.

@ Hit “submit” to complete the removal of the co-practitioner.

Note: If the services are claimed, follow the instructions on
how to void claims on page 68. Void must be submitted
for both the practitioner and co-practitioner.
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CORRECTING ERRORS RELATING TO GROUPS FOR CALWORKS

Due CalWORKS requirements to utilize Non-Billable to Medi-Cal Service codes. The following steps must be taken whenever a CalWORKS client is
receiving group services with non-CalWORKS clients. The changes in service codes impact claiming, thus, it is required that these steps be taken

minimumally once per week by an Error Correction Supervisor. If assistance is needed, please contact IBHISerrorcorrection@dmbh.lacounty.gov

Steps:

@ Run the “Services Information Check” report.

1. Select the program of service.
2. Select the date Range. It is recommend that the
A date range of 7 days is recommended.
3. Select “No” in the “Restrict to Services with Issues”.
4. Hit “Finish” to generate service data.

Service Information Check
Program of Service
£
1926Y LONG BEACH CHILD ADOLESCENT CLINIC .
] 1927A LONG BEACH MHS ADULT CLINIC
] 1228FP SAN PEDRO MENTAL HEALTH CENTER
] 1930A RIC HONDO COMMUNITY MHC ~
< >
Select all Deselect all
Service Date Range
From:
~
I Oct 1, 2020 I E=E=-
To:
k.3
| Oct 6, 2020 I =1-
@ Restrict to Services with Issues?
*
O Yes
® No
Cancel Finish

T
0 & Run HTML @
O‘ & Run PDF
Yes MHSA (
(o | Outpatient &= Run Excel
Care Service:
R E l dat
= = RV caworks| & RunExceldata
° &= Run CSV
Yes MHSA
Outpatient & RunXMmL
Care ServiceL
8/1/21

@ Once the Service Information Check report displays data, export the data
to Excel format. Click on “arrow” and then select “Run Excel”. Having data in
Excel format allows the user to easily filter information and will make it
easier to identify CalWORKS clients.

Steps continues on the next page
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Steps:

Service Information Check [Read-Only] - Excel

@ After the Excel data is downloaded, format the excel spreadsheet
for easy filtering of information.

Insert  Pagelayout  Formulas ~ Data View  Q Tell me what you want to do...

X A -
i Ea Tahoma *[105 ~ — % & Wrap Text General
t@ Copy ~

4 BIU- Y A EE= €% ElMegetiCenter - $-% 0 B
¥ Format Painter . = |=2E =

1. Click on “Format as Table”.

1\

2. Pop-up will appear select a color. [ ] Norma P S
Format as Good Neutral . Insert Delete Forrmat A
3. Hit “OK” in “Where is the data for your table?” = = - = <

pop-up.

@ Once the Excel data is formated for filtering, complete the
following Steps:

Format As Table ? X
1. Locate the “Type of Service” column and select

. . Where is the data for your table?
“Group” servcies, and hit the “OK” button. -

=SAS1:5AMS109 % Service
2. The excel spreadsheet will display all clients who Type_of_ [j

[ My table has headers

were in the group.
3. Identify the clients who has “CalWORKS” in the Fundin [ ok | | cance
Y g
. . 8|| SortAtoZ
Plan, and “YES” in CalWORKS colunms, and correct the service 2] sortAto
. Zl SortZto A
code for these clients. Steps to correct are on the next page. Ad Sar
Sort by Color >
Note: If the client has “CalWORKS!” in funding plan and “NO!”in CalWORKS colunm.
Verified if the client is CalWORKS. If yes, then correct service code and consult with CBO
to update FE. If no; then do not correct the service code, but instead change the funding plan. Text Eilters ,
- Search 0
Example of Services Information Check data Excel spreadsheet: D el
— : -
fientlD | ¥ |Service Dat( v | Service, v |Practitioner v Any_(oi(e_(odt' FTF_1¥|Other T v | Duratiol ¥ |Note_type v |Note_Statu §f Funding_Plan JT|Self Pay v |LA Cc v|Medi (v |Posteq ¥ |CalWork B d!ems)
14,00 Open TN ot B W " ndvidwalSenice Fnal  fcawomks! | ves  ves v ves | no! L SheannG
No  Indwidu 1 " % aworks! | ves v vs ves | wo! Individual
No VR 0 CalWORKS YES VS YVES Vs YES
No 6% o 0 Ca YES VES VB Yes YES
No eth0 o 100 (3 S ¥ES VES  Yes YES Cancel
No % "0 YES VS YES  Yes YES
N Group (6 T s 105 CalWORKS YES VS VES Vs YES
No Group 0 " 5 caworks! | ¥es VB OYVES Yes No!
No dividua s s ndividual Senvice  Fina CalWoRKS! [ V£S5 VS YES Vs No!
No ndividual % % ndividual Senvice  Final caworks! | ves v v ves | No!
No ndividua "39 "3 ndividual Service  Fina CalWORKS! YES YES YES Yes NO!
- - —

Steps continued on the next page
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Steps:

TEST,KIM (003108825)
Preferred Name: -
F_10_01/01/2001

@ Open the “Edit Service Information” form, and complete the following

Edit Service Information #

Ep: -
Problem P: -
nY b

Address: 10
Dhana #: -

steps:

1. Enter the client’s ID that was identified as a CalWORKs client.
Select the episode — LE00019. o »
3. Enter service date and service end date. The service date
should match the date in the Service Information Check report.
Select services to edit — highlight and select ok.

5. Delete and then change the current code in the Service Code
field (e.g. 90853 or H2015HEHQ etc.) to Non-Billable to
Medi-Cal MHS Group (0001HQ).

6. Once service code is changed a pop-up will ask for the total
number of clients in the group (refer to the Service Information

N

Online Documentation

Client ID.

TEST,KIM (3108825) 2
Episode Number
Episode # 2 Admit : 01/01/2017 Discharge : None Progr...w
Service Code. {

Program
Episode Number (Edit) ‘

Location ‘
Facility Location Name ‘
Facility Location Address - Street [

Facilty Location City ‘

Servke Start Date Service End Date
7132020 o7n3200 &
Servke Selection Dafault

All None Select Service(s) To Edit

0825 )

e Program Dractitioner Status Do

Check Report or Scheduling calendar for the total number of
clients in the group), and enter the number in the pop-up and
hit OK.

7. Hit Submit to update the claim.

TEST,KIM (003108825)
Preferred Name: -
F 10 N1/01/2001

Ep: 2 : LEOOO19 LA County DMH
Problem P: -
NY¥ D- £95 Q Srhiznaffoctive disnrdor

Edit Service Information # [N )

myAvatar 2020 - Group Service X

Client 1D
TEST,KIM (3108825)

Episode # 2 Admit : 01/01/2017 Discharge : None
| | A
— Service Code
[N

a

NON-BILLABLE TO MEDI-CAL MHS GROUP (00001HQ)|

Program

6840F SAN FERNANDO MH -

Episade Number (Edit)

Online Documentation

Episode # 2 Admit

01/01/2017 Discharge : Nene

Location

Facility Location Name

Service Start Date
07/13/2020 = n n

Service Selection Default
All None
Practitioner

KIEU,KIM (048175)

‘You must enter BOTH Face to Face and
Other time to update Total Duration.

Practitioner Face-to-Face Time
60

Practitioner Other Time
10

Duration (Minutes)

MUST BE ENTERED USING FACE TO FACE AND OTHER TIME.

70

Service End Date

ozrzzozo 2 [ KB

Select Service(s) To Edit

@ Repeat all the steps in number 5 for every identified as a CalWORKS client.

8/1/21

Enter The Number Of Clients In The Group

|

Cancel
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RE-ROUTING PROGRESS NOTES/DOCUMENTS TO A DIFFERENT STAFF or APPROVALS NOT IN MY TO DO BOX

Progress note or any other document was routed to the wrong staff/supervisor. These steps are also for re-routing to another supervisor, and

approval not showing in “My to Do” box.

Type of Error Steps |Descriptions Form to Use Who
Routed Progress Note(s)/Document to the wrong Re-route progress note/document to i Chmcal,
. . . 1 |another staff or back to same staff Approver Override Supervisor
staff or approval is not showing in my to do inbox , —
2 |Approve progress note/Document My to Do's Box Practitioner

Steps: @ In Search Form — Search “Approver Override”. Double click to
launch form.

@ In the “Form Type” drop down, choose the type of document
that needs to be re-routed.

@ In the “Entity” field, enter the client’s ID (do not enter the zeros,
instead of 001234567 use 1234567)

@ In the “From Date” and “ To Date” enter the date the note
was written.

@ In the “List of Documents” drop down menu, select the document
that needs re-routing. The current approver will be displayed in
the “List of Approvers” once document is selected.

@ Hit the “Update Approvers” button. Pop-Up will appear to change

approver.

@ Enter new staff in either “Supervisor” or “Add Approver” field

then hit “Add” button. Pop-up will ask if you want to make, hit “yes”.

Hit “Submit” button to complete the process.

These steps can be used to re-send approver(s), if the co-practitioner/supervisor did not get a

“My to Do” for approval. In these cases, re-enter the original approver’s name and submit.

8/1/21

Search Forms

approver override

i Name

1 ttwough 1 of 1

Route Document To x

- Supervisor Add Team

SUSAN COZOLINO (047923)| 2 [ ]

Add Approver

[ rds ] o |

Updato Approvers
Aporover Final Approver Title Name
Supervisor KIM KIEU (048175)
mEEsETT
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CORRECTING ACCESS/FRO

Due to DMH policy, once ACCESS/FRO is created it cannot be deleted. Therefore, staff should not be re-writing, instead consult with IBHIS EC.

Type of Error Steps|Descriptions Form to Use/Comments Who
Clinical
ACCESS/FRO - Done to the Wrong Client 1 Move to the correct client Final to Draft Override - Avatar PM Su-p.ervisor
Clinical
2 Move from incorrect client to correct clien| Move Selected Data Supervisor
Clinical
1 Send back to Draft Final to Draft Override - Avatar PM Supervisor
Duplicate ACCESS/FRO or entered in error Add the following comment to the
ACCESS/FRO - "This ACCESS/FRO is a
Add comment to ACCESS/FRO indicating duplicate or entered incorrectly, the Any Appropriate
2 that it's a duplicate or entered in error correct incident numberis ............. " staff
Clinical
1 Send back to Draft Final to Draft Override - Avatar PM Supervisor
Wrong Date on ACCESS/FRO Add the following comment to the.
ACCESS/FRO - "The date entered is
Add comment to ACCESS/FRO indicating incorrect, the correct date should be Any Appropriate
2 that the date entered is incorrect.  |[............. " staff

Final to Draft Override ¢ W .}

Steps:

e

ACCESS/FRO Incident Tracking v2.0 e
Entoy Untabase

User Defined Clont
P Row Contents
(X 3 Page No. 2
NAME: TEST,XDOIE
Online Documentation
Print Row Contents
o uon

Incident Incident

Data Eatry By

Call Date Incident § Agenz Login

Entiy L

cakup

TMMIE (3170094

Torm Status

@ In Search Forms — Search “Final to Draft Override — Avatar PM”.
Double click to launch form.

@ In the “Form” drop down choose “Access/FRO Incident Tracking.

@ In the “Entity Lookup” field, enter the client’s ID or name.

|08/12/2017.

100006 Euong (Kim) K Huong (8im) K Finsl

®

8/1/21

@ Hit the “Select Row” button, and select the ACCESS/FRO that needs to
be sent back to draft for either moving to correct client or to correct.

@ In the “Pop-up” highlight the ACCESS/FRO that needs to be sent back
to draft, and hit the “OK” button.

@ In the “Override Reason” box, write reason why ACCESS/FRO is being
back to draft, date and staff name.

@ Hit “Submit” button to complete process.

Steps continued on the next page
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Steps: Move ACCESS/FRO to correct chart

@ In Search Forms — Search “Move Selected Data — Avatar PM
Double click to launch form.

@ In the “Entry Database” drop down menu, select “Client.”

@ In the “Form” drop down menu, select “ACCESS/FRO
Incident Tracking.”

@ In the “Old Entity” field, enter the client ID in which
the incorrect ACCESS/FRO was submitted.

@ Click on the “Select Row to be Moved” button. A
pop-up window will come up, in the pop-up,

highlight the ACCESS/FRO that needs to be moved
and hit the “OK” button.

@ In the “New Entity” field, enter the ID for the correct
client.

(@) In the “Reason for Moving Data”, write a statement

regarding reason for moving the ACCESS/FRO, date and
staff name.

Hit the “Submit” button to complete the

e Do not forget to re-finalized the ACCESS/FRO

8/1/21

Q

Name Menu Path

Move Selected Data Avatar CWS [ RADplus Utilities [ Database Management

Move Selected Data Avatar MSO / RADplus Utilites / Database Management

T [ hecizs ]

JMove selected Data { 1 m [ [ ————————————— |

_

1 through 3 of 3

Old Enty

TEST, KIMMIE (3170094)
o || W
| € || & 1

Selzct Row to be Moved

Row Detait

New Entity
Page No. 1 1AC DEPARTMENT o &
03/12/2017 fe)
PO BOX £
LOS ANGILES,
* ACCESS/FR0 Incider
1 »

Reason for Moving Data
7 KKeu 5/12/17 - Mova to correct dient
4

Incident

TEST.PLAN (3194891)
Online Documentation

Incident
Agent

Data Entry By

Call Date {Login)

Incident # Form Status
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CORRECTING AUTHORIZATION FOR PHI DISCLOSURE/CONSENT FOR SERVICES

Type of Error Steps |Descriptions Form to Use/Comments Who
. Error Correction
Enter to the wrong client X X
1 Move to the correct client Move Selected Data - PM Supervisor

Duplicate Entries

Aunthorization for PHI Discloure - Delete

Error Correction

1 Delete the duplicate button at pre-display Supervisor
Edit Authorization - Please take caution
Incorrect Information when making edits as the client already Aunthorization for PHI Discloure - Edit Error Correction
1 signed the authorization button at pre-display Supervisor

Steps: The steps below are the same for consents

oy Pip Squeak Elementar y Schox

10/11/2017 Young Oak Kim Academy Middie School

e841A
6864 AUGUSTUS F HAWKINS FAMILY MHS

ALLEY MH/WELLN TER

Online Documentation

Cwi Detaile
-MNew Entity

Move Selected Data #

Search Forms
authorization for Phi ds| cMoveSclectedData
Entity Database
Menu Path
. : . ) ) 9 Old Entity
Authorization For PHI Disclosure Avatar PM [ Client Management / Client Information
- TEST, PLAN (3135103) @]
3 ‘ A »
U e fou o e o

LAC DEPARTMENT =
11/29/2018 =)

Page Neo. 1

12j07/2017 Mar tha Baidwin Elementary Schoal 12/07/2018 6840F SAN FERNANDO MENTAL HEALTH CENTER PO BOX
12/07/2017 12/08/2018 6840F SAN FERNANDO MENTAL HEALTH CENTER LOS ANGELE
o1/29/2018 o3y018 71918 EDMUND D EDELMAN W MHC CH + FM * Buthorization Fow
030772018 o1py019 74584 JUVENILE COURT MENTAL HLTH S¥S P

os/24/2018 062872018 19064 EDMUND D EDELMAN WESTSIDE MHC

08/15/2018 Marguerita Bementary Schod o8/15/2019 6840F SAN FERNANDO MENTAL HEALTH CENTER :

08/15/2018 08/15/2019 70578 DOWNTOWN MENTAL HEALTH CENTER 8 > Rezson for Moving Data

o8/15/2018 I Group o8f15/2019 74584 JUVENILE COURT MENTAL HLTH S5

KGeu - 11/3/18, Entered to wrong clent. movedto comed clent

TESTING,JASON (4732520)

To delete:
@ In Search form, search “Authorization for PHI Disclosure”, double click on
mouse to launch form. If correcting Consent for Services, the search this form.

@ A pre-display will pop-up, highlight the authorization to delete.

[ o N = N - N oo |

@ Hit “Delete” at end of page to delete the authorization.

To move authorization, search for “Move Selected Data — PM” In search form:
@ Select “Client” under the “Entity Database”. @ Select “Authorization for PHI Disclosure” under the “Form” dropdown.
Enter incorrect ID in the “Old Entity” field. @ Select the Authorization to move from the “select Row to be moved” tab.

Enter a reason for moving the data in the “Reason for Moving Data field. Hit “Submit”
to complete the move.

@ Enter correct ID in the “New Entity” field.



MONITORING REPORTS

Monitoring reports are found in IBHIS and in COGNOS/STATS.

Because a service is created as soon as a progress note is finalized, supervisors must ensure that staff
are completing documentation as outlined in Policy 401.02 — Clinical Records Contents and
Document Entry. Per policy, documentation must be written in the clinical record by the next
scheduled work day following the date of service, and no later than 5 calendar days. The following
reports will assist with the monitoring of timeliness of documentation and should be run a least once
per week:

® [Service Information Check] — COGNOS AND
® [Staff Activity Report]- COGNOS or
® [Clinical Forms in Draft and Pending Approval Status] — COGNOS

The reports below can be used for additional monitoring (first two reports should be run at least

once a month):

® [Services Missing Face to Face Time]- COGNOS

® [Non-mental health Diagnosis]- COGNOS

® [Active Clients by Primary Program of Service]- COGNOS
® [Staff Activity Report]- COGNOS

® Other STATS Reports (posting lag time, IBHIS Progress Note Timeliness Practitioner
Summary)

Make sure you clearly identify WHO will be running them, WHEN they will be run and WHAT the
process will be for follow up.
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HOW TO LOCATE STATS AND COGNOS REPORTS?

The following steps assume that the staff has been given access to STATS/COGNOS reports. If you need access, create a heatticket (refer to page
51 for how to create a heatticket) to have access granted. Please note the request needs to be made by the Program Manager.

G -03 eNGELEs county
DEPARTMENT OF
=ik MENTAL HEALTH

g reoovery. wellbeing

E’

Forms

w
Administrative
Service Desk

Steps:

@ On the DMH homepage double click on “Applications” icon.

@ Once in the “Application” page, locate the “Cognos Reports”
icon, click mouse to launch.

@ Click on “STATS” to access the reports or click on “Integration
Behavioral Health Information (for the Service information Check
Report for non-supervisors and PM)

Chief Information
Office Bureau Cognos Reports

8/1/21

Information Security Integrated System

H Applications

Internet (DMH Public
Website) Home

A \
Applications Services myLACounty
OESPX";-HZSE&%—”:)"; partmengybf Mental Health

Table of Contents

Countywide Resource [l Certified Public
@0 Comphiance Audit Management Expenditure Dsta Dictionary

_

DMH DHS Coliab

Integrated Behavioral
Health information

Intemet Reports - FES

Steps continued on the next page
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Steps:

@ Log onto the “STATS table of Contents” if prompted, by using the
credentials for logging into your workstation (e.g. employee number
and password). Hit “Sign In” button once information is entered.

@ Click on the team content folder (second folder) to open

available reports.

@ Click on “DMH IBHIS Reports”, and then click on “Reports”.

Team content

o‘[)
i

Cognos Samples
11/30/2016 11:29 AM

¢
I

DMH_Intermet Reports - FFS
9/13/2018 2:05 PM

DMH_Intermet Reports - NGA

m 9/4/2018 4:59 PM

- DMH_Provider Directory
6/29/2018 1:51 PM
DMH_QA

= 10/12/2017 10:51 AM

- DMH_STATS

B/27/2018 4:27 PM

Get started
1/18/2017 7:47 AM

Samples
7/26/2017 1:21 PM

Templates
5/31/2017 7:51 AM

DMH_IBHIS_Reports -
11/5/2018 3:53 PM

8/1/21

IBM Cognos Analytics

Sign in with your Hosted ID

E 529780

| Sign in

Q ¢ Bm > DMH_IBH
O B Packages
> 10/12/2018 2:51 PM
Reports
o 10/12/2018 2:51 PM

Available reports mE——p

@ Click on the report(s) that needs
to be run. Please refer to sections
in this manual on how to run the
reports.

B B8 8 8 8 8 B B B B =H

Active Medicare Clients: Life ... Authorization
7/16/2018 10:43 AM

Active OHC Clients: Insurance ... of Benefits
7/3/2018 4:08 PM

Charts to Review
6/6/2018 4:01 PM

COSsS_MAA Service Report
10/2/2018 11:30 AM

DMH IBHIS Reports Table of Contents
10/2/2018 11:42 AM

IBHIS Excluded Diagnosis Report
9/24/2018 11:58 AM

Possible Duplicate Services Report
9/4/2018 10:02 AM

Progress Note Duration Mismatch Report
9/24/2018 12:19 PM

Services Missing Face to Face Time
10/16/2018 3:04 PM

Services Under the Wrong Episode
10/15/2018 3:52 PM

Services Without Progress Notes
10/15/2018 3:50 PM
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Launching STATS and COGNOS Reports within IBHIS

My Views; . Clent Overview  TreatmentOverview  Finandal Clnical Notes Medical Justde| Reports

Steps:

@ On your IBHIS Home screen locate tab/widget

. . DMH Cognos Reports Table of Contents
“Reports”, click on mouse to enter tab/widget.

1/1 Alerts € What's New To read about what's new in Cognos Analytics, click More Info.

o Cognos Reporis for IBHIS Users

@ Click on “STATS Reports” to launch STATS

reports.

@ Click on “IBHIS reports” to launch IBHIS
reports.

e Note if you are not able to
launch the above links, it means
that you do not have access to the
reports. Access is only given to
supervisors or staff approved by
the Program Managers or QA
Unit. Follow instructions in the
tab/widget to request access.

8/1/21

LOS ANGELES COUNTY

* DEPARTMENT OF

funw

County of Los Angeles
Department of Mental Health
Cognos Reports

< MENTAL HEALTH

1ope. recovery. wellbeing.

Table of Contents

g

Mar 16, 2020 2:06:34 FM
Report Name Report Description Iriziz
Frequency

Displays IBHIS staff activities of the logged-in user. For supervisors/managers looking for program-
wide staff activities, please click on STATS Reports below and then select "IBHIS Staff Activity Weekhy
Report (for Manager/Supervisor)”

My Staff Activity Report

Include: 1BHIS Active Clients by Program and Primary Program, IBHIS Direct Services Reports, IBHIS
Homelessness Tracking Reports, 1BH IS Meaningful Use Compliance Reports, IBHIS Staff Activity Varies
Report (for Manager,/Supervisor), etc.

STATS Reports {Autharization® required)

Include: Clinical Forms in Draft and Pending Approval Status, COS/MAA Service Report, Missing &
Excluded Diagnosis Detail Reports, 1BH IS Progress Notes Report, Active Medicare clients [Lifetime  Varies
Extended Signature Auth), Active OHC Clients (1A/AB), Charts to Review, Client UMDAP Report, etc.

IBHIS Reports (Authorization® required)

* Instructions to request access to IBHIS Reports & STATS Reports:

. Receive approval from superviser and/or manager

. Open Internet Explorer - DMH SharePoint
Select "Administrative Service Desk”

. Click "Sign in with your HOSTED account by clicking on this link"

. Click "Report an Issue” (located on the upper right corner)

. Provide the following infoermation in the description section, as shown in the example below -
(a). Report Name (e.g. CBO, IBHIS, NGA, PFAR, QA, and STATS Reports)
(b}. Description (e.g. Requesting access to name of report(s))
(c). Name(s), Employee Number(s)
(d). Justification, Approver Name/Email

7. Click "Save Incident”

DU L =

21 hitps//lacdmtheat saasit.com/Defaulta O ~ @ € | ™ LACOMHHeatsszsitcomy... »

John Doe
More... ] Hel ()
+ dil @ Self Service (MH) it :

lluE My ltems: lssue Report an lssue

€ Back to My ltems List & Rapid Report = required
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HOW TO RUN SERVICE INFORMATION CHECK REPORT?

Steps:

@ Access Cognos reports and run the Service Information Check Report:

1. Select the program of service. If there is more than one program,
select all programs that you want to run data for.

2. Enter the date range. It is recommend that a 12 months date range

is used when running the report.

Select “Yes” to “Restrict to Services with Issues”.

4. Hit “Finish” to process the data.

w

@ Once data is displayed (diagram 1), export the data to Excel format
so that data can be filtered to identify the errors.

1. Click on the “arrow” and select “Run Excel” or “Run Excel Data”
(diagram 2). Cognos data will download into Excel spreadsheet
as in example below (diagram 3):

Diagram 3:

Formulas  Data  Review  View  Nuance PDF

< X Cut S - o Aut y
ot Calibr ‘M *AA = ¥ ¥ Wrap Text Text . ' J 4 €= X [ E utoSum ?T }:
* Copy * £ - » 3 Fill *

Paste v A vAlv ter * .9 et = Conditional Formatas Cell  Insert Delete Format § Sort & Find

. Format Painter B IV .} A £ Merge &Center = $ * % * % 3 Pt bl SHGY 2 . & Clear~ e
N25 . fe | Final

A G

1 Program_of_Service * Any_CoPri |
2 1930ARIO HONDO COMMUNITY MHC Jul19,2019  Open No
3 1930A RIO HONDO COMMUNITY MHC Aug 20,2019 CLAIMED No
4 1930ARIO HONDO COMMUNITY MHC Sep 24,2019 CLAIMED No
5 1930A RIO HONDO COMMUNITY MHC Dec 03,2019 CLAIMED No
6 1930A RIO HONDO COMMUNITY MHC Nov 01,2019 No
7 1930A RIO HONDO COMMUNITY MHC Mar 06, 2020 No
8 1930A RIO HONDO COMMUNITY MHC Feb 07, 2020 No

Diagram 1:

Diagram 2:

N T e T e T A

Frrcoorearyy of Sheerwboes

TORIIGW L COPICE EREACIE COIFILED AL EIMCIE N T COLINIC =

TR T A L COPICE EREACIHE RAKIIS AL T COLINNICS

VERIZEAFT SRS SR EDFNCS PARIPS T AL FAELAL T4 COR MY R

TRINOMA FUICH FOMNIICY CIOMPMMLUINITY AE4c ~
< >

- I ot 1, DPO2O

Ten

| Crar G, OO

Restrict to Services with Issues?
-

- Yes

No

Service Information Check v

0 1
am
O'
Program_of_Service Service Service status Practitioner Any CoPrac Prac_Type
Date
u 1908W WEST Oct 20, Open No Primary
CENTRAL FAMILY 2020
m MHS
1908W WEST Oct 08, Open No Primary
o CENTRAL FAMILY 2020
MHS

o EEED &8 Run HTML
> &= Run PDF
Yes MHSA
L=} Outpatient & Run Excel
Care Service: -
(==} Yes cawoRrks | B _Run Excel data
° & Run CsvVv
Yes MHSA
Outpatient = Run XML
= 2
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How to Format and Filter Data

Steps: Service Information Check [Rear oy, - Excel

nset  Pagelayost  Formulas  Data  Review View ) Tell mewhatyouwantto do..

1]
]

I

@ In the downloaded excel spreadsheet, select

Tahoma 1057 A A E:’WIOPTM General
“Format as Table”. 6 Copy

_X,Cut oy p/‘ 1’

[}

IU-H DA =B= EE B v vy &
. ¥ Format Painter LA A EE=/EE EVegedloe - §- % ok Formatting Table *
@ Drop down will come up, select a color.
p sty N 1 2 Auto]
[-.1’ Normal i | & =P [l [T Filt = Format As Table 4 X
@ Hit “OK” in the Format as Table” pop-up. s o> Noen! foeetl Onste Formst |1 cie
Light Where is the data for your table?

=SAS1:SAMS109

Lil

@ Excel spreadsheet is now ready for filtering of
data. Example below (diagram 1).

-] My table has headers

@ To filter, select a column and click the arrow, drop
down will pop-up. The errors are identified in with

an “1” at the end of the text or number on the report (e.g. Missing! or 30!). DxfForSve ~ | Funding_Plan -
Click on all items with the “!”, and the “OK” to populate errors that needs fixing. elihg :
. A wrt Z 1o A
Page 54 shows how to make the errors show up in red.
Diagram 1:
1| Program_of_Service | Client_Hame | Clientll | Service [ *| Service_st | Pragtitioner = fny_Cofi| Type_of_Se.-! Service_{|FTF_Ti| Other_Ti*| Durati | Note_type =/ Hote_Status|=| DsFor{*| Funding Plan H Text Filte »
2| 13304 R0 HONCOCOMMURITY HHC W21 Cpen o Croup ({0 cients) HZOIHERD 50 i 28 Scheduled Groups Find Yes  MHSARRR Senicey
3| 13304 R0 HONCOCOMMNITY MHC Aug2l, 2014 CLAMED o Croup (10 ciznts) HZ1EHERG) ] L] Feg Seheduled Groups Finl Yoz MHIARFRSenize /C:'
+ | SHAROHCNDCHAINTY HHC Sep24, 2003 CLAMED o Gopllend HOSERD 0 B B0 SohededBropsFind Va5 PHSARFRGenies
§ | 13306 A0 HONDO COMMUNITY HHC Dec(3, 201 CLAMED o Gioop(Meienid HOUEHEND B0 o PO Schedued Groups Find Yes  MHIARRRSenices B Select AN
§ | 13304 R0 HONDOCOMHUNITY MHC HowC, 2013 Cpen o G (i2ciens) H0EHERD 5 T 6 Soheduled Groups Fial Yes  MH3ARFR Senices P‘ ~ <
7| AR FONCCCMUNTY e, 2020 e le  GopllcndHOSED BT T8 P50 SohedibdGumsFind Vs IHSAFRRSenices - MEISA Owtpatient Care Services
§ | 13304 R0 HONDOCOMMUNITY MHC Feb 7, 2020 Cpen o Giowp [fhclems) HOBHEHD %7 B0 BT SoheduledGroups Findl Yes  MHSARRRSenices Fund|nE Plan v MMESA RAR Services
9| LA County COH Prefdmit Jan 28,2020 Cpen Hla T T il B0 Sehedled Grougs Find Yes  MISSING! = A RFER Serwnces
0 |LA Count P Pretdn Jin28,2020 Cpen o B R SeheduldGroups Findl Ve MISSING! MHSA RRR Services L
1| SAROHCADCMAUNTY HH 06023, 2009 CLAMED [ BB SoheddGougs Fird Va5 PHSARAR Senices
12| 350AFIC HNCICOMMUNITY fug?120% CLAMED 3 B R ScheduedGougs Fnd Ves  WHSAPPR Senices MHSA RRR Services
1| LR HCADOCIMUNTY G g2 2003 CLAVED fi Wi B R0 SoheduedGrougs Find Vas | IHSARRR Senies
W | BE0ROHCADOCMAUNTY HH Seg 8,209 CLAMED iy Gioglelens) HOSHEHD B0 R0 P SchedudCroups il Ver  IHGAPR Senice: MHSA RRR Services
15| 13604 R HONCOCOMMURITY MHC Sep25, 019 CLAMED o Gowp Beleni) HOSHEHD B0 T Rl ScheculedGroups Findl Yes  WH3ARRA Senices i
b | SAROHCNOOCIAUNTY HHC Sap T, 200 CLAMED o Goglolens) HSHEHD &7 %S PR ScheduedGraups Ve WHAPRR Senices MHSA RRR Services
17| ESARDHINDOCANIY I Hou, 208 CLANED Mo Goplsens) HOSENQ Re 8 BT SohesiedGupsfid Ve IRSUFFR Seices Z] Cancel
B | 04RO HCADOCOUNTY G 06, 2020 CLAVED flo Gopliciens) HUGHEHD B8 B 09 SoheledGroupsFind Ve MHSARRRGeniczs MISSING! {
B | SAROHCAOOCIAINTY HHC 32020 CLAMED o Goplolens) HOSEHD B0 B0 B0 SohededGraupsFnd Vs CaWORKS!
2 | 04RO HCADOCOUNTY G Jant] 2020 CLAMED o Goglolens) HOUSHEHD %5 B0 %5 ScheduedCraups Ve CaWORKS! MISSING!
21 | 13504 RIHONDOCOMMRITY MHC 3120 CLAMED o Giop Belent) HUEHERD B0 T Pl SchedldGroups Finel Yes  MHSARRA Senices
2 | SROHCNDCHAUNTY HHC B2 CLAED o Goplolens) HOSEHD B0 B0 B0 SohededBropsFind Va5 CalWORKS!
2 | SAAROHCAOCMAINTY HHC B2 CLAMED o Goplolens) HOSEAD B0 B0 B SohededCrapsFnd Ve CaWORKS!
2% | 5040 HCADOCOUNTYHC fug, 208 CLAMED o Goploiens) HOSEAD B0 B ™ SohededBrosind Ve CalWORKS! .
% | A0 HCADOCDUNTY G AnTT200 T lo  Goploiens HOSHEHOEET B0 BT SohedibdGupsFid Yes CaMORKS! StEPS continued on the next page
& | LA County CVH Prefdm Sept 2009 Cpen o Gowp Belent) HOSHEHD R0 s RS ScheduledGroups Draft! Yes  MISSING!
& |LA County DNHPrefdmit 3ep11, 2013 Cpen o Giowp (3elents) HOSHERD Fo s Fi5  Sohedled Groups Draft! Yes  MISSING!
& | LA County 0V Prefdm Gep 1,209 Cpen o Group (3elients) HETEHEHD) TZD !ZS 145 Schedled Groups Draft! Yes  MISSING!
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How to make errors show up in red

Steps:

A

© o N o

11.

In the Excel spreadsheet, click on the “triangle” on the left
hand upper corner of the excel spreadsheet to highlight all

the data.

Select the “Conditional Formatting” button.
Select “New Rule” in the drop down menu.
Select “Format only cells that contains.

Choose “Specific text” in the drop down menu.
Menu in the “Format only cells with” section.

" 'Il

Enter on the blank text box.

Hit the “Format” button.

In the “Color” drop down menu, select the red color.
Hit “OK” to be taken back at the New Formatting Rule pop up.
Hit “OK” in the New Formatting Rule pop-up to complete task.

You can now filter to only show text that are red in the

different columns.

To filter to show only red, click the arrow on the column that
you want to filter. Select filter by color and select the “red”.

All errors in the Service Information Check report will

now be in red text.

8/1/21

| A [ C D E F G H I ]
[2iagdam _of_Sery - Client_Nam - |Clientl] - Service Dal - |Service_stat - | Practition: - /Any_CoPri - Prac_Typ - | Type_of_Servi - Service_Co -

1914A NORTHEAST Aug 12,2020 CLAIMED Primary  Indivkiual H20108C

1914A NORTHEAST Jun 03, 2020  CLAIMED Primary  Individual H20105C

1914A NORTHEAST Nov 04, 2020  Open Primary Indivichual H20108C

5 |1914A NORTHEAST Sep 24, 2020  CLAIMED Primary Individual 907915C

) [1914A NORTHEAST Sep 21,2000 CLAIMED Primary Individual 90791SC
1914A NORTHEAST Aug 21, 2019 CLAIMED Primary  Individual TI017HEHS
1914A NORTHEAST Jd 24,2019 CLAIMED Primary Indtddual T1017HENS

0 | 1914A NORTHEAST Apr 16, 2020  CLAIMED Primaty Indvidual H2010HE

Insert Page Layout Formulas Data

- T -

y Cut Tahoma =110 - A A
= x Copy - A

aste - - &y -
. ¥ Format Painter B ru —

Review WView Muance PDF Design '2;1

# -  EFWrap Text Genera

F.

«o mll Conditional
~ | Formatting =

P 1 (L M Fermatting Fule T ®
E - -
EKonditional Format as Cell Lot i e Ty
Formatting = Table = Seyles - | T -
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CORRECTING ERROR RELATING TO PROGRESS NOTE STATUS

The Service Information Check report identifies progress notes that are missing, left in draft status or pending approval.

| ient, Name w|ClientlD | v | Service Dati v | Service_statu | Practitioner i i Note Status [T
roups f Draft!

sl Draft!

s Draft!

Steps:

MH Breidmit
County DMH PreAdmit

5304 R1D HONDO COMMUNITY MHC s Dratt
5304 R10 HONDO COMMUNITY MHC MISSING!
H 1 H 9304 RID HONDO COMMUNITY MHC ndvidual 0 20 ndiidual Service | Pending Approval!
@ Run the Cllent Informatlon Service ChECk report (StepS on 9054 EDMUND D EDELVAN WESTSIDE MHC Individual ML WU w0 MISSING! MISSING!
H H “« ” 5304 RI0 HONDO COMMUNTY MHC Paiduzl NUL UL 0 MISSING! MISSING!
page 52to 53)’ and fllter data n the Note Status cqunm 9054 EDMUND D EDELVAN WESTSIDE MHC Individual s il 0 Medeation Senvied] Draft!
H H H H 3054 EDMUND D EDELVAN WESTSIDE MHC Paiduzl NUL UL 0 MISSING! MISSING!
to Identlfy services Wlth nOte Status errors (example on the 9304 RI0 HONDO COMMUNITY MHC Individual 5 5 ndiidual Serviez || Pending Approvall
: ht) 9064 EDMUND D EDELVAN WESTSIDE MHC Pdiduzl NUL UL 0 MssING! MISSING!
rig . 3304 RI0 HONDO COMMUNITY MHC Indiidual ] 0 0 ndvidual Servie || Pending Approvall
3304 RI0 HONDO COMMUNITY MHC ndividual h i 5 ndvidual Servie | Pending Approvall
5304 R10 HONDO COMMUNITY MHC Individual ML UL W MSSING! MISSING!
@ P tei . . | t h . h | d b d t 3304 RIO HONDO COMMUNITY MHC ndiiual ] s s MISSING! MISSING!
rogress note IS missing! — IS error shou e rare aue to 5304 RID HONDO COMMUNITY MHC Individual ] ] % ndivdalSenvice | Pending Approval!
& ) g . . . 3301 RID HONDO COMMUNITY MHC ndidual ] s ] Eror Correction || Pending Approval
the removal Of pOStIng, It W||| OocCccur If the service was 9054 EDMUND D EDELMAN WESTSIDE MHC Indiidual ] s s Medication Servicd] Draft!

not deleted after a request to void the note through QA

) ] ) Ve Sla v | Any CoPra | Type_or 1 Time ¥ {Utner_Timy ¥/ Duratiol ¥ Note.type 0fe Statls
IBHIS Error Correction. To fix, check the service status: MU0 O W e TOn ML WL 6wk | W
121,200 Open No odvidial S0P 150 MISSING! MISSING!
1. If service is open, delete the service and appointment. Aug 11,2020 Open No ndidal %02 0 MISSING! MISSING!
2. If service closed/unbill, request IBHIS error correction Aug 13,2020 Open o il %3 0 MIsSING! MISSING!
to open service to delete service and appointment. N4 200 Open o ndvidial KOS NUL MU WSS ’

3. If service is claimed, submit claim void request to (CientiD | v Service Dat| v Service statu v  Practitioner v |Any CoPra v Type_of Servic| v |Service_ Cod( v |FTF Time v other_Tim{ v  Duratiof v |Note_type

H Sep11,2019 Open No Group (3 clients) HSHERQ. 120 %5 s Schedu‘edGroups' Draft!
IBHIS error correction. Sep11,2019 Open No Group(3clients)  H2015HEHQ. 20 s s Scheduled Groups | Draft!
Sep11,2019 Open No Group(3clients)  H201SHEHQ 120 hs guled Groups | Draft!
- . . . Jun04,2020  Open No Group (7 clients)  H201SHEHQGT 119 1 Huled Groups | Draft!
@ Progress note is in draft! - verify with the practitioner and have Feb04,2020 CLAIMED No ovdal | S % % Feston senicd Dratt
. . . . " - L0 OME r r ication Seyi
them finalize the note or delete the note if not needed. If staff is Mg 13, 2020 Open = e O d A
. . Jl27,2020  Open No Individual H20108C 0 41 41 Medication Servicell Draft!
no longer with DMH or on a long leave, follow the Unavailable Aug5,2020 Open No idl  HOISC  NUL UL
Jun 09,2020 _Open No Individual Howose g/ 1!

Practitioner procedures.

](ﬁentID |¥|Service Dat( v |Service statu v Practtioner v/ Any CoPrag | Tyrpe_ﬂoerervch._v7 Service_Cod( 17 FIF Time 17 Other_Tim( LyDuratim (v |Note_type v Note Status ¥

(@) Progress note is pending approval! - follow up with the ‘:"qf”ozf f”f“ﬁ,,ﬂ :‘? gd‘m‘jﬁ: Oﬁl ,g VZS z mdmjjj'few:“ - di:: Aps:z:al;
an2s, 00 CLAIMED 0 v HU3Z D RLViaual Service 4

staff who needs to approve the note and request they WA Open N ke W B % Vi enice | pending Approval
approve or reject the note for modification. If staff is 023,200 Open No ndividual Wose 0 hs idualService. | Pending Approval!

no Ionger with DMH or on leave re-route to another Jul30,200  Open No Indvidual HO0465C EJ :60 E’)O Indvidual Service | Pending Approval!

; Apr 27,200  CLAIMED No ndividual HOd6SC 0 45 4 Error Correction | Pending Approval!
supervisor for approval- Jun18,2020  Cpen No Individual otse 0 g y:| Individual Service | Pending Approval!
Jun30,2020  Open No ndividual H2015 " " B ndividual Senvice | Pending Approval!
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CORRECTING SERVICES WITH A DURATION MISMATCH

The Service Information Check report identifies services with a Duration Mismatch. A Duration Mismatch occurs when the face to face time and
the other time does not equal the total time. The steps below are for services that are open, if services are claimed, submit void request to
IBHIS error correction (steps on page 68).

lientID | v | Service Dati{ v | Service_statu| v | Practitioner v |Any CoPra¢ v |Type_of Servic{ v |Service_Cod{ v FTF_Tim¢ v |Other_Tim( ¥ | Duratiol,1 Steps:
ul17,2020 Open No ndividual "0001 NULL NULL 45!
Jul 28,2020 |Open No ndividual X 0 65 60!
Open No ndividual 0 35 98! . . .
No ndividua 0 74 75! @ Run the Client Information Service Check report (steps on
dividual L NULL ! N o .
T - ety FRR—— - page 52 to 53), and filter data in the “Duration” column
— - N . 4 = to identify services with a duration errors (example on the
LELA MD No ndividual fs ’ 60! |eft)_
CLAIMED 0 ndividua 52 12 60!
Open No ndividual 60 9 60!
Open No ndividual 9 GT 0 60 63! . .. .
Jun05,2020 Open No ndividual 90837GT 0 7 8al 1. Consult with the practitioner to verify the correct
Jul17,2020 Open No ndividual 90837GT 0 58 68! .
Wl17,2020  Open wvdial  sossrer o 6 6! Face to face and other time, then follow steps
Jul17,2020 Open No ndividua 90837GT 0 58 60! .
Jul 28,2020 Open No ndividual 90887 0 30 20! beIOW.
Er—— @ Use Edit Service Information form to correct the time. In search
Form - Search “Edit Service Information”. Double click to launch form
Frenen et (3) Enter the client’s ID and choose the LEO0019 episode, and the
date of service in the “Service Start Date” and “Service End Date”,
. : e hit the “Select Service (s) to Edit” button.
Edit Service Information 2 - —
— TR 1]
Gt i SewireEndDalmenl & | - (4) Pop-up will appear with the service to be corrected. Check the
( ] oty Rl 0102018 ! L3 . . . .
=S e UL HTE Service to be correct and hit the “OK” button to confirm selection.
o Mo Mice Selection Defauk
Episode # 3 Adrit: 06/01/2016 Discherge : None Hore et
- ' ! @ Once back to the “Edit Service Information” form, delete incorrect
arvie Code Pratttioner- Onb Dcunesain
T T e face to Face and Other Time and enter the correct time in each of
" those fields and hit enter on your keyboard to allow the total time
cul Pracitioner Face-to-Face Time .
T7ALONGEEACH AL FANILY HHC to update to correct total duration.
Egsod Mumber (EdF) Pracitoner e T
Epiods # 3 dri: 061012016 Dischrge:: None ! ' t H H H
Once confirmation has been made that total duration is correct
ocation Duraton (Mirutes) - . % ")
T 9 - . hit the “Submit” button to save changes.
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CORRECTING FUNDING PLAN ERRORS

The Service Information Check report identifies services that have errors relating to funding plans. All direct service requires a funding plan.

Steps:

@ Run the Client Information Service Check report (steps on page 52 to 53), and filter data in the “Funding Plan” colunm
to identify services with a Funding Plan error (example below). Then follow the instructions below.

ClientiD -~ Da - Service_s - Practitioner - Any_ € - Type_of_Servic - Service_Cod - FIF_~ -~ Othe - Dura - Note_type ~ Note_Sta - DxFe¢ | |F e
28, 2020 Open No Group (2 clients) H201SHEHQ '70 ’SO '1?0 Scheduled Groups Final Yes MISSING!
Jan 28, 2020 Open No Group (2 clients) H201SHEHQ 70 "so "120 Scheduled Groups  Final Yes MISSING!
Jan 13, 2020 CLAIMED No Group (2 clients) H201SHEHQ '60 '30 a0 Scheduled Groups Final Yes CalWORKS!
Jan 13, 2020 CLAIMED No Group (2 clients) H201SHEHQ 35 20 ss Scheduled Groups  Final Yes CalWORKS!
Jul 15, 2019 CLAIMED No Group (2 clients) H201SHEHQ ’60 '30 i Scheduled Groups Final Yes CalWORKS!
Jul 15, 2019 CLAIMED No Group (2 clients) H201SHEHQ 60 "30 50 Scheduled Groups  Final Yes CalWORKS!
Aug 12, 2019 CLAIMED No Group (2 clients) H201SHEHQ 60 "30 " Scheduled Groups  Final Yes CalWORKS!
Jun 17, 2020 Open No Group (2 clients) H201SHEHQGT 67 30 o7 Scheduled Groups  Final Yes CalWORKS!
Sep 11, 2019 Open No Group (3 clients) H201SHEHQ 120 25 14S Scheduled Groups Drafe! Yes MISSING!
Sep 11, 2019 Open No Group (3 clients) H201SHEHQ 120 2s "1as Scheduled Groups  Draft! Yes MISSING!
Sep 11. 2019 Open No Group (3 clients) H201SHEHQ 120 2s "1as Scheduled Groups  Draft! Yes MISSING!
Aug 20, 2019 CLAIMED No Group (3 clients) H201SHEHQ '60 '36 '96 Scheduled Groups Final Yes CalWORKS!
Jun 24, 2020 Open No Group (3 clients) H201SHEHQGT 67 ss 122 Scheduled Groups Final Yes CalWORKS!
Jul 30, 2019 CLAIMED No Group (4 clients) 90853 ‘64 "a9 113 Scheduled Groups  Final Yes ERROR - Multiple!
Auvg 12, 2020 Open INO Individual SOT91SC o 303 303 Individual Service Final Yes MISSING!
Jun 08, 2020 Open N Individual SOTF91SC o 7S 75 Individual Service Final Yes INVALID - MHMSA Wellnes
Type of Error Steps|Descriptions Form to Use/Comments Who
Error Correction
No funding plan entered - enter Supervisor or
1 appropriate funding plan Funding Plan Assignment approprate staff
Wrong effective date - date entered does Error Correction
not cover date of services. delete and Funding Plan Assignment - delete at pre- Supervisor or
- S 2 enter new on with correct date displa a roprate staff
Funding Plan shows as missing! play PP P -
Error Correction
Wrong program of servcies -update the Supervisor or
3 program of service Funding Plan Assignment approprate staff
Error Correction
Wrong funding plan type - update funding Supervisor or
4 plan type Funding Plan Assignment approprate staff
Two more funding plans entered for the
Funding Plan shows as Error - Multiple! same program of service and same Error Correction
S Riet effective date (eg. MHSA-FSP and MHSA Funding Plan Assignemt - delete at the pre-{Supervisor or
1 PEIl). Delete incorrect Funding plan display approprate staff
AnNn invalid funding plan was entered to
. N cover servcies prior to 6/30/20, but did
Funding Plan shows as Invalid - (MHSA hot update theF;nvaIid fu/ndiﬁ lan for
Wellness Servicel, MHSA FCC!, MHSA RRR! “P &P ) )
etc.) services after 7/1/20. Add new funding Error Correction
. plan (MIHSA Outpatient Care Service with Supervisor or
1 effective date of 7/1/20) Funding Plan Assignment approprate staff
CalWorks Funding Plan was entered when Error Correction
the client is not CalWorks. Upddate Supervisor or
Funding Plan shows as CalWORKS! 1 funding plan type Funding Plan Assignment approprate staff
Client is CalWorks - check to see if the Consult with the Central Business Office Error Correction
client has CalWorks Authorization form in |to add CalWorks Guarantor in Financial Supervisor or
2 chart. Eligibility set-up approprate staff
B : Funding Plan Assignment - Add CalwWORKS
Funding Plan shows as MHSA Outpatient Care funding lan if cliint is CalWORKS. If
Services or any other funding type with and (!) . 'g P T .
at the end. This will only shows if the client is client is not CalWORKS consutled with Error Correction
CalWorks ) Y Client is CalWORKS but does not have CBO to remove CalWORKS Financial Supervisor or
1 CalWorks Funding Plan entered Eligivility set-up approprate staff
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CORRECTING FINANCIAL RELATED ERRORS

The Service Information Check report identifies errors relating financial set-up and requirements. The report identifies errors such as expired
UMDAP, missing FOA, expired PFl, missing financials documents and signatures.

Steps:

@ Run the Client Information Service Check report (steps on page 52 to 53), and filter data to identify financial related errors.
(examples below). Financial information starts from the “LA County” column and forward on the report.

[A County v|Medi_Ca| v|Posted 27( v |CalWork{ v |Medicar¢ v |OH( v | Last_UMDAF v |PFI v |FOA v Lifetimé v |Ins_Autf v |Ins_Ben{ ¥ |Any Issu v |Non_Signature_lss{ v
Fixes: ES YES Yes NO NO NO  Aug01,2020 | Aug01,2020 ug01,200 NA  N/A NA T g
. _— — " L an vee A N 1% AN 1% ANN A - 4 A
ES YES Yes \O \O YES 20 | 13,200 Jul13,200 NA  MISSING! OnFile 1 il
r e 1 10 4 N M M m 14 4
ES YES Yes NO NO NO Oct 12,2019 Pct 12,2019 N/A N/A N/A 1 1
All errors relating to financial set-up ES YES Yes O NO NO Feb 06, 2020 [Feb 06, 2020 |N/A /A N/A 1 1
and requirements should be consulted ES YES Yes NO NO NO Dec 05, 2019 [pec05, 2019 N/A N/A N/A 1 1
s o At AN e ] 4 r
; : ; ES YES es NO NO NO Apr25,2020 pr25,200 NA ~ NA  N/A 1 1
with the Central Business Office : £ < . : i sl pra s J s L
. . ES YES Yes NO NO NO Nov 01, 2019 Nov01, 2019 N/A N/A N/A 1 1
via email: CBO@dmbh.lacounty.gov : - - 8 -~ : : v r
ES YES Yes NO NO NO Aug 31, 2019 jug N/A N/A 1 1
: - - P T n ’ 4
Telephone: (213) 480-3444 or create ES YES Yes NO NO NO Apr 13, 202 N/A A 1
a heatticket. ES YES Yes NO NO NO Jul01, 2020 NA NA N g
c i / A 1 | | I r A
ES YES Yes NO NO NO Apr 14,2020 Jpr 14,2020 N/A N/A N/A 1 1
ES YES Yes NO NO NO Sep11,2019 Bep11, 2019 N/A  N/A NA i
P = ; I L = z 7 v, [/
ES YES Yes NO NO NO  May23,2020] EXPIRED!  EXPIRED!  N/A N/A N/A 1 1

edicar - OF - Last_UMDZL - PFI1 ~ | FOA ~ Lifetime - Ins_Aut - Ins_Bern -

NO NO Jan 22, 2020 Jan 22, 2020 [TETT =22, 2020 nNsAa N/A N/A 1

NO YES Apr 24, 2020 Apr 24, 2020 Apr 24, 2020 N/A nissiINnG! naissina! |’

NO NO Jun 29, 2019 Jun 29, 2019 Jun 29, 2019 N/A N/A N/A 1

NO NO Jun 29, 2019 Jun 29, 2019 Jun 29, 2019 N/A N/A N/A 1

NO NO Jul O6, 2020 Jul O6, 2020 Jul O6, 2020 N/A N/A N/ A 1

NO NO Aug 23, 2018 Aug 23, 2018 MISSING! N/A N/A N/A 1

NO NO Sep 19, 2019 Sep 19, 2019 Sep 19, 2019 N/A N/A N/A 1

NO NO Oct 25, 2019 Oct 25, 2019 Oct 25, 2019 N/A N/ A N/A 1

NO NO Oct 25, 2019 Oct 25, 2019 Ok 25, 2039 N/A N/A N/A 1

NO NO Oct 25, 2019 Oct 25, 2019 Oct 25, 2019 N/A N/A N/A 1

NO NO Nowv 15, 2018 Nowv 15, 2018 MISSING! N/A N/A N/A 1

NO NO Nowv 15, 2018 Nowv 15, 2018 MISSING! N/A N/A N/A 1

NO YES Nowv 29, 2018 Nowv 29, 2018 Nowv 29, 2018 N/A MISSING! On File 1

NO YES Nowv 29, 2018 Nowv 29, 2018 Nowv 29, 2018 N/A MISSING! On File 1

NO YES Nowv 29, 2018 Nowv 29, 2018 Nowv 29, 2018 N/A MISSING! On File 1

NO WES Nowv 29, 2018 Nowv 29, 2018 Nowv 29, 2018 N/A MISSING! On File 1

NO YES Nowv 29, 2018 Nowv 29, 2018 Nowv 29, 2018 N/A MISSING! On File 1

NO YES Nowv 29, 2018 Nowv 29, 2018 Nowv 29, 2018 N/A MISSING! On File 1

NO YES Nowv 29, 2018 Nowv 29, 2018 I:gx 22' zg;g N/A MISSING! On File :
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CORRECTING PROGRESS NOTES WITHOUT A SERVICE

The following steps are for correcting a progress note that has become “independent”. This means that the services has been removed and the
progress is not attached to a service or may not be required. Only run this report once per month if error correction was done to delete services,
always consult with IBHIS error correction if unsure if the note needs to be connected to a service as the QA unit is monitoring this report.

Steps:

@ In “Search Forms” search for “Progress Notes without Services”

Double click to launch form.

@ Review the report and take steps to address the error.

ISearch Forms
rogress notes without a ser|

I Effective Date: 09/15/2017 |

@ In the form, check of the program that you wish to run and hit
“Process” to run the report to generate data.

COUNTY OF LOS ANGELES DEPARTMENT OF MENTAL HEALTH

Progress Notes Without a Service (Independent Notes)

Qe L
Associated Practitioner Site: 56840 San Fernando Mental Health Center
* Notes will show under all sites at which Practitioner had appointments near Note Date

Run Date: 7/10/2018

Practitioner:
NOT_uniqueid | Client

Note
Entry Date|Note Date | Episode Form Type status |First 60 Characters of Note
NOT64079.001 6/10/2016 | 6/10/2016 |LEO0019 LA County DMH |Individual Service Progress Final |Mother left VM for Therapist to
Note cancel session
. PSS SR DRSS S _ Practitioner: P
Note
[_] Szlect Scheduling Site NOT_uniqueid Entry Date|Note Date | Episode Form Type Status |First 60 Characters of Note
= S1917 Arcadiz MHS — NOT64539.002 9/13/2017 | 9/13/2017 |LE00019 LA County DMH |Scheduled Group Progress Final
Not.
51921 WMET otes
;I 51928 Long Beach Child Adolesent Clinic NOTE4562.002 10/6/2017 | 10/6/2017 |LE00019 LA County DMH |Scheduled Group Progress Final [Substance Abuse Management
[ S1%27 Long Beach MHS Adult Clinic Hotes gg:f"hlk 10 client
J » \In.- 51928 San Pedre Mental Health SRVCS NOT64562.002 10/6/12017 | 10/6/2017 |LEO0019 LA County DMH |Scheduled Group Progress Final [Substance Abuse Management
[ 51930 Ric Hondo Community MHC Notes Group - )
G * > S1932 WSGVMET GOAL; Talk to client
| = ) 51535 South Bay MHS NOT64562.002 10/6/2017 | 10/6/2017 |LE00019 LA County DMH |Scheduled Group Progress Final [Substance Abuse Management
Notes Group -
S1538 Compton Family MHS GOAL; Talk to client
51542 SGMET NOT64562.002 10/6/2017 | 10/6/2017 |LE0O0019 LA County DMH |Scheduled G roup Progress Final [Substance Abuse Management
S1944 LAWAMET Notes Group -
GOAL,; Talk to client
51945 IMET
51547 HRMBMET
“Note Date” is the date the note was initially filed (e.g. submitted as a draft). "Entry Date” is the date the note was finalized
S5841 West Valley Mental Health Center
meter Ronbal Famdy e Hopa, Wallnass s0d Recouary... oan ecting pacple, kfass and rasouroes..
S6859 DMH at Harbor-UCLA Medical CTR — This confidential iaformation is provided 1o you in accord with Stats and Federal taws 30d regulations inciuding but not limited to applicable Waifars 3ad Instinutions code. Civil Code and HIPAA Privacy Stadards. Duplication of thit
Type of Error Steps |Descriptions Form to Use/Comments Who
. . Error Correction
No service was provided . i )
Progress note needs to be voided Make a request to IBHIS error correction [Supervisor
. Error Correction
Duplicate notes . i )
Progress note needs to be voided Make a request to IBHIS error correction [Supervisor
. . Progress note needs to be attached to Follow steps on how to attach note to Error Correction
Service was provided . . )
appointment appointment Supervisor
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CORRECTING FACE TO FACE ERRORS

Make sure to run the Services Missing Face to Face Time Cognos Report for your respective program(s). Below are common Face to Face errors. The
error correction process will require reviewing progress notes and consultation with the practitioner. Before starting to make corrections, please use
the “Client Ledger” form to verify the status of the claims; if open can make correction, closed make request with QA to open, claimed cannot be

fixed and needs to be voided (send excel spreadsheet to QA for voiding, steps on page 68).

Type of Error

Steps|Descriptions

Form to Use

Who

Missed/Cancelled Appointments - Forgot to

change service code
1 cde

Change to Non-billalbe (0O0000) service

Edit Service Information

Error Corrections
Supervisor

Missing Face to Face time - Claims using a
service code that requires face to face

1 Add Face to Face time

Edit Service Information

Error Corrections
Supervisor

Incorrect Service Code - Provided a service that
requires no face to face time (telehone
services) 1

Change Service code to include "SC"

Edit Service Information

Error Corrections
Supervisor

No Service was provided - Incorrect service

code was used

1 (00000)

Change Service code to non-billabe

Edit Service Information

Error Corrections
Supervisor

Services Missing Face to Face Time

Program of Service:
* 19048 ANTELOPE VALLEY MHC ~
] 1905% SANTA CLARITA VALLEY MH CENTER

| 19065 EDMUND D EDELMAN WESTSIDE MHC

] 1908W WEST CENTRAL FAMILY MHS

1 1909 HOLLYWOOD MENTAL HEALTH CENTER

S

Seclect all Desclect all

Date of Service Range:
From:

@ | Feb 1, 2018

Earliest date
To:

| apr19, 2018 | B~

Latest date

BE-

Steps:

@ Once in the Services Missing Face to Face Time report, select program
of service. Select all that applies.

@ Put in date range that you wish the report to generate, and hit “Finish” to

generate report.

@ Review the report (example below) and take steps (as above) to make
necessary corrections. Instructions on how to use “Edit Service information”
are on pages 14 to 15 of this manual.

Consult with QA IBHISerrorcorrections@dmh.lacounty.gov
for additional guidance.

8/1/21

]
02122018
031232018
03202018
e —

p LOS ANGELES COUNTY DEPARTMENT OF
'Menta Health
. recovery. wellbeing.

Patient Name PATID  Semice
Date

Program of Service Practitioner

COUNTY OF LOS ANGELES - DEPARTMENT OF MENTAL HEALTH

Services Missing Face fo Face Time
IBHIS Data As Of: 04152018
Rapnmng Period: On or after Feb 1, 2018

Status.

Closed

Open

Open

Notes

Client called, stating she would like to process recent events where she was physically abusad by a person wha is now her ex-boyfriend. She shared
having ambivalence toward whether or not she should

Clinician spoke with Client over the: phana after being informed that her son completed suicide. Provided supporiive and empathefic statements. Clinician
asked for ciarificafion as it was inifially re

‘The client did not afiend the appt or call io cancel
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VOIDING SCANNED DOCUMENT

Type of Error

Steps |Descriptions

Form to Use Who

Scanned Documents into the wrong client

1 Void incorrect scanned documents

Clinical Document Viewer

Error
Correction
Supervisors

2 Re-scanned correct document

Document Capture staff

Any
Appropriate

Duplicates

1 Void Duplicate scanned documents

Clinical Document Viewer

Error
Correction
Supervisors

Steps:

@ In Search forms- Search “Clinical Document Viewers”.

Double click to launch.

@ In the “Select Type” drop down menu select “Client”.

Select the “Individual” radio button.
In the “Document Source” check “POS Scan/Import”

@ Hit “Process” at the end of page to display all
scanned documents

Steps continued on the next page

8/1/21

N

Search Forms 1
Clinical Document Wiewer

Clinical Document Viewsr

Avatar PM f RADplus Utlities f Document Management

1 through 1of 1

Clinical Document Viewer a

| search IEETER

~Select Search Criteria

Select Type: Ciert

Select All or Individual Cient: Al o Individual
Select Cliant: TEST,OUTRATIENT (002173089)
User:
Document Status: -

Final

Weid

Document Origination Date  Start: |

Form Selection

=) Entire Chart
Legal Medical Record

By Categories [ Forms

Program:

Cocument Saurce:

Batch Scanning Module
Cocument Reuting

[#] POS Scan / Import
\Weh Sarvica ART -

End:

Form Restrictions Ircluce Exdude
Co Mot Print .,
Fo Not Release .
prchived Docum C

==
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VOIDING Scanned Documents

Clinical Document Viewer #

T Rt |

¥ T Search Results
¥ [ client

w [ TEST,OUTPATIENT = s ! O e RN e CIalT
¥ T all Documents Emylmhedmunmmwmdmc &
or are
esmzEa) are not appropriate to pasticipation in the services provided
(= Note: The client WILL NOT be without his/her signing the Consent for Services form.
Assessment
assassment forl AMHD Si; s Dscipli Dste
e ra—— e ———————————
T —— [0 REQUEST FOR MENTAL HEALTH SERVICES: (Te be by an A Mental Health Discipline-

ool Firorms! AMHD). This minor is mature enough to panicipaie in mental health treatment. [ certify that gach of the below three criteria are

el met and that = (Health & Safety Cods 124260). to a client who meets
s only these criteria may NEVER be claimed (nMedl-l.‘ll: dlﬁnnte I'Illlﬂln' must be available.

Sinical Docume 1. The client is 12 or older and mature enough to y in the ices provided.

clnical forms 2. The client’s parent(s)/guardian(s):

irical result a by

concent with Fa were not
3. The clnenl s p@renl(s)n’gulrdillls(:]
serv-n:g P

consent for cdv

csnsent for johi in the
dc- N0t Want of are

n the
are not appropriate to uammpumm in the semem provided
Note: The client WILL NOT be psychiamric without hiser par

cansent farm
consent formA3

signing the Cornsenr for Services form.
Consent B 7 e
Consentys
Consertia, i
) previics 1o yeu ta sccerd KB Gtate ane Federsd laws mmd "
Consent/ad) Hans inciuaing bai net limbed ts ApgACABE WEMLre abd Thatitutions code, Chil Cade 1S#:
1 PAA Privecy Stmdarde. of rhis lafermarien for further disdeswre s
consent = iehsmt priar mrtern murhmrtaran [ttty Provider H: =
P ot ey efermation t reqired afes
consent 12345 prrcl vy o i Los Angeles County — Department of Mental Health
corrl
Correspondenc
o 4 CONSENT FOR MINOR
cut over tesk
e
crmz
cynz =

Final L =

Finandal doc

ﬁ [ resn oAt Gatree -cndocs |
& eint

Form name
(el okt ¥

Chinical Document Viewer #

Results |

¥ [ Search Resuts
¥ T Clent
w [T TEST,ALTPATIEMT
¥ [ albacuments
assesed E

Rovinad 12/571 CONSENT FOR MINOR

Please select the appropriate section. One section MUST be completed.

] EMANCIPATED: (To be completed by staff) This minor has been declarcd emancipated from his/her pareni/guardian
by the courts and has been issued an identification card by the Department of Motor Vehicles (Cal Fam Code 7120). A copy of the
identification card must be filed with this form

Assessment

Asscament

assessment for

Bob's assessme
bob's consent
canal's Financial

ind
Z;‘n :‘ms [J ACTIVE DUTY WITH ARMED FORCES: (To be completed by staff) This minor must be currently serving in the

US Armed Forces. A capy of his/her military ID must be filed with this form (Cal Fam Code 7002).

Clinical Dacume!
clirical Forms

Clinical result
concent with fa
consent for edv
consent For johi
consent Form

consent formS3

M MARRIED: (Ta be comnleted bv stafft This minor is or has been married {Cal Fam Code 7002). A conv of the marriase 2
m

<
ﬁ [] TEST,OUTPATIENT (2178089) - Clinical Documents |
I 02/04/2014 - TEST, OUTPATIENT (2178089) - Eniscde: Nonepisoic - Clirical Documents
® vod Void & Capy.

Consent fAckno Void Reason
Consent/Acknon Incorrect Client Chart
Consent/Ackno

Consent fAckno Void Comments
consentl

consant12345

coml

Corespondanc

T
cut over kosk Select Client
cyna Select Episode

Final
Financial doc
Fatrn name

) o Y e
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Steps:

(4) In the “Result” tab on the left hand side of the form, select the
document that needs to be voided. Use mouse to highlight.

Hit the “Void” button at the end of the page.

@ Select the “Void” radio button.

In the “Void Reason” drop down menu, select reason why
document is being void. Add any additional comment in the
“Void Comments” text box.

Hit “Void” at the end of the page to void document.

Re-scanned to correct chart if necessary.
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UNAVAILABLE PRACTITIONERS — MANAGING DOCUMENTATION FOR STAFF WHO ARE NO LONGER WITH DMH

Prior to a practitioner leaving a program for an extended period (vacation or approved leave) or permanently, the managers or the staff direct supervisor must
verify that all documentation for services delivered by the practitioner is final and complete.

This includes verifying that:
v All appointments have final progress notes or have been marked as missed/canceled.

1. Run the [Pre Posting Verification - Basic] for the last 90 days
2. Run the [Clinical Forms in Draft and Pending Approval Status] for that practitioner
v All assessments, treatment plans, and other forms are in final status.
1. Go into the [Delete/Re-Assign to Do Items] to check for any outstanding DRAFT documents
= Select “Re-Assign”
= Enter the Practitioner name under “Select User”
= Alist of any outstanding DRAFT documents will display
v" There are no services with missing progress notes or independent notes.
1. Run the [Services without a Progress Note] for the Program of Service
2. Runthe [Progress Notes without a Service] for the Program of Service
v" All upcoming/future appointments while the practitioner is away have been transferred to another practitioner or canceled.
1. Gointo the [Scheduling Calendar]
2. Run the [Find Existing Appointment]
= Enter “Search Start Date” as the day after the practitioner’s last day of work
= Enter the practitioner under “Practitioner”
=  Change the “Maximum Number of Search Results to Display” to 30 (or more)
3. Foreach upcoming/future appointment either transfer the appointment to another practitioner using “Details/Edit” to change the name of the

practitioner on the appointment or remove the appointment by selecting “Delete”

Note: Additional steps may need to be taken for practitioners on approved leave or who are leaving the Department permanently including: removing clients
from the caseload (entire caseloads may be transferred to another practitioner using [Transfer Caseload]), disassociating programs of service in [Practitioner

Enrollment], and deactivating user accounts.
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UNAVAILABLE PRACTITIONERS

In those rare instances in which the previous steps cannot take place prior to a practitioner leaving on an approved leave or permanently
leaving the Department, steps must be taken to manage any outstanding documentation requirements within IBHIS. The following steps only
apply for staff on approved leave or permanent departure from the Department; these steps do not apply for staff who are on vacation. When
completing the below steps, special consideration should be taken into account for the reason the practitioner is unavailable (approved leave
or permanent leave) and, if approved leave, the expected duration of the leave.

Documentation - Progress Notes in DRAFT Status
These appointments should NOT be posted. If posted prior to the steps below being taken, complete Error Correction.
IMPORTANT: The next practitioner to see the client verifies what occurred at the previous session by reviewing the draft documentation with the client. If
there is no future appointment scheduled, the Primary Contact/supervisor should contact the client to review the draft documentation with the client. These
discussions should be clearly documented, including any additions/changes to the content of the note resulting from the discussion.

WHEN | PROCESS FORMS/REPORTS and ASSOCIATED STEPS

Permanent Leave: 1. Supervisor or Program Manager copies the text of the draft note 1. Progress Note Widget

Immediate Action 2. Supervisor or Program Manager writes a non-billable (00000) note stating 2. [Special Use Progress Note]
that the practitioner saw the client but was unable to finalize the

Approved Leave: documentation.

Contact the QA unit: a. The text of the practitioner’s draft note is copied onto the

ibhiserrorcorrection@d Supervisor’s or Program Manager’s non-billable note and reference:

mh.lacounty.gov to “The practitioner, [name/discipline of practitioner], is no longer at

discuss when to take DMH and therefore unavailable to finalize/sign this progress

action note. This supervisor’s signature indicates only that he/she

changed the status of the document from draft to final. It does not
attest to the accuracy of the documentation.”
3. The Supervisor or Program manager emails IBHIS Error Correction of the
QA unit at ibhiserrorcorrection@dmh.lacounty.gov requesting deletion of
the draft note. 4. [Scheduling Calendar] or [Appointment
4. Once notified the draft has been deleted, Supervisor or Program Manager Move/Delete
deletes the appointment from the scheduling calendar.
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UNAVAILABLE PRACTITIONERS

Appointment Scheduled but NO Documentation
These appointments should NOT be posted. If posted prior to the steps below being taken, complete Error Correction.
IMPORTANT: The next practitioner to see the client should review the course of treatment with the client. If the client is not scheduled for a future
appointment, the Primary Contact or supervisor should contact the client to check-in and review the course of treatment with the client. These discussions
should be clearly documented, including the content of sessions that were scheduled but are missing documentation (if they occurred per client).

WHEN PROCESS FORMS/REPORTS and ASSOCIATED STEPS

Permanent Leave: 1. Verify whether the client was seen and the content of the session:

Immediate Action v' Appointment check-in

v Front desk sign-in sheets
Approved Leave: v’ Practitioner paper notes
Contact the QA unit: v Contact the practitioner (must be coordinated with HR if on approved
ibhiserrorcorrection@d leave)
mh.lacounty.gov for If unable to verify the client was seen OR the content of the session:
direction and 2A. Delete the appointment 2A. [Scheduling Calendar] — Delete
coordination with
Human Resources If able to verify the client was seen AND the content of the session:

2B. Change the “practitioner” on the appointment to the supervisor 2B. [Scheduling Calendar] — Details/Edit

3B. Supervisor or Program manager writes a non-billable (00000) note stating 3B. [Individual Service Progress Note]
that the client was seen by the practitioner, information on the content
of the session, and how it was obtain.
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UNAVAILABE PRACTITIONERS

Verification and Documentation - Clinical Forms (e.g., Assessment, Mental Status Exam, MHT) in DRAFT Status and/or Missing

Permanent Leave: 1. Verify that the client is linked to services if needed. Is he/she receiving mental health services at your site or another site?
Immediate Action a. Checkin IBHIS

b. If IBHIS does not indicate the client was linked to a program, then contact other members of the client’s treatment
Approved Leave: team, if available (e.g., psychiatrist, DCFS social worker) to determine whether the client was linked to necessary
Contact the QA unit: services.
ibhiserrorcorrection c. If other treatment team members are not available or cannot provide the needed information, then contact the client

@dmh.lacounty.gov
to discuss when to
take action

using the most appropriate method (e.g., phone call, letter).
i. “Hello, this is [your name] calling from [program name]. You (or your child) had met with [practitioner’s name]
and I’'m his/her supervisor. I’'m calling to see how you are doing and to make sure that if necessary, you’re

receiving mental health services.”

2. Documentation

a.

8/1/21

If client is still receiving services at your site, then the supervisor or program manager needs to meet with the client
and complete the clinical forms by verifying/updating the existing information and adding missing information. This
means the document will now be, in essence, the supervisor’s/program manager and the supervisor’s/program
manager's electronic signature will go on it.

If client is not receiving services at your site, then the supervisor or program manager needs to:

i. Finalize the clinical forms that are in Draft status making sure to document in the form the following statement:
“The practitioner, [name/discipline of practitioner], is no longer at DMH and therefore unavailable to
finalize/sign this document. This supervisor’s signature indicates only that he/she changed the status of the
note from draft to final. It does not attest to the accuracy of the documentation.”

ii. The staff supervisor or program manager writes a non-billable (00000) note using the [Special Use Progress
Note] to document what he/she has done e.g., “Reviewed the IS report and confirmed client is receiving
services at [name of program]; finalized the forms that were left in Draft status by [name of
practitioner], who is unavailable.”
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UNAVAILABLE PRACTITIONERS

Verification and Documentation - Clinical Forms — DMH Treatment Plan in DRAFT status

WHEN PROCESS

Permanent Leave: The supervisor needs to review the situation to determine which of the following is the most appropriate course of action:

Immediate Action
e At next client session, the plan is to be reviewed and finalized with client by the most appropriate treatment team

Approved Leave: member.
Contact the QA unit: OR
ibhiserrorcorrection
@dmbh.lacounty.gov e Supervisor or Program Manager finalizes it and completes a non-billable [Special Use Progress Note] stating that
:Okdisafc'ss when to he/she finalized the treatment plan with Plan Date xx/xx/xxxx that was left in Draft status by [name of
ake action

practitioner], who is unavailable. o
R

e Plan was done in error (e.g., duplicate plan) and supervisor deletes the plan
O Given that (1) there may progress notes that reference the development of the plan (plan development
services), (2) the client may have signed the plan, and (3) the plan is part of a clinical record, the plan should
only be deleted if it was done in error.

Note: In the event that you are unable to select the program of service, please contact: ibhiserrorcorrection@dmh.lacounty.gov
and provide the name of the staff that left the document in draft, and program of service.
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VOIDING CLAIMS

Once it has been determined that a service was incorrectly claimed (this could include no treatment plan, no services was provided, claimed to incorrect
client, incorrect code, etc.). Please send an email to IBHIS Error correction: ibhiserrorcorrection@dmh.lacounty.gov and request for the claim(s) to be

voided.

Client Ledger 2

Client ID

TEST, PLAN (3135103) H

Claim/Episode All Episodes
B Al Episodes

P

Claim

Claim Number

Display Zero Dollar Payments/Adjustments

Epsad Number

From Date
0301/2016

Online Documentation

B ve

Ledger Type
Crystal

Include Zero Charges
Yes

Sort By Episode

Yes

® simple

Ne

i |

Episode # 1 Admit : 03/01/2016 Discharge : None

Program : LE.. ¥

To Date

08/08/2018 D

client Ledger &

NAME: LSKALE, PFAAE
EFIODE ¥ :  ALL
CLIENT STATUS FOR ESISODE 1:ADMITTED

CA3E NUMEER: 003184830

BALANCE OF ALL EFISODES : [
DATE OF LAST SELF EAYMENT FCR E

27.00
PISODE 1 : HONE

EFTS00E
NUMBE!

FNCUNL  FOSLING  FOILING

DAIE

T IINE

DATE
BILLED

% pate =RV o che  GUaR LiaBiLiri RCVD  coE Cone Tiee  rostED WoMEzR
1 1 ozozzoir | sorei o000 27500 10 D o7zs2017 | 2821883 2750
1 oaszoar  sore: Zo0loo 27900 0 O8N — 07252017 2saised 2780
3 1 oaossoir  sove: Zooloo 278.00 b 81— WRILL a0
(GRAND TOTAL: B37.00 )
TOTAL BALANCE BY GUARANTOR
1) Meda-cal 10: 37,00
Client Ledger #
NAME: TEST, JORQUIN CASE NUMEER: 003155307
EFISODE § : 10F 1 EALANCE THI3 EPISOLE : 268.95
CLIENT STATUS : AIMITTED DATE OF LAST SELF EXYMENT : NONE
EETI00E TUARANTON  XHOUNT  TOSTING  POSTING  DEIE TETE TIATH
NUMEER  DATE SERV T CHG  GUAR LIABILITY RCVD  CODE CODE TYPE POSTED  BILLED  NIMBER
1 1 06112020 E201SHEEQ  75.00  104.75 10 104.75 52.38 700 PAYMENT 07082020 06252020 2547020
I e e 0 e 52.27 702 TRANSFER 07082020 06252020 2547029
2 1 0112020 E201SHEEQ  €0.00  B2.E0 10 82.80 41.50 700 PAYMENT 07102020 06252020 2547040
e e R 4100 702 IRANSTER 07102030 Dezsa020  2s470:0f

Steps:

Use the “Client Ledger” form — search “Client Ledger” in Search Form.

(D Enter the client’s Name or ID.

@ Select “Episode” in the “Claim/Episode/All Episodes” section.

@ Select the “LE00019 episode” in the “Episode Number” drop down.

@ Enter the date or date range for the service/s to be voided.

@ Select “Simple” in the “Ledger Type” section.

@ Hit “Submit” to process the report and generate claiming data.

@ Once the report displays, use the snipping tool and screenshot the
claim/s to be voided, highlight the claim/s and send the screenshot to
ibhiserrorcorrection@dmbh.lacounty.gov, with subject “Request to

to void claim(s)”. Provide reason for void/s. QA will request void and
complete the rest of the correction.

In situations where the claims involves a co-practitioner, both claims
(the parent claim and child claim) information must be provided.

If there are more than 5 claims to be voided, please provide the
Claim(s) Information: Date of Service(s); procedure code(s); claim

Number(s), and reason for the voids in an Excel spreadsheet.
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ACCESSING DRAFT PROGRESS NOTES AND DOCUMENTS

Staff can access draft progress notes and documents at any time. This includes situations where the draft progress note or document is no longer in your
“My to Do” list. This step is also for deleting a draft progress note that is no longer needed. As a reminder DO NOT delete any notes/documents for staff

who are no longer with DMH or on long leave, instead consult with QA EC or refer to page 63 to 67 for directions.

Search Forms 1 Steps: Draft progress notes - Option #1

individual ser

@ In Search Forms, search for the type of progress note use
(e.g., Individual Progress Note, Medication Progress

Trovidust Service Frogress tore - i note etc.) Select form and double click to launch.
o Individual Service Progr... s ey
eIy TEST, KIMBERLEE (3203540} =2 Episcde # 7 Admit : 09/17/2018 Discharge : None Program : LEDDD1S LA County D... =

PRACTITIONER(S) / TIME...
SERVICE INFORMATION ...
SERVICE ADDRESS

COLUMBIA SUICIDE SCRE...
CSI EVIDENCE-BASED PR....
TREATMENT PLAN ELEME. ..
SPECIAL CIRCUMSTANCE...

@ When in the form enter the following information:
1. Client ID in “Select Client” field.
2. Choose the episode that the note was saved in

If Applicable, Select an Existing Draft Note To Edit or Delete
Entry Date: 03/15/2020 Appointment Date: 03/16/2020 REHAB({H2015) [11:00 AM-11:20 AM] KIEU,KIM DSS572) Note “ype...

DELETE SELECTED
DRAFT NOTE

-~

©r Enter a Mew Progress Mate, Based ©n:

@ Exsting Appointment

TeemsEE e draft from the “select episode” drop down.

1 Apphcable, Sslect an Existing Appointment (do not use this form for GROUP appaintmants)

Ty — — 3. Select draft note in drop down bar under
= o A m““ """ m“‘m‘"“m “If Applicable, select an Existing Note to Edit or
O e = Delete”. To delete the draft note hit the “Delete
- B Selected Draft Note” button on the right.

| (5] || 4 Co-Practitioner 2 (rot billad) —

4. Enter Information and change status from “Draft”
to “Final”.
5. Hit Submit when complete.

Edit Print

(3) Option #2 — Accessing from chartview

Draft/fFinal || Progress No

Sort/Filter Setup =

Draft/Final

- Sorting
@ Mo Sorting

1. Using mouse click the note type on the left hand
menu. If the form is not there, add using “white
file” on upper left hand side.

Ascending

+ 00 et
f— Descending
Overview @ ] e
q - Filter
Fs

Select All Select None

Columbia Suicide Screener

ey | R = 2. Select “Draft/Final” tab and highlight “Draft” and hit
Diagnosis " ”
ok”.

Qutpatient Medication Review
Individual Service Progress Note

] tediaton senviceProgressiiote e 3. Locate note and hit “Edit” on the right hand side.
Scheduled G P Mote: . . .
T When in the form delete or finalized note.

Crisis Evaluation Progress MNote
Special Use Progress Note
Error Correction Progress Mote

Note —if the draft is in the pre-admit and the episode is discharged, remove the discharge (using delete last
Movement form) to access the note for deletion or finalizing.
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Accessing Draft Documents: Option #1

Steps:

@ In Search Form filed type the name of the document
(e.g., Adult Full Assessment, MHT, Medication Consent/
Treatment Plan etc.). Highlight the form and double
Click on mouse to launch form.

@ A pop-up will appear, enter the client’s name or ID. Select
the client by highlighting the client and hit “select” at the end
of the page.

@ The next page to pop-up is the pre-display. The pre-display shows all
documents that had been submitted for the client for that particular
form.

Adult Full Assessment

Awatar CWS J Assessments ‘

adult full assessmen ]

1 through 3 of 3

Select Client

test,kim a

Date OFf Birth

Client's Address - Street

Client's Addre

TEST-SEARCH KIMMIE (003203637) [Alias: TEST,KIMMIE] 10/20/1988 1212 Test Drive LOS AMGELES

re

o -

Select Client =

@ Highlight the draft entry and hit “Edit” at bottom of page to open the form

@ Draft document can be deleted by hitting the “Delete” button at the
Bottom of the page.

OO

T TS EETES T
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Option # 2 — Access through chartview: select the required form on the
left hand menu and hit “edit” on the right hand in the widget to open draft

Sticky Mot
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Accessing Draft Documents: Option #3 e

>Greent, Greentf B Sr (003 194688)
>Test, Care-Guidancs (00315398 7)
>Test, Kimberles (0032035<40)

Steps: 2

Highlight the client. . : . o
(D) Highlight the client Vst et O Tt vy e |

@ Click the “4Clinical” console in the home screen.

@ In the Clinical Console, there are different widgets. Review the
widgets and decided which draft document you want to access.

Recent Clients

Double click on the draft document to open the form for edit or
finalized. Search chienes _y o=

Close Open Clients

_Asseasmenis @ - i
Date of Medi-Cal

Action i Date WorkF! E . . _ . .
l Diagnosis search term ICD-10 Diagnosis Diagnosis Allowable?
_ [PRIMARY] Major depressive disorder, recurrent, Major depressive disorder, recurrent, 2018-09-11 Included

BEE  ~ou't Assessment Addendum 09/26/2017 Draft unspecified unspecified (F33.9) 14:36 e

- Launch Diagnosis form
[ view ] Adult Full Assessment 03/13/2017

Launch Diagnosis form
BEE  ~cutt Mental Status Exam 03/07/2017 Final

Final

Active Problem List

X, Open Record + MNew Record  w-

Date of Onset

ACTIVE PROBLEMS

DMH CANS and PSC Assessments

Recurrent major depression 07/02/2019

Date Assessment Total Score Aminty 05/04/20 18

New clients age 3-18 require PSC-35 Mixed anxiety and depressive disorder 03/07/2017

LAUNCH PSC-35 LAUNCH Problem List

Mew clients age 6-20 require CANS

LAUNCH CANS-IP

Most Recent

May 18, 2020 PSC-35 Initial KIEU,KIM Self Incomplete Administration Draft

Prior Administrations Below - —

DMH Client Treatment Plans (Last 2 Years) [++ TV
Plan Name Plan Type Flan Date End Date Mss MHS TCM Status
KKieu 6864 Annual 03-28-201%9 03-27-2020 MHS Draft
Kim Update 09-04-2018 09-04-2019 MHS TCM Final
. Clinical Tracking (Last 5) @ - 7 LAUNCH DMH Treatment Plan
Assessment Date Form Completed Total Score Severity Form Status
5/19/2020 PHOQO 27 Severe Draft

Launch PHQ-9

Launch PHQ-A

Launch GAD-7
Launch PCL-5 Medication Consent and MSS Treatment Plan (Last 2 Years) D -

Med Review Date Form Status Medications Reviewed Form Completed Iv-220
5/19/2020 Current Draft Ablify Med Consent/Tx Plan Mo Jv-220
LAUNCH NEW Med Consent/Tx Plan

v Suicide Risk ing History @ - =
Days since suicidal ideation / behavior Most recent endorsement - Most recent endorsement - Suicide .
= - - * Most recent screening date
endorsement Suicidal ideation behavior

Jul 2, 2018-322 days ago (Adult Ful
Assessment)
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WHO CAN HELP?

Below are contacts information on who can help on different errors/issues. Additional information can be found here:
https://lacounty.sharepoint.com/sites/DMH/ibhis/support/SiteAssets/SitePages/Home/IBHIS%20Directory.pdf

Contacts:
e IBHIS Error Correction (QA Policy & Technical Support Team): Ibhiserrorcorrection@dmbh.lacounty.gov

e All IBHIS related forms, voiding of claims, closed claims that needs to be re-opened
e Practitioner enrollment, User roles, Just4Me, CIN issues, how to use a form

e Health Information Management (HIM): dmhhim@dmh.lacounty.gov
e Duplicate ID, merging client, PHI disclosure and retention, unable to create episode due to duplicate IDs

e Office of Informatics: clinicalinformatics@dmh.lacounty.gov
e |BHIS-related COGNOS graphs and reports on STATS, IBHIS User Role Authorization Processes

e DMH Direct Services: Directservice@dmbh.lacounty.gov
e Direct Service metrics, request to exclude supervisors, and other questions relating to the report

e |BHIS System Administrators: IBHIScommunications@dmh.lacounty.gov
e Local User Administration or staff set-up issues and guidance, and IBHIS systems issues, such as pop-
ups or error messages (create heatticket for IBHIS Administration)

e Central Business Office (CBO): CBO@dmh.lacounty.gov
e All financials related matters and issues, PFl, Family Registration, UMDAP

e Report Issues (data appears wrong with STATS or Cognos reports) — Create a heatticket and report the error(s)

Additional documents relating to IBHIS, documentation and correction can be found here:

https://lacounty.sharepoint.com/sites/DMH/ibhis/tools/SitePages/Home.aspx
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