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About this User Manual

This user manual is designed to provide a how-to guide of the features and functionality of SmartCare. It will
outline how to complete each workflow in a step-by-step format with related screenshots that will make
understanding how to complete each workflow easy. Through this guide, you will learn about SmartCare’s
comprehensive suite of tools and advanced technologies to enter client data securely and efficiently.

Audience

This manual is intended for use by anyone who will use the SmartCare EHR to support Specialty Mental Health
Services or Substance Use Disorder through quality assurance and performance improvement processes. This
manual includes how to conduct required state reporting.

Computer Literacy Assumptions for Understanding this User Manual

e Ability to perform basic word processing such as typing and searching for documents in files
e Understands data entry techniques into electronic forms and documents

e Familiarity with running a windows operating system or other popular programs like Mac OS.
e Basic knowledge of how to use internet browsers like Microsoft Edge and Google Chrome

IT Support Requests

Reach out to your county’s System Administrator for assistance. If needed, they will escalate to the CalMHSA
Help Desk.

You can also reach CalMHSA’s Help Desk at: (916) 214-8348 or submit a live chat question to
https://2023.calmhsa.org/

Note: Before beginning to use the system, make sure you have a compatible internet browser like Microsoft
Edge and Google Chrome. CalMHSA recommends Google Chrome for best user experience.
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CalOMS Reporting

The CalOMS records are reported as three main Form Types, each of which have additional sub-types and logic that drive
the extraction of data for the submission file. Additionally, file requirements vary depending on the age of the client.
These requirements are enforced at the document level by either requiring, hiding or conditionally displaying fields based
on the clients age at the time of admission. The CalOMS data collection process begins at time of program enroliment. A
user will create a Program Assignment for a CalOMS reportable program with a Program Status of enrolled. This may be
done using the Program Details Screen or the Program tab in the SC Core Registration. Once the Program Assignment is
created a job will run at scheduled intervals that creates a TEDS episode for the reporting episode. Customers may create
a Tracking Protocol based on their workflow needs that assigns a flag to the responsible user to complete the CalOMS
Admission Document. This document collects the data required for the CalOMS Admission Records. Similarly, customers
may also create a Tracking Protocols based on their needs for the CalOMS Annual Update and Discharge Requirements to
assign a flag to the user responsible for collecting corresponding data. The CalOMS Update/Discharge Document functions
dynamically to collect the required data for both the CalOMS Annual Update and CalOMS Discharge records based on the
type of transaction the user indicated in the document. Once these documents have been signed as complete the data
sets become eligible candidate records for batching and submission.

Reporting Pre-Requisites
CalOMS Admission

The CalOMS is the first record submitted for any client. The admission establishes the CalOMS Form Serial Number (FSN)
which is used to link all succeeding data for the specific episode.

For the record to be included as a CalOMS Admission record:

e C(Client must be enrolled in a CalOMS program.
e Client must have a completed CalOMS Admission.

CalOMS Admission Re-Submission
When a record requires edits, a re-submission can be sent using SmartCare’s document editing functionality.
For the record to be included in the CalOMS Admission Re-Submission record:

e C(Client must be enrolled in a CalOMS program.

e C(Client must have a completed CalOMS Admission that was previously batched and sent to the appropriate entity.

e C(Client must have a completed CalOMS Admission where the version number of that document is greater than
Version 1.

CalOMS Admission Deletion
When a record needs to be deleted, a Deletion can be sent using SmartCare’s Error Document functionality.
For a record to be included in the CalOMS Admission deletion:

e C(Client must be enrolled in a CalOMS program.
e Client must have a completed CalOMS Admission that was previously batched and sent to the appropriate entity.
e C(Client must have a completed CalOMS Admission where the status of the document is Error or Deleted.

CalOMS Annual Update
The CalOMS Annual Update is used to report annual data for the corresponding CalOMS Episode as defined by the FSN.

For a record to be included as a CalOMS Annual Update record:
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e C(Client must be enrolled in a CalOMS program.
e Client must have a completed CalOMS Admission that has been accepted by the entity it was reported to.
e Client must have a completed CalOMS Update/Discharge where the Transaction Type selected is Annual Update.

CalOMS Annual Update Re-Submission
When a record requires edits, a re-submission can be sent using SmartCare’s document editing functionality.
For a record to be included as a CalOMS Annual Update Re-Submission:

e C(Client must be enrolled in a CalOMS program.

e C(Client must have a completed CalOMS Admission that has been accepted by the entity it was reported to.

e Client must have a completed CalOMS Update/Discharge where the Transaction Type is Annual Update that has
been batched and sent to the appropriate entity.

e (Client must have a completed CalOMS Update/Discharge where the Transaction Type selected is Annual/Update
and the document version is greater than Version 1.

CalOMS Annual Update Deletion
When a record needs to be deleted, a Deletion can be sent using SmartCare’s Error Document functionality.
For a record to be included as a CalOMS Annual Update Deletion:

e C(Client must be enrolled in a CalOMS program.

e Client must have a completed CalOMS Admission that has been accepted by the entity it was reported to.

e Client must have a completed CalOMS Update/Discharge where the Transaction Type selected is Annual Update
that has been batched and sent to the appropriate entity.

e Client must have a completed CalOMS Update/Discharge where the Document status is Error or Deleted.

CalOMS Discharge

The CalOMS Discharge is used to report data for the corresponding CalOMS Episode as defined by the FSN at time of
discharge from the Episode.

For a record to be included as a CalOMS Discharge Record:

e C(Client must be enrolled in a CalOMS program.
e C(Client must have a completed CalOMS Admission that has been accepted by the entity it was reported to,.
e (Client must have a completed CalOMS Update/Discharge where the Transaction Type is selected is Discharge.

CalOMS Discharge Re-Submission
When a record requires edits, a re-submission can be sent using SmartCare’s document editing functionality.
For a record to be included as a CalOMS Discharge Re-Submission:

e C(Client must be enrolled in a CalOMS program.

e Client must have a completed CalOMS Admission that has been accepted by the entity it was reported to.

e The client must have a completed CalOMS Update/Discharge where the Transaction Type selected is Discharge
that has been batched and sent to the appropriate entity.

e Client must have a completed CalOMS Update/Discharge where the Transaction Type selected is Discharge and
the document version is greater than Version 1.

CalOMS Discharge Deletion
When a record needs to be deleted, a Deletion can be sent using SmartCare’s Error Document functionality.
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For a record to be included as a CalOMS Discharge Deletion:

o Client must be enrolled in a CalOMS program.

e Client must have a completed CalOMS Admission that has been accepted by the entity it was reported to.

e Client must have a completed CalOMS Update/Discharge where the Transaction Type selected is Disharge that
has been batched and sent to the appropriate entity.

e (Client must have a completed CalOMS Update/Discharge where the Document status is Error or Deleted.

How to Review Records

1. Select the Search icon.
2. Type “CalOMS Report Summary” into the search bar.
3. Click to select “CalOMS Report Summary (My Office)” from the search results.

QP* a2

Q [caloms Report Summany]

) e CalOMS Report Summary (My Office) n

4. The CalOMS Summary (My Office) list page will open. The CalOMS Report Summary list page displays all eligible

submission records according to the following status types:

e In Progress=a record was created but not yet batched for reporting.

e (Cancel=a record was created and batched for submission then later canceled. These records are no longer
eligible for batching.

e Sent=the record was batched for submission and is awaiting response. These records are no longer eligible for
batching.

o Accepted=A response file was received for the batch the record was included in and the record was marked
as Accepted. These records are no longer eligible for batching.

o Reject=A response file was received for the batch the record was included in and the record was marked as
Rejected. These records are no longer eligible for batching.

virk L OE@E

CalOMS Report Summary (8) Action

From  03/09/2023 B3~ To 03122023 B Record ID Managing Entity Al Managing Entlies v

Batch ID Progiam Al Programs w Provider v Baich Type

Record Type All Record Type ~ Record Status all solected » Client1D Responsible Staft  all staff ~

Days Awaiting -
Errors Traatmsnt » |LOC Apply Filter
Select: All, All on Page, None
RecordID A Record Type Effective Date Record Status Errors Record Date Client Program/Provider Batch Type

1 CalOMs Discharge 03/12/2023 Accepted 03/12/2023 Rk, Test(70001... SUD Tarzana Bui.. CalOMS
2 CalOMS Discharge 03/12/2023 Mccepted 03/12/2023 Rk, Test(7000L... SUD Tarzana Bui.. CalOMS
4 CalOMS Annual Update  (3/12/2023 Cancelled 03f12/2023 Rk, Test(7000L..  SUD Tarzana Bui... CalOMS
2 CalOMS Discharge 03/12/2023 Rejected Consent is requi... 03/12/2023 Test, Km(70001.. SUD Adolescent ... CalOMS
] CalOMS Discharge 03/12/2023 Rejected Consent is requi... 03/12/2023 Test, Km{70001... SUD Adolescent ... CalOMS
15 CalomMs Admission 03/09/2023 Accepted 03/09/2023 Test, RK(70001...  SUDAdultElCe.., CalOMS
16 CalOMs Admission 03/09/2023 Rejected Test, RE(7000L..  SUD AdultEl Ce... CalOMS
19 CalaMs Admission 03/09/2023 Rejected Consent is requi 03/09/2023 Test, Km{70001... SUD Adolescent .. CalOMS

CalMHSA
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How to Monitor Records through the Reporting Period
CalOMS Reporting Summary

1. Select the Search icon.
2. Type “CalOMS Report Summary” into the search bar.
3. Click to select “CalOMS Report Summary (My Office)” from the search results.

Q &« # &

Q ICalOMS Report Sum marﬂ |

| e CalOMS Report Summary (My Office) n

4. The CalOMS Report Summary (My Office) list page will open. Filter for records in a status of In Progress and/or
Error since the last batch creation date or the last review date.
5. Forrecords with a status of Error, click the Record ID hyperlink.

+
CalOMS Report Summary (8) action vk LOEB X
From  03/09/2023 [~ To  03/12/2023 B~ Record [0 Managing Entity All Managing Entitias v -
Batch ID Program All Programs ™ Bagvider v | Batch Type
Record Type All Record Type v Record Status Client ID Responsible Staff  All Staff ~

Days Awaiting Accepted
Errors v | oosONE Cancelled LOC v Apply Filter

Treatment

Complete
Deleted Submission
Select: All, All on Page, None & Error
In Progress
RecordID A Record Type Effective Date Rejected Errors Record Date Client Program/Provider Batch Type
Sent
1 CalOMS Discharge 03/12/20; To Delete 03/12/2023 Rk, Test(70001... SUD Tarzana Bui... CalOMS

6. The CalOMS Report Summary Details screen will open. Review the error messages and record data.
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CalOMS Report Summary Details e Ba

General
Record ID: i~ Record Type: = ol B gy
Document Name: PR o Effective Date: [0 5w
Record Status: B ] Record Date: N
Client: 150, ERpEY T Program/Provider: " AR b1 W AT Tk
st Batch ID: Last Batch Date: wie x4
é Consent is required, Needle Use is required, Work Past 30 Days is

required, Enrolled in Job Training required, CDC Number is required,
Number of Jail Days Last 30 days required, Number of Prison Days Last
30days required, Parolee Services Network PSN required, FOTP Parolee
required, Emergency Room Last 30 Days required, Hospital Overnight Last
30 Days required, Medical Problems Last 30 Days required,
Communicable Diseases: Tuberculosis is required, Communicable

Errors: Diseases: Hepatitis C is required, Communicable Diseases: Sexually
Transmitted Disease is required, HIV Tested is required, HIV Test Results
is required, Mental Ilness is required, Psychiatric Facility Use is required,
Mental Health Medication is required, Living With Someone is required,
Family Conflict Last 30Days is required, Number of Children is required,
Number of Children Age 5Years or Younger is required, Number of
Children Living With Someone Else is required, Number of Children Living
With Someone Else And Parental Rights Terminated is required

Batch History
Batch 1D Batch Type Batch Date [Record Status.
Y 7 ~~ oy
© Streamline Healthcare Solutions | SmartCare | IMPERIALCNtySmartcareQA | 02-10-2023 | mm‘m 160202206270 | 5.7602) @

7. Work error messages by navigating to the screen in which the source data resides. The Source Document is
shown below the Batch History section of the CalOMS Report Summary Details. The errors section will correspond
to incorrect or missing data in the Source Document section. Once the errors are corrected, and the source
document is signed, the updated data will initialize to the CalOMS Report Summary Details screen.

Batch History

|Batch 1D |Batch Type [Batch Date [Record Status
1

L am & AL R

CalOMs Admissiono

System Record Indicator: [
County Code or Direct Provider ID:
File Version:

Type of Form:

Document Name: - B
Transaction Date and Time: Ll b oL
Form Serial Number: ] .
Admission Date: TR
Admission Transaction Type:

Provider ID: ala

Type of Service:

Source of Referral:

Days Waited to Enter Treatment:

Number of Prior Episodes:

CalWORKs Recipient:

Substance Abuse Treatment Under
CalWORKs:

8. Select the Search icon.
9. Type “CalOMS Reporting Summary” into the search bar.
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10. Click to select “CalOMS Summary (My Office)” from the search results.

\qP* # 2

Q, |caloMs Report Summany

1 9 CalOMS Report Summary (My Office) n
U

11. The CalOMS Summary list page will open. Click the checkbox next to the record(s) that have been corrected.
12. Select the Action dropdown and choose Refresh Data.

oT
CalOMS Report Summary (8) Action Vit hk LG BE x
Action
Accept Records
Cancel
From  03/09/2023 B~ To  03/12/2023 B~ Record ID Mar] Create Batch Submission ~
Create Batch Submission with Errors
Refresh Data
Batch ID Program All Programs w Provider € Reject Records 1
Record Type All Record Type ~ Record Status All selected v | Client 1D Responsible Staff | All staff v
. Days Awaiting
Errors * | Treatment . v LOC ) v Apply Filter
Select: All, All on Page, None
_mecnrd ID A& Record Type Effective Date Record Status Errors Record Date Client Program/Provider Batch Type
CaloMs Discharge I,
CalOMs Discharge i sl L2l . s i K Loomns i RS
| CaloMs Annual Update ol fa s i [} &
i CalOMs Discharge = % baa = CRIC Consent is requi... L ¥ i ir
CalOMS Discharge 2 - % Consent is requi...
CalOMs Admission T a - A= e r are
CalOM3S Admission =t e =2 L L el s
I CalOMS Admission Y, = Consent is requi... . = [R5 "

13. A popup will open for Do you want to Refresh Data for {number of records}? Select ‘OK’ to continue or ‘Cancel’ to
exit. Selecting OK will pull the corrected data in to the record(s) to later be batched for submission.

SmartCare u

Do you want to Refresh Data for all 3 records?
Select “OK’ to continue or ‘Cancel’ to exit.

e

Reporting Summary Widget

Another utility available for monitoring records throughout the reporting period is the CalOMS Reporting Summary
widget. From the Dashboard, a user can review basic statistics of records within a specific day range from the program.

1. Select the Search icon.
2. Type “Dashboard” into the search bar.
3. Click to select “Dashboard (My Office)” from the search results.

CalMHSA Specialty Mental Health Services Clinical Documentation User Guide Page 11



Q¥ & &
Q [pashboard 1

e Dashboard (My Office) n

The Dashboard (My Office) list page will open. Locate the CalOMS Reporting Summary widget.

Type the number of past days for which to filter the records.

Select All or a specific program using the dropdown.

Click the refresh icon in the right hand corner of the widget if filters were modified. Within the widget are
hyperlinks that will direct you to prefiltered list pages where you can review records, modify statuses, or work
errors as needed.

No vk

Dashboard Eg+] x
CalOMS Reporting Summary o CANS Reporting Summary o
E:qm de i 14 Days All Programs v, E:TDH‘S " Days

Total REs 0 Total Records 58
Total Unsubmitted Racord Count o Total Unsubmitted Racord Count 1
Total Records with Errors 1] Total Records with Errors 24
Toral Records Submitted [1] Total Recards Submitted 7
Total Record Accepted Count 1] Total Record Accepted Count 1]
Total Record Rejected Count o Total Record Rejected Count o
% of Success of Submitted Records ™% % of Success of Submitted Records 0%
% of Rejected Count % % of Rejected Count 0%
Total # of Batches Submitted 10 Total # of Batches Submitted i
Type of Service is required a8 CIN is Missing or Not In Format 42
Farm Serial Number is required b FroviderId is Missing 1

Incoming Referrals o OSHPD Reporting Summary =

Kracht, Richelle & AllWorkgroups v || All Programs V| E:‘D"C‘: n Days
Date Attempts Status Client Urgent Assigned 5taff  Assigned Workgroup  Refe -
Total Records L]

Total Unsubmitted Record Count

Total Records with Errors

The CalOMS Reporting Summary Widget displays the follow information:

e Total Records - distinct count of all records.

e Total Unsubmitted Record Count - distinct count of all records with a status of In Progress, Error, or Canceled.
Clicking the number hyperlink will direct the user to the list page pre-filtered for these values.

e Total Records with Errors - distinct count of all records with a status Error. Clicking the number hyperlink will
direct the user to the list page pre-filtered for this value.

e Total Records Submitted - distinct count of all records with a status Sent. Clicking the number hyperlink will direct
the user to the list page pre-filtered for this value.

e Total Records Accepted Count - distinct count of all records with a status Accepted. Clicking the number hyperlink
will direct the user to the list page pre-filtered for this value.

e Total Record Rejected Count - distinct count of all records with a status Rejected. Clicking the number hyperlink
will direct the user to the list page pre-filtered for this value.

e % of Success of Submitted Records - displays the percentage of records with a status of Accepted of the records
sent during the reporting period.

e % of Rejected Count - displays the percentage of records with a status of Rejected of the records sent during the
period.
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e Total # of Batches Submitted - this displays the distinct count of batches that were generated during the period.
Clicking the number hyperlink will direct the user to the Compliance Batch list page pre-filtered for these values.

e Top 10 Errors - up to 10 errors will display in the last rows of the widget. This will display the top 10 most
common errors for the period based on distinct counts. Clicking the number hyperlink will direct the user to the
list page pre-filtered for applicable error.

How to Create a New Batch and Submit Files

To create a batch for submission, there are two options, creating a batch file without errors or creating a batch file with
errors. Under certain circumstances it may be necessary to create a batch record with errors.

1. Select the Search icon.
2. Type “CalOMS Reporting Summary” into the search bar.
3. Click to select “CalOMS Summary (My Office)” from the search results.

Q &« & &

Q ICalOMS Report Sum mary{ |

i e CalOMS Report Summary (My Office) n

4. The CalOMS Summary (My Office) list page will open. Filter records based on last batch date or other
requirements.

5. Set Record Status to In Progress.
6. Click the Apply Filter button. Review displayed records as needed.
7. Select the checkbox for the appropriate records, or Select All, or Select All on Page.
8. Once the records have been selected, click the Action dropdown, and select Create Batch Submission.
T
CalOMS Report Summary (8) {Action itk O EHBEB X
Actiof
Accept Records
cancel
From  03/09/2023 B~ To  03/12/2023 B~ Record ID IR Create BaichSubmission [N -
Create Batch Submission with Errors
Refresh Data
Batch ID Program All Programs ~ Provider Reject Records
Record Type all Record Type ~ Record Status In Progress v |ClientID Responsible Staff  All Staff v
Errors v Days Awaiting ¢ | LOC v

Treatment

Select: All, All on Page, None
TecordID A Record Type Effective Date Record Status Errors Record Date Client Program/Provider Batch Type

CalOMS Discharge
CalOMS Dischargse i B
CalOMs Annual Update
CalOMS Discharge
CalOMS Discharge ——
CalOMS Admission
CalOMS Admission

CalOMs Admission
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9. A popup window will open confirming the action to batch X number of records. Click the OK button. Once results
have been processed, a green message will display above the filters confirming the action was successful. The
batched file is now available for retrieval via the Batch Detail screen or the SFTP.

SmartCare [ % |

Do you want to Create Batch Submission for all 2 records?
Select ‘OK’ to continue or ‘Cancel’ to exit.

How to View Batch Details

Once the batch has been generated, there are two options for retrieving the file for submission.
From the Customer’s SFTP folder:

1. Navigate to the customer’s SFTP folder.

2. Within that folder, select the State Reporting folder.
3. Select the CalOMS folder.

4. Retrieve the file for the desired batch.

Index of \\nocvm.azure.smartcarenet.com\sftptCalMHSA\State Reportingt® ROD\CalOMSt

£ [parent directorv]

Name he Date Modified
CalOMSAdmission 3/10/23, 6:32:15 AM
CalOMSAnnualUpdate 3/10/23, 6:3436 AM
CalOMSDischarge 3/10/23, 6:34:50 AM

CalOMSPNA 3/10/23, 6:35:17 AM
From the Compliance Batch List Page:

1. Select the Search icon.
2. Type “Compliance Batch List Page” into the search bar.
3. Click to select “Compliance Batch List Page (My Office)” from the search results.

Q' « &4 &

Q |Compliance Batch List Pagd] |

9 Compliance Batch List Page (My Office) n

4. The Compliance Batch List Page (My Office) list page will open. Filter for Batch Type=CalOMS. Select other filters
as appropriate.

5. Click Apply Filter to refresh the list page results.

6. Select the desired batch by clicking the Batch ID hyperlink, this will direct you to the Batch Detail screen.
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Compliance Batch List Page (25) Action vk L8 x

|caloms \9 All Batch Statt v All Batch Sumitted To v Apply Filter 5

Batch Creation Start  03/01/2023 [=hd Batch Creation End  04/23/2023 B Batch ID

Batch Data Start B~ Batch DataEnd B

Select: All, All on Page, None

BatchID Batch Type Batch Status Submitted To Batch CreationDate / Time  Batch DataStart  Batch Data End Total Record Count Rejected
O -60 Sent L SN Y = = R W i i =
U @ o= OMS Sent - il = LN S e i |
[0 ====s caloms Sent W ) T R
0 =k caloMS Sent )
O caloMs Sent = 1 i
O CaloMs Sent ) T ~ : 1 .
0 s caloMs Sent
0 ===y caloMs Sent En ik ma =Y ol s i
O | CaloMs Sent =y .
[0 ===y caloMms Cancelled e St LR B . wm " 1 »
0O = CaloMs Rejected S . . ol i
0O = W CalOMS Rejected I ] g | o e
[0 === caloMS Cancelled = - . "
[0 =smm caloms Sent ] o Ly e

n)

7. From the Batch Detail screen, click the hyperlink to the file in the Batch Details to download the results.

Compliance Batch Details Page e i x

Batch Summary

Batch ID Batch Type CaloMs

Batch Status sent ~ Reporting To

Batch Data Start Date 03/06/2021 Batch Data End Date 03/06/2023

Batch Created By - . et Batch Creation Date/Time 03/06/2023 11:17:30

Batch Details

Data Set Name Total Records Rejected Records Accepted Records
CaloMs Admission 1 Q 0

8. The file will display in your toolbar. Select the file to download and open the txt file.
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|'_,/ SmartLinks

ADP_COT_13_P_100..txt A

How to Accept or Reject a Batch

Once the file has been sent to the appropriate entity, batches can be marked as accepted or rejected.
To mark batches as accepted:

1. Select the Search icon.
2. Type “Compliance Batch List Page” into the search bar.
3. Click to select “Compliance Batch List Page (My Office)” from the search results.

\QP* a2

Q, [compliance Batch

- 9 Compliance Batch List Page (My Office) R

4. The Compliance Batch List Page (My Office) list page will open. Filter for Batch Type=CalOMS. Select other filters
as appropriate.

5. Click the Apply Filter button.

6. To accept multiple batches, select the checkboxes on the left, click All, or All on Page.

Compliance Batch List Page (25) Action v LS x

ICa.OMS VQ B All Batch Sumitted To v 'Apply Filter 5

Batch Creation Start  03/01/2023 ' Batch Creation End  04/23/2023 B~ Batch ID

Batch Data Start B~ BatchDataEnd B

Select: All, All on Page, None

hID Batch Type Batch Status Submitted To Batch CreationDate / Time  Batch Data Start  Batch Data End Total Record Count Rejected
caloMs Sent
Caloms Sent
e CalOMS Sent
ok CaloMs Sent
CaloMs Sent
CalOMSs Sent
. =3 CaloMs Sent
3 4 CaloMS Sent
CaloMs Sent
S CaloMs Cancelled
Caloms Rejected
CaloMS Rejected
Sl CaloMS Cancelled
L CalOMs Sent

7. Use the Action dropdown to select Manually Accept Batch.
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Compliance Batch List Page (25) Action visr W 2B x
::::r:erate Files
Frocess Return File
caloMs ~ v All Batch Sumitted To ~
Batch Creation Start  03/01/2023 B3~ Batch Creation End 04/23/2023 B4~ BatchID Harus b Reledt Baten
Batch Data Start B3~  Batch DataEnd [z b
Select: All, All on Page, None
BatchID Batch Type Batch Status Submitted To Batch CreationDate / Time  Batch DataStart  Batch Data End Total Record Count Rejected
CalOMS Sent
CalOMs Sent
2 - CaloMs Sent
CalOMs Sent a
BENNES CalOMS Sent

8. A popup window will open prompting you to Manually Accept the batch. Select ‘OK’ to continue or ‘Cancel’ to
exit.

Do you want to Manually Accept Batch for all the selected
records?
Select "OK’ to continue or ‘Cancel’ to exit

Cancel
8 —

0K

9. Accepting a batch can also be done individually by clicking the Batch ID hyperlink that directs you to the
Compliance Batch Detail screen. In the Batch Summary section, select Accepted from the Batch Status dropdown.

10. A popup window will open prompting you to change the status to Accepted. Select ‘OK’ to continue or ‘Cancel’ to
exit. A validation will display: Batch Status Changed.

Compliance Batch Details Page it

Batch Summary

Batch ID Batch Type calOMs
Batch Status I.Rucepleu v Reporting To

Batch Data Start Date 03/06/2021
Batch Created By

Batch Data End Date

Batch Creation Date/Time

) SmartCare ﬂ
Batch Details
Data Set Name Total ds File
. Do you want to change status to :Accepted for Batch ID
B 218 . .
CalOMS Admission 10000067

Select ‘0K’ to continue or ‘Cancel’ to exit.

w

To mark batches as rejected:

1. Select the Search icon.
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2. Type “Compliance Batch List Page” into the search bar.
3. Click to select “Compliance Batch List Page (My Office)” from the search results.

\QP* -

Q, [compliance Batch

- 9 Compliance Batch List Page (My Office) |

4. The Compliance Batch List Page (My Office) list page will open. Filter for Batch Type=CalOMS. Select other filters
as appropriate.

5. Click the Apply Filter button.

6. To reject multiple batches, select the checkboxes on the left, click All or All on Page.

Compliance Batch List Page (25) Action v LS x

All Batch Sumitted To "

ICa.OMS rApply Fi}ler i

Batch Creation Start  03/01/2023 ¥ Batch Creation End  04/23/2023 B~ Batch 1D

Batch Data Start B~ BatchDataEnd B

Select: All, All on Page, None

#chID Batch Type Batch Status Submitted To Batch CreationDate / Time  Batch Data Start  Batch Data End Total Record Count Rejected
caloMs Sent
CalomMs Sent
e CalOMS Sent
ok CalOMS Sent
CaloMs Sent
CalOMSs Sent
3 =0 CaloOMs Sent
K CaloMs Sent
CaloMs Sent
———— CalOMS Cancelled
caloMs Rejected
CalOMS Rejected
SRl CaloMs Cancelled
- Uk CalOMs Sent

7. Use the Action dropdown to select Manually Reject Batch.
8. A popup window will open prompting you to Manually Accept the batch. Select ‘OK’ to continue or ‘Cancel’ to
exit.
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Compliance Batch List Page (25) éMwa“»‘ Reject Batch Vit L 8 x

caloMs ~ v All Batch Sumitted To ~ Apply Filter

Batch Creation Start  03/01/2023 ¥ BatchCreation End  04/23/2023 ¥  BatchID

Batch Data Start * Batch DataEnd -

Select: All, All on Page, None

SmartCare

BatchID Batch Type latch Data Start Batch Data End Total Record Count Rejected
CalOMs
ELELS Do you want to Manually Reject Batch for all the selected =
....... CalomMs records?
5 5 CalOMS Select "OK’ to continue or ‘Cancel’ to exit.
CaloMs oK Cancel
caloms 8 S
3 I CalOMS Sent
Caloms Sent
CaloMs Sent
..... Ll caloMs Cancelled
caloms Rejectad
i CcaloMs Rejected
..... . Caloms Cancelled
- CaloMs Sent | a

9. Rejecting a batch can also be done individually by clicking the Batch ID hyperlink that directs you to the
Compliance Batch Detail screen. In the Batch Summary section, select Reject from the Batch Status dropdown.

10. A popup window will open prompting you to change the status to Accepted. Select ‘OK’ to continue or ‘Cancel’ to
exit. A validation will display: Batch Status Changed.

Compliance Batch Details Page o

.
4o
x

Batch Summary

Batch ID LE N Batch Type CalOMS
Batch Status | Rejected ~ Reporting To
Batch Data Start Date 02/01/2023 Batch Data End Date
Batch Created By 8 e e =AAdpee Batch Creation Date/Time
Batch Detalls e
Data Set Name Total s File
Do you want to change status to :Rejected for Batch ID -

o h et
CaloMs Admission 10000092 = wmi o= | eweens

Select ‘OK’ 1o continue or ‘Cancel’ to exit.

e
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How to Accept or Reject an Individual Record

Once the batch file has been sent to the appropriately entity, if a portion of records were accepted these can be marked
as such.

To mark records as accepted:

1. Select the Search icon.
2. Type “CalOMS Report Summary” into the search bar.
3. Click to select “CalOMS Report Summary (My Office)” from the search results.

QP* f 2

Q_ [CaloMS Report Summary]

| 9 CalOMS Report Summary (My Office) n

4. The CalOMS Report Summary (My Office) list page will open. Filter the results to display the records needing to be
accepted. This can be done a number of ways, including by Date, Status, or Batch ID.
5. Click the Apply Filter button.

6. To accept records, select the checkboxes on the left, click All or All on Page.
7. Use the Action dropdown to select Accept Records.
+
CalOMS Report Summary (8) 6“”6" Vi w L OEE X
Action
pt Records
Cancel
From  03/09/2023 B~ To  |03/12/2023 B~ Record ID May| Create Batch Submission v
Create Batch Submission with Errors
Refresh Data
Batch ID Program All Programs w Provider Provide Reject Records
Record Type 4l Record Type w Record Status All selected v | Client1D Responsible Staff Al staff v

Days Awaiting

Errors .
Treatment

v LOC t v Apply Filter

Select: All, All on Page, None

RecordID A Record Type Effective Date Record Status Errors Record Date Client Program/Provider Batch Type

1 - N S— Beny -

8. A popup window will open prompting you to Accept the record. Select ‘OK’ to continue or ‘Cancel’ to exit.
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Do you want to Accept Records for 1 record?
Select "OK' to continue or ‘Cancel’ to exit.

OK Cancel

To mark records as rejected:

1. Select the Search icon.
2. Type “CalOMS Report Summary” into the search bar.
3. Click to select “CalOMS Report Summary (My Office)” from the search results.

% s .
Q

|caloms Report Summary

] e CalOMS Report Summary (My Office) n

4. The CalOMS Report Summary (My Office) list page will open. Filter the results to display the records needing to be
rejected. This can be done a number of ways, including by Date, Status, or Batch ID.

5. Click the Apply Filter button.

6. To reject records, select the checkboxes on the left, click All or All on Page.

7. Use the Action dropdown to select Reject Records.

s
CalOMS Report Summary (8) qﬂiv" YN LOEBE X
Action
Accept Records
cancel
From  03/09/2023 B~ To  03/12/2023 B~ Record ID Mar| Create Batch Submission v
Create Batch Submission with Errars
Refresh Data

Batch ID Program All Frograms v Provider A SESERl Feject Records

Record Type All Reccord Type v Record Status All selected v | ClientID Responsible Staff | All Staff ~

Days Awaiting

Errors
¥ Treatment

» LOC 1 - Apply Filter

Select: All, All on Page, None

RecordID A Record Type Effective Date Record Status Errors Record Date Client Program/Provider Batch Type

] u [ b - 1 ", " e i ol

8. A popup window will open prompting you to Reject the record. Select ‘OK’ to continue or ‘Cancel’ to exit.
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SmartCare

Do you want to Reject Records for 1 record?
Select "OK’ to continue or ‘Cancel’ to exit.
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CSI Reporting

The CSI data collection process begins at time of program enrollment. A user will create a Program Assignment for a CS|
reportable program with a Program Status of enrolled. This may be done using the Program Details screen or the Program
Tab in the SC Core Registration. Once the Program Assignment is created a job will run at scheduled intervals that creates
a TEDS episode for the reporting episode. This document collects the data required for the CSI Client and Periodic
Records. CSI Service Records report data collected through services for CSI Reportable programs. Once these documents
have been signed as complete the data sets become eligible candidate records for batching and submission.

How to Review Records

Select the Search icon.

Type “CSI Reporting” into the search bar.

Click to select “CSI Reporting (My Office)” from the search results.

The CSI Reporting (My Office) list page will open. The CSI Reporting Summary List Page displays all eligible CSI

submission records according to the following status types:

e In Progress=a record was created but not yet batched for reporting.

e Cancel=a record was created and batched for submission then later canceled. These records are no longer
eligible for batching.

e Sent=the record was batched for submission and is awaiting response. These records are no longer eligible for
batching.

o Accepted=A response file was received for the batch the record was included in and the record was marked
as Accepted. These records are no longer eligible for batching.

o Reject=A response file was received for the batch the record was included in and the record was marked as
Rejected. These records are no longer eligible for batching.

© N o Ww;

There are filters available in the CSI Reporting Summary List Page. These are as follows:

e Select a date range (From Date and To Date) for which data to be pulled for

e Record ID - this is the unique id assigned to the CSI record

e Managing Entity - the county that the CSl records are to be reported to may be selected.

e Batch ID - if a record has previously been batched, this field will filter on a specific Batch ID.

e Program - indicates which program the CSl record is associated with

e Batch Type - this will default to CSI Batch Type

e Provider - if the customer is a County entity and is utilizing MCO, this will indicate which Contracted Provider
the CSl record is associated with

e Record Type - this filter allows for differentiating between the different CSI record types; Admission, Annual
Update and Discharge.

e Record Status - indicates the current status of the record.

e C(Client ID - this is the unique SC identifier of the client record associated with the CSl record.

e Responsible Staff - the staff who completed the data collection for the record will display

e Time to Assessment - based on a calculation from date of request to date of assessment appointment, this
allows filtering based on time frames of 0-7, 8-14, 15-30, and 30+ days.

e Time to First Service - based on a calculation from date of request to date of service appointment, this allows
filtering based on time frames of 0-7, 8-14, 15-30, and 30+ days.

e Errors - this multi select filter will display the applicable errors.

CalMHSA Specialty Mental Health Services Clinical Documentation User Guide Page 23



How to Monitor Records through the Reporting Period

1. Select the Search icon.
2. Type “CSl Reporting Summary” into the search bar.
3. Click to select “CSI Reporting Summary (My Office)” from the search results.

ﬁ'*ﬂ&

Q, |CSI Reporting Summary e

9 CSI Reporting Summary (My Office) n

4. The CSI Reporting (My Office) list page will open. Filter for records in a status of In Progress and/or Error since the
last batch creation date or the last review date.

5. Click the Apply Filter button.

6. For records with a status of Error, click the Record ID hyperlink.

CSI Reporting Summary (79) Actlon vRAEL S X

From 02102023 . v To 0Lf02/2023 . - Record ID Managing Entity = All Entities ~ Batch ID

Program All Programs v Batch Type Provider

Record Type All Record Types v | Record Status 2 of 6 selected Client ID

In Progress
Responsible Staft  All staff ~ Time to Assessment All Time to Asses Sent irst Service All Time to First Service v
Accepted
Errors Rejected Apply Filter 5
Cancelled
R Error
Select: All, All on Page, None G
izt Record Type Effective Date Record Status Errors Record Date Client Progrlam / Batch Type
1D Provider
Assessment Lt ~ CSI
—— Assessment e mm—— LR = s CSI
Assessment N r.g C5I
Assessment . [t 4% - - . C51
Assessment i _ _ CSI
Service el e Ered - &t
Client - L - [
Periodic frwrr . ‘2 CSI
- Client [ e CSI -

7. The CSI Reporting screen will open. Review the error messages and record data.

8. Work error messages by navigating to the screen in which the source data resides. The Source Document is
shown below the Batch History section of the CSI Report Summary Details. The errors section will correspond to
incorrect or missing data in the Source Document section. Once the errors are corrected, and the source
document is signed, the updated data will initialize to the CSI Report Summary Details screen.

CalMHSA Specialty Mental Health Services Clinical Documentation User Guide Page 24



CSI Reporting

General

Record ID = Record Type Assessment
Document Name CslI Effective Date ARTN ]
Record Status Error Record Date Ay
Client - Program/Provider

Last Batch Id Last Batch Submission Date

Errors AssessmentAppointmentSecondOfferDate is

Missing, AssessmentAppointmentThirdOfferDate is
Missing,TreatmentAppointmentSecondOfferDate is
Missing.TreatmentAppointmentThirdOfferDate is
Missing

Batch History

[Batch 1D Batch Type Batch Date [Record Status

| Assessment 9

CountyCityMentalHealthPlanSubmittingRecord :
CountyClientNumber :

DacardTimna -

9. Select the Search icon.

10. Type “CSI Reporting Summary” into the search bar.
11. Click to select “CSI Reporting Summary (My Office)” from the search results.

%% a 2

Q, |CSI Reporting Summary

9 CSI Reporting Summary (My Office)

12. The CSI Reporting Summary list page will open. Click the checkbox next to the record(s) that have been corrected.

13. Select the Action dropdown and choose Refresh Data.
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CSI Reporting Summary (79) Actlon wh IO x

Action

Accept Records

Cancel

Create Batch Submission

; v v - . "
From 02/10/2023 E To 05/02/2023 Ed Record [D Managing Entity  All Entities Create Batch Submission with Errors
Refresh Data

Program All Programs v Batch Type P T v
Record Type All Record Types v Record Status 2 of 6 selected v Client ID
Responsible Staff  all staff ~ Time to Assessment ALl Time to Assessment ~ Time to First Service All Time to First Service N
Errors A ors v Apply Filter
Select: All, All on Page, None

iz Record Type Effective Date Record Status Errors Record Date Client FLee DT Bat

Provider

14. A popup will open for Do you want to Refresh Data for {number of records}? Select ‘OK’ to continue or ‘Cancel’ to
exit. Selecting OK will pull the corrected data in to the record(s) to later be batched for submission.

SmartCare I:I

Do you want to Refresh Data for selected record I0's?
Select "OK' 1o continue or "Cancel’ to exit.

Reporting Summary Widget

Another utility available for monitoring records throughout the reporting period is the CSI Reporting Summary widget.
From the Dashboard, a user can review basic statistics of records within a specific day range from the program.

8. Select the Search icon.
9. Type “Dashboard” into the search bar.
10. Click to select “Dashboard (My Office)” from the search results.

@'*aa

Q |pashboard

Dashboard (My Office) n

11. The Dashboard (My Office) list page will open. Locate the CSI Reporting Summary widget.
12. Type the number of past days for which to filter the records.

13. Select All or a specific program using the dropdown.
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14. Click the refresh icon in the right hand corner of the widget if filters were modified. Within the widget are
hyperlinks that will direct you to prefiltered list pages where you can review records, modify statuses, or work
errors as needed.

"3
Dashboard z o FEX x
Lonsent s requireq b - Froviaeria 1s Missing 1 - -
. ~ . s ]
CSI Reporting Summary e Grievances/Appeals Summary 4
E:;ﬂ"dﬁ in 1 Days [ All Programs - Inquiries New Grievances Acknowledged Grievances State Opened Appeals Closed Appeals
IMPERIALCntySmartcareQ... o 0 o 0 a 1]
Total ReCOrds 2
Total Unsubmitted Record Count 2
Total Records with Errors 0
Total Records Submitted 1]
Total Record Accepted Count 4]
Total Record Rejected Count 1]
% of Success of Submitted Records 0%
% of Rejected Count 0%
Total # of Batches Submitted 1]
PSC Compliance Reporting Summary £ Refill/Reject Request L4
Eecords in Days Date Received Client Name DOB Medication Action
ast
Total Records 60
Total Unsubmitted Record Count a4

Trtal Dernrde with Ervare an

The CSI Reporting Summary Widget displays the follow information:

e Total Records - distinct count of all records.

e Total Unsubmitted Record Count - distinct count of all records with a status of In Progress, Error, or Canceled.
Clicking the number hyperlink will direct the user to the list page pre-filtered for these values.

e Total Records with Errors - distinct count of all records with a status Error. Clicking the number hyperlink will
direct the user to the list page pre-filtered for this value.

e Total Records Submitted - distinct count of all records with a status Sent. Clicking the number hyperlink will direct
the user to the list page pre-filtered for this value.

e Total Records Accepted Count - distinct count of all records with a status Accepted. Clicking the number hyperlink
will direct the user to the list page pre-filtered for this value.

e Total Record Rejected Count - distinct count of all records with a status Rejected. Clicking the number hyperlink
will direct the user to the list page pre-filtered for this value.

e % of Success of Submitted Records - displays the percentage of records with a status of Accepted of the records
sent during the reporting period.

o % of Rejected Count - displays the percentage of records with a status of Rejected of the records sent during the
period.

e Total # of Batches Submitted - this displays the distinct count of batches that were generated during the period.
Clicking the number hyperlink will direct the user to the Compliance Batch list page pre-filtered for these values.

e Top 10 Errors - up to 10 errors will display in the last rows of the widget. This will display the top 10 most
common errors for the period based on distinct counts. Clicking the number hyperlink will direct the user to the
list page pre-filtered for applicable error.
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How to Create a New Batch and Submit Files

To create a batch for submission, there are two options, creating a batch file without errors or creating a batch file with

errors. Under certain circumstances it may be necessary to create a batch record with errors.

10. Select the Search icon.
11. Type “CSI Reporting Summary” into the search bar.
12. Click to select “CSI Reporting Summary (My Office)” from the search results.

ﬁ'*ﬂ&

Q, |CSI Reporting Summary 9

9 CSI Reporting Summary (My Office) n

13. The CSI Reporting Summary (My Office) list page will open. Filter records based on last batch date or other

requirements.
14. Set Record Status to In Progress.
15. Click the Apply Filter button. Review displayed records as needed.
16. Select the checkbox for the appropriate records, or Select All, or Select All on Page.

17. Once the records have been selected, click the Action dropdown, and select Create Batch Submission.

L)
o » -
CSI Reporting Summary (69) action v
Action
Accept Records
Cance|
From 02/10/2023 & To 05/02/2023 =] Record ID Managing Entity = All Entities Create Batch Submission with Errors
Refresh Data
Program All Programs ~  Batch Type e Reject Records
Record Type All Record Types ~  Record Status Tn Progress - E Client ID
Responsible Staff Al stafi ~ Time to Assessment All Time to Assessment ~ Time to First Service All Time to First Service
Errors v Apply Filter
Select: All, All on Page, None
Record Record Type Effective Date Record Status Errors Record Date Client pmgr.am/
| 10] Provider
- v L

18. A popup window will open confirming the action to batch X number of records. Click the OK button. Once results

WL Y X

Batch Type

have been processed, a green message will display above the filters confirming the action was successful. The

batched file is now available for retrieval via the Batch Detail screen or the SFTP.
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SmartCare [ % |

0 Do you want to Create Batch Submission for selected record
I0's?
Select "OK to continue or "Cancel’ to exit.

()

How to View Batch Details

Once the batch has been generated, there are two options for retrieving the file for submission.
From the Customer’s SFTP folder:

5. Navigate to the customer’s SFTP folder.

6. Within that folder, select the State Reporting folder.
7. Select the CSI folder.

8. Retrieve the file for the desired batch.

Index of \\nocvm.azu re.smaﬂcarenet.coﬂ%i‘m\c alMHSA State Reportin@ROD\

L [parent directory]

Name  Size Date Modified
I ANSA 3/10/23, 6:28:12. AM
I ASAM 310723, 6:27:32 AM
3/10/23, 6:35:27 AM
3/10/23, 6:28:27 AM
3/10/23, 6:28:58 AM
3/10/23, 7:02:36 AM
3/10/23, 6:29:52 AM
310723, 6:28:43 AM

From the Compliance Batch List Page:

9. Select the Search icon.
10. Type “Compliance Batch List Page” into the search bar.
11. Click to select “Compliance Batch List Page (My Office)” from the search results.

@*ﬂ&

Q_ |Compliance Batch List F’age[

Compliance Batch List Page (My Office) n

12. The Compliance Batch List Page (My Office) list page will open. Filter for Batch Type=CSl. Select other filters as
appropriate.

13. Click Apply Filter to refresh the list page results.

14. Select the desired batch by clicking the Batch ID hyperlink, this will direct you to the Batch Detail screen.
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Compliance Batch List Page (16) Action vl E O x

I st ‘9 All Batch Statuses v All Batch Sumitted To v W

Batch Creation Start  03/01/2023 B~  Batch CreationEnd  04/23/2023 B ™ BatchID
Batch Data Start B~ BatchDataEnd @~

Select: All, All on Page, None

Batch Status Submitted To Batch CreationDate / Time  Batch Data Start  Batch Data End Total Record Count Rejected

O — AR KT Ead WA LRy = H L =
O L IVATXTIE-LN FELFAl Tl 1 L |
D i e 1 LR e "l S el AEEEnt EnNSAENE -

O = e RV T T man 5 el ol WS i [
(W] L] IVATEIU R H EHLEAL ERHTFAL " d
O e T ERTLTE L - L]
O -y u el mer el il o ]
O [ ] AR TRl o BT (TSR [ [ ]

O — INHTEN I LT ENTETN) LE

O - LS RN T ] Tl LS. ] ]
O — LR AR S e T ERIREA] i i
Od L ] IATNTRT LT ENREAL EHFAI B L]
O - LS e e e L] [ % 25 L] LS AL is

(] [T ] (TR Bl BT [ 18 1 i i [ ]

15. From the Batch Detail screen, click the hyperlink to the file in the Batch Details to download the results.

Compliance Batch Details Page e i x

Batch Summary

Batch 1D [ Batch Type C51

Batch Status sent W Reporting To

Batch Data Start Date L B B e Batch Data End Date LS LY LS

Batch Created By [ R e Batch Creation Date/Time ook =l &l de

Batch Details

Data Set Name Total Records Rejected Records Accepted Records File 7

cst 1 0 0 [en e [

16. The file will display in your toolbar. Select the file to download and open the txt file.
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|'_,/‘ SmartLinks

E L.ttt A

How to Accept or Reject a Batch

Once the file has been sent to the appropriate entity, batches can be marked as accepted or rejected.
To mark batches as accepted:

11. Select the Search icon.
12. Type “Compliance Batch List Page” into the search bar.
13. Click to select “Compliance Batch List Page (My Office)” from the search results.

\QP* -

Q, [compliance Batch

- 9 Compliance Batch List Page (My Office) n

14. The Compliance Batch List Page (My Office) list page will open. Filter for Batch Type=CSl. Select other filters as
appropriate.

15. Click the Apply Filter button.

16. To accept multiple batches, select the checkboxes on the left, click All, or All on Page.

17. Use the Action dropdown to select Manually Accept Batch.

18. A popup window will open prompting you to Manually Accept the batch. Select ‘OK’ to continue or ‘Cancel’ to
exit.

Compliance Batch List Page (16) aM*”-M“Wf*P' Batch Vit L & x

I{:S[ \o _ All Batch Sumitted To w Apply Filter 5

Batch Creation Start  03/01/2023 B~ Batch CreationEnd  04/23/2023 B ™ BatchID

Batch Data Start ¥ Batch Data End -
6 BatchID Batch Type atch Data Start  Batch Data End Total Record Count Rejected
' CSI
Do you want to Manually Accept Batch for all the selected
CsI records?
sl Select "OK’ to continue or “Cancel’ to exit.
CslI
CSI Sent
Csl Sent
€3I Sent
CslI Sent
CS1 Sent
Cs1 Sent
CSI Cancelled

ST Sent
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19. Accepting a batch can also be done individually by clicking the Batch ID hyperlink that directs you to the
Compliance Batch Detail screen. In the Batch Summary section, select Accepted from the Batch Status dropdown.
20. A popup window will open prompting you to change the status to Accepted. Select ‘OK’ to continue or ‘Cancel’ to
exit. A validation will display: Batch Status Changed.
Screenshot

To mark batches as rejected:

11. Select the Search icon.
12. Type “Compliance Batch List Page” into the search bar.
13. Click to select “Compliance Batch List Page (My Office)” from the search results.

Q"% & &

Q |CompHance Batch |

- 9 Compliance Batch List Page (My Office) n

14. The Compliance Batch List Page (My Office) list page will open. Filter for Batch Type=CSI. Select other filters as
appropriate.

15. Click the Apply Filter button.

16. To reject multiple batches, select the checkboxes on the left, click All or All on Page.

17. Use the Action dropdown to select Manually Reject Batch.

18. A popup window will open prompting you to Manually Accept the batch. Select ‘OK’ to continue or ‘Cancel’ to

exit.
Compliance Batch List Page (16) Manually Reject Batch MBS &% R
=51 ~ All Batch Sumitted To ~ I Apply Filter
Batch Creation Start | 03/01/2023 [: ¥ Batch Creation End  04/23/2023 [: ¥ BatchID
Batch Data Start B~  Batch DataEnd (=
Select: All, All on Page, None SmartCare a
BatchID Batch Type atch Data Start  Batch Data End Total Record Count Rejected
csl
Do you want to Manually Reject Batch for all the selected
Cs records?
Select ‘OK' to continue or ‘Cancel’ to exit.

19. Rejecting a batch can also be done individually by clicking the Batch ID hyperlink that directs you to the
Compliance Batch Detail screen. In the Batch Summary section, select Reject from the Batch Status dropdown.

20. A popup window will open prompting you to change the status to Accepted. Select ‘OK’ to continue or ‘Cancel’ to
exit. A validation will display: Batch Status Changed.
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Compliance Batch Details Page E e

Batch Summary

Batch ID Batch Type CSI
Batch Status | Rejected ~ Reporting To

Batch Data Start Date Batch Data End Date

Batch Craated By : , & Batch Creation Date/Time

Batch Details

Data Set Name Total 9 Do you want to change status to :Rejected for Batch ID - s File
10000047

sl Select "OK’ to continue or "Cancel’ to exit. Load S S8 BT o) B

@nm

How to Accept or Reject an Individual Record

Once the batch file has been sent to the appropriately entity, if a portion of records were accepted these can be marked
as such.

To mark records as accepted:

9. Select the Search icon.
10. Type “CSI Reporting Summary” into the search bar.
11. Click to select “CSI Reporting Summary (My Office)” from the search results.

é’*ﬂ&

Q, |CSI Reporting Summary e

9 CSI Reporting Summary (My Office) R

12. The CSI Reporting Summary (My Office) list page will open. Filter the results to display the records needing to be
accepted. This can be done a number of ways, including by Date, Status, or Batch ID.

13. Click the Apply Filter button.

14. To accept records, select the checkboxes on the left, click All or All on Page.

15. Use the Action dropdown to select Accept Records.
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CSI Reporting Summary (69) / wat o

Action
o Accept Records
Cancel

Create Batch Submission =
v - . 0 i
From 02/10/2023 [= To 05/02/2023 E Record ID Managing Entity  All Entities Create Batch Submission with Efors
Refresh Data
Program All Programs ~  Batch Type Frco R - v
Record Type All Record Types ~  Record Status In Progress v Client ID
Responsible Staff Al staff ~ Time to Assessment All Time to Assessment ~ Time to First Service All Time to First Service ~

Errors All Er v Apply Filter 5

Select: All, All on Page, None

Record Record Type Effective Date Record Status Errors Record Date Client Drogr:arn / Bat
6 b (s] Provider
T [ I - [ [ i T .
O Skl 1 i . . -'m §im
O s [ TETEE LL LRl i g ki 5
O & " i il ek A
O s o= R . —- —-
O KR Feesb ErEE b Py s 1 wes b A

16. A popup window will open prompting you to Accept the record. Select ‘OK’ to continue or ‘Cancel’ to exit.

Do you want to Accept Records for selected record 1D's?
Select 'OK’ to continue or "Cancel to exit,

To mark records as rejected:

9. Select the Search icon.
10. Type “CSI Reporting Summary” into the search bar.
11. Click to select “CSI Reporting Summary (My Office)” from the search results.

éiﬁ&

Q, |CSI Reporting Summary

9 CSI Reporting Summary (My Office) n
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12. The CSI Reporting Summary (My Office) list page will open. Filter the results to display the records needing to be

rejected. This can be done a number of ways, including by Date, Status, or Batch ID.
13. Click the Apply Filter button.
14. To reject records, select the checkboxes on the left, click All or All on Page.
15. Use the Action dropdown to select Reject Records.

CSI Reporting Summary (69) 0‘“““ Feconds =
Action
Accept Records
Cancel
N Create Batch Submission
. I - - ; it

From 02/10/2023 [ To 05/02/2023 . Record ID Managing Entity = All Entities Create Batch Submission with Errors
Refresh Data

Program All Programs v Batch Type ; Reject Records

Record Type All Record Types v Record Status In Progress v Client ID

Responsible Staff Al staff v Time to Assessment All Time to Assessment v Time to First Service All Time to First Service
Errors v Apply Filter

Select: All, All on Page, None

Re;;rd Record Type Effective Date Record Status Errors Record Date Client Program /

Provider

Bat

16. A popup window will open prompting you to Reject the record. Select ‘OK’ to continue or ‘Cancel’ to exit.

Do you want to Reject Records for selected record 1D's?
Select '0K to continue or "Cancel’ to exit.

e wem
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X Under Construction X
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Network Adequacy (NACT)

X Under Construction X

SUD Timeliness

X Under Construction X

1st Psychiatric Service Timeliness

X Under Construction X
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Full Service Partnership (FSP) Reporting

Full Service Partnership (FSP) programs provide a full spectrum of Mental Health services to:

e Children/youth (ages 0-15).

e Transition age youth (TAY) (ages 16-25) who are seriously emotionally disturbed.

e Adults (ages 26-60).

e QOlder Adults (ages 60+) who have a serious mental disorder; all of which are referred to as Partners in the
program.

Counties submit data for three different types of partner assessments into the FSP DCR through XML file submission.

e The Partnership Assessment Form (PAF) gathers baseline information about the Partner.
e The Key Event Tracking (KET).
e The Quarterly Assessment (3M) gather follow up information.

How to Review Records

9. Select the Search icon.
10. Type “FSP Report Summary” into the search bar.
11. Click to select “FSP Report Summary (My Office)” from the search results.

QQ\*Q:.

Q FSP Report Summar){

© FsP Report Summary (My Office) n

12. The FSP Report Summary (My Office) list page will open. The FSP Report Summary list page displays all eligible

submission records according to the following status types:

e In Progress=a record was created but not yet batched for reporting.

e (Cancel=a record was created and batched for submission then later canceled. These records are no longer
eligible for batching.

e Sent=the record was batched for submission and is awaiting response. These records are no longer eligible for
batching.

e Accepted=A response file was received for the batch the record was included in and the record was marked
as Accepted. These records are no longer eligible for batching.

e Reject=A response file was received for the batch the record was included in and the record was marked as
Rejected. These records are no longer eligible for batching.
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FSP Report Summary (16) Action vkt e x

From 03/10/2023 - To 03/16/2023 B Record ID Managing Entity All Managing Entities W
Batch ID Program All Programs w Provider v Batch Type

Record Type All Record Type A4 Record Status All Record Status ~  ClientID Responsible Staff All Staff ~

Errors v Apply Filter

Select: All, All on Page, None
Record ID Record Type Effective Date Record Status Errors Record Date Client Program/Provider Batc

FSP PAF
F5SP KET
F5P 3M

FSP 3M

FSP KET
FSF PAF
FSP PAF
FSP KET
FSP 3M

FSP 3M

There are filters available in the FSP Report Summary List Page. These are as follows:

e Select a date range (From Date and To Date) for which data to be pulled for

e Record ID - this is the unique id assigned to the FSP record

e Managing Entity - the county that the FSP records are to be reported to may be selected.

e Batch ID - if a record has previously been batched, this field will filter on a specific Batch ID.

e Program - indicates which program the FSP record is associated with

e Batch Type - this will default to FSP Batch Type

e Provider - if the customer is a County entity and is utilizing MCO, this will indicate which Contracted Provider
the FSP record is associated with

e Record Type - this filter allows for differentiating between the different FSP record types; Admission, Annual
Update and Discharge.

e Record Status - indicates the current status of the record.

e C(Client ID - this is the unique SC identifier of the client record associated with the FSP record.

e Responsible Staff - the staff who completed the data collection for the record will display

e Errors - this multi select filter will display the applicable errors.

How to Monitor Records through the Reporting Period
FSP Report Summary

14. Select the Search icon.
15. Type “FSP Report Summary” into the search bar.
16. Click to select “FSP Report Summary (My Office)” from the search results.
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Q * & a

Q FSP Report 5ummary{

9 FSP Report Summary (My Office) R

17. The FSP Report Summary (My Office) list page will open. Filter for records in a status of In Progress and/or Error
since the last batch creation date or the last review date.
18. For records with a status of Error, click the Record ID hyperlink.

FSP Report Summary (16) Action verAe LG x
From 01/01/2023 v To 05/13/2023 = Record 1D Managing Entity All Managing Entities v -
Batch ID Program All Programs v Provider L Provic v  Batch Type
Record Type All Record Type ~ Record Status ent 1D Responsible Staff All Staff w
Errors | Error v Apply Filter

Select: All, All on Page, None
Record ID Record Type Effective Date Record Status Errors Record Date Client Program/Provider Batch Type
) 3 SP PAF i
) 3 FSP KET W, " e PR = L il - rar
J FSP 3M S —
) d FSP 3M LT b Foglw [ [ e— e
) FSP KET Wy o -"ul ] ws |
] FSP PAF Bl . ey T s S [
O 3 FSP PAF i N Y e - - -
] FSP KET e Pasg . s m -
| FSP 3IM -— e Wl - - [ [
| FSP3M e aEaw F r Tasil, B S B e a | Ly

19. The FSP Report Summary Details screen will open. Review the error messages and record data.

20. Work error messages by navigating to the screen in which the source data resides. The Source Document is
shown below the Batch History section of the FSP Report Summary Details. The errors section will correspond to
incorrect or missing data in the Source Document section. Once the errors are corrected, and the source
document is signed, the updated data will initialize to the FSP Report Summary Details screen.
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FSP Report Summary Details o x

General

Record 10: 1 Record Type: FSP PAF

Document Name: FSP PAF Effective Date:

Record Status: BT Record Date:

Client: SH R Program/Provider: e A=y
Last Batch ID: Last Batch Date:

Errors: W S0

Batch History

Batch 10 jBatch Type [Batch Date JRecord Status

7

ADMINISTRATIVE INFORMATION

AB2034:

Age_Group:

AssessmentID:

AssessmentSource:

AssessmeantType: Pl
CoordinatorlD:

CreatedDate:

Sl oD

21. Select the Search icon.
22. Type “FSP Report Summary” into the search bar.
23. Click to select “FSP Report Summary (My Office)” from the search results.

Q « & a

Q FSP Report Summary{

9 FSP Report Summary (My Office) n
U

24. The FSP Report Summary list page will open. Click the checkbox next to the record(s) that have been corrected.
25. Select the Action dropdown and choose Refresh Data.

26. A popup will open for Do you want to Refresh Data for {number of records}? Select ‘OK’ to continue or ‘Cancel’ to
exit. Selecting OK will pull the corrected data in to the record(s) to later be batched for submission.
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FSP Report Summary (16) @e"eﬁ" Data vidr e X & x

/]
From 01/01/2023 b To 065/13/2023 =¥ Record ID Managing Entity All Managing Entities v -
Batch I[D Program All Programs ~ Provider » | Batch Type
Record Type All Record Type ~ Record Status All Record Status v ClientID Responsible Staff All staff v
Errors v

Select: All, All on Page, None

Do you want to Refresh Data for 1 record?
Select ‘0K’ to continue or ‘Cancel’ to exit

FSP PAF G
FSP KET " hETEE - '
FSP 3M . o8 e

FSP 3M
FSP KET

1 1 - FSP PAF % AT
FSP PAF

FSP KET

Record ID Record Type Record Date Client Program/Provider Batc

F5P 3M S
FSP 3M

How to Create a New Batch and Submit Files

To create a batch for submission, there are two options, creating a batch file without errors or creating a batch file with
errors. Under certain circumstances it may be necessary to create a batch record with errors.

19. Select the Search icon.
20. Type “FSP Report Summary” into the search bar.
21. Click to select “FSP Report Summary (My Office)” from the search results.

qu\*ﬂ:.

Q, |FSP Report Summar‘,{

© FsP Report Summary (My Office) n

22. The FSP Report Summary (My Office) list page will open. Filter records based on last batch date or other
requirements.

23. Set Record Status to In Progress.

24. Click the Apply Filter button. Review displayed records as needed.

25. Select the checkbox for the appropriate records, or Select All, or Select All on Page.

26. Once the records have been selected, click the Action dropdown, and select Create Batch Submission.

27. A popup window will open confirming the action to batch X number of records. Click the OK button. Once results
have been processed, a green message will display above the filters confirming the action was successful. The
batched file is now available for retrieval via the Batch Detail screen or the SFTP.
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ESP Report Summary {14) eCreateBalchSLhm'ssinn VI ﬁ * _*_ o x

From 01/01/2023 v To 05/13/2023 - 9 Record 1D Managing Entity All Managing Entitles w -

Batch 1D Program All Programs w Provider A oviders » | Batch Type

Record Type All Record Type ~ Record Status lient 1D Responsible Staff All Staff v

Errors Error v Apply Filter

SmartCare

Select: All, All on Page, None
e Do you want to Create Batch Submission for all 2 records?

Record ID Record Type Selact ‘0K’ 10 continue or “Cancal’ to exit. Record Date Client Program/Provider Batch Type
1 FSP PAF 03/10/2023 Test, Rk(70001... SUD Tarzana Bui... FSP
1 FSP 3M % [ cancel | 03/16/2023 Test, KMChild(7...  SUD Tarzana Bui... FSP
1 FSP KET . woprurEoEs Trrrrogre Ty 03/10/2023 Rk, Test(70001... SUD Tarzana Bui... FSP
2 FSP 3M 03/16/2023 In Progress 03/16/2023 Test, KMAdult(?... SUD Tarzana Bui... FSP
3 FSP 3M 03/16/2023 In Progress 03/16/2023 Test, KMOlder(7... SUD Tarzana Bui... FSP
3 FSP PAF 03/10/2023 In Progress 03/10/2023 Rk, Test(70001... SUD Tarzana Bui... FSP
3 FSP KET 03/10/2023 In Progress 03/10/2023 Test, Rk(70001... SUD Tarzana Bui... FSP
4 FSP KET 03/10/2023 In Progress 03/10/2023 Rfk, Test(70001... YAYAElCentroF... FSP
4 FSP PAF 03/10/2023 In Progress 03/10/2023 Rfk, Test(70001... SUD Tarzana Bui... FSP
4 FSP 3M 03/16/2023 In Progress 03/16/2023 Test, Rktayy(70... SUD Tarzana Bui... FSP

How to View Batch Details
Once the batch has been generated, there are two options for retrieving the file for submission.
From the Customer’s SFTP folder:

9. Navigate to the customer’s SFTP folder.
10. Within that folder, select the State Reporting folder.
11. Select the FSP folder.

Index of \\nocvm.azu re.smartcarenet.co”sftp\CalMHSg‘:tate Reporting\PROD\

% [parent directorv]

Name  Size Date Modified

. ANSA 3/10/23, 6:28-12 AM
ASAM 3/10/23, 6:27:52 AM

| CalOMS 3/10123, 6:35:27 AM

. CANS 3/10/23, 6:28:2T AM
3/10/23, 6:28:58 AM
|, FSP 3/10/23, 7:02:36 AM
OSHPD. 3/10/23, 6:29:52 AM

| PSC 3/10/23, 6:28:43 AM

12. Retrieve the file for the desired batch.
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% [parent directory]

Name Size Date Modified

h FSP 3M/ 3/10/23, 7:01:48 AM
L FSPKET/ 3/10/23, 7:02:02 AM
FSP PAF/ 3/10/23, 7:02:26 AM

From the Compliance Batch List Page:

17. Select the Search icon.
18. Type “Compliance Batch List Page” into the search bar.
19. Click to select “Compliance Batch List Page (My Office)” from the search results.

@*ﬂ&

Q, [Compliance Batch List Pagd

Compliance Batch List Page (My Office) n

20. The Compliance Batch List Page (My Office) list page will open. Filter for Batch Type=FSP. Select other filters as
appropriate.

21. Click Apply Filter to refresh the list page results.

22. Select the desired batch by clicking the Batch ID hyperlink, this will direct you to the Batch Detail screen.

Compliance Batch List Page (2) Action v LS x

|FRD »@ " v All Batch Sumitted To w Apply Filter

Batch Creation Start | 03/01/2023 ¥ Batch Creation End  04/23/2023 ¥ BatchID

Batch Data Start ¥ Batch Data End -

Select: All, All on Page, None

BatchID Batch Type Batch Status Submitted To Batch CreationDate [ Time  Batch Data Start  Batch Data End Total Record Count Rejected
4 |FSP Sent w B
== |FSP Sent o 1ad [ - oen i

23. From the Batch Detail screen, click the hyperlink to the file in the Batch Details to download the results.
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Compliance Batch Details Page o i

Batch Summary

Batch ID - Batch Type FaP

Batch Status Sent w Reporting To

Batch Data Start Date Batch Data End Date

Batch Created By Batch Creation Date/Tima | il

Batch Details

Data Set Name Total Records Rejected Records Accepted Records File
FSP KET Child 1 1] 1

24. The file will display in your toolbar. Select the file to download and open the txt file.

L,/' SmartLinks

ADP_COT_13_P_100...txt A

How to Accept or Reject a Batch

Once the file has been sent to the appropriate entity, batches can be marked as accepted or rejected.
To mark batches as accepted:

21. Select the Search icon.
22. Type “Compliance Batch List Page” into the search bar.
23. Click to select “Compliance Batch List Page (My Office)” from the search results.

\QP* - JY
Q

|C0mpHance Batch

- o Compliance Batch List Page (My Office) n

24. The Compliance Batch List Page (My Office) list page will open. Filter for Batch Type=FSP. Select other filters as
appropriate.

25. Click the Apply Filter button.

26. To accept multiple batches, select the checkboxes on the left, click All, or All on Page.
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27. Use the Action dropdown to select Manually Accept Batch.

28. A popup window will open prompting you to Manually Accept the batch. Select ‘OK’ to continue or ‘Cancel’ to
exit.

Compliance Batch List Page (2) Qﬁﬂ““ﬂl-w‘-ccem Batch MES ¥

|Fsp v@ . Al Batch Sumitted To v 5 Apply Filter

Batch Creation Start  03/01/2023 .' Batch Creation End  04/23/2023 m' Batch ID

Batch Data Start B~  pateh Data End a-

Select: All, All on Page, None

BatchID Batch Type atch Data Start  Batch Data End Total Record Count Rejected

FsP

9 Do you want to Manually Accept Batch for all the selected
records?
Select "OK’ to continue or ‘Cancel’ to exit.

N

29. Accepting a batch can also be done individually by clicking the Batch ID hyperlink that directs you to the
Compliance Batch Detail screen. In the Batch Summary section, select Accepted from the Batch Status dropdown.

30. A popup window will open prompting you to change the status to Accepted. Select ‘OK’ to continue or ‘Cancel’ to
exit. A validation will display: Batch Status Changed.
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Compliance Batch Details Page e

0
{o

Batch Summary

Batch ID Batch Type F&sP
Batch Status I Accepted Reporting To

Batch Data Start Date Batch Data End Date
Batch Created By Batch Creation Date/Time
. SmartCare B
Batch Details (e 0O
Data Set Name Total s File

FSP KET Child 9 Do you welnl to change status to :Accepted for Batch 1D -

DCR TAY KET-Insert 13 202

Select "0K’ to continue or ‘Cancel’ o exit.

@gm

To mark batches as rejected:

21. Select the Search icon.
22. Type “Compliance Batch List Page” into the search bar.
23. Click to select “Compliance Batch List Page (My Office)” from the search results.

\QP* a2

Q [compliance Batch

- 9 Compliance Batch List Page (My Office) n

24. The Compliance Batch List Page (My Office) list page will open. Filter for Batch Type=FSP. Select other filters as
appropriate.

25. Click the Apply Filter button.

26. To reject multiple batches, select the checkboxes on the left, click All or All on Page.

27. Use the Action dropdown to select Manually Reject Batch.

28. A popup window will open prompting you to Manually Accept the batch. Select ‘OK’ to continue or ‘Cancel’ to
exit.
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Compliance Batch List Page (2) 6ﬁanua.wnejectaetm

|Fer vﬁ b 51 . All Bateh Sumitted To v 5 IApply Filter

Batch Creation Start  03/01/2023 B~  Batch Creation End 0472372023 B~  Batch1p

Batch Data Start B~ BatchDataEnd -

Select: All, All on Page, None

6 h1D Batch Type atch Data Start  Batch Data End Tatal Record Count Rajected

KOl FoP .
9 Do you want to Manually Reject Batch for all the selected

records?
Select "0K” to continue or *Cancel’ to exit.

| ——

29. Rejecting a batch can also be done individually by clicking the Batch ID hyperlink that directs you to the
Compliance Batch Detail screen. In the Batch Summary section, select Reject from the Batch Status dropdown.
30. A popup window will open prompting you to change the status to Rejected. Select ‘OK’ to continue or ‘Cancel’ to

exit. A validation will display: Batch Status Changed.

Compliance Batch Details Page Qi x

Batch Summary

Batch ID AR Batch Type FSP
Batch Status I Rejected Reporting To
Batch Data Start Date Batch Data End Date
Batch Created By Batch Creation Date/Time
i SmartCare [ %]
Batch Details =
Data Set Name Total ds File

FSP KET Child e Do you \x'int 1o change status to :Rejected for Batch ID -

Select *OK’ to continue or ‘Cancel’ to exit.

9
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How to Accept or Reject an Individual Record

Once the batch file has been sent to the appropriately entity, if a portion of records were accepted these can be marked
as such.

To mark records as accepted:

17. Select the Search icon.
18. Type “FSP Report Summary” into the search bar.
19. Click to select “FSP Report Summary (My Office)” from the search results.

Q « & a

Q FSP Report Summary{

9 FSP Report Summary (My Office) n

20. The FSP Report Summary (My Office) list page will open. Filter the results to display the records needing to be
accepted. This can be done a number of ways, including by Date, Status, or Batch ID.

21. Click the Apply Filter button.

22. To accept records, select the checkboxes on the left, click All or All on Page.

23. Use the Action dropdown to select Accept Records.

screenshot

24. A popup window will open prompting you to Accept the record. Select ‘OK’ to continue or ‘Cancel’ to exit.

FSP Report Summary (14) aﬁcceﬂ'”mm MR8 &F X IR
From 01/01/2023 E ¥ To  05/13/2023 B~ i Record ID Managing Entity All Managing Entities v
Batch ID Program All Programs v Provider « Batch Type
Record Type All Record Type v Record Status All Record Status v ClientID Responsible Staff All Staff v

Errors v 5 Apply Filter

Select: All, All on Page, None

Record 1D Record Type 9 Do you want to Accept Records for all 2 records? Record Date Client Program/Provider Batc
Select 'OK” to continue or ‘Cancel’ to exit.
FSP PAF v, R T
FSPKET P . =1 "
FSP 3M P . FERL !
FsP3M . EEREEEES
FSPPAF RS d BT r. o
FSP KET
FSP KET
FSP PAF AT ] -y ™ I ¥

FSP 3M
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To mark records as rejected:

17. Select the Search icon.
18. Type “FSP Report Summary” into the search bar.
19. Click to select “FSP Report Summary (My Office)” from the search results.

Q * & a

Q, |FSP Report Summary{

e FSP Report Summary (My Office) n

20. The FSP Report Summary (My Office) list page will open. Filter the results to display the records needing to be
rejected. This can be done a number of ways, including by Date, Status, or Batch ID.

21. Click the Apply Filter button.

22. To reject records, select the checkboxes on the left, click All or All on Page.

23. Use the Action dropdown to select Reject Records.

24. A popup window will open prompting you to Reject the record. Select ‘OK’ to continue or ‘Cancel’ to exit.

FSP Report Summary (14) aReiecr Recorss ZR- 2 X B
From 01/01/2023 E ¥ To 05/13/2023 8- | Record 1D Managing Entity All Managing Entities ~
Batch ID Program All Programs ~ Provider » | Batch Type
Record Type All Record Type v Record Status All Record Status v ClientID Responsible Staff All Staff v

Errors n v 5 Apply Filter

Select: All, All on Page, None

Record ID Record Type e Do you want to Reject Records for all 2 records? Record Date Client Program/Provider Batc
Select ‘0K’ to continue or ‘Cancel’ to exit.

: FSP PAF . 1 a

FSP KET

FSP 3M [ =
FSP 3M S o & b Laaara
FSP PAF o  reg L
FSP KET
3 FSP KET gy 5 = (1]
FSP PAF RN Fg
FSP 3M
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OSHPD (HCAI) Reporting

The OSHPD data collection process begins at time of program enrollment. A user will create a Program Assignment for an
OSHPD reportable program with a Program Status of enrolled. This may be done using the Program Details screen or the
Program tab in the Registration. Following the provision of services the client is discharged from the program using the SC
Discharge document or updating the Program Assignment Status as Discharged. At this point, a user may complete the
OSHPD Discharge document to collect the remaining required data for the OSHPD submission file.

How to Review Records

1. Select the Search icon.
2. Type “OSHPD Reporting Summary” into the search bar.
3. Click to select “OSHPD Reporting Summary (My Office)” from the search results.

Q * & a

Q, |OSHPD Reporting Summary

9 OSHPD Reporting Summary (My Office) n

4. The OSHPD Reporting Summary (My Office) list page will open. The OSHPD Reporting Summary List Page displays

all eligible OSHPD submission records according to the following status types:

e In Progress=a record was created but not yet batched for reporting.

e (Cancel=a record was created and batched for submission then later canceled. These records are no longer
eligible for batching.

e Sent=the record was batched for submission and is awaiting response. These records are no longer eligible for
batching.

e Accepted=A response file was received for the batch the record was included in and the record was marked
as Accepted. These records are no longer eligible for batching.

e Reject=A response file was received for the batch the record was included in and the record was marked as
Rejected. These records are no longer eligible for batching.

There are filters available in the OSHPD Reporting Summary List Page. These are as follows:

e Select a date range (From Date and To Date) for which data to be pulled for.

e Record ID - this is the unique id assigned to the OSHPD record.

e Batch ID - if a record has previously been batched, this field will filter on a specific Batch ID.

e Program - indicates which program the OSHPD record is associated with.

e Provider - if the customer is a County entity and is utilizing MCO, this will indicate which Contracted Provider
the OSHPD record is associated with.

e Record Type - this filter allows for differentiating between the different OSHPD record types; Admission,
Annual Update and Discharge.

e Record Status - indicates the current status of the record.

e C(Client ID - this is the unique SC identifier of the client record associated with the OSHPD record.

e Responsible Staff - the staff who completed the data collection for the record will display.
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OSHPD Reporting Summary (0) Action v w L OEBA X

From e To e Record ID Batch ID -
Program - Provider - Record Type  All Record Types ~ Client 1D
Record Status All Record Statuses ~  Responsible Staff All staff ~
Select: All, All on Page, None
] Re;::l:c;rdA Record Type Record Status Errors Record Date Document Date Client P;:c:g\:;:lr’, Lt BatcE
No data to display
How to Monitor Records through the Reporting Period
15. Select the Search icon.
16. Type “OSHPD Reporting Summary” into the search bar.
17. Click to select “OSHPD Reporting Summary (My Office)” from the search results.
Q w« A &
ab
Q, |0SHPD Reporting Summary
e OSHPD Reporting Summary (My Office) F

18. The OSHPD Reporting Summary (My Office) list page will open. Filter for records in a status of In Progress and/or
Error since the last batch creation date or the last review date.
19. Click the Apply Filter button.

20. For records with a status of Error, click the Record ID hyperlink.
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OSHPD Reporting Summary (0) Action v IOBEBE X

From 05/10/2023 B~ To 05/18/2023 &Y Record ID Batch 1D

Adult Outpatient Clinic b

Record Status Ii\ll Record Statuses v F Responsible Staff Kracht, Richelle v Apply Filter

Select: All, All on Page, None

Program Prowderl E - I Record Type  OSHPD ~ Client 1D

Recordﬁ Record Type Record Status Errors Record Date Document Date Client Progr_am / Last Batch Submiss
D Provider Date

- e

— s - ! - . ! -

21. The OSHPD Record Detail screen will open. Review the error messages and record data.

22. Work error messages by navigating to the screen in which the source data resides. The Source Document is
shown below the Batch History section of the OSHPD Report Summary Details. The errors section will correspond
to incorrect or missing data in the Source Document section. Once the errors are corrected, and the source
document is signed, the updated data will initialize to the OSHPD Report Summary Details screen.

23. Select the Search icon.

24. Type “OSHPD Reporting Summary” into the search bar.
25. Click to select “OSHPD Reporting Summary (My Office)” from the search results.

©_
Q) « A &

Q, |OSHPD Reporting Summary

9 OSHPD Reporting Summary (My Office) |

26. The OSHPD Reporting Summary list page will open. Click the checkbox next to the record(s) that have been
corrected.
27. Select the Action dropdown and choose Refresh Data.
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+
OSHPD Reporting Summary (0) .E jicton Vit * LS EBEE X

Action

Accept Records

Cancel

Create Batch Submission

From 05/10/2023 a- To 05/18/2023 a- Record ID Create Batch Submission with Errors
Refresh Data
Reject Records
r v T OSHPD D
Program Adult Outpatient Clinic = Prov»derl l Record Type  OSHPD v Client ID
Record Status All Record Statuses v Responsible Staft Kracht, Richelle v Apply Filter

Select: All, All on Page, None

Record . Program / Last Batch Submiss
D A Record Type Record Status Errors Record Date Document Date Client Provider Date

— b s —ma

28. A popup will open for Do you want to Refresh Data for {number of records}? Select ‘OK’ to continue or ‘Cancel’ to
exit. Selecting OK will pull the corrected data in to the record(s) to later be batched for submission.

Do you want to Refresh Data for all 2 records?
Select "OK' to continue or "Cancel’ to exit

Reporting Summary Widget

Another utility available for monitoring records throughout the reporting period is the OSHPD Reporting Summary widget.
From the Dashboard, a user can review basic statistics of records within a specific day range from the program.

15. Select the Search icon.
16. Type “Dashboard” into the search bar.
17. Click to select “Dashboard (My Office)” from the search results.

@’*ga

Q [pashboard

Dashboard (My Office) H

18. The Dashboard (My Office) list page will open. Locate the OSHPD Reporting Summary widget.
19. Type the number of past days for which to filter the records.
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20. Click the refresh icon in the right hand corner of the widget if filters were modified. Within the widget are
hyperlinks that will direct you to prefiltered list pages where you can review records, modify statuses, or work

errors as needed.
Dashboard

DSHPD Reporting Summary £33 Pending Outgoing Referrals o

Records in

Days Kracht, Richelle o
Past

Total Recards Date Time Client Urgent Status Referring Staff

Total Unsubmitted Record Count
Total Records with Errors
Total Records Submitted

Total Record Accepted Count

2 e e e e o

Total Record Rejected Count

=
P

% of Success of Submitted Records

% of Rejected Count

o
S

Total # of Batches Submitted

[=

Q

Share of Cost &3 Supervisee Services for Today and Past Scheduled

All Supervisee Staff
Pending U] Past Due Today

Kracht, Richelle 0 Q

Total 0 0

The OSHPD Reporting Summary Widget displays the follow information:

e Total Records - distinct count of all records.

= o FEXN x

e Total Unsubmitted Record Count - distinct count of all records with a status of In Progress, Error, or Canceled.

Clicking the number hyperlink will direct the user to the list page pre-filtered for these values.

e Total Records with Errors - distinct count of all records with a status Error. Clicking the number hyperlink will

direct the user to the list page pre-filtered for this value.

e Total Records Submitted - distinct count of all records with a status Sent. Clicking the number hyperlink will direct

the user to the list page pre-filtered for this value.

e Total Records Accepted Count - distinct count of all records with a status Accepted. Clicking the number hyperlink

will direct the user to the list page pre-filtered for this value.

e Total Record Rejected Count - distinct count of all records with a status Rejected. Clicking the number hyperlink

will direct the user to the list page pre-filtered for this value.

e % of Success of Submitted Records - displays the percentage of records with a status of Accepted of the records

sent during the reporting period.

e % of Rejected Count - displays the percentage of records with a status of Rejected of the records sent during the

period.

e Total # of Batches Submitted - this displays the distinct count of batches that were generated during the period.
Clicking the number hyperlink will direct the user to the Compliance Batch list page pre-filtered for these values.

How to Create a New Batch and Submit Files

To create a batch for submission, there are two options, creating a batch file without errors or creating a batch file with

errors. Under certain circumstances it may be necessary to create a batch record with errors.
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1. Select the Search icon.
2. Type “OSHPD Reporting Summary” into the search bar.
3. Click to select “OSHPD Reporting Summary (My Office)” from the search results.

QU & # &

Q, |OSHPD Reporting Summary

e OSHPD Reporting Summary (My Office) n

4. The OSHPD Reporting Summary (My Office) list page will open. Filter records based on last batch date or other
requirements.

5. Set Record Status to In Progress.
6. Click the Apply Filter button. Review displayed records as needed.
7. Select the checkbox for the appropriate records, or Select All, or Select All on Page.
8. Once the records have been selected, click the Action dropdown, and select Create Batch Submission.
OSHPD Reporting Summary (0) gi“:i "! HRLOEE x
e |
From  05/10/2023 B~ To  05/18/2023 '? Record 1D S
Rttt e 4
Program ARG 5 Prowder[ v ] Record Type  OSHPD v Client ID

Record Status IAH Record Statuses QESDOHSINE Staff Kracht, Richelle v Apply Filter 6

Select: All, All on Page, None

Record . Program / Last Batch Submiss
D A Record Type Record Status Errors Record Date Document Date Client Pt Date

— b o ¥ ? - “5 W -

9. A popup window will open confirming the action to batch X number of records. Click the OK button. Once results
have been processed, a green message will display above the filters confirming the action was successful. The
batched file is now available for retrieval via the Batch Detail screen or the SFTP.

How to View Batch Details

Once the batch has been generated, there are two options for retrieving the file for submission.

From the Customer’s SFTP folder:
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Navigate to the customer’s SFTP folder.

Within that folder, select the State Reporting folder.
Select the OSHPD folder.

Retrieve the file for the desired batch.

HwnN e

Index of \\nocvm.azure.smartcal‘enet.co@sftp\Call\lHS tate Reporting\PROD\

% [parent directory]

Name  Size Date Modified

ANSA 3/10/23,6:28:12AM
ASAM 3/10/23, 6:27:52 AM
CalOMS 3/10123, 6:35:27 AM
CANS 3/10/23, 6:28:27 AM

CSI - 3/10/23, 6:28:58 AM

h FSP/ 3/10/23, 7:02:36 AM
|| OSHPD Yags 3/10/23, 6:29:52 AM
PSC 310123, 6:28:43 AM

From the Compliance Batch List Page:

25. Select the Search icon.
26. Type “Compliance Batch List Page” into the search bar.
27. Click to select “Compliance Batch List Page (My Office)” from the search results.

QP* ® a

Q [compliance Batch List Page

Compliance Batch List Page (My Office) n

28. The Compliance Batch List Page (My Office) list page will open. Filter for Batch Type=OSHPD. Select other filters as
appropriate.

29. Click Apply Filter to refresh the list page results.

30. Select the desired batch by clicking the Batch ID hyperlink, this will direct you to the Batch Detail screen.
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Compliance Batch List Page (2) Action MBI IR

I QSHFD Vg F t v All Batch Sumitted To ~ Apply Filter 5

Batch Creation Start  03/01/2023 ¥ Batch CreationEnd  04/23/2023 ¥ BatchID

Batch Data Start ¥ Batch Data End -

Select: All, All on Page, None

Batch ID Batch Type Batch Status Submitted To Batch CreationDate / Time = Batch Data Start  Batch Data End Total Record Count Rejected

31. From the Batch Detail screen, click the hyperlink to the file in the Batch Details to download the results.

File

32. The file will display in your toolbar. Select the file to download and open the txt file.

|'_,/' SmartLinks

E) Lot A

How to Accept or Reject a Batch

Once the file has been sent to the appropriate entity, batches can be marked as accepted or rejected.
To mark batches as accepted:

1. Select the Search icon.
2. Type “Compliance Batch List Page” into the search bar.
3. Click to select “Compliance Batch List Page (My Office)” from the search results.
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\QP* a2

Q, [compliance Batch

- 9 Compliance Batch List Page (My Office) n

4. The Compliance Batch List Page (My Office) list page will open. Filter for Batch Type=0OSHPD. Select other filters as
appropriate.

5. Click the Apply Filter button.

6. To accept multiple batches, select the checkboxes on the left, click All, or All on Page.

7. Use the Action dropdown to select Manually Accept Batch.

Compliance Batch List Page (0) ction Vise e &2 x
Action
Regenerate Files
Process Return File
| osHPD v : ¢ All Batch Sumitted To v
Manually Reject Batch
Batch Creation Start  01/01/2022 ¥ BatchCreation End  05/13/2023 @' Batch ID

Batch Data Start B~ Batch DataEnd a-

Select: All, All on Page, None

atch ID  Batch Type Batch Status Submitted To Batch CreationDate / Time  Batch Data Start  Batch Data End Total Record Count Rejected

_ y - -
s ena L - -

-
—— - b o -

»

8. A popup window will open prompting you to Manually Accept the batch. Select ‘OK’ to continue or ‘Cancel’ to

exit.

Do you want to Manually Accept Batch for all the selected
records?
Select ‘0K’ to continue or ‘Cancel’ to exit.

9. Accepting a batch can also be done individually by clicking the Batch ID hyperlink that directs you to the
Compliance Batch Detail screen. In the Batch Summary section, select Accepted from the Batch Status dropdown.

10. A popup window will open prompting you to change the status to Accepted. Select ‘OK’ to continue or ‘Cancel’ to
exit. A validation will display: Batch Status Changed.
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Compliance Batch Details Page e 3

e
'
x

Batch Summary

Batch ID

Batch Type
Batch Status Accepted ~ Reporting To

Batch Data Start Date Batch Data End Date
Batch Created By " Batch Creation Date/Time
. SmartCare B
Batch Details e T
Data Set Name Total ds File

Do you want to change status to :Accepted for Batch ID -
17

Select "OK' to continue or ‘Cancel’ to exit.

@“m

To mark batches as rejected:

31.
32.
33.

34.

35.
36.
37.
38.

CalMHSA

Select the Search icon.
Type “Compliance Batch List Page” into the search bar.
Click to select “Compliance Batch List Page (My Office)” from the search results.

\QP* a2

Q, [compliance Batch

- 9 Compliance Batch List Page (My Office) n

The Compliance Batch List Page (My Office) list page will open. Filter for Batch Type=0OSHPD. Select other filters as
appropriate.

Click the Apply Filter button.

To reject multiple batches, select the checkboxes on the left, click All or All on Page.

Use the Action dropdown to select Manually Reject Batch.

A popup window will open prompting you to Manually Reject the batch. Select ‘OK’ to continue or ‘Cancel’ to exit.
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Compliance Batch List Page (25) dMﬁmaleEien Batch v st e & & x

| OSHPD v| E t v All Batch Sumitted To v 5 Apply Filter
Batch Creation Start  03/01/2023 ¥ Batch Creation End 04/23/2023 B4 ¥ BatchID

Batch Data Start ¥ Batch Data End -

Select: All, All on Page, None

BatchID Batch Type latch Data Start ~ Batch Data End Total Record Count Rejected

Do you want to Manually Reject Batch for all the selected
....... records?
Select ‘OK’ to continue or ‘Cancel’ to exit.

oK Cancel

8 I

Sent

Sent

Sent

..... e Cancelled
Rejected
Rejected

....... Cancelled

———— Sent - a

39. Rejecting a batch can also be done individually by clicking the Batch ID hyperlink that directs you to the
Compliance Batch Detail screen. In the Batch Summary section, select Reject from the Batch Status dropdown.

Compliance Batch Details Page it x

Batch Summary

Batch ID LR Batch Type
Batch Status I Rejected Reporting To
Batch Data Start Date Batch Data End Date
Batch Created By = e R Batch Creation Date/Time
N SmartCare [ x |
Batch Details
Data Set Name Total Hs File

Do you want to change status to :Rejected for Batch 1D -
TR nn s s | x

Select ‘0K’ to continue or ‘Cancel’ to exit.

e

40. A popup window will open prompting you to change the status to Rejected . Select ‘OK’ to continue or ‘Cancel’ to
exit. A validation will display: Batch Status Changed.
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Compliance Batch Details Page e A x

Batch Summary

Batch [D L] Batch Type
Batch Status Rejected ~ Reporting To

Batch Data Start Date 02/01/2023 Batch Data End Date
Batch Created By 1= = ¥ Batch Creation Date/Time
) SmartCare a
Batch Details e
Data Set Name Total s File

Do you want to change status to :Rejected for Batch ID -
10000097 —— el —
Select 'OK' 1o continue or ‘Cancel’ to exit.

How do | accept or reject an individual record?

Once the batch file has been sent to the appropriately entity, if a portion of records were accepted these can be marked
as such.

To mark records as accepted:

1. Select the Search icon.
2. Type “OSHPD Reporting Summary” into the search bar.
3. Click to select “OSHPD Reporting Summary (My Office)” from the search results.

o

Q « & &

Q OSHPD Reporting Summary

9 OSHPD Reporting Summary (My Office) B

4. The OSHPD Reporting Summary (My Office) list page will open. Filter the results to display the records needing to
be accepted. This can be done a number of ways, including by Date, Status, or Batch ID.

5. Click the Apply Filter button.

To accept records, select the checkboxes on the left, click All or All on Page.

7. Use the Action dropdown to select Accept Records.

o
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+
OSHPD Reporting Summary (0) olAcﬁvn Vit Ak LS BB X

Actlon

Accept Records
Cancel

From  05/10/2023 B~ To  05/18/2023 B~ Record ID Create Batch Submission
Create Batch Submission with Errors

Refresh Data
Reject Records

Provnderl P v ] Record Type  OSHPD v Client ID

Program s 7
€ Adult Outpatient Clinic v

Record Status All Record Statuses v Responsible Staff Kracht, Richelle v W

Select: All, All on Page, None

Re;:;rdA Record Type Record Status Errors Record Date Document Date Client m/ Last Batc;as(:bmiss
Fie o e L] B = s o PRN ¥ & il 10w |
f - eV | - - -
. —-— - - . & = .
s e S s . - vl i
Ry W e - L g
Snay 1 e -

— b -

8. A popup window will open prompting you to Accept the record. Select ‘OK’ to continue or ‘Cancel’ to exit.

Do you want to Accept Records for selected record ID's?
Select "0OK’ to continue or "Cancel’ to exit,

To mark records as rejected:

25. Select the Search icon.
26. Type “OSHPD Reporting Summary” into the search bar.
27. Click to select “OSHPD Reporting Summary (My Office)” from the search results.

ﬂQ*ﬁ‘

Q OSHPD Reporting Summary

9 OSHPD Reporting Summary (My Office) [
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28. The OSHPD Reporting Summary (My Office) list page will open. Filter the results to display the records needing to
be rejected. This can be done a number of ways, including by Date, Status, or Batch ID.

29. Click the Apply Filter button.

30. To reject records, select the checkboxes on the left, click All or All on Page.

31. Use the Action dropdown to select Reject Records.

+
OSHPD Reporting Summary (0) 0 Action viss # TS BB x
Action
Accept Records
Cancel
Create Batch Submission
Create Batch Submission with Errors
Refresh Data

Program Prov»der[ E ] Record Type  OSHPD v ient 1D

Adult Outpatient Clinic v

Record Status All Record Statuses v Responsible Staff Kracht, Richelle v W

Select: All, All on Page, None

From  05/10/2023 B~ To  05/18/2023 B~ Record ID

Record s Program / Last Batch Submiss
D A Record Type Record Status Errors Record Date Document Date Client Provider Date
e . ' . - . 5 S PR - A
R -
. - . - - . »
— e o eaa s -

—— b o —aa

32. A popup window will open prompting you to Reject the record. Select ‘OK’ to continue or ‘Cancel’ to exit.

SmartCare B

Do your want to Reject Records for selected record 1D's?
Select "OK' to continue or ‘Cancel’ to exit.

Ol e
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CANS Reporting

This section provides the overview of how to run the reports in SmartCare to produce the CANS reporting for the
Department of Health Care Services (DHCS). The Child Adolescent Needs and Strengths (CANS) is built for reporting
required data to the Department of Health Care Services (DHCS). The data must be submitted to DHCS on a monthly basis.
The CANS is to be completed for all children/youth from age 6 through age 20. The data will be submitted in batch files.

How to Review Records

1. Select the Search icon.
2. Type “CANS Reporting Record Summary List Page” into the search bar.
3. Click to select “CANS Reporting Record Summary List Page (My Office)” from the search results.

Q « & a

Q CANS Reporting Record Summary List Page|

CANS Reporting Record Summary List Page (My n
Office)

4. The CANS Reporting Record Summary List Page (My Office) will open. The CANS Reporting Record Summary List

Pate displays all eligible submission records according to the following status types:

e In Progress=a record was created but not yet batched for reporting.

e Cancel=a record was created and batched for submission then later canceled. These records are no longer
eligible for batching.

e Sent=the record was batched for submission and is awaiting response. These records are no longer eligible for
batching.

o Accepted=A response file was received for the batch the record was included in and the record was marked
as Accepted. These records are no longer eligible for batching.

e Reject=A response file was received for the batch the record was included in and the record was marked as
Rejected. These records are no longer eligible for batching.

There are filters available in the CANS Reporting Record Summary List Page. These are as follows:

e Select a date range (From Date and To Date) for which data to be pulled for

e Record ID - this is the unique id assigned to the CANS record

e Managing Entity - the county that the CANS records are to be reported to may be selected.

e Batch ID - if a record has previously been batched, this field will filter on a specific Batch ID.

e Program - indicates which program the CANS record is associated with

e Batch Type - this will default to CANS Batch Type

e Provider - if the customer is a County entity and is utilizing MCO, this will indicate which Contracted Provider
the CANS record is associated with

e Record Type - this filter allows for differentiating between the different CANS record types; Admission, Annual
Update and Discharge.

e Record Status - indicates the current status of the record.

CalMHSA Specialty Mental Health Services Clinical Documentation User Guide Page 65



e C(Client ID - this is the unique SC identifier of the client record associated with the CANS record.
e Responsible Staff - the staff who completed the data collection for the record will display
e Errors - this multi select filter will display the applicable errors.

CANS Reporting Record Summary List Page (58)9 Action
From Date 01/01/2023 B~ To Date 05/08/2023 h
Record Id Batch Id Client Id
All Programs ~ All Providers ~
All Record Types e - All Staff ~
All Managing Entitles b4 All Batch types i

Select: All, All on Page, None

Record ID Record Type Effective Date Record Status Errors Record Date Client Program/Provider
CANS N i e a i -
CANS
CANS L
CANS
CANS
CANS == om o nmn
CANS L e = . 1
CANS s Y Jg= = Al - - - -
CANS LI . ’
CANS 31, S T b b
CANS o " 'l e =5 e

e

How to Monitor Records through the Reporting Period
CANS Reporting Record Summary List Page

1. Select the Search icon.
2. Type “CANS Reporting Record Summary List Page” into the search bar.
3. Click to select “CANS Reporting Record Summary List Page (My Office)” from the search results.

Ql « A a

Q CANS Reporting Record Summary List F’age|

CANS Reporting Record Summary List Page (My n
Office)

4. The CANS Reporting Record Summary List Page (My Office) will open. Filter for records in a status of In Progress
and/or Error since the last batch creation date or the last review date.
5. For records with a status of Error, click the Record ID hyperlink.
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CANS Reporting Record Summary List Page (58)

From Date 01/01/2023 = R g To Date
Record Id Batch Id

All Programs i
All Record Types ~
All Managing Entities L

Select: All, All on Page, None

Record ID Record Type

O CANS

O I CANS

O CANS

O CANS

O CANS

O CANS

O CANS

O CANS

O L CANS

O 1 CANS

O L: CANS

m . A

os/og/2023 E ¥

Client Id

All Providers

Action

Apply Filter

2 of 9 selected

[[] Accepted
[[]Cancelled

[[] Complete

[] Deleted Submission
Error

1In Progress

[[] Rejected

[()Sent

[7]To Delete

W
.e All staff ~

Errors Record Date Client Program/Provider

——  —— =

i

6. The CANS Report Summary Details screen will open. Review the error messages and record data.

7. Work error messages by navigating to the screen in which the source data resides. The Source Document is
shown below the Batch History section of the CANS Report Summary Details. The errors section will correspond
to incorrect or missing data in the Source Document section. Once the errors are corrected, and the source
document is signed, the updated data will initialize to the CANS Report Summary Details screen.

CANS Reporting Record Detail Page

e x

General
Record 1D: Record Type: CANS
Record Status: Error Record Date: el -
Client: . L] ¥ty Program/Provider:
Last Batch ID: Last Batch Date:
Errors: CIN is Missing i
Batch History
[Batch 1D [Batch Type Batch Date [Record Status

Administrative Data

TRANS CD:
ASSESS_TOOL_CD: 4

CNTY CD:

CON: =
CIN:

CLIENT_NAME : TR
"I TEMT NNA -

8. Select the Search icon.
CalMHSA
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9. Type “CANS Reporting Record Summary List Page” into the search bar.
10. Click to select “CANS Reporting Record Summary List Page (My Office)” from the search results.

Q) « A a

Q CANS Reporting Record Summary List F’age|

9 CANS Reporting Record Summary List Page (My n
Office)

11. The CANS Reporting Record Summary List Page will open. Click the checkbox next to the record(s) that have been
corrected.
12. Select the Action dropdown and choose Refresh Data.

nnnnnnnnnnnnn e -

- 5 Z J-
CANS Reporting Record Summary List Page (58) @*‘C“O" vist e L& x
Action
Accept Records
Cancel
FromDate  01/01/2023 B~ ToDate  05/08/2023 E~ Create Batch Submission
Create Batch Submission with Errors
Record Id Batch Id Client Id Refresh Data
Reject Records
All Programs W All Providers ~
All Record Types ' Al Record Stat - All Staff w
All Managing Entities W All Batch types ~ y [ v
Select: All, All on Page, None
Decord ID Record Type Effective Date Record Status Errors Record Date Client Program/Provider
CANS 02/01/2023 Sent . nmng g [ 5 - -
CANS 02/02/2023 Sent 1 LN L .~
0O 1 CANS 02/03/2023 sent : P
O 1 CANS 02/06/2023 Error o = A ] A i B ¥ w 1]
O CANS 02/06/2023 Error m g TR y
O CANS 02/06/2023 Sent CFLE B e W .
O CANS 02/08/2023 Sent 3 S gAY
O CANS 02/09/2023 Sent YTl e End P, Ko |
O CANS 02/09/2023 Error L Rt | EFLE i
U - CANS 02/09/2023 Sent ONT " Py ———
O CANS 02/09/2023 Error ] S B Bl "ETY § A
=

13. A popup will open for Do you want to Refresh Data for {number of records}? Select ‘OK’ to continue or ‘Cancel’ to
exit. Selecting OK will pull the corrected data in to the record(s) to later be batched for submission.
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SmartCare [ % |

Do you want to Refresh Data for all 2 records?
Select ‘'OK' to continue or ‘Cancel’ to exit,

—

Reporting Summary Widget

Another utility available for monitoring records throughout the reporting period is the CANS Reporting Summary widget.
From the Dashboard, a user can review basic statistics of records within a specific day range from the program.

21. Select the Search icon.
22. Type “Dashboard” into the search bar.
23. Click to select “Dashboard (My Office)” from the search results.

@'*ea

Q [pashboard

Dashboard (My Office) n

24. The Dashboard (My Office) list page will open. Locate the CANS Reporting Summary widget.
25. Type the number of past days for which to filter the records.

26. Click the refresh icon in the right hand corner of the widget if filters were modified. Within the widget are

hyperlinks that will direct you to prefiltered list pages where you can review records, modify statuses, or work
errors as needed.

CalMHSA Specialty Mental Health Services Clinical Documentation User Guide Page 69



Dashboard z © FEX x

CalOMS Reporting Summary o CANS Reporting Summary 4
:;:t?' dsin o Days All Programs w gf:’db N 14 Clays
Total Records 46 Total Records 1
Total Unsubmitted Record Count Total Unsubmitted Record Count 1
Total Records with Errors 1] Total Records with Errors o
Total Records Submitted 26 Total Records Submitted o
Total Record Accepted Count & Total Record Accepted Count 1]
Total Record Rejected Count 7 Total Record Rejected Count o
% of Success of Submitted Records 15% % of Success of Submitted Records 0%
% of Rejected Count 17% % of Rejected Count 0%
Total # of Batches Submitted 27 Total # of Batches Submitted 1
Type of Service is required 8
Incoming Referrals o OSHPD Reporting Summary -4
Kracht, Richelle & all Workgroups v | All Programs v Records in
Past Days
Date Attempts Status Client Urgent Assigned Staff Assigned Workgroup Re
Total Records 0
Total Unsubmitted Record Count 0
Total Records with Errors 0

The CANS Reporting Summary Widget displays the follow information:

e Total Records - distinct count of all records.

e Total Unsubmitted Record Count - distinct count of all records with a status of In Progress, Error, or Canceled.
Clicking the number hyperlink will direct the user to the list page pre-filtered for these values.

e Total Records with Errors - distinct count of all records with a status Error. Clicking the number hyperlink will
direct the user to the list page pre-filtered for this value.

e Total Records Submitted - distinct count of all records with a status Sent. Clicking the number hyperlink will direct
the user to the list page pre-filtered for this value.

e Total Records Accepted Count - distinct count of all records with a status Accepted. Clicking the number hyperlink
will direct the user to the list page pre-filtered for this value.

e Total Record Rejected Count - distinct count of all records with a status Rejected. Clicking the number hyperlink
will direct the user to the list page pre-filtered for this value.

e % of Success of Submitted Records - displays the percentage of records with a status of Accepted of the records
sent during the reporting period.

e % of Rejected Count - displays the percentage of records with a status of Rejected of the records sent during the
period.

e Total # of Batches Submitted - this displays the distinct count of batches that were generated during the period.
Clicking the number hyperlink will direct the user to the Compliance Batch list page pre-filtered for these values.

e CINis Missing or Not In Format — displays count of all records with missing CIN or CIN not in Format.

e Providerld is Missing — displays count of all records with Providerld missing.

How to Create a New Batch and Submit Files

To create a batch for submission, there are two options, creating a batch file without errors or creating a batch file with
errors. Under certain circumstances it may be necessary to create a batch record with errors.

1. Select the Search icon.
2. Type “CANS Reporting Record Summary List Page” into the search bar.
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3. Click to select “CANS Reporting Record Summary List Page (My Office)” from the search results.

Ql « A a

Q CANS Reporting Record Summary List Page|

CANS Reporting Record Summary List Page (My n
Office)

4. The CANS Reporting Record Summary List Page (My Office) list page will open. Filter records based on last batch
date or other requirements.

Set Record Status to In Progress.

Click the Apply Filter button. Review displayed records as needed.

Select the checkbox for the appropriate records, or Select All, or Select All on Page.

Once the records have been selected, click the Action dropdown, and select Create Batch Submission.

A popup window will open confirming the action to batch X number of records. Click the OK button. Once results
have been processed, a green message will display above the filters confirming the action was successful. The
batched file is now available for retrieval via the Batch Detail screen or the SFTP.

O N W

CANS Reporting Record Summary List Page (41) gc’em Batch submission M8 & X I

From Date 01/01/1900 B~ ToDate  05/08/2023 8- | Apply Filter
Record Id Batch Id Client Id 6

All Programs R All Providers

-
All Record Types v I In Progress .e Al Staft v

All Managing Entities

g or Not In Format

Select: All, All on Page, None

Record ID Record Type 0 Do you want to Create Batch Submission for all 3 records? Record Date Client Program/Provider
Select ‘0K’ to continue or ‘Cancel’ to exit.

CANS = i
: o hm o
.

CANS

CANS i
CANS

CANS

CANS

CANS

CANS

CANS e . B : - s
CANS

How to View Batch Details

Once the batch has been generated, there are two options for retrieving the file for submission.

From the Customer’s SFTP folder:
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1. Navigate to the customer’s SFTP folder.
2. Within that folder, select the State Reporting folder.
3. Select the CANS folder. Retrieve the file for the desired batch.

Index of \\nocvm.azure.smartcarenet.co.lsftp\CalMHS=\State Reporting\PROD\
t [parent directory]

Name  Size Date Modified

ANSA 3710/23, 6:28:12 AM
ASAM 3710°23, 6:27:32 AM
CalOM3 3710723, 6:35:27T AM
CANS 371023, 6:26:27 AM
C5l 310723, 6:28:38 AM
FSP 3710123, 7:02:36 AM
OSHPD, 3710723, 6:29:52 AM
PSC 3710723, 6:28:43 AM

From the Compliance Batch List Page:

33. Select the Search icon.
34. Type “Compliance Batch List Page” into the search bar.
35. Click to select “Compliance Batch List Page (My Office)” from the search results.

Q% & &

Q |C0mpUance Batch |

- 9 Compliance Batch List Page (My Office) n

36. The Compliance Batch List Page (My Office) list page will open. Filter for Batch Type=CANS. Select other filters as
appropriate.

37. Click Apply Filter to refresh the list page results.

38. Select the desired batch by clicking the Batch ID hyperlink, this will direct you to the Batch Detail screen.
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Compliance Batch List Page (2) Action v ek ko x

I(‘.ANS 9 All Batch Statuses - All Batch Sumitted To v Apply Filter 5

Batch Creation Start  03/01/2023 B4 ™ Batch Creation End  04/23/2023 E4 ¥ BatchID

Batch Data Start B~  Batch Data End -

Select: All, All on Page, None
Batch ID

tch Type Batch Status Submitted To Batch CreationDate / Time
S 5
LEBEEEN | CANS ' |

Batch Data Start  Batch Data End Total Recerd Count Rejected

39. From the Batch Detail screen, click the hyperlink to the file in the Batch Details to download the results.

Compliance Batch Details Page g i%x

Batch Summary

Batch ID

Batch Type CANS
Batch Status sent ~ Reporting To
Batch Data Start Date | .. Batch Data End Date
Batch Created By -t g T Batch Creation Date/Time ki A
Batch Details
Data Set Name Total Records Rejected Records Accepted Records File
CANS 6 0 0 | L1 _Y B R B e

are Data

40. The file will display in your toolbar. Select the file to download and open the txt file.
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r_'/ SmartLinks

ADP_COT_13_P_100...txt A

How to Accept or Reject a Batch

Once the file has been sent to the appropriate entity, batches can be marked as accepted or rejected.

To mark batches as accepted:

1.
2.
3.

CalMHSA

Select the Search icon.
Type “Compliance Batch List Page” into the search bar.
Click to select “Compliance Batch List Page (My Office)” from the search results.

Q% & &

Q |Comptiance Batch |

- 9 Compliance Batch List Page (My Office) n

The Compliance Batch List Page (My Office) list page will open. Filter for Batch Type=CANS. Select other filters as
appropriate.

Click the Apply Filter button.

To accept multiple batches, select the checkboxes on the left, click All, or All on Page.

Use the Action dropdown to select Manually Accept Batch.
A popup window will open prompting you to Manually Accept the batch. Select ‘OK’ to continue or ‘Cancel’ to
exit.
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Compliance Batch List Page (2) ém"“-“f-‘mm Batch vidr A & B x

ICANS Q v All Batch Sumitted To v Apply Filter 5

Batch Creation Start  03/01/2023 B~ Batch Creation End 04/23/2023 B~ BatchID

Batch Data Start ¥ Batch Data End -

Select: All, All on Page, None

6 chID Batch Type atch Data Start  Batch Data End Total Record Count Rejected
CANS

CANS

Do you want to Manually Accept Batch for all the selected
records?
Select 'OK’ to continue or “‘Cancel’ to exit.

———

9. Accepting a batch can also be done individually by clicking the Batch ID hyperlink that directs you to the
Compliance Batch Detail screen. In the Batch Summary section, select Accepted from the Batch Status dropdown.

10. A popup window will open prompting you to change the status to Accepted. Select ‘OK’ to continue or ‘Cancel’ to
exit. A validation will display: Batch Status Changed.

e
L)
x

Compliance Batch Details Page e

Batch Summary

Batch ID = Batch Type CANS
Batch Status Accepted VQ Reporting To

Batch Data Start Date : Batch Data End Date

Batch Created By s " Batch Creation Date/Time ¢

SmartCare

Batch Details

Data Set Name Total ds File

CANS e Do you want to change status to :Accepted for Batch 1D -
ANS o

Select "OK’ to continue or “Cancel’ to exit.

-

To mark batches as rejected:
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CalMHSA

41. Select the Search icon.
42. Type “Compliance Batch List Page” into the search bar.
43. Click to select “Compliance Batch List Page (My Office)” from the search results.

Q% & &

Q |C0mpUance Batch |

- 9 Compliance Batch List Page (My Office) n

44. The Compliance Batch List Page (My Office) list page will open. Filter for Batch Type=CANS. Select other filters as
appropriate.

45. Click the Apply Filter button.
46. To reject multiple batches, select the checkboxes on the left, click All or All on Page.

Compliance Batch List Page (2) Action MBS R
CANS ~ All Batch Sumitted To ~ Apply Filter
Batch Creation Start  03/01/2023 D ¥ Batch Creation End  04/23/2023 B ¥ BatchID
Batch Data Start ¥ Batch Data End B~

Select: All, All on Page, None

Batch ID gsfatch Type Batch Status Submitted To Batch CreationDate [ Time
NS

Batch Data Start  Batch Data End Total Record Count Rejected

CANS

47. Use the Action dropdown to select Manually Reject Batch.

48. A popup window will open prompting you to Manually Accept the batch. Select ‘OK’ to continue or ‘Cancel’ to
exit.

Specialty Mental Health Services Clinical Documentation User Guide Page 76



ﬁen.ua..ynmen Batch vI ﬁ * é ¢ X

Compliance Batch List Page (2)

All Batch Sumitted To v m

Batch Creation Start  03/01/2023 ¥ Batch Creation End  04/23/2023 B~ Batchip

CANS v

Batch Data Start B~ Batch DataEnd -

Select: All, All on Page, None
Batch ID  Batch Type ST atch Data Start  Batch Data End Total Record Count Rejected
1 CANS
v CANS
. N Do you want to Manually Reject Batch for all the selected

records?
Select 'OK" to continue or *Cancel’ to exit.

FW

49. Rejecting a batch can also be done individually by clicking the Batch ID hyperlink that directs you to the
Compliance Batch Detail screen. In the Batch Summary section, select Reject from the Batch Status dropdown.

50. A popup window will open prompting you to change the status to Accepted. Select ‘OK’ to continue or ‘Cancel’ to
exit. A validation will display: Batch Status Changed.

Compliance Batch Details Page
Batch Summary

Batch ID vt Batch Type CANS
Batch Status IReiemP.d ~ Reporting To

Batch Data End Date

Batch Creation Date/ Time

Batch Data Start Date
Batch Created By - "

SmartCa
Batch Detals

Data Set Name Total
CANS

s File

|
0 Do you want to change status to :Rejected for Batch ID -
L

Select ‘0K to continue or ‘Cancel’ 1o exit,

@m
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How to Accept or Reject an Individual Record

Once the batch file has been sent to the appropriate entity, if a portion of records were accepted these can be marked as
such.

To mark records as accepted:

1. Select the Search icon.
2. Type “CANS Reporting Record Summary List Page” into the search bar.
3. Click to select “CANS Reporting Record Summary List Page (My Office)” from the search results.

Ql A a

Q CANS Reporting Record Summary List Page|

CANS Reporting Record Summary List Page (My n
Office)

4. The CANS Reporting Record Summary List Page (My Office) will open. Filter the results to display the records
needing to be accepted. This can be done a number of ways, including by Date, Status, or Batch ID.

5. Click the Apply Filter button.
6. To accept records, select the checkboxes on the left, click All or All on Page.
7. Use the Action dropdown to select Accept Records.
8. A popup window will open prompting you to Accept the record. Select ‘OK’ to continue or ‘Cancel’ to exit.
CANS Reporting Record Summary List Page (58) éﬂem“m‘“ Vit 0 x
From Date 01/01/2023 E¥ To Date 05/08/2023 B '9 Apply Filter
Record Id Batch Id Client Id 5
All Programs v All Providers ~
All Record Types v v All Staff W

All Managing Entities

Select: All, All on Page, None

Record ID Record Type Do you want to Accapt Records for all 1 records? Record Date Client Program/Provicer
6 Select 'OK’ to continue or ‘Cancel’ to exit.

1 CANS
e [ cancel | i
CANS I — L
CANS
CANS N -
CANS [SS—— e =

CANS
CANS
CANS
CANS
CANS
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To mark records as rejected:

33. Select the Search icon.
34. Type “CANS Reporting Summary List Page” into the search bar.
35. Click to select “CANS Reporting Summary List Page (My Office)” from the search results.

Ql A a

Q CANS Reporting Record Summary List Page|

e CANS Reporting Record Summary List Page (My n
Office)

36. The CANS Reporting Record Summary List Page (My Office) list page will open. Filter the results to display the
records needing to be rejected. This can be done a number of ways, including by Date, Status, or Batch ID.

37. Click the Apply Filter button.

38. To reject records, select the checkboxes on the left, click All or All on Page.

39. Use the Action dropdown to select Reject Records.

40. A popup window will open prompting you to Reject the record. Select ‘OK’ to continue or ‘Cancel’ to exit.

CANS Reporting Record Summary List Page (58) éﬂﬁec[”mm Vit L@ x

FromDate  01/01/2023 B3~ ToDate  05/08/2023 B~ I: Apply Filter
Record Id Batch Id Client Id 5

All Programs v All Providers w
All Record Types hd | Stat - All Staff e
!\”Hanag\rgEnIi:ies v All Batch tunos S " &
Select: All, All on Page, None
Record ID Record Type e Do you want to Reject Records for all 1 records? Record Date Client Program/Provider
6 Select 'OK’ to continue or “Cancel’ to exit.
: cans :
AN R——
CANS R - s
CANS u w8 LY ¥ it .
CANS [ —
CANS Lk
CANS =
CANS
CANS L
CANS LT r isan [ aasni
CANS -
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PSC-35 Reporting

This section provides the overview of how to run the reports in SmartCare to produce the PSC-35 reporting for the
Department of Health Care Services (DHCS). The PSC-35 is built for reporting required data to the Department of Health
Care Services (DHCS). The data is completed for children ages 3 and youth up to age 18. The PSC-35 is completed at the
beginning of treatment, every six months following the first administration, and at the end of treatment.

How to Review Records

1. Select the Search icon.
2. Type “PSC-35 Reporting List Page” into the search bar.
3. Click to select “PSC-35 Reporting List Page (My Office)” from the search results.

Q) « & a

Q, |PSC-35 Reporting List Pagd

6 PSC-35 Reporting List Page (My Office) n

4. The PSC-35 Reporting List Page (My Office) will open. The PSC-35 Reporting List Pate displays all eligible

submission records according to the following status types:

e In Progress=a record was created but not yet batched for reporting.

e Cancel=a record was created and batched for submission then later canceled. These records are no longer
eligible for batching.

e Sent=the record was batched for submission and is awaiting response. These records are no longer eligible for
batching.

e Accepted=A response file was received for the batch the record was included in and the record was marked
as Accepted. These records are no longer eligible for batching.

e Reject=A response file was received for the batch the record was included in and the record was marked as
Rejected. These records are no longer eligible for batching.

There are filters available in the PSC-35 Reporting List Page. These are as follows:

e Select a date range (From Date and To Date) for which data to be pulled for.

e Record ID - this is the unique id assigned to the PSC-35 record.

e Managing Entity - the county that the PSC-35 records are to be reported to may be selected.

e Batch ID - if a record has previously been batched, this field will filter on a specific Batch ID.

e Program - indicates which program the PSC-35 record is associated with.

e Batch Type - this will default to PSC-35 Batch Type.

e Provider - if the customer is a County entity and is utilizing MCO, this will indicate which Contracted Provider
the PSC-35 record is associated with.

e Record Type - this filter allows for differentiating between the different PSC-35 record types; Admission,
Annual Update and Discharge.

e Record Status - indicates the current status of the record.

e C(Client ID - this is the unique SC identifier of the client record associated with the PSC-35 record.
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e Reason for Assessment — this filter allows for differentiating between different reasons the PSC was
completed.
e Errors - this multi select filter will display the applicable errors.

PSC-35 Reporting List Page (17)0 Action vtk L8 X
FromDate  01/01/2023 B~ ToDate 05/12/2023 B~
Record Id Batch Id Client Id
All Programs ~ All Providers ~ All Reason for Assessment
All Record Types ~ 2 1 v All Responsible Staff ~
All Managing Entities e All Batch types b I

Select: All, All on Page, None
Record ID Record Type Effective Date Record Status Errors Record Date Client Program/Provider

PsC [ &3]
pSC oy . g - i L. B -1
PSC

PsC . -

PsC
PsC
PsC . B gl Bk
pSC e

Psc

PsC " s 3 T,
PSC == T

nen

How to Monitor Records through the Reporting Period

PSC-35 Reporting Record Summary List Page

1. Select the Search icon.
2. Type “PSC-35 Reporting List Page” into the search bar.
3. Click to select “PSC-35 Reporting List Page (My Office)” from the search results.

Q) « & a

Q, |PSC-35 Reporting List Pag]

9 PSC-35 Reporting List Page (My Office) n

4. The PSC-35 Reporting List Page (My Office) will open. Filter for records in a status of In Progress and/or Error since
the last batch creation date or the last review date.
5. Forrecords with a status of Error, click the Record ID hyperlink.
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PSC-35 Reporting List Page (17)

From Date 01/01/2023 (R To Date
Record Id BatchId
All Programs w
All Record Types w
All Managing Entities w

Select: All, All on Page, None

Record ID

(mp|

Record Type

PSC

] O

1 0000000
el
8

el
[
(]

05/12/2023 E~
Client Id

All Providers

2 of 9 selected

[[) Accepted

] Cancelled

[[] Complete

[] Deleted Submission
Error

In Progress

| ] Rejected

] Sent
[7] To Delete

Y

ors

[N C el | v

All Responsible Staff

Record Date

Action

Apply Filter

Client

LR B e | ¥

encimba 1“5 m aiid
- Ll B
Ll TIva T

"ail

6. The PSC-35 Record Detail Page will open. Review the error messages and record data.

7. Work error messages by navigating to the screen in which the source data resides. The Source Document is
shown below the Batch History section of the PSC-35 Record Detail Page. The errors section will correspond to
incorrect or missing data in the Source Document section. Once the errors are corrected, and the source
document is signed, the updated data will initialize to the PSC-35 Record Detail Page.

PSC-35 Record Detail Page

General

Record 1D:
Record Status:
Client:

Last Batch ID:

Errors:

Batch History

Error

Record Type:
Record Date:

Program/Provider:
Last Batch Date:

ClientIndexNumber is

Missing,AssessmentType is Missing

PSC

[Batch ID

[Batch Type

Administrative Data

|Batch Date

Record Status

TransactionCode :
AssessmentToolCode :
CountyCode :
CountyClientNumber :
ClientIndexNumber :

ClientName :

CalMHSA
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8. Select the Search icon.
9. Type “PSC-35 Reporting List Page” into the search bar.
10. Click to select “PSC-35 Reporting List Page (My Office)” from the search results.

Q) « A a

Q, |PSC-35 Reporting List Pagd

9 PSC-35 Reporting List Page (My Office) n
L

11. The PSC-35 Reporting List Page will open. Click the checkbox next to the record(s) that have been corrected.

12. Select the Action dropdown and choose Refresh Data.

13. A popup will open for Do you want to Refresh Data for {number of records}? Select ‘OK’ to continue or ‘Cancel’ to
exit. Selecting OK will pull the corrected data in to the record(s) to later be batched for submission.

PSC-35 Reporting List Page (1) " [Refresn pata MBS & E- IR
FromDate  01/01/2023 B~ ToDate  ©05/12/2023 [~
Record Id Batch Id Client Id
All Programs ~ All Providers ~
All Record Types hd Error v All Responsible Staff v

All Managing Entities

Select: All, All on Page, None
Record ID Record Type 9 Do you want to Refresh Data for all 1 records? Record Date Client Program/Provider
1 1 Select "OK’ to continue or ‘Cancel’ to exit.

PsC ﬁ

Reporting Summary Widget

Another utility available for monitoring records throughout the reporting period is the PSC Compliance Reporting
Summary widget. From the Dashboard, a user can review basic statistics of records within a specific day range from the
program.

27. Select the Search icon.
28. Type “Dashboard” into the search bar.
29. Click to select “Dashboard (My Office)” from the search results.
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30.
31
32.

QT4 & &
Q [pashboard 1

e Dashboard (My Office) n

The Dashboard (My Office) list page will open. Locate the PSC Compliance Reporting Summary widget.

Type the number of past days for which to filter the records.

Click the refresh icon in the right hand corner of the widget if filters were modified. Within the widget are
hyperlinks that will direct you to prefiltered list pages where you can review records, modify statuses, or work
errors as needed.

Dashboard =z © x
PSC Compliance Reporting Summary = Refill/Reject Request =
E:"\‘:”"ds in Days Date Received Client Name DOB Medication Action
ast ’
Total Records 60
Total Unsubmitted Record Count A4
Total Records with Errors A4
Total Records Submitted 16
Total Record Accepted Count 1]
Total Record Rejected Count Ji]
% of Success of Submitted Records 0%
% of Rejected Count 0%
Total # of Batches Submitted 2
ClientIndexNumber is Missing or Not In Format 44
Supervisee Service Needing Attention 5] Utilization Manager o

All Supervisee Staff 1~

IMPERIALCntySmartcare(y v

Requested Pended PartiallyApproved Clinician Appeal C Appeal

Charges Services

Kracht, Richelle o [u]

The PSC Compliance Reporting Summary Widget displays the follow information:

CalMHSA

Total Records - distinct count of all records.

Total Unsubmitted Record Count - distinct count of all records with a status of In Progress, Error, or Canceled.
Clicking the number hyperlink will direct the user to the list page pre-filtered for these values.

Total Records with Errors - distinct count of all records with a status Error. Clicking the number hyperlink will
direct the user to the list page pre-filtered for this value.

Total Records Submitted - distinct count of all records with a status Sent. Clicking the number hyperlink will direct
the user to the list page pre-filtered for this value.

Total Records Accepted Count - distinct count of all records with a status Accepted. Clicking the number hyperlink
will direct the user to the list page pre-filtered for this value.

Total Record Rejected Count - distinct count of all records with a status Rejected. Clicking the number hyperlink
will direct the user to the list page pre-filtered for this value.

% of Success of Submitted Records - displays the percentage of records with a status of Accepted of the records
sent during the reporting period.
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e % of Rejected Count - displays the percentage of records with a status of Rejected of the records sent during the
period.

e Total # of Batches Submitted - this displays the distinct count of batches that were generated during the period.
Clicking the number hyperlink will direct the user to the Compliance Batch list page pre-filtered for these values.

e Top 10 Errors —up to 10 errors will display in the last rows of the widget. This will display the top 10 most common
errors for the period based on distinct counts. Clicking the number hyperlink will direct the user to the list page
pre-filtered for applicable error.

How to Create a New Batch and Submit Files

To create a batch for submission, there are two options, creating a batch file without errors or creating a batch file with
errors. Under certain circumstances it may be necessary to create a batch record with errors.

1. Select the Search icon.
2. Type “PSC-35 Reporting List Page” into the search bar.
3. Click to select “PSC-35 Reporting List Page (My Office)” from the search results.

Ql « A a

Q_ |PSC-35 Reporting List Page

€@ Psc-35 Reporting List Page (My Office) n

4. The PSC-35 Reporting List Page (My Office) list page will open. Filter records based on last batch date or other
requirements.

Set Record Status to In Progress.

Click the Apply Filter button. Review displayed records as needed.

Select the checkbox for the appropriate records, or Select All, or Select All on Page.

Once the records have been selected, click the Action dropdown, and select Create Batch Submission.

A popup window will open confirming the action to batch X number of records. Click the OK button. Once results
have been processed, a green message will display above the filters confirming the action was successful. The
batched file is now available for retrieval via the Batch Detail screen or the SFTP.

L 0N o w;
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PSC-35 Reporting List Page (17) g'ealeﬂawfsumwr MBI

From Date  01/01/2023 [~ ToDate  05/12/2023 (¥ P Apply Filter |
Record Id Batch Id Client Id 6

All Programs ~ All Providers v

All Record Types hd I 5 of 9 selected Q All Respansible Staff b

All Managing Entities v _All Dateb tuoas el

Select: All, All on Page, None
Record ID Record Type e Do you want to Create Batch Submission for all 2 records? Record Date Client Program/Provider

Select "0K’ to continue or ‘Cancel’ to exit.
PSC

How to View Batch Details

Once the batch has been generated, there are two options for retrieving the file for submission.
From the Customer’s SFTP folder:

1. Navigate to the customer’s SFTP f older.
2. Within that folder, select the State Reporting folder.
3. Select the PSC folder. Retrieve the file for the desired batch.

Index of \\nocvm.azure.smartcarenet.coﬂsftp\(? alMHSQState Reporting\PROD\

%, [parent directory]

Name Size Date Modified

ANSA 3/10/23, 6:28:12 AM
ASAM 3/10V23, 6:27:52 AM
CalOMS 3/10/23, 6:35:27 AM
CANS 3/10/23, 6:28:27 AM
CsL 3/10/23, 6:28:38 AM
FSP 3/10/23, 7:02:36 AM

QOSHPD 3 3/10/23, 6:29:52 AM

3/10/23, 6:28:43 AM

From the Compliance Batch List Page:

41. Select the Search icon.
42. Type “Compliance Batch List Page” into the search bar.
43. Click to select “Compliance Batch List Page (My Office)” from the search results.
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\QP* a2

Q, [compliance Batch

- e Compliance Batch List Page (My Office) n

44. The Compliance Batch List Page (My Office) list page will open. Filter for Batch Type=PSC. Select other filters as
appropriate.

45. Click Apply Filter to refresh the list page results.
46. Select the desired batch by clicking the Batch ID hyperlink, this will direct you to the Batch Detail screen.

Compliance Batch List Page (2) Action vk L8 x

IPSC v@ - All Batch Sumitted To v Apply Filter 5
Batch Creation Start  03/01/2023 ¥ BatchCreationEnd  04/23/2023 @ ¥ BatchID

Batch Data Start ¥ Batch Data End B-

Select: All, All on Page, None

BatchID Batch Type Batch Status Submitted To Batch CreationDate [ Time  Batch DataStart  Batch Data End Total Record Count Rejected
PSC Sent
S |_PSC Sent F |

47. From the Batch Detail screen, click the hyperlink to the file in the Batch Details to download the results.
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Compliance Batch Details Page e

-
L)

Batch Summary

Batch 1D | 1 Batch Type PSC
Batch Status Sent ~ Reporting To

Batch Data Start Date Batch Data End Date

Batch Created By o LA Batch Creation Date/Time

Batch Details

Data Set Name Total Records Rejected Records Accepted Records File
PsSC 11 0 0 |

48. The file will display in your toolbar. Select the file to download and open the txt file.

L,/' SmartLinks

ADP_COT_13_P_100...txt A

How to Accept or Reject a Batch

Once the file has been sent to the appropriate entity, batches can be marked as accepted or rejected.
To mark batches as accepted:

1. Select the Search icon.
2. Type “Compliance Batch List Page” into the search bar.
3. Click to select “Compliance Batch List Page (My Office)” from the search results.

\QP* - JY
Q

|C0mpHance Batch

- o Compliance Batch List Page (My Office) n

4. The Compliance Batch List Page (My Office) list page will open. Filter for Batch Type=PSC. Select other filters as
appropriate.

5. Click the Apply Filter button.

6. To accept multiple batches, select the checkboxes on the left, click All, or All on Page.
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7. Use the Action dropdown to select Manually Accept Batch.

8. A popup window will open prompting you to Manually Accept the batch. Select ‘OK’ to continue or ‘Cancel’ to
exit.

Compliance Batch List Page (2) ammus’%cem Batch Vit X @ x

| PSC vo v All Batch Sumitted To ~ Apply Filter 5

Batch Creation Start  03/01/2023 B3~  Batch Creation End 04/23/2023 8~ Batchip

Batch Data Start ¥ Batch Data End -

Select: All, All on Page, None

Batch ID Batch Type atch DataStart  Batch Data End Total Record Count Rejected
PSC

PSC

Do you want to Manually Accept Batch for all the selected
records?
Select 'OK' to continue or ‘Cancel’ to exit.

-

9. Accepting a batch can also be done individually by clicking the Batch ID hyperlink that directs you to the
Compliance Batch Detail screen. In the Batch Summary section, select Accepted from the Batch Status dropdown.

10. A popup window will open prompting you to change the status to Accepted. Select ‘OK’ to continue or ‘Cancel’ to
exit. A validation will display: Batch Status Changed.
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Compliance Batch Details Page e

Batch Summary

Batch ID Batch Type PSC
Batch Status I Accepted Reporting To

Batch Data Start Date Batch Data End Date
Batch Created By LR Batch Creation Date/Time
. SmartCare [ x |
Batch Details
Data Set Name Total, is File

PSC

e Do you want to change status to :Accepted for Batch ID -
?

Select 'OK’ to continue or ‘Cancel’ to exit

O

To mark batches as rejected:

51. Select the Search icon.
52. Type “Compliance Batch List Page” into the search bar.
53. Click to select “Compliance Batch List Page (My Office)” from the search results.

\QP* a2

Q, [compliance Batch

- 9 Compliance Batch List Page (My Office) R

54. The Compliance Batch List Page (My Office) list page will open. Filter for Batch Type=PSC. Select other filters as
appropriate.

55. Click the Apply Filter button.

56. To reject multiple batches, select the checkboxes on the left, click All or All on Page.

57. Use the Action dropdown to select Manually Reject Batch.

58. A popup window will open prompting you to Manually Accept the batch. Select ‘OK’ to continue or ‘Cancel’ to
exit.
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Compliance Batch List Page (2) d”anua“v Reject Batch MRS -

|psc vo Ba v All Batch Sumitted To ~ Apply Filter 5

Batch Creation Start  03/01/2023 [~  Batch Creation End  04/23/2023 B~ BatchID

Batch Data Start B~  BatchDataEnd -

Select: All, All on Page, None
tch ID  Batch Type

atch Data Start  Batch Data End Total Record Count Rejected

Do you want to Manually Reject Batch for all the selected
records?
Select 'OK' to continue or ‘Cancel' to exit,

(T

59. Rejecting a batch can also be done individually by clicking the Batch ID hyperlink that directs you to the
Compliance Batch Detail screen. In the Batch Summary section, select Reject from the Batch Status dropdown.
60. A popup window will open prompting you to change the status to Accepted. Select ‘OK’ to continue or ‘Cancel’ to

exit. A validation will display: Batch Status Changed.

Compliance Batch Details Page

Batch Summary

Batch ID T Batch Type PSC
Batch Status | Relected Reporting To
Batch Data Start Date Batch Data End Date
Batch Created By - Batch Creation Date/Time
-
Batch Details
Data Set Name Total s File
pac e Do you want to change status to :Rejected for Batch 1D - r
] N - mnamaas e | s

Select ‘0K’ to continue or ‘Cancel’ to exit.

-
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How to Accept or Reject an Individual Record

Once the batch file has been sent to the appropriately entity, if a portion of records were accepted these can be marked
as such.

To mark records as accepted:

1. Select the Search icon.
2. Type “PSC-35 Reporting List Page” into the search bar.
3. Click to select “PSC-35 Reporting List Page (My Office)” from the search results.

Q) & & a

Q, |PSC-35 Reporting List Pagd]

© Psc-35 Reporting List Page (My Office) n

4. The PSC-35 Reporting List Page (My Office) will open. Filter the results to display the records needing to be
accepted. This can be done a number of ways, including by Date, Status, or Batch ID.
5. Click the Apply Filter button.
6. To accept records, select the checkboxes on the left, click All or All on Page.
7. Use the Action dropdown to select Accept Records.
8. A popup window will open prompting you to Accept the record. Select ‘OK’ to continue or ‘Cancel’ to exit.
PSC-35 Reporting List Page (17) dmem Records Vit LS x
FromDate  01/01/2023 [~ ToDale |05/12/2023 '9
Record Id Batch Id Client Id 5
All Programs ~ All Providers o
All Record Types v 5 of 9 selected v All Responsible Staff v

All Managing Entities

Select: All, All on Page, None

Record[D  Record Type Do you want to Accept Records for all 1 records? Record Date Client Program/Provider
6 Select ‘0K’ to continue or ‘Cancel’ to exit.
1 PSC e

- PSC . ga 1,5 -
e % N R .
PSC
psc e
PSC e
PSC
PSC . v w =
PSC
PSC
PsC
PSC - . > -

To mark records as rejected:
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41. Select the Search icon.
42. Type “PSC-35 Reporting Summary List Page” into the search bar.
43. Click to select “PSC-35 Reporting Summary List Page (My Office)” from the search results.

Q) « & a

Q, |[PSC-35 Reporting List Pagd

99 PSC-35 Reporting List Page (My Office) n

44. The PSC-35 Reporting Record Summary List Page (My Office) list page will open. Filter the results to display the
records needing to be rejected. This can be done a number of ways, including by Date, Status, or Batch ID.

45. Click the Apply Filter button.

46. To reject records, select the checkboxes on the left, click All or All on Page.

47. Use the Action dropdown to select Reject Records.

48. A popup window will open prompting you to Reject the record. Select ‘OK’ to continue or ‘Cancel’ to exit.

PSC-35 Reporting List Page (17) defweews ek &S x
From Date 01/01/2023 @ et ToDate  05/12/2023 . b |
Record Id Batch Id Client Id
All Programs v All Providers v
All Record Types v 5 of 9 selected v All Responsible Staff v

s All Batoh tunac Evs

All Managing Entltles L
SmartCare [ x |

Select: All, All on Page, None
RecordID  Record Type Do you want to Reject Records for all 1 records? Record Date Client Program/Provider

Select "OK" to continue or ‘Cancel’ to exit.
PsC

o e Pl ——

1 P B-5.a" - =

PSC

B

PSC -

PSC

PSC

PSC = e . - L
PSC

PSC FEP N — .
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1. Click the Search icon.
2. Type in “Finder File Report” in the search bar.
3. Select “Finder File Report (My Office)” from the search results.

“SmartCare |: n a4 2

Dashboard _rQ[ﬁ”ded 9

m Finder File Report (My Of‘ﬁce}e A

4. This will open up a report window. Select the system of care this report is being run for. You do not have to select
a date range; the report will automatically include the previous 6 months, not including the month you’re in now.
For example, running the report anytime in August will use the date range January 1% through July 31°.

5. Click the View Report button.

v -

Finder File Type I MH g View Report

6. Your report will show in the report window. Click on export icon and select your file type (likely Excel or CSV). This
will download the report to wherever your downloads save. You can now close the report window.

Finder File Type  MH v View Report

9
4 4 1 Bk @ Find Next a' f'@
File Name Word .
. . ’ Excel
202306000000000 finderfile202306 :
PowerPoint
PDF
TIFF file

MHTML (web archive)
CSV (comma delimitad)

XML file with report data

Data Feed
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ASAM Level of Care Reporting

ASAM stands for American Society Addiction Medicine which holds the criteria as the nation’s most widely used and
comprehensive set of guidelines for placement, continued stay and transfer/discharge of patients with addiction and co-
occurring conditions. These guidelines are intended to aid clinicians in their clinical decision-making and management of
patients, provide information on evidence-based treatment, and provide members with the most up-to-date best
practices and information on addiction medicine.

ASAM Level of Care (LOC) data submission will be cumulative and must be submitted at least once monthly, no later than
45 days after the month of service. However, counties are not limited to once per month reporting and can choose to
submit ASAM LOC data more often as needed.

How to Review Records

1. Select the Search icon.
2. Type “ASAM Reporting List Page” into the search bar.
3. Click to select “ASAM Reporting List Page (My Office)” from the search results.

Q) « A a

Q ASAM Reporting List Page

@ ~52AM Reporting List Page (My Office) n

4. The ASAM Reporting List Page (My Office) list page will open. The ASAM Reporting list page displays all eligible
submission records according to the following status types:

CalMHSA

In Progress=a record was created but not yet batched for reporting.
Cancel=a record was created and batched for submission then later canceled. These records are no longer
eligible for batching.

Sent=the record was batched for submission and is awaiting response. These records are no longer eligible for
batching.

Accepted=A response file was received for the batch the record was included in and the record was marked
as Accepted. These records are no longer eligible for batching.

Reject=A response file was received for the batch the record was included in and the record was marked as
Rejected. These records are no longer eligible for batching.
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ASAM Reporting List Page (31)

From  01/01/2023 B~ To  05/03/2023 B Record ID

Batch ID Program All Programs ~ Provider
Record Type ASAM v Record Status All Record Statuses v Client ID
Errors

Select: All, All on Page, None

Record
1D

Record Type Effective Date Record Status Errors
ASAM
ASAM
ASAM
ASAM
ASAM
ASAM
ASAM
ASAM
ASAM

ASAM

Managing Entity All Managing Entities w
Batch Type
Responsible Staff  All Staff ~
Apply Filter
) P
Record Date Client WL Batch

Provider

There are filters available in the ASAM Reporting Summary List Page. These are as follows:

e Select a date range (From Date and To Date) for which data to be pulled for

e Record ID - this is the unique id assigned to the ASAM record

e Managing Entity - the county that the ASAM records are to be reported to may be selected.
e Batch ID - if a record has previously been batched, this field will filter on a specific Batch ID.
e Program - indicates which program the ASAM record is associated with

e Batch Type - this will default to ASAM Batch Type

e Provider - if the customer is a County entity and is utilizing MCO, this will indicate which Contracted Provider

the ASAM record is associated with

e Record Type - this filter allows for differentiating between the different ASAM record types; Admission,

Annual Update and Discharge.

e Record Status - indicates the current status of the record.

e C(Client ID - this is the unique SC identifier of the client record associated with the ASAM record.
e Responsible Staff - the staff who completed the data collection for the record will display
e Errors - this multi select filter will display the applicable errors.

How to Monitor Records Through the Reporting Period

1. Select the Search icon.

2. Type “ASAM Reporting List Page” into the search bar.

3. Click to select “ASAM Reporting List Page (My Office)” from the search results.
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Q) « A a

Q ASAM Reporting List Page

© ~5AM Reporting List Page (My Office) n

4. The ASAM Reporting List Page (My Office) will open. Filter for records in a status of In Progress and/or Error since
the last batch creation date or the last review date.

5. Select Apply Filter.

6. Forrecords with a status of Error, click the Record ID hyperlink.

ASAM Reporting List Page (31) Action vl x
From 01/01/2023 b To 05/03/2023 . i Record 1D Managing Entity All Managing Entities v
Batch ID Program All Programs v Provider ALl P . Batch Type
Record Type ASAM v Record Status All Record Statuses w Client ID Responsible Staff  All staff v
All Record Statuses
Errors WL Apply Filter
| Sent v PPy 5
Accepted
Rejected
Select: All, All on Page, None cencelee
Rzl Record Type Effective Date Record Status Errors Record Date Client Progr:s\m,l‘ Batch
D Provider
] ASAM S-S =
O ASAM e e i -
O ASAM AL - 0 s
O i ASAM z . - . n — -
O AM LI i
O SAM AT - o .
O ASAM - =i o - - - =
O ASAM LT el o1 e
O ASAM L -
O ASAM T e s e

7. The ASAM Reporting screen will open. Review the error messages and record data.

8. Work error messages by navigating to the screen in which the source data resides. The Source Document is
shown below the Batch History section of the ASAM Reporting. The errors section will correspond to incorrect or
missing data in the Source Document section. Once the errors are corrected, and the source document is signed,
the updated data will initialize to the ASAM Reporting screen.
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ASAM Reporting % x

General

Record 1D Record Type LAE
Record Status r Record Date

Client -y L Program/Provider

Last Batch Id Last Batch Submission Date

Errors Medi-Cal Client Index Number is Miss match

Batch History

[ateh 10 Batch Type [Batch Date Record Status
Indicated Level of Care g
IndicatedLevelOfCare : -
AdditionallndicatedLevelOfCarel : -r
AdditionalIndicatedLevelOfCare2 : s
Actual Level of Care
@ Streamline Healthcare Solutions | SmartCare | IMPERIALCntySmartcareQA | 02-10-2023 | Health __ 160202206270 | 5.7602| o

9. Select the Search icon.
10. Type “ASAM Reporting List Page” into the search bar.
11. Click to select “ASAM Reporting List Page (My Office)” from the search results.

Q) « A a

-

Q, |ASAM Reporting List Page

© ~5AM Reporting List Page (My Office) n

12. The ASAM Reporting List Page will open. Click the checkbox next to the record(s) that have been corrected.
13. Select the Action dropdown and choose Refresh Data.
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ASAM Reporting List Page (31) Action M e & -k
Action
Accept Records

From  01/o1/2023 B~ To  05/03/2023 B~ Record ID Managing E E;:::: g::z: ;:E;:z::g: with Errore v -
Refresh Data
Batch ID Program All Programs ~ Provider i | 1 fe eTRecor;\li
Record Type ASAM v Record Status All Record Statuse: v Client ID Responsible Staff Al staff ~
Errors v
Select: All, All on Page, None
i Record Type Effective Date Record Status Errors Record Date Client Proirlamf Batch
1 Provider
. ASAM Ll
. ASAM NP .
ASAM LLE N B
ASAM = b s =
‘| ASAM LA rirap e
ASAM LAELTR] =i ] ! '
ASAM iia L 3
i ASAM - - - -y - Ca
ASAM al 1 " o
. ASAM =y | n (1

14. A popup will open for Do you want to Refresh Data for {number of records}? Select ‘OK’ to continue or ‘Cancel’ to
exit. Selecting OK will pull the corrected data in to the record(s) to later be batched for submission.

SmartCare [ x |

Do you want to Refresh Data for all selected records?
Select "OK’ to continue or ‘Cancel’ to exit.

A

How to Create a New Batch and Submit Files

To create a batch for submission, there are two options, creating a batch file without errors or creating a batch file with
errors. Under certain circumstances it may be necessary to create a batch record with errors.

1. Select the Search icon.
2. Type “ASAM Reporting List Page” into the search bar.
3. Click to select “ASAM Reporting List Page (My Office)” from the search results.
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Q) « A a

Q ASAM Reporting List Page

© ~5AM Reporting List Page (My Office) n

4. The ASAM Reporting List Page (My Office) list page will open. Filter records based on last batch date or other
requirements.

5. Set Record Status to In Progress.
6. Click the Apply Filter button. Review displayed records as needed.
7. Select the checkbox for the appropriate records, or Select All, or Select All on Page.
8. Once the records have been selected, click the Action dropdown, and select Create Batch Submission.
ASAM Reporting List Page (31) @AC“D" Vit L O x
Acti
AEEI:;[ Records
cancel - _
From  o01jo1/2023 B~ To  05/03/2023 B~ Record 10 ManagingE v
Refresh Data
Batch ID Program All Programs v Provider All Providers o | LBeiect Records
Record Type ASAM v Record Status Client ID Respansible Staff Al Staff v

Errors A e v 6 Apply Filter

Select: All, All on Page, None

Re:grd Record Type Effective Date Record Status Errors Record Date Client P:::;Tr‘{ Batch
II. ASAM - Ci e e il
ASAM e Bt - S S—
ASAM = BITS = v g -

O ] ASAM AT - i

] ASAM 2 . T . ekt
] ASAM LGS i ) = r -

0 ASAM AT -

] ASAM Ay ety il i R R i il o
O ASAM L R =

J ASAM LI B .l *

»

9. A popup window will open confirming the action to batch X number of records. Click the OK button. Once results
have been processed, a green message will display above the filters confirming the action was successful. The
batched file is now available for retrieval via the Batch Detail screen or the SFTP.
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Do you want to Create Batch Submission for all selected
records?
Select ‘0K’ to continue or ‘Cancel’ to exit.

COmcan

How to View Batch Details

Once the batch has been generated, there are two options for retrieving the file for submission.
From the Customer’s SFTP folder:

1. Navigate to the customer’s SFTP folder.
2. Within that folder, select the State Reporting folder.
3. Select the ASAM folder. Retrieve the file for the desired batch.

Index of \\nocvm.azure.smartcarenet.colﬁftp\(fal.\lﬂsgtate Reporting\PROD\

% [parent directory]

Date Modified

3/10/23,6:28:12AM
3/10/23, 6:27:52 AM
M 3/10/23, 6:35:27AM
CANS 3/10/23, 6:28:27 AM

CSI 3/10/23, 6:28:58 AM
FSP 3/10/23, 7:02:36 AM
OSHPD 3/10/23, 6:29:52 AM
PSC 3/10/23, 6:28:43 AM

From the Compliance Batch List Page:

49. Select the Search icon.
50. Type “Compliance Batch List Page” into the search bar.
51. Click to select “Compliance Batch List Page (My Office)” from the search results.

@*ﬂ&

Q |compliance Batch List Page

Compliance Batch List Page (My Office) n

52. The Compliance Batch List Page (My Office) list page will open. Filter for Batch Type=ASAM Select other filters as
appropriate.

53. Click Apply Filter to refresh the list page results.

54. Select the desired batch by clicking the Batch ID hyperlink, this will direct you to the Batch Detail screen.
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Compliance Batch List Page (1) Action v L8 x

IASAM "e All Batch Statuses v All Bateh Sumitted To R Apply Filter 5

Batch Creation Start  03/01/2023 B~ Batch CreationEnd  04/23/2023 E ™ BatchID

Batch Data Start B~  BatchDataEnd M

Select: All, All on Page, None

6 BatchID Batch Type Batch Status Submitted To Batch CreationDate [ Time  Batch Data Start  Batch Data End Total Record Count Rejected
TRyl | ASAM Sent . Wy P — Lk

55. From the Batch Detail screen, click the hyperlink to the file in the Batch Details to download the results.

Compliance Batch Details Page e i x

Batch Summary

Batch ID Batch Type ASAM

Batch Status Sent v Reporting To

Batch Data Start Date ol Batch Data End Date

Batch Created By LS Batch Creation Date/Time pr el N |

Batch Details

Data Set Name Total Records Rejected Records Accepted Records File
ASAM 2 0 0 -

56. The file will display in your toolbar. Select the file to download and open the txt file.

r_,/ SmartLinks

E bt oA

How to Accept or Reject a Batch

Once the file has been sent to the appropriate entity, batches can be marked as accepted or rejected.
To mark batches as accepted:
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1. Select the Search icon.
2. Type “Compliance Batch List Page” into the search bar.
3. Click to select “Compliance Batch List Page (My Office)” from the search results.

\QP* a2

Q, [compliance Batch

- 9 Compliance Batch List Page (My Office) |

4. The Compliance Batch List Page (My Office) list page will open. Filter for Batch Type=ASAM. Select other filters as
appropriate.

5. Click the Apply Filter button.
6. To accept multiple batches, select the checkboxes on the left, click All, or All on Page.

Compliance Batch List Page (1) Action MR &I

| ASAM v@ t tat o AllBatch Sumitted To w Apply Filter 5

Batch Creation Start  03/01/2023 T BatchCreation End  04/23/2023 ¥ BatchID

Batch Data Start T Batch Data End h

Select: All, All on Page, None

6 Batch ID  Batch Type Batch Status Submitted To Batch CreationDate / Time  Batch Data Start  Batch Data End Total Record Count Rejected
|zoooea 1 | AsaM sent

7. Use the Action dropdown to select Manually Accept Batch.

8. A popup window will open prompting you to Manually Accept the batch. Select ‘OK’ to continue or ‘Cancel’ to
exit.

CalMHSA Specialty Mental Health Services Clinical Documentation User Guide Page 104



Compliance Batch List Page (1) a”wa-l? Accept Batch LS -

ASAM v v All Batch Sumitted To ~ Apply Filter

Batch Creation Start  03/01/2023 ¥ Batch Creation End 04/23/2023 B~ BatchiD

Batch Data Start ¥ Batch Data End v
BatchID Batch Type atch DataStart  Batch Data End Total Record Count Rejected

BESBLLL ASAM
Do you want to Manually Accept Batch for all the selected
records?
Select "0K' to continue or ‘Cancel’ to exit.

Cancel

9. Accepting a batch can also be done individually by clicking the Batch ID hyperlink that directs you to the
Compliance Batch Detail screen. In the Batch Summary section, select Accepted from the Batch Status dropdown.

10. A popup window will open prompting you to change the status to Accepted. Select ‘OK’ to continue or ‘Cancel’ to
exit. A validation will display: Batch Status Changed.

Compliance Batch Details Page e

-
L@
x

Batch Summary

Batch ID g Batch Type ASAM
Batch Status | Accepted VQ Reporting To

Batch Data Start Date Batch Data End Date

Batch Created By Batch Creation DatefTime

Batch Details

Data Sat Nams Totall 0 Do you want to change status to :Accepted for Batch 1D - he File
L7

ASAM select "OK’ to continue or ‘Cancel’ to exit, R et

e we

To mark batches as rejected:

61. Select the Search icon.
62. Type “Compliance Batch List Page” into the search bar.
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63. Click to select “Compliance Batch List Page (My Office)” from the search results.

\QP* a2

Q, [compliance Batch

- 9 Compliance Batch List Page (My Office) R

64. The Compliance Batch List Page (My Office) list page will open. Filter for Batch Type=ASAM. Select other filters as
appropriate.

65. Click the Apply Filter button.
66. To reject multiple batches, select the checkboxes on the left, click All or All on Page.

Compliance Batch List Page (1) Action b & IR

| ASAM v@ atch Statuses " All Batch Sumitted To b Apply Filter 5

Batch Creation Start  03/01/2023 T BatchCreation End 04/23/2023 ¥ BatchID

Batch Data Start ¥ Batch Data End =

Select: All, All on Page, None

6 Batch ID  Batch Type Batch Status Submitted To Batch CreationDate [ Time  Batch Data Start  Batch Data End Total Record Count Rejected
|zooea 1 | AsaM sent

67. Use the Action dropdown to select Manually Reject Batch.

68. A popup window will open prompting you to Manually Accept the batch. Select ‘OK’ to continue or ‘Cancel’ to
exit.
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Compliance Batch List Page (1) Q“ama-wﬁﬂec Batch o % B

ASAM W v All Batch Sumitted To ~ Apply Filter

Batch Creation Start  03/01/2023 BEJY Batch Creation End 04/23/2023 EJ¥ BatchID

Batch Data Start ¥ Batch Data End -

Select: All, All on Page, None
BatchID Batch Type atch DataStart  Batch Data End Total Record Count Rejected

ASAM )
Do you want to Manually Reject Batch for all the selected

records?
Select ‘OK’ to continue or ‘Cancel’ to exit.

69. Rejecting a batch can also be done individually by clicking the Batch ID hyperlink that directs you to the
Compliance Batch Detail screen. In the Batch Summary section, select Reject from the Batch Status dropdown.
70. A popup window will open prompting you to change the status to Accepted. Select ‘OK’ to continue or ‘Cancel’ to

exit. A validation will display: Batch Status Changed.
Compliance Batch Details Page e i*x

Batch Summary

Batch 10 L Batch Type ASAM
Batch Status Rejected vg Reporting To

Batch Data Start Date Batch Data End Date

Batch Created By . Batch Creation Date/Time

Batch Details

Data Set Name Total 9 Do you want to change status to :Rejected for Batch ID - s File
. ?
ASAM Select ‘0K’ to continue or ‘Cancel’ to exit.

How to Accept or Reject an Individual Record

Once the batch file has been sent to the appropriately entity, if a portion of records were accepted these can be marked
as such.

To mark records as accepted:

1. Select the Search icon.
2. Type “ASAM Reporting List Page” into the search bar.
3. Click to select “ASAM Reporting List Page (My Office)” from the search results.
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Q) « A a

Q ASAM Reporting List Page

© ~5AM Reporting List Page (My Office) n

4. The ASAM Reporting List Page (My Office) list page will open. Filter the results to display the records needing to
be accepted. This can be done a number of ways, including by Date, Status, or Batch ID.

5. Click the Apply Filter button.
6. To accept records, select the checkboxes on the left, click All or All on Page.
7. Use the Action dropdown to select Accept Records.
8. A popup window will open prompting you to Accept the record. Select ‘OK’ to continue or ‘Cancel’ to exit.
ASAM Reporting List Page (31) ﬂ Vit k& x
From 01/01/2023 B~ To 05/03/2023 B~ ‘ Record ID Managing Entity All Managing Entitles ~ -
Batch ID Program All Programs R Provider v Batch Type
Record Type ASAM ~ Record Status All Record Statuses w Client ID Responsible Staff  All Staff w
Select: All, All on Page, None 0 Do you want to Accept Records for all selected records?
' B ) Select "OK’ to continue or ‘Cancel’ to exit.
Parcgrd Record Type Record Date Client F‘;:f:;r:rf Batck
1 ASAM LLLL T - . e

ASAM

ASAM

ASAM ¥ a en

ASAM

ASAM

ASAM —mmm

ASAM

To mark records as rejected:

49. Select the Search icon.
50. Type “ASAM Reporting List Page” into the search bar.
51. Click to select “ASAM Reporting List Page (My Office)” from the search results.
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Q) « A a

Q ASAM Reporting List Page

© ~5AM Reporting List Page (My Office) n

52. The ASAM Reporting List Page (My Office) list page will open. Filter the results to display the records needing to
be rejected. This can be done a number of ways, including by Date, Status, or Batch ID.

53. Click the Apply Filter button.

54. To reject records, select the checkboxes on the left, click All or All on Page.

55. Use the Action dropdown to select Reject Records.

56. A popup window will open prompting you to Reject the record. Select ‘OK’ to continue or ‘Cancel’ to exit.

ASAM Reporting List Page (31) Qmmmm Vit L& x
From 01/01/2023 bt To 05/03/2023 v | Record ID Managing Entity All Managing Entlties w
Batch ID Program All Programs w Provider vit v Batch Type
Record Type ASAM R Record Status All Record Statuse: w Client ID Responsible Staff | All staff L]

SmartCare % | 5
Errors All Errors v AppLyFilter|

Select: All, All on Page, None 9 Do you want to Rej‘em Records for all sellected records?
Select 'OK' to continue or ‘Cancel’ to exit.
Re;;rd Record Type Record Date Client p:ﬁ;"e’r‘r Batct
o IR | e — ,
ASAM ) EIIET = e — A
ASAM v . :
| ASAM n . LN

ASAM [ ———
ASAM ol ok 1 Wl i &l 1 il B -
ASAM ; i s -
ASAM " 1 et L o s "wama
ASAM | e e 1 rs .
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CalMHSA is working on development that will streamline service authorization requests, review, and approval.

How

1.

2.

CalMHSA

to Review a Service Authorization Request

In your Assigned Documents widget, click on the “In Progress” link in column “ALL".

Assigned Document(s) ~

Notes ISP  Assessment ALL

Due Now 0 0 0 16
In Progress 1 Q 1 116
&
Due in 14 0 0 [ 0
-
Co-Sign 1 1] 0 g
To-Sign 0 [} [} 2
Assigned 0 0 0 a -

This takes you to the My Documents list page. Use the filters to find the Authorization Tracking document that is
marked as “in Progress.” Click on the link in the Document/Description column.

My Documents (116) kL x
All Clients ~ Al Document Types v In Progress ~ Duz in x days ~ Other v Apply Filter
CustomDate v From v To v Include External Documents

o
Client Document/Description 1:‘:_:; Effective 7 Status Ver. Due Date Staff to Sign ~ Author Others to Sign~~ Ass
Training, Manual (1239) Authorization Tracking [Cliemk/' 06/05/2023 InProgress 1 Rowe,Charla  Clinician, ... Add
Rosi, Maria (1350) Registration Document 05/27/2023 InProgress 1 Supervisor,Clin Clinician, ... Add
Rosi, Maria {1350), CalATM Assessment 05/27/2023 InProgress 1 Supervisor,Clin Clinician, ... Add
Smith, New (1341) CSI Standalone Collection 05/22/2023 InProgress 2 Kowaski,Jane Clinician, ... Add
Test, Chris (1207) Progress Note { Group Psycho... Recovery Te... 05/02/2023 InProgress 1 Clinician, ... Add

This takes you to the Authorization Tracking document. Review the Request section and complete the Review
section.

a. Person Reviewing — Enter your name here.

b. Date of Review — This is the date you are reviewing this authorization.

c. Time of Review — This is the time you are reviewing this authorization. This is required for urgent
requests.

d. Result of Review — Select whether this authorization is approved in full, denied in full, modified (partly
approved), or pended (sent back for more information).

e. Approved Services — Confirm what services you’re authorization. Some services require additional
information. Example: Day Treatment Services require you to enter whether you’re requesting full-day or
half-day services.

f.  # of Days Approved — Enter the number of days you want this service to be authorized for. Some services
may have some limits on the number of days that can be requested. Make sure you know what the
regulations around the requested services are.
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g. Authorization Start Date — Enter the date this authorization starts. This may be today but may be back-

dated or forward dated.

h. Authorization End Date — This will automatically populate based on the start date and the total number of

days authorized.

i. Comments— Enter any comments about your authorization review.

4. Click Sign.
Authorization Tracking (Client)

Effective 06/05/2023 [E]» Status In Progress

Bi0802

Author  Clinician, Robert v o o

Review

Person Reviewing

Date of Review

[l

Time of Review

Result of Review
! Approved { ) Denied { ! Modified
MH Approved Services:

: : : Day
! IHBS ) TFC ) TBS

Approved Day Treatment Length:

) FullDay () Half Day

Approval Details

# of Days Approved:

Authorization Start Date:
-

Authorization End Date:
-

Comments

©Q Treatment
Intensive

| Pended

~
- Day ; s : :
! Treatment ) CI’IS.IS - J Adu.lt . ! Inpatient/PHF
- Residential Residential
Rehab

How to Document a Service Authorization Request and Review

1. Click the Search icon.

2. Type “Authorization Tracking” in the search bar.
3. Select “Authorization Tracking (Client)” from the search results.

“SmartCare |:n o

® _ Training, Manual (123¢

Client Dashboard

CalMHSA

a
authorization trac kingi

re Authorization Tracking (Client) (Client}e n
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4. Inthe CDAG Program Enrollment window pop-up, click the drop down and click to select the appropriate

program.
5. Click OK to continue.

CDAG Program Enrollment ?

Select Program Enrollment

MH Screening-10/03/2022 A4

K ==

_—

6. This takes you to the Authorization Tracking screen. Complete the Request section based on the request you
received.

a.

® oo o

>

CalMHSA

Eligibility — select the client’s payor information that this request is under.

Date Requested — This is the date this authorization was requested.

Time Requested — This is the time this authorization was requested. This is required for urgent requests.
Requested by — Enter the requestor’s name here.

Request Type — If this is your first time putting in this request, select “Initial Request”. If you’ve previously
reviewed this authorization but it was sent back for corrections or more information, select “Resubmitted
Request”.

Type of Authorization Requested — Select whether this is an initial request for these services, a request to
continue services previously authorized, or whether the requestor is asking for an extension on a current
request for services.

Urgency of Request — Select whether this request is urgent or routine.

Types of Services Requested — Select whether the request is for Mental Health (MH) or Substance Use
Disorder (SUD) services. Making this selection will open up additional options. Select the specific service
being requested. Some services require additional questions. Example: Day Treatment Services require
you to enter whether the request is for full-day or half-day services.

# of Days Requested — Enter the number of days requested. Some services may have some limits on the
number of days that can be requested. Enter the number of days requested, even if it is outside of
regulatory requirements.

Reason for Request — Enter the reason given for requesting these services.
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7.

Authaorization Tracking (Client) I%o {208 0L WiTmeED X

Effective 06/05/2023 Status  In Progress Author | Clinician, Robert A 0 o m E‘

30

Request
Eligibility
w
Date Requested: Time Requested:
06/05/2023 - 745 PM
Requested by: Request Type:
Rowe, Charla - ° Initial Request Resubmitted Request
Type of Authorization Requested: Urgdency of Request:
© Initial () Continuation (_) Extension Urgent @ Routine
Types of Services Requested:
©MH (5D
MH Requested Services:
Day Day .
THES TFC 185 @ Treatment Treatment Crisis Adutt Inpatient/PHF
. _ Residential Residential
Intensive Rehab
Day Treatment Length:
© FullDay Half Day

# of Days Requested:

Reason for Request
Justification for Day Treatment Intensive Full-Day Services

Review the Request section and complete the Review section.

a.
b.
c.

Person Reviewing — Enter your name here.

Date of Review — This is the date you are reviewing this authorization.

Time of Review — This is the time you are reviewing this authorization. This is required for urgent
requests.

Result of Review — Select whether this authorization is approved in full, denied in full, modified (partly
approved), or pended (sent back for more information).

Approved Services — Confirm what services you’re authorization. Some services require additional
information. Example: Day Treatment Services require you to enter whether you’re requesting full-day or
half-day services.

# of Days Approved — Enter the number of days you want this service to be authorized for. Some services
may have some limits on the number of days that can be requested. Make sure you know what the
regulations around the requested services are.

Authorization Start Date — Enter the date this authorization starts. This may be today but may be back-
dated or forward dated.

Authorization End Date — This will automatically populate based on the start date and the total number of
days authorized.

Comments — Enter any comments about your authorization review.

8. Click Sign. If needed, you can also print out this document.

CalMHSA
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CalMHSA

Authorization Tracking (Client)

Effective  06/05/2023 Status  In Progress Author  Clinician, Robert -
Review
Person Reviewing
w
Date of Review
-
Time of Review
Result of Review
Modified
Day ) Day - .
° Treatment Treatment C”s.ls . . Adu.lt . Inpatient/PHF
Intensive Rehab Residential Residential

Approved Day Treatment Length:

) Fullbay () Half Day

Approval Details
# of Days Approved:

Authorization Start Date:
-

Authorization End Date:
-

‘Comments
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Disclosures and Requests

This section will review how to view and document disclosures of protected health information.

Display Disclosures and Requests List Page

How to Display the Disclosures and Requests List Page

1. Click the Search icon.
2. Type ‘Disclosure’ into the search bar.

3. Click to select Disclosures/Requests (My Office). The Disclosures/Requests list page screen will open.

E*ﬁ&

50, disclosure

e Disclosure Templates (My Office)

9 Disclosure Templates List (My Office)

ép Disclosures/Requests (My Office)

e Disclosures/Requests (Client)

How to Display the Client Disclosures and Requests List Page

The Client Disclosures and Requests list page allows you to manage the Disclosures and Requests for a single client.

1. With an active client selected, click the Search icon.
2. Type ‘Disclosure’ into the search bar.

3. Click to select Disclosures/Requests (Client). The Client Disclosures/Requests list page screen will open.

Q& # & =

EQ disclos

9 Disclosure Templates (My Office)
9 Disclosure Templates List (My Office)

9 Disclosures/Requests (My Office)

ge Disclosures/Requests (Client)

CalMHSA Specialty Mental Health Services Clinical Documentation User Guide

Page 115



Disclosures and Requests Actions

How to Display an Existing Disclosure or Request

1. Begin on the Disclosures/Requests List Page.

2. Click the hyperlink in the Request Date column or the Disclosure Date column. The existing request or disclosure
will open.
Disclosures/Requests (3) ww A=
Disclosed By || Purposa of Rslsase v | Requestet betwesr B and s- I
Betuant B~ ond B~ Desclosurs Method v v
Agsigned To ~ (7] isclosad Without Authorization All Statuses ~| Cliert & s v
Cliert Request Deate' T r’f:':“" E':.:“"" Disclosed To  Disclosed Oy ﬁl::::"": ::::': = Aelense mssigned o Siatus Changes Fayments
05/15/2023 " fmmmmn | BlectronicMe.. Medical Rec.. Wasson
02/16/2023 Jane Dea, ... & n Dpcumants Coordinatia.. Jane Dioa
0214,/2023 Artorney Documants Coordinatia,.

How to Create a New Disclosure or Request

Requests can be initiated here and saved without completing the Disclosure section of the screen. This allows staff

members to consider and work requests, which will remain open and accessible through the Disclosures/Requests (My
Office) and Disclosures/Requests (Client) pages. Use the steps under

to
access in-progress Requests.
1. Begin on the Disclosures/Requests List Page. Ensure that an active client has been selected.
2. Click the New icon in the toolbar. A new request or disclosure page will open.
Disclosures/Requests (3) Wi AN G ®
Risclnsad Oy ~ Purpoea of Relsasa P — B an B -
B~ and B~  Discosure Method ~ -
* [ Disclossd Withaut Aythorization | Client & acowecueess -
Cliert Request Date'T Iﬁ'f:':"" 3::”"" Disclosed To  Disclosed oy 1’::;‘"" ::::’: # Aelense Assigned To  Fatus Charges Fayments
05/15/2023 Electronic Me.., Medical Rec..
O2F1472023 Documants Coordinatia.. Jane Doa
02MA/2023  Attorney Dosurmants Conrdinatio,,

3. Enter information about the Request in the Request Details section.
a) Select a date the request was received and enter a status of the request. Select who the request was

received from. If appropriate, record charges and payments. Select the Disclosure Request Method from
the dropdown. If assigned to a staff member, select them from the dropdown and save.

Disclosure/Request Details s a N EE *

Request Detalls

isclosure [T Request Recerved

Aequest Fram:

¥ Cherges:

4. Once the Disclosure is performed, record information about it in the Disclosure Information section.
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a) Select the disclosure date. Select the person who performed the disclosure from the dropdown. Select
the purpose of the disclosure and the method from the dropdowns. Select the release that authorizes the
disclosure (this will require an existing Release of Information form from this client). If no ROI exists,
select the Disclosed Without Authorization checkbox. Type the name of the person who the information
was disclosed to into the field. Select the organization from the dropdown. Select the disclosure method
from the dropdown. If necessary, type information into the Name/Address, Cover Letter, and Comment
fields.

b) If the person to whom information was disclosed is not found, a “..." button will initialize. Click the button
to add information about the person the information was disclosed to. Once information is added, click

Save.
Disclosure Details ~
Disclosure Date: B Disclosed By: Minser, John A
Purpose Of Releasa: Select Relsase Purpose.. hd
Disclosure Method: Select Disclosure Method... b
Disclosure Authorized by Releases: Release Authorizing Disclosure... hd Disclosed To: Disclosed To -

Disclosad Without Authorization

Organization Name: Select any Organization. w Delivery Type: ~
NamefAddress: Cover Letter

Comment
Comments:

Attach [ Review Items Disclosed... Attach Report.. Add Redacted Disclosure... Add Cover Letter b
View/Print Disclose Fax Disclosed Items...

Attach Record Set

Items Disclosed

Primary Id Name Date Staff
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Disclosure Details -

Disclosure Date: E v Disclosed By: Minser, John s
Purpose Of Releass: Select Releass Purposa. b
Disclosure Method: Select Disclosure Mathod... hd
Disclosure Authorized by Releases: Rsleass Authorizing Disclosure.. b Disclosed To: Disclosed To D
a0
Disclosad Without Authorization
Organization Nama: Select any Organization.. A Dalivary Type: ~
Name/Address: Cowver Latter
Comment
Comments:

Attach [ Review Ttems Disclosed... Attach Report.. Add Redacted Disc Add Caver Letter bt
View/Print Disclosed Item Fax Disclosed Items...

Attach Record Set

Items Disclosed

Primary Id Mame Date Staff -

O data to aisplay

DisclosuresTo 0

filg
First Name: Last Name: Suffix: v

Organization:
Address 1:

Address 2:

City: State:  Select State e Zip:
Phone: Fax:

Email:

URL:

5. Click the button for any item that will be attached to the disclosure.
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Disclosure Details ~

Disclosure Dats: @‘ Disclosed By: Minsar, John v
Purpose Of Release: Select Release Purpose.. b

Disclosure Method: Select Disclogure Method,. ~

Disclosure Authorized by Releases:| Relzass Authorizing Disclosure... w Disclosed To: Disclosed To '

Disclosed Without Authorization

Organization Namea: Select any Organization b Delivery Type: il
Wame/Address: Cover Latter

Comment
Comments:

[ Review [tems Disclosed.. Attach Repaort... Add Redacted Disclosure... Add Cover Letter hd

Fax Disclosed Items...

tems Disclosed

Primary 1d Name Date Staff -

No data to display

a) Click Attach/Review Items Disclosed. In the pop-up, click Add for each item that should be attached.
Review the list of items in the List of Attached Documents section. Click the X beside an item to remove it.
Click OK.
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Attach/Review Documents ﬂ

Attach/Review Documents (7) oK

Documents Preview

All Clinicians w All Documents w | All Statuses - Apply Filter

Effective From 06/01/2022 E - Effective To E - Include Errored Documents
Document/Description Effective Status Author
Diagnosis Document 05/17/2023 Signed =
Add California CANS 05/09/2023 Signed i
Add M.tandalone 03/12/2023 Signed =
Undate/Discharge
Add &ﬂm&ﬂ.ﬂﬂm Discharge 03/12/2023 Signed
add California FSP KET 03/10/2023 Signed =
Add Califgrnia FSP PAF 03/10/2023 Signed = =
AL Add CaloMS Admission 03/09/2023 Signed =
@List of Attached Documents
Document/Description Effective Status Author
X Diagnosis Do... 08/17/2023 Signed

b) To attach a Record Set, you must choose a Disclosure Template from the dropdown beside the Disclosure
Details header. Click Attach Record Set. The record set associated with the template will be attached.

Disclosure Details | coordination of Care v
LD
Disclosure Date: 06/02/2023 [@~ Disclosed By: = v
Purpose Of Release: Select Release Purpose... w
Disclosure Method: Select Disclosure Method... ~
Disclosure Authorized by Releases: Release Authorizing Disclosure... v Disclosed To: Disclosed To

Disclosed Without Authorization

Organization Name: Select any Organization... W Delivery Type: v
Name/Address: Cover Letter

Comment
Comments:

Attach [ Review Items Disclosed... Attach Report.. Add Redacted Disclosure... v
Attach Record Set Send Direct Message View/Print Disclosed Item: Fax Disclosed Items...

c) Click Attach Report. In the pop-up, select the desired report from the dropdown, then click Attach Report.
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Attach Report 9 n

| Select Report v I Attach Report

d) Click Attach Redacted Disclosure. In the pop-up, click ‘Select” and choose a file from your computer’s file
structure. Click Upload.

Image Upload e [ X |

Please select a file.

e) Select an option from the Add Cover Letter dropdown.

Add Cover Letter

Add Cover Letter
Fax Cover Letter

View Print Disclosed [ten

Attach Record Set

Items Disclosed

Primary Id MName Date Staff -
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a)

To print, click View/Print Disclosed Items. Click Download or Print to save or print the document.

Complete the disclosure according to the recorded method.

isclosed Items

Effective Date: 05/17/2023

Client ID: 7000172 Page 1 of 1

IMPERIALCntySmartcareQA | 02-10-2023

Diagnosis Decument
[ I - q = B
o am B e B R ]
h = ] -
'I-gnu-u

Peripheral T-cell lymphoma, not elsewhere classified, unspecified site

DSM5/ICD10 C84.40 SNOMED 109977009
ICD/ DSM Peripheral T-cell lymphoma, not elsewhere classified, unspecified site
Description

Remission Specifier Type Primary
Source Severity Moderate Order 1

Rule Qut No Billable Yes

Additional Information

Screening Tools Usaed

Other General Medical Conditions

Psychosocial, Environmental, and Other Factors

b) To fax, click Fax Disclosed Items. Select a cover letter from the dropdown, then enter the recipient and
the fax number. Add a subject and cover letter note. Preview if desired, then click Send.

Send Fax

en

9
Send Fax

FONY

Cover Letter: Add Cover Letter
To:

Fax Number:

From:

Subject:

Cover Letter Note:

c) Tosend as a Direct Message, click Prepare. A processing message will appear. When processing is
completed, select the Send Direct Message button. A Direct Message screen will appear. Enter an email
address, subject, and message, and attach any other files desired. Click Save and Close to send the direct

message and attached disclosure.
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Disclosure/Request Details

@) Preparing records to be disclosed. Please wait ...

60

Attach /R

Send Direct Message

Add Redacted Disclosure...

-

rint Disclosed Items

J
;IFECI Message

Message

To

oc

BLC

Subjact

Message

Attachments

Attach Files

CalMHSA
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