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Set up



Summary

This is brief summary of how to set up the Reviewer Process for the 
medical teams (eg Medical Student, Medical Intern, Medical 
Resident/ACGME Fellow, Nurse Practioner trainee, PA Clinical Trainee 
CNS clinical nurse specialist trainee, Pharmacist trainee)

This may differ from clinician/therapist trainees because typical in the 
medical trainee workflow the medical reviewer tends to want to edit 
the note/document or add addendum directly.

Please contact CalMHSA for additional support.



Document Setup
Find the Document (eg psych medical note)  and change permission for "Requires Licensed Signature to"Yes".

This is per document, NOT per procedure code. We do not have a solution to change this.



Document Set up: Adding License

Add which licenses (eg Medical intern) that will need a 

"Reviewer/Attending."

- Any license type (eg MD, DO, NP, PA etc ) that is ALLOWED to 

sign the document/service. 

- Anyone NOT listed  will require co-signature (eg medical student, 

medical intern, medical resident/ACGME fellow, nurses etc) which 

means every time they sign the note, it will ask for a co-signer.

- Currently, if the same license needs review (eg someone 

remediation), there is no process for this yet, please contact 

CalMHSA if you need this type of scenario as we may need to add 

additional "license" to account for this workflow



User Setup: Permission Designation and Billing Set up

1) License set up for billing 

1. For setting up licenses for billing ( License/Degree tab) , review this link 
https://2023.calmhsa.org/how-to-setup-a-student-intern-as-a-staff-user/

2. Medical residents and interns do not need a supervisor NPI on their claims. 

3. We highly recommend that you work with CalMHSA RCM Support assigned 
to your county to ensure that this is set up properly as each type of license 
may be have different billing protocol.

2) Supervisor/Supervisee/Proxy designation:

1. For a clinical trainee, you can set up a Supervisor under the 'Supervisor" 
widget in their User/Staff's profile >> Proc/Prog/Loc/Proxy/Supervisor

2. For the Supervisor/attending, you can set up the trainees as "Supervisees" 
widget in their User/Staff's profile >> Proc/Prog/Loc/Proxy/Supervisor

3. If Reviewer/Attending wants to be able to directly edit the note after the 
Trainee (who will listed author eg. Medical resident/fellow), then under the 
trainee's profile, the Reviewer should be listed as a "proxy".

4. If the trainee (eg medical student, nurses, scribes etc)  is writing the 
document on behalf of the Reviewer/Attending, then the trainee will be 
listed as the proxy under the Reviewer's profile.
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If you always want to have a default co-signer for an individual 
then can also do this under User (eg Nurse/Resident) Staff 
Details >> Demographics/Professional. 

However, this continues to be LIVE NOTE/CLAIM which means 
that the service will be billed (regardless of whether a 
supervisor has reviewed the note yet.) 

This is separate of the Reviewer process but maybe helpful to 
set up for your trainees

User Setup: Default Cosigner



User Workflow



Option 1: EHR workflow for Medical Reviewer who 
wants to edit directly but NOT be the author 

• If trainee is the billing author and you have them set up properly in slide 6, AND the reviewer/attending is to directly edit and sgin the 
note after the trainee, see instructions:

• Key Step: Ensure that reviewer is set up to be a proxy of the trainee. This is counterintuitive, but this allows the reviewer to be able to 
directly edit the note.

o How to Make a Staff/User a Proxy for Another Staff/User

o The instructions also go through the steps if the reviewer declines to sign the document.

• Steps for the service note or documents

o The Trainee will write their service note  or document.

o When the Trainee is done with note, they will click on the "Sign" button, a pop-up will require that they need to assign a 
Reviewer.

• Reviewer will see this document on their "My Documents" list page (not a link on the widget). Reviewer must have appropriate 
license that was designated in Document Code.
o When Reviewer can review, edit and then must sign,
o When the pdf is created, it will show the trainee's name as the primary author. At the end, it will list the author and reviewer's 

names. 
o Reviewer Process Add On for Supervisors and Reviewers

•  Document will NOT be considered complete, nor can service be billed, until the document is signed by someone with the appropriate 
license. This can delay billing if the reviewer does not complete in a timely manner.
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Option 1: Service notes

For service notes only, in the service note details 
tab, add the "Attending" field, the name of the reviewer. 
Slide 6 billing set up must be done correctly.



Option 1: When a user signs with a certain license, then a pop up will require them to select a user is a 
Reviewer; Status  of document will change "To Be Reviewed."



Option 1: Reviewer will see this document on their "My Documents" list page
(it will not appears as a link on the widget)



Option 1:  Reviewer is able to edit before signing, if they are a proxy for the author. They also will be 
responsible for signing the document in order to complete the note and if billable, for the billing process to 
proceed. 



Option 1: Once reviewer signs, the pdf is created and all signatures are shown



Option 2" EHR workflow for Medical 
Reviewer/Medical Student, if the Reviewer is 
the  Author

• If reviewer will be the billing author, then the following steps are similar to other scribe/nursing scenarios.

• Key Step: the STUDENT will be the proxy listed for the Reviewer/Attending. 

• How to Make a Staff/User a Proxy for Another Staff/User
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If you are proxy for another provider (eg 
prescriber), this will then give you access 
when you go under the prescriber calendar 
to click into the note and edit. 

It will be a "To-Sign" Document that goes 
under "To-Sign" AND "In Progress" in 
Assigned Document widget of prescriber.

This approach does not give access to the 
Prescriber's procedure codes.

Current functionality gives editing 
privileges to the Doctor. The Trainee/Nurse 
will lose any editing privileges after she/he 
clicks on "To-Sign."

Option 2: Proxy access to 
prescriber notes
without access to 

prescriber role





Option #3

• While there is no notification process for the reviewer, an 
alternative approach is to add an attending/supervisor 
note/document to a service note.



Other Tips

• If there are standard templates to be used for the reviewers, 
consider using Key Phrases to be more efficient.
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