myAvatar Job Aide – Community Crisis Response Team (CCRT) 

Purpose	To establish a process in myAvatar for CCRT, from receiving calls through processing paperwork for a new client or existing client.

1) Calls comes into CCRT office
a. Office Assistant (OA) gathers all necessary information by following established Call Script.
b. OA forwards call to next available staff to collect initial information regarding call and to complete Initial Contact Log.

2) Staff will verify if client has a Permanent MR# or P# ***OA will complete this step until Phase II is live
a. Staff enters client name into “Search Clients” field of ‘My Clients’ widget.
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b. [image: ]Client DOES have MR# or P#




i. [image: ]Double click on client’s name or press Enter to insert name into ‘Recent Clients’ field



ii. Highlight name and click on ‘Initial Contact Log’ to open form or follow menu path: Avatar PM  Client Management  Initial Contact Log 
[image: ]



iii. [image: ]Select ‘Add’ to begin a new log entry


iv. [image: ]Complete all required fields and submit




c. Client DOES NOT have MR# or P#
i. Staff will click on ‘Initial Contact Log Bundle’ to open the form or follow menu path: Avatar PM  Client Management  Episode Management  Initial Contact Log Bundle
ii. [image: ]In ‘Select Client’ window, fill in at least 3 fields and click ‘Search’








iii. Select ‘OK’ for “No matches found.”
iv. [image: ]Select ‘New Client’ to initiate bundle








v. ‘Call Intake’ form will appear; fill in all required fields and ‘Submit’
vi. ‘Initial Contact Log’ form will appear; fill in all required fields and ‘Submit’

3) Client now either has an MR# (Medical Record number) or P# (Provisional number)
a. P# remains until a permanent MR# (Medical Record number) is assigned 

4) Staff will discuss with SOC to determine response type
a. Print MHS 140, if available
i. Highlight client name in ‘Recent Clients’ and select ‘Client Face Sheet (MHS 140)’ or follow menu path: Avatar PM  Billing  BHMIS Reports  Client Face Sheet (MHS 140)
ii. [image: ]Input ‘Patient ID’ (MR# or Client Last name, First name) and click ‘Process’





b. Field response IS NOT required
i. Staff will go back into previously completed Initial Contact Log and notate in the notes section regarding outcome of the call.
1. Follow first 2 steps outlined in 2) b.
2. [image: ]Highlight ‘Date of Call’ and Select ‘Edit’ to add note to existing log entry



c. Field response IS required
i. Staff will respond to call and conduct risk assessment utilizing paper documents
ii. Staff will contact the Supervisor on Call (SOC) via phone to dispo and follow through with appropriate action

5) Staff returns to office
a. Staff will complete their own ‘Scheduling Calendar’ 
WILL PROVIDE SCREENSHOT WHEN CCRT ACCESS IS GRANTED

b. If client does not have an MR#, staff will Assign Permanent MR#  to client
i. Highlight client name in ‘Recent Clients’ and select ‘Assign Permanent MR#’ or follow menu path: Avatar PM  Client Management  Episode Management  Assign Permanent MR#
ii. [image: ]Click on ‘Assign Permanent MR#’




iii. Select ‘Yes’ to Auto assign next ID # and ‘Submit’

6) Staff will complete the paper version of the opening packet and submit to OA within 72 hours
a. Opening Packet – Diagnosis sheet, Care Necessity, Interdisciplinary Notes (Pink Notes), Episode Summary, CSI, Initial Contact Form, Consents, and Third-Party paperwork if available.
b. ***SOC will sign off before submission to OAs until Phase II is live***

7) OA will audit opening packet and search for existing MH Over-Arching episode in Avatar
a. OA enters name in ‘Search Clients’ field in ‘My Clients’ widget
b. Double click name or press Enter to insert into ‘Recent Clients’
c. Double click name or press Enter to open client’s chart
d. [image: ]‘Client Episodes’ widget in the chart will indicate if client has an over-arching MH Episode (36 – SAN BERNARDINO COUNTY OP)






e. Client DOES NOT have MH over-arching episode
i. OA will register and admit client by completing the MH Registration Bundle and MH Admission Bundle by referencing paperwork turned in by staff. 
ii. OA will highlight client name in ‘Recent Clients’ and select ‘MH Registration Bundle’ or follow menu path: Avatar PM  Client Management  Episode Management  MH Registration Bundle
1. ‘Admission (Outpatient)’ form will appear. Complete all required fields and ‘Submit’
2. ‘CSI’ form will appear. Complete all required fields and ‘Submit’
3. ‘Program Assignment’ form will appear. Complete all required fields and ‘Submit’
4. ‘Emergency Contact Information’ form will appear. Complete all required fields and ‘Submit’
iii. OA will highlight client name in ‘Recent Clients’ and select ‘MH Admission Bundle’ or follow menu path: Avatar PM  Client Management  Episode Management  MH Admission Bundle
1. ‘CSI’ form will appear. Complete all required fields and ‘Submit’ (if there are no changes, exit form)
2. ‘Diagnosis’ form will appear. Complete all required fields and ‘Submit’
3. ‘Sexual Orientation and Gender Identity’ form will appear. Complete all required fields and ‘Submit’

f. ***It has not been decided whether or not CCRT OAs will be completing a Financial Episode***

g. Client DOES have MH over-arching episode
i. OA will complete the required fields in the following forms and ‘Submit’. OA will navigate to form by highlighting client and following menu paths:
1. ‘Update Client Data’ - Avatar PM  Client Management  Client Information  Update Client Data
2. ‘CSI’ form - Avatar PM  Client Management  Client Information  CSI Admission
3. ‘Diagnosis’ form - Avatar PM  Client Management  Client Information  Diagnosis
4. ‘Program Assignment’ form - Avatar PM  Client Management  Episode Management  Program Assignment

8) SOC will review all documentation submitted and sign off
a. ***Phase II will address procedure if corrections are needed***

9) SOC will assign task to OA to close chart
a. [bookmark: _GoBack]***Instructions will follow***

10) OA will completed closure section of ‘Program Assignment’ form
a. OA will highlight client name in ‘Recent Clients’ and select ‘Program Assignment’ or follow menu path: Avatar PM  Client Management  Episode Management  Program Assignment
b. [image: ]Select appropriate ‘Program Start Date’ (‘Program End Date’ should be blank) and click on ‘Edit’




c. [image: ]Complete ‘Program Closure Information’ section and ‘Submit’








11) OA will complete ‘Client Charge Input’ to bill for services
a. OA will highlight client name in ‘Recent Clients’ and select ‘Program Assignment’ or follow menu path: Avatar PM  Services  Ancillary/Ambulatory Services  Client Charge Input
b. Complete all required fields and ‘Submit’
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