INNOVATION AND TECHNOLOGY AVATAR SYSTEM ADMINISTRATION

SERVICES DEPARTMENT

USER DESK REFERENCE

Direct Time, Documentation Time and/or Travel Time
corrections to Progress Notes

The purpose of this desk reference is to provide guidance on how to make changes to the Direct
Time, Documentation Time and/or Travel Time fields on finalized Progress Notes (Group and
Individual). These corrections can only be completed by Avatar users with the permissions to
access the Progress Note Corrections form.

Menu Path

1. Use Menu path: Avatar CWS > Progress Notes > Progress Note Corrections or enter

“Progress Note Corrections” under Search Forms:

Search Forms
| progress note corrections)

e —

Details

1. The Progress Note requiring correction must be in Final status to make corrections using
the Progress Note Corrections form.

2. The service must be in an Open status before proceeding with a correction. See Checking

Open Status desk reference for instruction on determining service status. If the service is
not in an open status do not proceed, contact the HHSA Fiscal department.
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Steps
» Open the Progress Note Corrections form.

1. Enter the “Client ID” and select the “Episode Number” in which the note was filed. The
Start Date will auto populate with the start of the episode date. To narrow the search
results the Start Date can be changed. This date is based on the date the note was started
by the provider, NOT the Date of Service. If desired, enter an End Date and click on
applicable Note Types. Click on Select Note to Correct button.

TESTCLIENT, YOLO (000011136) Ep: 105 : Hope Cooperative-F5#
Preferred Name: George Problem P: -
Personal Pronouns: He/Him/Hzs DX P: -
F, 11, 03/13/2012 Phone #&: 510-666-6666
Progress Note Corrections #
Chenk: ID

Select Mote to Comrect
Conrection Actian

TESTCLIENT, YOLO, {11136) 2

| oot

S pyert F
il oisode #105 admit : 02/28{202 = ~ i
AT ) [ ] Skart Date- . Reasan for Cofrection
G A | K zzs il K
End [t <
L] ‘w
= =
0 = Q
MNote Type
Online Documentation AMFT-Co< ignature Needed —
AMFT
APCC ot ignature Needed -
e Delete Sarvice Q
ASW-Co-5 gnature Needed - vas e

2. A pop-up box with your selections will appear, click on the line item of the Note you want
to correct and then click “OK.”
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myAvatar 2023 - Select Note To Correct x
Client: TESTCLIENT,YOLO ( 1113¢€ )
Hote Note NHote Entry Entry Entry
Date For Brief Description Date Time By (Optioc

1072472023 HWew Service Testing TestinglestingTestingTescingTestingTe LO/24/2023 03:00 PM TIMOTH =
——> Serwvice: NON-BILLRBLE ASSESSMENT CODE (YRSSESMH)

==> Service Date: 1l0/05%/2023 ration: €0

11/01/2023 Wew Service TEST NOTE FOR TRAINING. 11/01/2023 02:4¢ B TIMOTH
——> Serwice: MH RSSESSMENT BY HON-MD(1l5 MINS) (HOO31MH)

—=> Service Date: 10/01/2023 ration: 40

11/01/2022 New Service TEST CRISIS NOIE. 1170172023 02:47 P TIMOIH
—-—> Serwvice: THERAPY FOR CRISIS(FIRST 30-74 MINS) (90835MH)

——> Service Date: 0%/01/2023 Duration: 15

1170172023 New Service HON-BILLABLE TEST NOIE. 11/7,01/2023 02:53 FM TIHOTH
-=> Service: NON-BILLABLE REHABILITATION CODE (YREHMBMH)

——> Service Date: 11/01/2023 Duration: 50

1170172023 New Service TEST ASSESSMENT NOTE. 11/701/2023 02:54 FM TIMOTH
=-=> Service: MH ASSESSMENT BY HON-MD(1l5 MINS) (HOO31MEH)

——> Service Date: 0%/15/2023 Duration: 120

L .4

3. Upon making your selection, the Correction Action, Reason for Correction, Comments and
Delete Service fields will become mandatory (turn red). In the Correction Action field click
on Revert Final Note to Draft.

Progress Note Corrections #

e Proprees ota Carvectio- | (2

—Cliart TD.
TESTCLIENT, ¥OLO, (11136) Q

TN | e

Epizode #105 Admit

Select Mote to Correct
cerection Action —

Void Progress Nate
(®) Revert Final Note to Draft

1 02fx 23 Discharge : None Program: ... »

e ==
O & x | loeon Ofy @ B
Comments
End Date ‘w
11/30/2023 Elu n a2
MNote Type
Online Documentation AMFTCo-Sinature Needed E
e |
APCC-Co-Signature Needed I =
APCC | Daleke Servica F,!
ASW-Co-Signature Needed - Yes o
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4. In the Reason for Correction drop down, make the appropriate selection.

Progress Note Corrections #

= Progress ote Comrectio-. |

Cliarit 1D

Select Note to Correct

TESTCLIENT YOLO, (11136) a Correction Action
Submit Episode Mumber i i
Episode 2105 Admit : 02 023 Discharge : None it
wi %] » SEart Data Reason for Correctian
O A * 10/01/2023 (v |
End Dake Payment Refarm Comect
ayment m Correction
womn O g8 8 |
Rewvert to Draft
Nate Type
Online Documentation AMFT-Co-Signature Needed
AMFT |
APCC-Co-Signature Needed -
APCC | Delete Service — @
ASWY-Co-Sgnature Needed -

fes Mo

| Print Progress Note

5. In the Comments field, enter a summary as to the reason the note is being reverted to
draft. Example: “<Date> <lInitials> Clinician typo on Direct Time, entered 500 minutes
when should’ve been 50.”

. e e

o Progress Hote Correctio...

Client ID .
Select Mote to Correct
TESTCLIENT,YOLO, (11135) ﬂ _Correction Ackicn
o e setipi
—_— Epmode 2105 Admit : 02/28/2023 Discharge : None Program : ... = . Mol ot 1o Drat
w | W . et Reason for Cormection
= a 3 r
0 i 4 100172023 T —
o 2 ns —
Sl {11 TJI: hdd i S078EME d _AU
5 = — | F3T/23 e on service Z07REIMH was use
11/30/2023 B |inszead of TLI0LIMH | a2
Mote Typs -
Online Documentation AMFT-Co-Signature Needed ;
AMFT ‘
APCC-Co-Signature Needed ‘ -
ApCC ) | -Delete Service — ?
ASW-Co-Signature Needed -

Yes Ho

6. Inthe Delete Service field, select No.
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I ==

Client I

=
TESTCLIENT, YOLO, (11135) Correction Action
Episode Mumber Mﬁo':':smu s
Episode #105 Admit : 02/28/2023 Discharge : None Program : ... ® revert [
N 4 Srait Date Reason for C:aar.
- Payment Ref Correction
O & % | ooss O @ -
I Comments
ey 11/27/23 TJ: Rdd i 207850H, -
- o - /27/23 TJ: Rdd on service SQTE5MH was use
i [ ¥ ] insvead of TIOLEME.
Hate Type
Online Documentation AMFT-Co-Signature Needed =
AMFT
APCC-Co-Signature Needed
APCC

Deelete Service

ASW<Co-Signature Meaded Yes

Print Progress Note

7. Click Submit.

TESTCLIENT, YOLO (000011136)
Preferred Name: George

Personal Pronouns: He/Him/His

F, 11, 03/13/2012

Edit Service Information #

Ep: 97 : 1-HHSA MH EPISODE
Problem P: -

DX P: F12.10 Cannabis use diser
Phone #: 530-666-6666

—Client ID

TESTCLIENT, YOLO, (11136)

Epicode Number
Episode # 97 Admit : 08/17/2022 Discharge : None

Program : 1. w

Al

Episode Number (Edit)
—Service Code

Episode #97 Admit: 08/17/20... =

Online Documentation |

B Modifiers

-Service Start Dake

09/01/2023 '3

~Service End Date

“a B =

-Service Selection Default-

Select Service(s) To Edit

Practitioner
SIDHU,PAM (000017)

8. At this time the note will revert back to draft status and appear in the original author’s To
Do list. The author will need to go into the note and make changes within the Direct Time,
Documentation Time and/or Travel Time section. Note: if the Direct Time is updated
ensure the Service Duration time is the same per Payment Reform guidance issued.
Please refer to the Progress Notes (Group and Individual) Desk Reference located on the

Yolo County public website under MyAvatar Resources.
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Progress Hotes (Group and Individual) »

:';I.'ﬂl 0 . - ﬂ SO0, TEMOTHY LERGY (200957
Peovider Cavaiicatien of Provider Casailcaten m biant | 6. thaim @
_ RERCLOT B MRS CHACY HH S Oy 8 B3 ety e Uy 04 150
further informalion)
| -
L N

Autosaved at 2:49 PH Serene Charge Code Eieason for Lsng an Unbiisbie Servios Code

Standardired MentalMealth | 1ccemn cace panscEMENTILS MIE) (110179 2
Blagnosls Rieason For Oher 9

Onlise Dooumentation

HOTE: For services osbvered priorie THED servics durgion =
dregd Gma. travelima, and dncumeniaicn bme

For sarvices delveied afer G007, aaris durilion » dnect e
Gty Fal B AR ¢ OSSR RALEN Irfel ]

wicioet Furd on S rght, prior i selecton of Add-On's io

ensure the cassficaton aliows use of the code} Sty Ak -0 Servce Entry i B8R et
rdonmenen | [ Ranormat-n Secvx |

9. In the Notes Field, under the original note content, the following verbiage should be
added: “This note was originally finalized on ____ (insert date if available) but was
reverted back to draft so that the (insert item to be corrected e.g., Direct Time
could be corrected from 500 to 50 minutes). | attest that the original content of the
progress note narrative has not been altered.” NOTE: This text can be added by right-
clicking in the Notes Field, then selecting System Templates and then selecting
Attestation (correction).

Afestation (carmection)

Group Nobe Template

Injaction Hote

LOCUS

MHRSIGraduale Shudent ASSesament

Medicalion Follow-Up Progress Mole

Fear Suppon Serdces Care Plan Temiplate
ol All 1+ Progress Nobe Template

Targeled Case Managemant (TCM) Care Plan

SUBHIT NOTE

Upon receiving the below pop up box, select Append.
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Thera is currently information within this texd box. The template can aither
replace the current information or can be appended to the cumrent informiation.

) ST

The attestion will appear below the original note content at which time it must be edited to enter

the specific correction information (for example, entering dates and reasons for corrections, per
the instructions in the templated language you've just inserted).

Progress Notes (Group and Individual) »

Late Progress Note—— Reasan for Late Progress Note
Late Progress Note =B
-2
|4
0 ’& i -Client Pregnant (Prescribers Only - Required)
5 Yes Mg
Motes Field
S ~[F
N AR R A Ak A AR R A NN R kA NN R R RN PR R R bk AN g
Standardized Mental Health
Diagnosis

that the {insert item to be corrected e.g.
align with payment reform guidance.

‘Online Documentation < This note was originally finalized on {insert dace if available)

but was reverzed back o drafc so
Direct Time and Documencation time] could be corrected to

I attest that the criginal content of the progress note narrative has

10. In the Draft/Final field click Final, then click Submit.
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b
TESTCLIENT, YOLO (000011136) Ep: 105 : Hope Cooperative-FSP

a Preferred Name: George Problem P: -
Personal Pronouns: He/Him/His DX P: -
F, 11, 03/13/2012

Preferences

Location: 25 MAIN 5T, WOODLAND, CA
Attn. Pract.: -
Adm. Pract.: PAM SIDHU

Phone #: 530-666-6666

Progress Notes (Group and Individual) »

Lake Progress Note Reason for Late Progress Note
A
~a
4 ]
(%] ") W Chant Pregnant (Prescribers Only - Required)
s No
Notes Feld
't T x Rk D ) e R ) -

Autosovedat o1 || ORISR 172 cont a

N T B T T T ]

Standardized Mental Health U S S S e e e s
3 : B T e S ey

Online Documentation

SHAE kR

Thiz note was originally £in

zad on {inzert date if available) but was reverted back to draft so
that the {insert item to be corrected &.g. Direct Time and Documentatiom time) could be corrected to

align with payment reform guidance. I avtest that the sriginal convent of the DEOGEESS ROtE RArrative has
not been altered.

DiraftjFinal
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