INNOVATION AND TECHNOLOGY AVATAR SYSTEM ADMINISTRATION

SERVICES DEPARTMENT

USER DESK REFERENCE

Add-On corrections to Progress Notes

The purpose of this desk reference is to provide guidance on how to add, remove or edit Add-On
codes for a 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
| : r
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.

Steps
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» 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
| TESTCLIENT,YOLO, {11135)

| o umie

| [ Episode #105 Admit : 02/28/202

Start Dabe —

zzs il K

End Date .

‘G o =
MNote Type

Online Documentation AMFT-Co< ignature Needed
AMFT
APCC-Co< ignature Needed -

e Delete Sarvice Q
ASW-Co-5 gnature Needed - : e
-t '

QA

N

EB<

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
R 2l e

Episode =105 Admit : 02,

32023 Descharge : Mone

Start Data eason for Correction

- [ |
O all 10/01/2023 [

End Date

wes Oy @ 8
Mote Type
Online Documentation AMFT-Co-Signature Needed
AMET
APCC-Co-Signature Needed
APCC
ASWY-Co-Sgnature Needed -

Payment Reform Cofrection
Revert to Draft

-Delete Service — Q
fes Mo

| Print Progress Note

5. In the Comments field, enter a summary as to the reason the note is being reverted to
draft. Some examples are: “<Date> <Initials> Add on service 90785MH was used instead
of TI013MH.” “<Date><initials> Add on duration is incorrect. Entered 1 minute and
should have been 10 minutes.” “<Date><initials> Add on duration is incorrect and does
not apply. Need to remove code T1013MH.”

Ipwm O _

| Ebrogrem e Correcte-. |2

Chent IO
Select Note to Comrect
TESTCLIENT, YOLO, (11136) | | B
Episode tumber e
el - i =105 Acit : 02/28/2023 Discharge : Nane ooy (®) Revert Final Note to Draft
“ = Skart Date Reason for Cormection

R B woyes DN K
Ered Diste
s U5

Mote Typs

Online Documentation AMFT-Co-Signature Needed
AMFT ‘
APCC-Co-Signature Needed ‘

oenments

{11/27/23 TJ: hdd on service S0785MH was used
|instead of TLOL3ME |

WPCC

-Dielete Service — <
AEW-Co-Signature Needed -

Yes Ho

Print Progress Note

6. Inthe Delete Service field, select No.
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.Pmmmcm“s :

2 Progress Hote Correctio...

" @
k) b w
Omline Documentation

7. Click Submit.

TESTCLIENT, YOLO (000011136)
Preferred Name: George

Personal Pronouns: He/Him/His

F, 11, 03/13/2012

Edit Service Information #

Client I

Sedect Note to Correct

TESTCLIENT, YOLO, (11136)

Correction Action-

Episode Mumber mho;:smm s
Episode #105 Admit : 02/28/2023 Discharge : None @ c [
Ctart Die, Reason for Correction
10/01/2023 |3 H Payment Reform Correction
T Comments
e
- o i 11/27/23 TJ: Rdd on service SNTI5HH was used ~[F
i [ instead of TARLIMH. a
Hate Type
| AMFT-Co-Signature Needed -
AMFT
APCC-Co-Signature Needed ¥
i) Deelete Service Q
ASW<Co-Signature Meaded -

Tes

Print Progress Note

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

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

—Client ID

-Service Start Dake

09/01/2023

~Service End Date

“a B =

TESTCLIENT, YOLO, (11136)

Q

Epicode Number

Online Documentation

-Service Selection Default -
Al D |

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

Program : 1. w

Select Service(s) To Edit

Episode Number (Edt) -Practitioner

—Service Code

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

SIDHU,PAM (000017)

| B Modifiers

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 Add-On
section. 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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TESTCLIENT, YOLO (000011136) Ep: 105 : Hope Cooperative-FSP Location: 25 MAIN 5T, WOODLAND, CA
Preferred Name: George Problem P; - Attn. Pract.: -
Personal Pronouns: He/Him/His DXP: - Adm. Pract.: PAM SIDHU

F, 11, 03/13f2012 Phone #: 530-665-6656

m

further information)

oer ]
Uiser To Send Co-Sign To Do Item To
|
I = Service Program 9
HPE-FSP-MH-57DG WOLDOR
o | A ¥
Service Charge Code—— % Reason for Using an Unbilable Service Code
DIAGHOSTIC EVALLATION(1S MINS) (3079 1MH) a
Reason For Other L
Autosaved at 9:21 AM
Standardized Mental Health
Diagnosis
Online Documentation et e Documeniation Tre Travel Time Sarvice Duration HOTE: For services deiverad prioto 7/1/23, service duration =

direct time, iravel lime, and documentation time.

0 15
i3 12 For services deivered afier 830123, service duration = direct fime

‘Add-On Service (Review the "Available Service Codes By Staff™
widget found on the right, prior to selection of Add-On's to
ensure the dassification alows use of the code) Select Add-On Service Entry to Edit/Remave

Addon Durstion L Renove fddOnServes |

Selected Add-On Services
ORAL/SIGN LANGUAGE SERVICES (15 MINS) {TLOL3MH)

\.

1

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., Add on code
T1013MH was removed) could be corrected to align with payment reform guidance. |
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)
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et Fasldl

AfEstation (Comection)

Group Mobe Template

injaction Hote

LOCUS

MHRSGrsduale Sudent Azgesamanl

Medication Follow-Up Progress Mole

Feer Suppor Serdces Care Plan Template
Seled Al tri+4 | Pregress Note Template
Tarl;\eled Case Managemu.l (TCMp Care Pian

Thers is currently infarmation within this text bex. The termplate can either
replace the current informaation or can be appended 1o the current information.

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).
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Progress Notes (Group and Individual) »

Late Progress Note — Reason for Late Progress Note
Late Progress Note ¥
-2
(| @
3& i Client Pregnant (Prescribers Only - Required)
es Mo
MNotes Field

CRIGINAL NOTE CONTENT *&#

R EE RN AR LN

T e AfF
MR R R R R AR A AR RN E R RN R R R R iR T g
Standardized Mental Health Ak ki TT TR LA L hh b Ak h h kR AR d b d kA A A KRS G R RE RN E RS R DO |
Diagnosis
‘Online Documentation This r J 1 =} {insert date if available) but was reverted back to draft so
(4r ed &.g. Direct Time and Documentation time)
gn with payment =

1d be corrected
I atcest that

e criginal

content of the pr
been altered.

note narrative has

10. In the Draft/Final field click Final, then click Submit.

b

Preferences
TESTCLIENT, YOLO (000011136) Ep: 105 : Hope Cooperative-FSP Location: 25 MAIN 5T, WOODLAND, CA
Preferred Name: George Problem P: - Attn. Pract.: -
Personal Pronouns: He/Him/His DX P: - Adm. Pract.; PAM SIDHU
F, 11, 03/13/2012 Phone #: 530-666-6666

Progress Notes (Group and Individual) »

Late Progress Note Reason for Late Progress Note
0
~2
d [
(%] M e Chent Pregnant (Prescribers Only - Required)
s Yes No
Notes Feld
? T
Aitios aE0:31 AM ORICINAL NOTE CONTENT

e
P O PR
Standardized Mental Health

sawsuas
LT

AR AR R R E SRR

N g
T

g T T T L e

Online Documentation

This note was originally finalized
that the

{insezrt date if available) but was rewverted back to draft so

{insezrt item to be cozrected e.g. Dizect Tize and Documentation tize) could be cozzected o
align with payment reform guidance. I actest that the original content of the ProgEess NoTe NArrative has
not been altered.

DraftiFinal
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