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Encounters

Background: This module allows you to document
client encounters and associated notes.

1. Entry Steps: Client List, select client, ADAA
Admission/Enrollment, Activity List.

2. Encounters: To enter an encounter for a client
(e.g. individual counseling, etc.). Click Encounters
from the left menu bar, click the Add Encounter
Record. Note: Click on Review in the Actions
Column to review prior entries.

3.  Complete at all required system and agency fields.
Note: If the client is a drug court client please
enter the Outcome to ensure that it appears on
the Client Progress Report.

4.  Click =» to advance to the next screen.

Click =& to advance to the next
screen

To access the Encounters
module, click Encounters

from the Left Menu bar Click Add Encounter
Record to enter a new
Encounter

1€ Encounter

fprffects.igsr.umd.edu/SmartMergeTest/System.aspx

M piagnestics Print Report Print View

Start Date [11152007 EnclDate [111572010
Rendering Staff Service -

Encounter Status v Program v

Outcome Corde: v

Encounter ListEport)
Sucllate  |Service ENCID Rendering Staff Program Hame
TH4E01D  INDIVIDUAL COUMSELING 476030 Snavely, Kathlzen Legalas Level | Outpatiert Aduts et Reeleased
472009 (GROUP COUNSELING BY 4 CLINCIAN, Slcohal & Drug Services 392445 Snavely, Kethleen Legalas Level | Outpatiert Aduts NotReleased  Review
562008 (GROUP COUNSELING BY 4 CLINCIAN, Slcohal & Drug Services 233515 Snavely, Kthleen Legalas Level | Outpatiert Aduts NotReleased  Review
SH/008 (GROUP COUNSELING BY 4 CLINCIAN, Slcohal & Drug Services 227445 Snavely, Kethleen Legalas Level | Outpatiert Aduts Mot Released  Review
3102008 | Alcohol andiar Drug tretment program per hour 1737 Snavely, Kethleen Legalas Level | Outpatiert Aduts NotReleased  Fieview

& SMART QA IGSR - Windows

£ https://projects.igsr.umd.edu/SmarthMergeTest/ System.aspx

alLan
Finch, Jeremy | M1103555555FI | Case PH piagnostics

Encounter for Finch, Jeremy
Mote Type Progress Motes
ENC ID 476838 Crested Date 74 5/2008 1:33 P
Service INDIVIDUAL COUNSELING -
Program Name Gandalf Lanslegolas Level | Qutpatient Adults © 84 /2007 - -
Start Date [FH4/2010 | EncaDste [ |
Service Location Community Outpatiert FacilityiClinic -~ Start Time[ | EndTime [ |

Durstion[E0 | Min -
Emergency - # of Service Untsisessions[1_ |
Pregnant o
Diagnoses for this Service
Primary -
Secandsry -
Tertiary -~
Rendering Staff Snavely, Kathissn - Payment Source Unknown -
Supervising Staft -
Referring Phys - Outcome Code Attended -

ative Actions




/ Encounters - Notes lL?;o;lJovt\/;)t:Jgt:ll;i(t)ct)hset:are When finished, click  to \
advance to the next

agency, select Yes to
— screen.

Background: This module allows you to document
release these notes.

client encounters and associated notes for services
rendered. y (=]

massssssn\ca # [Bviagnostics  print Report pri

Encounter Notes for Finch, Jeremy

1. Associated Goals & Objectives: If the client has a

Goal Progress  Fair Progress. -

Treatment Plan in SMART, the associated goals and iy 1

objectives that were addressed in each particular P— EZ:IK:ZT:ZIZSIiiZiliiﬁii:i:iiiiiﬁiiiiiiZIZ

session by clicking Add Goal or Add Objective and comyav | Assodated Objectives 103 Oicoves
selecting the appropriate ones. ‘ T1r Com s o pr e e s o s NG o e e

Intake
Fee Determination

. . . . ,[,::?LT:(S""D " Signed Signed by Kathleen Snavely, 7/15/2009 1.34:49 PN
2. Signed/Unsigned Notes: This screen contains a e oo

Screening b

Signed/Unsigned note function. To make an editable s P e T C—) 2
note, enter your note in the Unsigned Note field and e "(E ’
Encounters ¥ Unsigned [ynsigned notes go here.

click Save or Finish. However, to electronically sign
the note (thereby making it uneditable), enter the note
in the Unsigned Note box and then click Sign Note.
Note: If the signed note contained erroneous
information or if you need to enter more data, simply
enter the new information in the Unsigned Note box Formere
and click Sign Note again.

. To si te, click
To print a report of encounters, O Sigh a nate, clic

: : . Sign Note.
3. Release these Notes: Release these Notes defaults to click Print Report. Sign Note.
‘No”, meaning that the note will not be consented
. . . W sMART
even if the encounter is module is consented to L?ﬂ':-,. = sore O e
another agency. By selecting ‘Yes’, if encounters are - Ancillary Services Rendered for Finch, Jeremy
shared through the consent process, this note will also . [ R
be included . ... [
Fum\la/P:r:nhnu Counseling i j
4, Click = to advance to the Ancillary Services Screen. R — A
5. Click Save or Finish after completing the last screen. *

Admission w

6. To print a list of Encounters for this client, including

ECourt b

the notes, click Print Report and a report will generate.




/Miscellaneous Notes

Background: This module documents Miscellanesous Notes
(e.g. phone calls, emails, crisis, etc.)

1. Entry Steps: Login, Select Facility, Client List, select client,
Activity List.

2. From the Activity List, click Notes, then click Add New
Misc. Note. Complete all system and agency required
fields.

3. Signed/Unsigned Notes: This screen contains a Signed/
Unsigned note function. To make an editable note, enter
your note in the Unsigned Note field and click Save or
Finish. However, to electronically sign the note (thereby
making it uneditable), enter the note in the Unsigned Note
box and then click Sign Note. Note: If the signed note
contained erroneous information or if you need to enter
more data, simply enter the new information in the

Unsigned Note box and click Sign Note again.

4, Release these Notes: Release these Notes defaults to
‘No”, meaning that the note will not be consented even if
the encounter is module is consented to another agency.
By selecting ‘Yes’, if encounters are shared through the
consent process, this note will also be included .

5. Click on Save or Finish.

Helpful Hint: A. Use the Alert feature by clicking the Alert
hyperlink to indicate if the client requires immediate
follow-up. The client’s name will appear in Red on the
Client List if the Alert feature is used. B. The Miscellaneous
Notes screen becomes non-editable once you click Save or
Finish.

6. Miscellaneous Notes Report: After clicking Save and while
you are still within the encounter record, single-click the
Print Report icon to generate a report of the listed notes
for this particular client.

To access Miscellaneous
Notes, click Notes

Note Type Date Duration

Frogress Notes 711472008 50 Min

Progress Notes. anrzo0s 60 1in
Crisis note. 111472008

Progress Notes SI62008 601

2D Progress Notes 51112008 90 Min

b eme Progress Notes, aniz00s 60 in

. = Progress loles 10152007 60 1in

Progress Notes 1012007 501

Progress Notes 8132007 801

Progress Hotes aisr2007 50 in

Pro. amEnroll
ECourt B

SMART
W, @A I6SR

Author Name: Snavely, Katnleen
Author Title:
Created Date: 11/4/2008 10:13 Al

™

To enter a new
Miscellaneous Note, click
Add New Misc. Note

«—»

Add New Misc. Note
Auy wew umavie Note
Print Notes
Stafi Service/Summary
Snavely, Kathleen INDVIDUAL COUNSELING

Snavely, Kathleen GROUP COUNSELING BY A CLINCIA
Snavely, Kathleen Client called st mignight to

Snavely, Kathleen GROUP COUNSELING BY A CLINCIA,
Snavely, Kathleen GROUP COUNSELING BY A CLINCIA
Snavely, Kathleen Alconol andior Drug treatment
Snavely, Kathleen Alconol andior Drug treatment
Snavely, Kathleen GROUP COUNSELING BY A CLINCIA,
Snavely, Kathleen GROUP COUNSELING BY A CLINCIA,

Snavely, Kathleen Alsohol andlor Brug treatment

To print a report of the
Miscellaneous Notes for this client,

click Print Report

e B Note Type Crisis note. Serviee Date 11/4/2008 Duration
isk Assessment UENEL Start Time: Alert o Mark Alert
o Was Report
= Frequency Ineidental End Time: vty
Summary Client called at midnight to report heroin use. . ..
Court Monitoring b Cl k F n h
oo IR ick Finish,
Notes  type notes here —_—
e when done.

onu 3
Wat List

s > Release these notes? No save {f Finisn J
Adrission b o
Program Enrol Unsigned
ECourt b- Hotes
Encounters B
Notes ¥

i =

T

ing > o
Outcomes - fdd Hot (Gion Hlotd
Dist
Re tan b

Consent
Referrals
Payments

L\

Click Sign Notes to sign your
notes.

/




/ Print Notes

Background: This function allows you to generate all
notes for a particular client, including the Encounters
and the Miscellaneous Notes.

1. Print All Notes: From the Left Menu Bar, click Notes on
to pull up the Notes List screen. This generates both
the Encounters and the Miscellaneous Notes.

2. Click Print Notes at the top right.

3. Enter the desired date range (e.g. 1/1/09:2/1/09) in
the Note Date field, and click Go.

4. Click Export to export your data in MS Excel, where the
data can be saved to a local machine and reports and
queries can be written .

Note: Please be sure that when exporting client
information that all efforts are made to adhere to Title
42 Code of Federal Regulations and HIPAA.

5. Click Finish to return to the Notes List screen.

Click Print Notes to print all notes for
this client, Encounters and
Miscellaneous Notes.

o Octobe: X
Middle Earth Treatment Clinic, Gandalf Lane
inch, Jeremy | M1103535555F1 | Case #: 1

M piagnostics Print View o Log

Notes Search

Start Date [81/2007

Home Page

Agency

Group List b

Drug Testing Che

Ciient List ¥

Client Profie b

W, k Assessment

End Date |11/152010

Notes List Add New b, " * tlote
Linked Consents.

Hote Type Date Duration Staft
Progress Notes. 71412008 60 Min
Progress Notes 4112009 &0 Win
Crisis note 17412008

Progress Notes. 5162008 60 Min
Progress Notes 5172008 30 Win

Service/Summary
INDIVIDUAL COUNSELING
(GROUP COUNSELING BY' A CLINICIA.
Client called at midnight to r.

(GROUP COUNSELING BY A CLINICIA.
(GROUP COUNSELING BY A CLINICIA.

Snavely, Kathleen
Snavely, Kaihleen
Snavely, Kathieen
Snavely, Kathleen

Snavely, Kaileen
Drug Testing

ot L Progress Notes 31112008 80 Min Snavely, Kathleen Alcohol andior Drug treatment .
= Progress Notes 101512007 60 Hin Snavely, Kathleen Alcohol andior Drug trestment
[feam Progress Notes. 101172007 60 Win Snavely, Kathieen (GROUP COUNSELING BY A CLINICIA.

Progress Notes 811812007 &0 Win Snavely, Kathieen (GROUP COUNSELING BY' A CLINICIA.
Assessments b
Progress Notes. 8/52007 60 Min Snavely, Kathieen Alcohol andfor Drug treatment ...

Admission b

Program Enroll
ECourt -

SMART

, Jeremy | M1103555535F1 | Case #: [ piagnostics. Print View [ Logout

Enter range of dates for notes (<Begin Date>:<End Date>)
Note Date [1/1/2008:11115:2010]

ug Testing Check In b
Client List ¥

Assessment
Consents.
Contact

Enter the date range, and click Go
to generate the report.

Drug Testing b
Wat List

Tx Team
Screening b
Assessments b
Admission b
Program Enroll
ECourt

SMART
W, @A IGSR

fiddle Earth Treatment Clinic, Gandalf Lane

. Jeremy | M1103355555F1 | Case #: 1 B viagnostics Print View

Report Criteria
(umome. 1112008:1115/2010
tori  |End -
Cient  |Tyoe Program ot . |Summer Signed Hote
Signed by Katnlesn Snavely, 7/15/2009 1:34:49 Pt
sdfgj aclop lga'sdgk!
hpka dfgkladf lgkasrpoghastphidos hiksrinki
Snavely, Finch,  |Progress Legolas Level| Outpatient |12:00  |12:00 Signed by Katnleen Snavely, 71152009 1:36:17 P
i Kathieen Jeremy Notes Aduts ja |am [NDVIDUAL COUNSELING dsgkigdigrdfgofsdfbidfigiifinisrh
intake
Fee Determination Signed by Katnleen Snavely, 7152009 1:37:48 Pl
Drug Testing - Entered by Kathleen Snavely, 7/15/2009 1:37:44 Pl
sdgdfmy
42000 |STEVEY, Finch,  |Progress  Legolas Level | Outpatient 1200 |12:00 | GROUP COUNSELING BY A CLINICIAN, Alcohol & | Signed by Kathleen Snavely, 625/2008 9:33:25 AM:
Kathieen Jeremy MNotes duts AN AM_ DrugServices notes can be typed here.
Assessments b 111472008 S1eE: fneh crsis note Cient called at midnight to report neroin use. Slgned by Kalhicen Snavely 11/4/2008 1011242 Alf
ey Kathieen Jeremy type notes ere.
X Signed by Kathleen Snavely, 10/27/2006 1:51:31 P
T Entered by: Snavely, Kathleen on 10/6/2008 11:04 AM
ECourt b The Kathieen's Adult Aflercare Group, an Afier Care Group group, met on
e — 62008 |STEVEY. Finch,  |Progress |Legolas Levell Outpatient | o oy | oo o (GROUP COUNSELING BY A CLINICIAN, Alcohol & | = te=Ft e K
Kathieen Jeremy Notes duts Drug Services
fioies ¥ Facitated by: 181, Training;
S — and discussad the following:
5 this s the group note that will be applied fo all lients' records.
Jrestments Snavely, Finch,  |Progress  Legolas Level | Outpatient ‘GROUP COUNSELING BY A CLINICIAN, Aleohol &
51172008 6:00 PU | T:30 AM
icathieen Jeremy  Notes Aduts Drug Services
Snavely, Finch,  |Progress  Legolas Level | Outpatient 1200 | 12:00
an1i2008 e oreny |notee o st " Aicohol andlor Drug treatment program per hour




