CMS Net User Guide and Reference

DHCS

iy
Department of Health Care Services @%ﬁéﬁ-
Children’s Medical Services Network

Childran's Medical Ssrvices

Case Notes

User Manual
(Step-by-Step)

Revised: November 20, 2008

Table of Contents i



CMS Net User Guide and Reference

TABLE OF CONTENTS

TABLE OF CONTENT S L. e e e e e e et e e e e et e e e e et e e e e eat e e e eatan s I
1 CaSE NOLES MOTUIE.....eeiiiiiiiiiiitee e e e e e e e e e e e e e e e e eas 6
1.1 CASE NOTE TYPES AND DEFINITIONS .....utttttttieeessiiitinseeeeesessaasssssseeeeessssasssssssseeeaseesssnnnnnssees 6

1.2 ACCESSING CASE NOTES ...uuutttttttaeeaasiisstteeeeeeaeaesaassssneeeeeeessaaassssseeeseeesasamssssssereeeeeesnmnsssnes 6

2 SEAINCN CASE NOTES ...ttt e e e e e e e e e e ns 7
2.1 CASE NOTES DEFAULT SEARCH SCREEN......cuttttttieiiiiiitittteeeteeessaninnisseeaeeeesssssstsssseesessssnnnns 7
2.1.1 Search for patient DY NAME ... 9

2.1.2 Search for patient by unique identifiers — CCS, CIN, SSN.......cccccoiiiiiiiiiiiieeennnnnns 11

2.1.3 Search for patient using combination — DOB, Gender, and County........................ 12

2.2 CASE NOTES SEARCH RESULTS SCREEN ....uuvuiiiiiieeeeeiiistiieeesseeesssssssssseeseseesssanssssnssssseseess 13

3 ViIEW [ Print SEIECTHION .cvviii e e e e e e e e e e eeaeaes 17
4 Add NeW Case NOTE.....oii e 19
4.1 ADD CASE NOTE TO FIRST PATIENT LISTED ....uutttttteeeesiiiitiineeeeeeessssnsissseeeeeessssnssnssseeeaseess 19
4.2 DRAFT CASE NOTE ..uuuuttttttteeeesaaissssseeeseeeaasassssssssseaeasssassssssssseeeeessansssssssseeesessansssssssseeaees 21

5 Lo T = W O 1Y < T N [ ) 23
6 SeNd Via WED MESSAJE ... 27
7 DElEte CASE NOLE .oiiieiiiiiiiei ettt e e e e e st e e e e e e e et a e e e e e e e e e e ane 30
8 System-generated Case NOTES .......oiiuiiiiiiiiee e e e e e 32
8.1 SAR CASE NOTES . uutttttttieeeatiiitttneeteeeeeasaasttteseeeeaeeaaaaassstseeaaaeeaesaaasssseeeeeeeeesaaanssssseeeeeees 32
8.1.1 SAR HYPEINKS ....eeeiiiiiei e a e 37

9 System Administration FUNCTIONAIITIES ......coooiiiiiiiiiiiiiicee e 41
9.1 TRANSFER CASE NOTE .iiiiiiiiiiuuttteiieeeeeeesaasttetseeeeaesaaaasssssseeaaaeeasssassssseeeeesesssannnsnssseeeeeees 41

9.2 FLAG AS ERROR ...uuttttititiaeeee s ettt et e e e e e e e s ettt e et e e e e e e e e bbb bttt e e e e e e e e e b bbbttt e e e e e e e e nnbbbbneeeeaeeas 45

9.3 PRINT ALL CASE NOTES IN A PATIENT RECORD ....cceeiiiuittrriereeeeeeassssnsseesaaseessssssssnnsssasessaans 48

1O AP PENAIX A et e e e et e e e e e e e e e eae e 49

Table of Contents ii



CMS Net User Guide and Reference

List of Figures

Figure 1-2, ACCESSING CASE NOLES ......oeiiiiieiiiiiiitii ettt e e e e e e e s s e e e e e e e e aaan 6
Figure 2-2, Search USEr SCreen ... 7
Figure 2-3, Advanced Search options.............coooiiiiii 8
Figure 2-4, Search fOr PAIENT ..........uiiiiiiiie e e e e e e e e e e e e e e e aan 9
Figure 2-5, Date range is recalculated based on selected patient(s)..........cccceeeeeeiieeeie e 10
Figure 2-6, Search by unique identifier — CCS, CIN, OF SSN.......ccooviiiiiiiiieirrirn e, 11
Figure 2-7, Combination search — DOB, Gender, and County ............c.ccceeeeeiiiiiiei e 12
Figure 3-8, Begin searching fOr CASE NOTES ..........eiiiiiiiiiiiiiiiiiiiee e 14
Figure 2-9, SEarCh reSUILS SCIEEN ... ... it e e e e e e e e e e 16
Figure 3-10, Select case NOtES 1O VIEW ......cccoei i, 17
Figure 3-11, PDF of selected Case NOES..........ccooiiiiiiii i 18
Figure 4-12, Add new dialog DOX ..o 19
Figure 4-14, Select the draft case NOLE 10 VIEW.........coovvviiiiiiii e 21
Figure 4-15, Draft disclaimer is displayed on all Nnew case NOtES ...........ceeveveeeeiiiiiiiiiiiiieeeeees 22
Figure 5-16, Click on subject description hyperlink.............ccoor 23
Figure 5-17, Case NOLES PreVIEW SCIEEN .......cuuuuuiiieeeeieeeiiiis e e e e e eeeeattr e e e e eeeeeaaaa e e e e e e eeerraneees 24
Figure 5-18, Save the edits made to the case NOte ...........ccoooeviiiii 25
Figure 5-19, Preview display of corrected CasSe NOTE ..........c.uuviiiiiieeeiiiiiiiiiieee e 26
Figure 6-20, Select case notes to attach to a Web Message ........cccccceeeiviieiiieeicciii e, 27
Figure 6-21, Attaching case notes to a web message .........ooeeeeeeieieiee e 28
Figure 6-22, View a case note attaChment ... 29
Figure 7-23, Select case NOte t0 €dit ........coeie i 30
Figure 7-24, Delete a draft Cas@ NOLE .......ccooiiiiiiiii e 31
Figure 8-25, Enter pending SAR ... 32
Figure 8-26, AUtomatiC CaSE NOE ENIIY ....cceiiei e 33
Figure 8-27, Select automatiC CasSe NOE 10 VIEW .......ccovvevuiuiiiiieeeeeeeeiii s e e e e e e e e e eenne s 34
Figure 8-28, Print display of automatic case Note............cccoee oo 36
Figure 8-29, Click SAR hyperlink to view pending SAR ... 37
Figure 8-30, Navigate to SAR module to view pending SAR ... 38
Figure 8-31, Click SAR hyperlink to view PDF display ..o 39
Figure 8-32, Print display of cancelled SAR ..........oooiiiiiiiii e 40
Figure 9-33, State system administrators functionalities ...............cccoee 41
Figure 9-34, Transfer case note to correction patient record..........cccccceevvieeriicicii e, 42
Figure 9-35, Select transferred case NOtE O VIEW ......cooeeeeeiiiiiiii e, 43
Figure 9-36, View transferred Case NOE...........coooi e 44
Figure 9-37, Select case Note t0 flag @S EITOr .......coii i 45
Figure 9-38, Enter comments prior to flagging the case note as error.............ccccoeeeeeeeeeeeeeeeee. 46
Figure 9-39, Include error case notes in search resultS.........cccceeeeeee e 47

List of Figures iii



CMS Net User Guide and Reference

List of Tables

Table 3-1, Case NOE INAICALOIS .....ccciiiiiiiiiiiiiiii et e e s a e e e e e bee s 13
Table 3-2, Hyperlinks With CaSe NOTES ...........uuiiiiiiiiiiiiiiie e 13
Table 10-3, Proper Case Notes Subject Code USAQE........covuviiiiiiiiieiieeiiiiie s e e e e eeaeees 49

List of Tables iv



CMS Net User Guide and Reference

OVERVIEW

The CMS Net Narratives module is converted to the CMS Web system and renamed
Case Notes. However, the terminology narrative and case note can be used synonymously the
way client and patient terminology is used.

Listed are features and functionalities of the Case Notes module:

Add new case notes

Use subject codes for each selected subject description

Read and print existing CMS Legacy narratives and case notes from a .PDF format

Search by using a criteria with multiple patients, users, and subject descriptions

Authors can edit or delete case notes the same day they're created

Make corrections to case notes anytime after the first day. The new correction case

note will be associated to the original corrected case note that displays with a

strikethrough format (example: strikethrough).

e Transfer case notes between patients within the same county when case notes are
known to have been entered in the wrong patient. The transfer feature must be
requested through State system administrators.

e Attach a hyperlink of case notes to a web message.

Flag a case note as an error. This feature must be requested through State system
administrators.

e View narratives from the Case Notes module and vice versa — view case notes from the

CMS Net Narratives module.

List of Tables \



CMS Case Notes

1 Case Notes Module

1.1 CASE NOTE TYPES AND DEFINITIONS

There are three types of case notes and they are listed and defined as follows:
1. Manually entered free-text — A case note that is created by using the ‘Add New’ function

2. Automatic case note — A case note that is pre-populated with some system generated
information, but the user has the ability to enter free-text. These case notes occur after
certain events like a case closure, issued letter, or authorized SAR.

3. System-generated case note — A case note that is created by the system and is
automatically filed without the user’s visual knowledge. Users do not have the
opportunity to enter additional text to it at the time it is saved.

Please see Appendix A to view the case notes subject descriptions for manually entered free-
text case notes.

1.2 ACCESSING CASE NOTES

Step 1.  Access the Case Notes module by hovering the mouse pointer over the ‘CCS
Modules’ option to display the menu drop-down list. Click on the ‘Case Notes’
option as shown in Figure 1-1.

Califorrua Home DHCS Home DHCS Orgamization Tuesday, November 18, 2008

Training

Contact Us | Help| Logout

Caring for Children with Special Medical MNeeds...
Web Messages(0)

Home Page | CCS Modules | Provider | Reports | Administration

Authorization

[Case Notes
TEP 1 |

Service Codes Good marning, Sone Phavisith! You last signed on yesterday at 14:10.
— F | Your security group is State System Administrator .

. -

b Web Messages == (0) New

Correspondence --3 > (2) Incomplete letters
==»> (1) Waiting for approval
-=»> (0) Ready to send

==u > (0) Letters waiting for my approval

Case Noﬁe/> (2) Draft case notes
New feature

Case notes draft counts are displayed on the home page

Figure 1-1, Accessing Case Notes
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2 Search Case Notes

2.1 CASE NOTES DEFAULT SEARCH SCREEN

Figure 2-2 displays the default case notes search screen. A common way to search for
case notes is by date and patient. However, there are multiple ways to search for case notes by
using the Advanced Search options which allows searches by a patient, user, and specific
subject.

A new feature to be aware is the ‘Add new case note’ button. It is used for adding new
case notes to a patient record that is listed on the patient list.

Home Page | CCSModules | Provider | Reports | Administration

Case Notes

Search Case Note

Search - Case Notes

Required fields are marked in *. Patient or User is required.

ENTER DATE RANGE AND TYPE

Begin Date * |1 0/07/2008 7=  EndDate* |11/06/2008 3

SEARCH FOR PATIENT

Search Client
[~ Patient Hame ccsz ci SSH DOB Gender  County

I [ =llsetect EIl fnd

New feature
‘Add new case note’ button

Advanced Search Options

Figure 2-2, Search User Screen
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Figure 2-3 displays the Advanced Search options where case notes can be searched by
user, subject description, and include case notes marked as an error.

A new feature to be aware of is the placement of the ‘Display error and deleted case
notes’ check box. It is included in the Advanced Search options.

Case Notes

Search Case Note

Search - Case Notes

Required fields are marked in *, Patient or User is required,

ENTER DATE RANGE AND TYPE
Begin Date * |1 0/07/2008 9 End Date * IH;’OBIEDDB i)
SEARCH FOR PATIENT
Search Client
[~ Patient lame cCs= cin SSH DOB Gender  County

| | I [ [ [Select =] [Select R

Click here to expand the
Advanced Search options

cmm Search Options

(Combination of fields may be used, although not required )

Search User
[~ User Hame County Regional Office User Status
[ [Seect I N N ORI (|
Select Subject
| Group Description Subject Code Subject Line
New feature
Case note error and deleted filter checkbox
|| displays in the Advanced Search options

Display error and deleted case notes: [ 'm m

Figure 2-3, Advanced Search options
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211 Search for patient by name

Step 1.  Enter the patient name in the ‘Patient Name'’ field. Partial names are allowed.
Press <ENTER> key or click the ‘Find’ button.
A pop-up screen appears and displays the search results.

Step 2.  Select the patient and click the ‘Continue’ button. The selected patient is added

to the patient list.

/3 https:/ /cmstrnw.cahwnet.gov/CMSE47/CMSWebDriver?actionName =ClientSearchAction&commandName: =101 x|
Search Results - List of Clients d
Select ﬁf:'w Client llame AKA DOB Gender CIN County Reg Med FR :g::" End CCS Elig
Search Case N @ 7586621 LIBRENACHO OIDIZ006MALE 3274574185 30 PEN
Found 1-1 out of 1 Matching Records
—
Required fields STEP 2
ENTER DATE Select the patient and click the
‘Continue’ button
. I =
& [T 8 @ Trustedskes v
1STEP 1
Type in the patient name.
se Partial names are allowed.
[~ Patient Hame CCs# 1] SSH DOB Gender  County
er ST/ l l [Select ] [Select -
[V LIBRE NACHO T591748 3996138142 01/01/2008 MALE 30 x
Advanced Search Options
[ searcn W Reset |

Figure 2-4, Search for patient
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A new feature to be aware of is the date range recalculating to the very first and most
recent entry dates of existing case notes and narratives for the selected patient(s).

Case Notes

Search Case Note

New feature

When a patient is added to the patient list, the system

Required fields are marked in *. Patient or User is required. recalculates the date range to display the very first
ENTER DATE RANGE AND TYPE and most recent entry dates of existing case notes

and narratives for the patient.

BeginDate®  [07/23/2008 [5]  EndDaste* [11/05/2008 [

Search - Case Notes

SEARCH FOR PATIENT

Search Client

[~ Patient Hame CCS# cin SSH DOB Gender  County
| | [ [Sekect ] [Select X
[V LIBRE NACHO 1591748 3996138142 010172008 MALE 30 )‘(

Advanced Search Options

| ascrowcase note [l Semen JlSese

Figure 2-5, Date range is recalculated based on selected patient(s)
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21.2 Search for patient by unique identifiers — CCS, CIN, SSN

Step 1.  Enter the CCS# and press the <ENTER> key. If there is an exact match, the
system adds the patient to the patient list. This works similarly when searching
by CIN or SSN.

Case Notes

Search Case Note

Search - Case Notes

Required fields are marked in *, Patient or User is required.

ENTER DATE RANGE AND TYPE

BegnDate®  [07/23/2008 [ %] EndDate* [11715/2008 [
STEP 1

Enter a unique identifier
such as CCS#, CIN, or SSN

SEARCH FOR PATIENT

Search Client

[~ Patient llame ccs# cin SSH DOB Gender County

[ | [ =l[seec g find > |
[¥ LIBREMNACHO T586621 3274574 AS 01/01/2008 MALE 30 )(
[V SPECHT BOY 4056355 3192701245 0101 /2008 MALE 30 ){

[l Advanced Search Options

[ At new caso o] Sewen ] Reset |

Figure 2-6, Search by unique identifier — CCS, CIN, or SSN

11
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213 Search for patient using combination — DOB, Gender, and County
Step 1. Enter a DOB, select Gender, and County. Press <ENTER> key or click the
‘Find’ button.

A pop-up screen appears and displays the search results.
Step 2.  Select the patient and click the ‘Continue’ button. The selected patient(s) are
added to the patient list.

/2 https:/ /cmstrnw.cahwnet.gov/CMSE47/CMSWebDriver?actionName =ClientSearchActionfcommandName =Cli -10| x|
Search Results - List of Clients
ccs Pgrm End
Select Number Client Hame AKA DOB Gender CIN County Reg Med FR Date CCS Elig
 TS86818  ALLENBOY 01/01/2008 MALE 3492701242 10 PEN E 1203172008
G 4056358  DOUGHTY,BOY OIDIZ00SMALE 3502701241 10 CLOE E 12812008  gu*
Found 1-2 out of 2 Matching Records
$
STEP 2
Select the patient and click the = | i
5 - . lse arver Information
Re Continue’ button ; 08 State of Caforria.
i H
& [T [ [ @ Trusted stes 4
: L . DLomemonn ==
Begin Date * _E] End Dat -
STEP 1
SEARCH FOR PATIENT Combination search—enter
DOB, Gender, and County
Search Client
[~ Patient ame ﬁss cm ssh pOB Gender  County
gr———— S ——
| | | 010172008 |Male =] |Fresno ﬂ
W  LIBRENACHO 1586621 3274574145 01/01/2008 MALE 30 ¥
W  SPECHT BOY 4056355 3192701245 010172008 MALE 30 pot
¥ ALLENBOY 1586818 3492701242 010172008 MALE 10 w
¥ DOUGHTY BOY 4056358 3592701241 01/01/2008 MALE 10 bt
Advanced Search Options
[ Add new case note [l Search [l Reset |

Figure 2-7, Combination search — DOB, Gender, and County

This example continues in the next section 3.2 Case Notes Search Results screen.

12



CMS Case Notes

2.2 CASE NOTES SEARCH RESULTS SCREEN

Listed are tables that identify certain case note indicators and use of hyperlinks.

Table 3-1, Case Note Indicators

Indicator Name

Indicator Definition and Details

1. *DRAFT**

This indicates the case note was entered today and is subject to
change by the creator anytime today. This is useful when users do
take action based on a case note because they need to keep in mind
the content of the case note may change will may affect the action
they're taking.

2. **TCN**

TCN stands for transferred case note. When users enter a case note
or narrative in the wrong patient record, they can request the County
or State system administrators to transfer the case note to the correct
patient within the same legal county.

3. *CORRECTION**

This indicates the original case note had corrections made to it.

4. *ERROR**

This indicates the case note was entered error and the original
creator is no longer around to make a correction. Users can request
the County or State system administrators to flag a case note as an
error.

Table 3-2, Hyperlinks with Case Notes

Module SAR / Letter Status Hyperlink Action

SAR e Authorized SAR Display .PDF format of SAR
e Cancelled SAR

SAR e Pending SAR Navigate to the SAR module
e Denied SAR and display the SAR.
e Request Approval
e Approved-Y There will be a confirmation
e Approved-N message to ask if the user

wants to navigate to the SAR
module and will exit the Case
Notes module.

Web Correspondence

e Sent letter Display .PDF format of letter

e Cancelled letter

New feature;:

By default, case notes are sorted in reverse chronological order — newest to oldest. However,
the case notes can be sorted by clicking on the column headings. Hard copy printouts are
based on sort order when printing from the search results screen.

13
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Step 1.  Click the ‘Search’ button to begin searching for the case notes.
The search results screen appears with the matching records.

Califormia Home DHCS Home DHCS Orgamization Wednesday, October 22, 2008

Training

Caring for Children with Special Medical Meeds...

ContactUs | Help| Logout

Web Messages(0)

Home Page | CCS Modules | Provider | Reports | Administration

Case Notes

Search Case Note

Search - Case Notes

Required fields are marked in =, Patient or User is required.

ENTER DATE RANGE AND TYPE

Begin Date * |IJ?!23!20IJB Ti  EndDate” |n;15;2008 |

SEARCH FOR PATIENT

Search Client

[~ Patient Hame CcCs# ci SsH DOB Gender  County
[ [ [ proizos  [wee =[Freso =] G
¥  LIBREMNACHO 1586821 32745741 A5 01/01,/2008 MALE 30 pat
[V  SPECHT BOY 4056355 3192701245 01/01/2008 MALE 30 ot
W  ALLENBOY 1586818 3492701242 010172008 MALE 10 Pat
W DOUGHTY BOY 4056358 3592701241 01/01/2008 MALE 10 pat
STEP 1
Click the ‘Search’ button to
[#] Advanced Search Options start searching for case notes

| Add new case note : m

Figure 3-8, Begin searching for case notes
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On the Case Note results screen, there are several new features:
. ‘Select All' check box

. Case Notes subject description hyperlink

. Status column

. Page selectors

. ‘Transfer case note’ button

GabhwWNPEF

Case Notes

o -, T T

New feature

Select All check box New feature g::efsgttssri,tatus

,_/ Subject description is a hyperlink
- Date - Subject Code Subject -~ CCSZ~  a Clientlame ~ = County -~ = EnteredBy -~ = |Status
App-Letter1 Application Status: 1st
™ 110572008 Corres# 984852.200g Letier. Sent 1591748 Libre Nacho 30 Phavisith,Sone
Status: Sent
[T 11/06/2008 Test narrative entry date 7531749 Munky Drunkn Curious 34 Phavisith,Sone Draft
App-Letter2 Application Status: 2nd o
Letter: Sent ' ardona Draft
7 1110672008 Corves# £98575:2008 Status: Sent 11740 Liee Nacho 43 Technician Margarita
App-Letter2 Application Status: 2nd Cardona
™ 10/06/2008 PP . 1591749 Munky Drunkn Curious 33 b b Mo I LA
i Renewal process ;
[ 0743172008 Ao uEhe 1591748 Libre Nacho 33 Verzosa Oajaren  Corrected
Rpt-ChartRouted Paredes Ccs
Chart Routed : Deleted
[~ 0713012008 art Routed T531749 Munky Drunkn Curious 33 Supervisor Caridad
SAR-Authrzd Senvice Authorization
ASRICON] e Supervisor Caridad

1191 Records found, displaying 1 to 20.
New feature | o [First/Prevl1,2,3,4,5,6,7,8 [Next/last]

Page selectors New feature

I EEE T EEESESIET «— | ‘Transfer Case note’ button

Figure 2-9, Search results screen

16
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3 View / Print Selection

Step 1.  Select the case note to view by placing a check mark in the check box.
Step 2.  Click the ‘Print’ button
Case Notes
Search Case Note
Search Results - Case Notes
| | ~ Date - Subject Code Subject ~ CCSZ2~ = Clientlame ~ = County ~ =~ EnteredBy ~ =~ Status -
STEP 1 } Application Status: 1st
Select the case notes to viewby |, . Letter: Sent 1591748 Libre Nacho 30 Phavisith,Sone
placing a check mark in the check Status: Sent
box
[ 11106 Test narrative entry date T581749 Munky Drunkn Curious 34 Phavisith Sone Draft
App-Letter2 Application Status: 2nd Card
Letter: Sent : ardona Draft
11/06/2008 Corres# £95575.2008 Status: Sent T591748 Libre Nacho 33 Technician Margarita
App-Letter2 Application Status: 2nd ; Cardona TCN
10/06/2008 Letter sent 1591743 Munky Drunkn Curious 33 Technician Margarita
i Renewal process )
07/31/2008 M complete 7591748 Libre Nacho 33 Verzosa OajKaren  Corrected
Rpt-ChartRouted ChiartPoiited : Paredes Ccs Deleted
07/30/2008 art Routed 1591749 Munky Drunkn Curious 33 Supervisor Caridad
SAR-Authrzd Service Authorization E
[~ 074302008 SAR# 97014418800 Status: Authorized 1591748 Libre Nacho 33 Paredes Ccs rror

STEP 2

Click the ‘Print’ button

hd, diéplaying 1to 20.
7, 8 [Next/Last]

Supervisor Caridad

Figure 3-10, Select case notes to view

17
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Step 3.  Click the printer icon to print the selected case notes. Note: This printing option
may vary depending on the .PDF software program and version. The example in
Figure 3-11 uses Acrobat Reader 8.0.

The case notes format has a new design as shown in Figure 3-11.

STEP 3

Click the printer icon to print the P e rer v New feature _l_l— 0j x|
selected case notes New design case hotes format

100% = | = o]

Case Notes for: Libre,Nacho CCS #: T591748
Date Of Birth: 01/01/2008 Legal County: Orange
Date Range: 10/07/1998 - 11/06/2008

11/06/2008 10:00 AM Disclaimer: Draft Only. Subject to changes and edits by creator on 11/06/2008
Subject Code : Corrsp-Generated
Description : Correspondence generated Entered by: Phavisith, Sone {Orange)

Narrative:

Letter description: Program Services Agreement (Correspondence) Addressee name: Meghan Kelley. Annual renewal completed
for prog elig period 8/08 to 8/09. OA, complete annual renewal process including sending copies of SAR

and a CCS card to family.

11/05/2008 10:00 AM
Subject Code : Elig-ClientEntry
Description : Client Eligibility Entry Entered by: Rundall, Julie (Sacramento})

Narrative:

CASE STATUS: ACTIVE

CASE TYPE: NEW

CCS ELIG STATUS: 9N M/C ONLY

ELIG START DATE: 08/24/2005

CASE UPDATED BASED ON FS, NO SOC M/C, NO OHC, MGD
CARE IEHP. AID CODE 8N

NO SIGNED PGRM PAPERS FOR THIS PERIOD.

COVER 8/22/07 THRU 8/21/08.

11/04/2008 07:00 AM
Subject Code :
Description : Medical Review Entered by: Phavisith, Sone (Orange)

Narrative:

15+yrs old yng man with c/o rt knee pain interfering with his activities and has "buckling" episodes, fu with Dr Wallace on 9/12/07
with CT scan that showed distal medial femoral condyle bone lesion, plan to have curettage of lesion...med elig TX per Regs 41866
(a)(6),and per MD consultant advice,begin date 10/307 and end date 10/2/08, needs financial..

SAR to SCG01-SCGO7/Dr Wallace...PCP:Posadas, Emerito MD TEL:760-736-6767

11/03/2008 05:00 AM
Subject Code : Annual-Rev
Description : Annual Review Entered by: Phavisith, Sone (Orange)

Narrative:

ALMOST 2 Y/OW/HX OF SACRAL TERATOMA. NO MEDICAL REPORTS RECEIVED SINCE 9/05, HOWEVER REQUESTS
FOR CT SCANS RECEIVED IN 2006. SAR FOR HEM/ONC F/U CURRENT TO 821007 ==PATIENT REMAINS MEDICALLY ELI-
GIBLE FOR CONTINUED FAJ.= =TECH ALSO REQUEST REPORT FROM DR. MAJLESSIPOUR AT

LLUMC ====

N

[T T [ukrownzone

Figure 3-11, PDF of selected case notes

18
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4 Add New Case Note

Using the ‘Add New’ option creates a manual free-text case note.

4.1 ADD CASE NOTE TO FIRST PATIENT LISTED

Step 1. Add and select a patient on the patient list
Step 2.  Click the ‘Add new case note’ button

Case Notes

Search Case Note

Search - Case Notes

Required fields are marked in *. Patient or User is required.

ENTER DATE RANGE AND TYPE
Begin Date * n7/23/2008 9 End Date * |1 1/05/2008 &
S
STEP 1
Son Add a patient to the patient list
[~ Patient Hame ccs= cin SSH DOB Gender County
| l l [Setect ] [Select X
[V LIBRE NACHO 1591748 3996138142 01/01/2008 MALE 30 X
STEP 2
Click the ‘Add new case
Advanced Search Options note’ button

| Add new casenote i Search m

Figure 4-12, Add new dialog box

19
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Step 3.  Select a subject description using the drop-down list. For this example, select
‘Application — other information or issues’ subject. The system automatically

assigns the associated subject code (App-misc) which is read-only.
Step 4.  Enter a more descriptive description in the ‘Other’ text box.
Step 5.  Type in the free-text narrative.
Step 6.  Click the ‘Save’ button and the system saves the new case note.

Search Case Note | AddNew | Edit/Delete

Required fields are marked in *

Case Notes

CLIENT INFORMATION
Client Hame: NACHO LIBRE FR Elig: Reg Status: PENDING
CCS Humber: 1591748 Med Elig Status: Application Status: 1STLETTER SENT
Date Of Birth: 010172008 Diagnostic Only: PSA Status:
Cin: 3996138142 CCS Elig Status: Program Begin Date:
Gender: MALE County: ORANGE Program End Date:
STEP 4
Enter a more descriptive subject description STEP 3
Entry Date: 11/18/2008 Select the subject description
Subject \; [,-ﬁx.;.w;:u-m;s.: Application - other information or issues ;l

Other: S|Application is out-dated

Harrative ":

The patients application contains information for the former county. A new application has been sent to ;I

the family to complete.

STEP 5

Enter free text in the narrative section

STEP 6

Click the ‘Save’ button

Figure 4-13, Confirm adding a new case note to the patient record
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4.2 DRAFT CASE NOTE

Step 1.  Select the draft case note by placing a check mark in the check box.
Step 2.  Click the ‘Print’ button.

Case Notes

Search Case Note

STEP 1
Select the new case note which
has the Draft status

o ~ Date = Subject Code Subject - CCSZ~ = Clientllame ~ =~ County ~ = EnteredBy - = Status~

i Application is out
M 114182008 Appnisc el 1591748 Libre Nacho 30 Phavisith,Sone

1 Records found

STEP 2
Click the ‘Print’ button

Figure 4-14, Select the draft case note to view
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Step 3.  Click the printer icon to print the selected case notes. Note: This printing option
may vary depending on the .PDF software program and version. The example in
Figure 4-15 uses Acrobat Reader 8.0.

STEP 3
7 Click the printer icon to print the
~| selected case notes

ey New feature ] 3]
New design case notes format

100% = I'_;ﬁ Find

Case Notes for: Libre,Nacho CCS #: 7591748
Date Of Birth: 01/01/2008 Legal County: Orange
Date Range: 10/07/1998 - 11/06/2008

11/06/2008 10:00 AM
Disclaimer: Draft Only.Subject to changes and edits by creator on 11/06/2008
Subject Code : Corrsp-Generated
Description : Correspondence generated Entered by: Phavisith,Sone (Orange)

Narrative:

Letter description: Program Services Agreement (Correspondence) Addressee name: Meghan Kelley. Annual renewal completed
for prog elig period 8/08 to 8/09. OA, complete annual renewal process including sending copies of SAR

and a CCS card to family.

[T T T lkoownzane

Figure 4-15, Draft disclaimer is displayed on all new case notes
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5 Edit a Case Note

Step 1.  Click on the subject description hyperlink.

Case Notes

Search Case Note

3 . STEP 1
Click G ths. Siibjesst HBSErpLGHYHBHIE —

r - Date - Sl.lbiet.‘l Code subieﬂ / -~ CCSE~ a Client Hame - - COunty ~ = Entered By - ~ Status -
App-Letter1 Application Status: fst
™ 11/05/2008 Corres# 9848522008 Letier sent 1591748 Libre Nacho 30 Phavisith,Sone

Status: Sent

[T 11/0672008 Misc @591 749 Libre Nacho 34 Phavisith, Sone
App-Letter2 Application Status: 2nd Card
Letter: Sent . ardona Draft
7 1110672008 Corres# 995576:2008 o1 o Sent L Lire Nacho 33 Technician Margarita
App-Letter2 Application Status: 2nd Cardona
™ 10/06/2008 i - 1591749 Munky Drunkn Curious 33 Tt Marounal L
i Renewal process .
[T 07i31/2008 M complete T581748 Libre Nacho 33 Verzosa Oa Karen Corrected
Rpt-ChartRouted Paredes Ccs
Chart Routed : Deleted
[T 073072008 Chart Routed T591749 Munky Drunkn Curious 33 Supervisor Caridad
SAR-Authrzd Senvice Authorization

Supervisor Caridad
191 Records found, displaying 1 to 20.
[First/Prev] 1, 2, 3,4, 5, 6, 7, 8 [Next/Last]

1 I

Figure 5-16, Click on subject description hyperlink
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Figure 5-17 displays the preview screen of the case note.

Step 2.  Click on the ‘Edit’ button to be redirected to the edit case notes screen.

Case Notes
Search Case Note
Required fields are marked in *
CLIENT INFORMATION
Client llame: NACHO LIBRE F/R Elig: Reg Status: PENDING
CCS Humber: 1591748 Med Elig Status: Application Status: 15T LETTER SENT
Date Of Birth: 01/01/2008 — Diaanostic Onlv: PSA Status:
Cln: 3996138142 New feature egin Date:
Gender: MALE The preview screen allows users to see the contents of i Date:
the case notes prior to editing, deleting, or flagging as an
Preview error.
= B Ej- [T 10 ® @t - I [ =
I -~
Case Notes for: Libre,Nacho CCS #: Th91748 (=1
Date Of Birth: 01/01/2008 Legal County: Orange
Date Range: 10/0711998 - 11/06/2008 | =
11/06/2008 10:00 AM
Subject Code : Misc
Description : Test narrative entry date Entered by: Phavisith,Sone (Orange)
Narrative:
Test testing the narrative entry date for this case note. Test testing the narrative entry date for this case note.
This case note will be edited. The correction feature has been merged with the edit feature. The strikethrough format still
displays for edits made to non-draft case notes.
|~
*Comments are required when using ‘Flag as error’
Comments: * ;l
STEP 2 ;I
Click on the 'Edit’ button

Figure 5-17, Case notes preview screen
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Step 3.  Replace the entire original narrative with a new narrative
Step 4.  Click the ‘Save’ button. A dialog box will appear to confirm the correction.
The system returns to the preview screen with the updated case note.

Case Notes

Search Case Note

Required fields are marked in =

CLIENT INFORMATION
Client Hame: NACHO LIBRE FR Elig: Reg Status: PENDING
CCS Number: T591748 Med Elig Status: Application Status: 15T LETTER SENT
Date Of Birth: 010172008 Diagnostic Only: PSA Status:
Cill: 3996138142 CCS Elig Status: Program Begin Date:
Gender: MALE County: ORANGE Program End Date:
CASE NOTE DETAILS

Entry Date: 11/18/2008

Subject : It-\rhe.u: Other information or issues :I
Other: ITest narrative entry date
Narrative ": This are my corrections to the case note. These corrections were ;I

made after the day it was entered. The original entry displays with
the strikethrough format.

STEP 3
Replace the original nharrative entry with some new text.

STEP 4 =
Click the ‘Save’ button

Figure 5-18, Save the edits made to the case note
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Figure 5-19 displays the replacement case note with the correction indicator.

Case Notes

Search Case Note

Required fields are marked in *

CLIENT INFORMATION

Client llame: NACHO LIBRE F/R Elig: Reg Status: PENDING

CCS Humber: 1591748 Med Elig Status: Application Status: 15T LETTER SENT

Date Of Birth: 010172008 Diagnostic Only: PSA Status:

cin: 3996138142 CCS Elig Status: Program Begin Date:

Gender: MALE County: ORANGE Program End Date:
Preview

= O Ej- D[ 10 ® @ et - N [
I -
Case Notes for: Libre,Nacho CCS #: T591748 [
Date Of Birth: 01/01/2008 Legal County: Orange
Date Range: 10/07/1998 - 11/06/2008 =
11/18/2008 1:00 PM *Correction / Draft*
Subject Code : Misc
Description : Test narrative entry date Entered by: Phavisith,Sone (Orange)
Narrative:

This are my corrections to the case note. These corrections were made after the day it was entered. The original entry
displays with the strikethrough format.

11/06/2008 10:00 AM *Corrected*
Subject Code : Misc
Description : Test narrative entry date Entered by: Phavisith, Sone (Orange)

*Comments are required when using ‘Flag as error’
Comments: ' =]

BTN I T T I

Figure 5-19, Preview display of corrected case note

If edits are made to a draft case note, the replacement narrative displays only. The
original narrative is over-written.
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6 Send via Web Message

Case notes can be sent to other users in any county. Users can attach a hyperlink of a case note to a Web Message.

Step 1.  Select the case note(s) to attach to a web message.
Step 2. Click the ‘Attach’ button. A web message pop-up screen appears with the selected case notes attached.
Case Notes
Search Case Note
Search Results - Case Notes
] | - Date = Subject Code Subject - CCS#~ = Clientlame ~ = County ~ = EnteredBy ~ = Status -
SSTIEF:t1h S 16 e h Application Status: 1st
elect the case notes to viewby | Letter: Sent ‘ i
placing a check mark in the check 2-2008 St cank T591748 Libre Nacho 30 Phavisith,Sone
box
[ 11106 Test narrative entry date 7531749 Munky Drunkn Curious 34 Phavisith,Sone Draft
App-Letter2 Application Status: 2nd
Letter: Sent g Cardona Draft
1110612008 Corres# £25576:2008 Status: Sent L Liwe Nacti &3 Technician Margarita
App-Letter2 Application Status: 2nd g Cardona
10/06/2008 T otar et 1591749 Munky Drunkn Curious 33 Tacholcien Marcerts TCN
i R [Bs}
0713112008 Misc i 1591748 Libre Nacho 33 Verzosa OaKaren  Corrected
07/30/2008 SO Ued Chart Routed 1591749 Munky Drunkn Curious 33 gﬂ;ﬁiﬁﬁ (S:aridad Deleted
SAR-Authrzd Service Authorization E
[ 07/30/2008 SARR S701444ss00 Status Authorized T591748 Libre Nacho 33 Paredes Ccs rror
e Supervisor Caridad
191 Correspondenc| Cs:-IrElftﬁ ‘Attach’ butt g1 to 20.
[First/Prev] 1 Ick the ach’ buttan ast]

[ Baci | prie ] Attacn ] Tarsecos e

Figure 6-20, Select case notes to attach to a Web Message
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Please refer to the Web Message user manual on how to send, receive, and read Web Messages.

/2 Children Medical Services - Microsoft Internet Explorer

<

i

Web Messages

Inbox

Sent

=
{&_ﬁ Deleted

Drafts

Hovember
Change cycle

Al New P _.?—_.Reply ﬂneply to All [S_' forward [®* Send/Receive [ |Move To Folder

IPhomsoph&Molly;Rundal . Julie;Seddouki,Samantha;Swasey,Brian

Subject |Case Note For CCS #4053173 Nacho Libre

Case llote: Renewal process complete

Case llote: Application Status: 2nd Letter sent q\_\
Case llote: Application Status: 1st Letter sent

Case notes are attached as hyperlinks

This case note has mulitple attachments and can be sent to any user in any county within ;l
the CMS Web system.

Back to Top of Page

Figure 6-21, Attaching case notes to a web message
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Figure 6-22 displays the case note when the attached case note hyperlink is clicked.

=10 %]
= 8 & ® [100% - | o [ [ .
Case Notes for: Libre,Nacho CCS #: T591748
Date Of Birth: 01/01/2008 Legal County: Orange
Date Range: 10/07/1998 - 11/06/2008
11/13/2008 10:00 AM
Home | Subject Code : App-Letter1
Description : Application Status: 1st Letter sent Entered by: Phavisith, Sone (Orange)
Narrative:
m Correspondence#: 984912-2008
Letter type: C-36MTU
Letter description: Application letter #1 MTU B
= Addressee name: MOM LIBRE
A
08:21 AM
B s
? p. /&1 Done 7 [T [ lunknown Zone /
* Sub: Case Note For CCS #4058173 Nacho Libre
" Drafts

Attachments

A Hovember
Change cycle Case lote: Application Status: 2nd Letter sent

Case llote: Renewal process complete

This case note has multple attachments and can be sent to any user in any county within the CMS Web system.

Figure 6-22, View a case note attachment
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7 Delete Case Note

Case notes can be deleted the same day they're created. Case notes can be deleted by the Creator only and must be done one at a
time.

Step 1.  Click the subject description hyperlink of the draft case note.

Case Notes

Search Case Note
STEP 1

Select a draft case note using the
subject description hyperlink

Search Results - Case Notes

] | ~ Date ~ Subject Code Subjct ~ CCSZ2w- =~ Clientllame ~ = County v~ = EnteredBy » = Status«
App-Letter1 Application Status: 1st
[~ 1110572008 Corres# 924852.2008 Letier Sent 1591748 Libre Nacho 30 Phavisith,Sone
= Status: Se
™ 11/08/2008 Misc 591 749 Munky Drunkn Curious 34 Phavisith,Sone
App-Letter2 Application Status: 2nd
Letter: Sent g Cardona Draft
[T 110672008 Corres# 895675-2008 -~ —"" 1591748 Libre Nacho 33 Tachnioin MaegarA
App-Letter2 Application Status: 2nd : Cardona
™ 10/06/2008 Cotlor soni 1591749 Munky Drunkn Curious 33 Tachnician Mergars TCN
i Renewal process )
07/31/2008 Mo ——— 1591748 Libre Nacho 33 Verzosa Oajaren  Corrected
Rpt-ChartRouted R ot X Paredes Ccs Deleted
o 0713052008 Juted TS591749 Munky Drunkn Curious 33 Supervisor Caridad
SAR-Authrzd Service Authorization =
[~ 077302008 SAR# 97014418800 Status: Authorized 1591748 Libre Nacho 33 Paredes Ccs fror

Supervisor Caridad

191 Correspondence Records fouﬁd, displaying 1 to 20.
. [First/Prev]1,2,3,4,5,6,7,8 [Next/Last]

[ Back [ Print " Attach || Transte casenote |

Figure 7-23, Select case note to edit
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The preview screen appears and displays the draft case note. This forces the user to
see the narrative of the case note prior to deleting. System-generated case notes cannot be
deleted such as letters and SAR case notes.

Step 2.  Click the ‘Delete’ button. The ‘Delete’ button appears if the case note status is
draft and if the current user is the Creator of the case note.

Case Notes

Search Case Note

Required fields are marked in

CLIENT INFORMATION

Client Hame: NACHO LIBRE F/R Elig: Reg Status: PENDING

CCS Humber: 1591748 Med Elig Status: Application Status: 15T LETTER SENT

Date Of Birth: 010172008 Diagnostic Only: PSA Status:

CIN: 3996138142 CCS Elig Status: Program Begin Date:

Gender: MALE County: ORANGE Program End Date:
Preview

=R - IeETCENColl = B e—
I -~
Case Notes for: Libre,Nacho CCS #: T591748 =l
Date Of Birth: 01/01/2008 Legal County: Orange
Date Range: 10/07/1998 - 11/06/2008 =
11/06/2008 10:00 AM Disclaimer: Draft Only. Subject to changes and edits by creator on 11/06/2008
Subject Code : Misc
Description : Test narrative entry date Entered by: Phavisith, Sone (Orange)
Narrative:

Test testing the narrative entry date for this case nate. Test testing the narrative entry date for this case note.
This case note will be edited. The correction feature has been merged with the edit feature. The strikethrough format still
displays for edits made to non-draft case notes.

*Comments are required when using ‘Flag as error’ New feature
Comments: * The ‘Delete’ button appears only_when the
case note has a draft status and if the current
user is the Creator of the case note.

s |

STEP 2
Click on the ‘Delete’ button

m Edit [ Delete p, Print Attach

Figure 7-24, Delete a draft case note

After the case note is deleted, the system returns to the case notes search screen.
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8 System-generated Case Notes

A system-generated case note is pre-populated with some system generated
information, but the user has the ability to enter free-text. These case notes occur after certain
events like a case closure, sent letters, or authorized SAR.

8.1 SAR CASE NOTES
Step 1. Create a pending SAR

Enter SAR
NACHO LIBRE, 3868101 STEP 1
Required fields are marked in * Create a pending SAR SEARCH MED!
CLIENT MFORMATION
Client lame: NACHO LIBRE F/R Elig: ELIGIBLE Reg Status: CLOSED
Alias:
CCS Humber: 3868101 Med Elig Status: ELIGIELE Application Status: 2D LETTER SENT
Date of Birth: 0101 /2007 Diagnostic Only: NO PSA Status: PEE Em' E
cin: 3248147180 CCS Elig Status: a9 CCS Program Begin Date: 010172008
Gender: FEMALE County: SACRAMENTO Program End Date:  07/01/2008
PROVIDER INFORMATION
Provider Name: COOK, AARON C MD Provider Humber: 1174601850
Provider Type: FHYSICIAN
Address 1° | 025 MORSE Address 2 ]
City * County
State Zip*
Paneled Hon PMF
monate. [ | Penmledon i | o]
T
SAR INFORMATION
SAR Number SAR Status

Service Begn Date * |U1,|"U1,f2003 77| Service End Dete |DB!3DI2I]I]3 |
Service Request Date * |D1,r‘01,.’2008 7= Number of Days |

EPSDT.SS O Category [setect =l
cCSSS [ State Approved ves © No
State Funded r

primary Disgnosis’  [170.0 DERMATOPHYTOSIS OF SCALP AND BEARD IRl
Secondary Dsgnosie 0038 OTHER SPECIFIED SALMONELLAINFECTION  IRAadl

SERVICE CODE INFORMATION
Remove Service Code Modifier T Alternate Code Service Description ARernate Units Ouantity Amount
ype Description
roo [ PHYSICIAN [i | [
SPECIAL MISTRUCTIONS

Special Instructions

=

J Add Services JEubmit ] Undo |
Figure 8-25, Enter pending SAR
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Figure 8-26 displays the automatic case notes screen that has the system generated
information and an area for users to add additional free-text.

Step 2.  Enter additional free-text information then click the ‘Save’ button. The system will
save the case note and return to the SAR module. Navigate back to the Case
Notes module and find the new automatic case note.

Califormia Home DHCS Home DHCS Organization Sunday, Apnl 20, 2008

Children's Medical Services

Caring for Children with Special Medical Needs...

Contact Us | Help| Logou

Web Messages(0)

CCS Modules | Provider | Reports |Administration

Case Notes

Search Case Note | AddNew | Edit/Delete

Required Fields are marked with *

CLIENT INFORMATION

Client Hame: NACHO LIBRE FR Elig: ELIGIBLE Reg Status: CLOSED

CCS NHumber: 3868101 Med Elig Status: ELIGIBLE Application Status:  2ND LETTER SENT
DOB: 01/01,/2007 Diagnostic Only: NO PSA Status: SIGNATURE PENDING
CIN: 3248147140 CCS Elig Status: 9K CCS Program Begin Date: 01/01,/2008

Gender: FEMALE County: SACRAMENTO Program End Date:  07/01/2008

CASE HOTE DETAILS

Entry Date: 04/20/2008

Subject : |SAR-Pending Senvice Authorization status: Pending d
Details: \
SAR #: 397011486390
Provider : COOK, AARON C MD System generated information
Service Begin Date: 01012008 + | thatwil a‘;;%“;:tica"y get
Service End Date : 06/30/2008

Comments: [Enter my case notes free text here -]
STEP 2
Enter additional free-text information
to the automatic case note then click
the ‘Save’ button =

Figure 8-26, Automatic case note entry
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q

Step 3.  Select the system generated case note to view.
Step 4.  Select the ‘View/Print Selection’ option then click the ‘Continue’ button
Case Notes
Search Case Note
Search Results - Case Notes
| | ~ Date = Subject Code Subject ~ CCSZ~ = ClientHame ~ = County v = EnteredBy ~ = Status -
App-Letter1 Application Status: 1st
™ 110572008 Corres# 984g52.200g Letter. Sent 7591748 Libre Nacho 30 Phavisith,Sone
Status: Sent
[~ 11/06/2008 Misc Test narrative entry date 7591749 Libre Nacho 34 Phavisith, Sone
App-Letter2 Application Status: 2nd Sl
Letter: Sent . ardona
[T 11062008 Corres# 895575-2008 S St 1591748 Libre Nacho 33 Teohsiclar MargiE
App-Letter2 A et Card
pR-LEller 2 Click on the subject description hyperlink ; raona
[T 10/06/2008 Ld ! P yp RIS 3 Technician Margarita
i Renewal process
~  orsioos e o 1591748 Libre Nacho 33 VerzosaOaKaren
Rpt-ChartRouted Chart Routed : Paredes Ccs
[~ 07/30/2008 art Route T591749 Munky Drunkn Curious 33 Supervisor Caridad
/—_ SAR-Authrzd Service Authorization Paredes O
status: Authorized T591 748 Libre Nacho aredes Lcs
[T 0713072008 SAR# 97011486390 33 Suervieor Corided

191 Recurds found displaying 1to Zb
[First/Prev] 1, 2, 3,4, 5, 6, 7, 8 [Next/Last]

1 I
[“Back | Print | Attach || Transte case not

Figure 8-27, Select automatic case note to view
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Figure 8-28displays the system-generated case note. The free-text portion displays below the system-generated text.

E| http://emsdevw.cahwnet.gov/CMSE4 TDEY/CMSWebDriver?actionName =YiewCaseNotesAction&commandName=Yi -

= E & T j@®ow - B i -

Case Notes for: Libre,Nacho
Date Of Birth: 01/01/2008
Date Range: 10/07/1998 - 11/06/2008

CCS #: T591748
Legal County: Orange

07/30/2008 10:00 AM
Subject Code : SAR-Pending
Description : Service Authorization status: Pending

Narrative:

SAR ID#: 97011486390 dt System-generated information
Provider I1D: 11746081850

Provider name: Cook, Aaron C MD

Service period: 01/01/2008—06/30/2008

Enter my case note free text here
¥\ User’s free text

Entered by: Phavisith, Sone (Orange)

i

| T T lunknown zane /

Figure 8-28, Print display of automatic case note
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8.1.1 SAR Hyperlinks

Step 1.  Click the SAR hyperlink to view the pending SAR. In order to view the pending SAR, the system will have to navigate to
the SAR module. A confirmation dialog box will appear.
Step 2.  Click ‘OK’ to navigate to the SAR module.

Case Notes
Search Case Note
Search Results - Case Notes
N ~ Date - Subject Code Subject ~ CCSZ#~ = Clientllame ~ = County ~ = EnteredBy ~ = Status -
App-Letter1 Application Status: 1st
™ 11/05/2008 Corres# 384852.2008 %t 7591748 Libre Nacho 30 Phavisith Sone
[ 11/06/2008 Misc Microsoft Internet Explorer l' 34 Phavisith,Sone
App-Letter2 9 : : :
! To view the SAR, the system will navigate to the SAR module. Cardona
[0 1140672008 Correst# £95575:2 \'\/ Do you want to continue? % Technician Margarita
App-Letter2 - Cardona
L ieane Cancel | = Technician Margarita
Misc
07/31/2008 ot TS9T735 Ciore Nacho | STEP 2
~HEaE Click 'OK’ to continue to navigate to the SAR
[~ 07/30/2008 SR Chart Routed 1591749 Munky Drung Todule to view the pendmif:i;w —
SAR-Pending Service Authorization - Paredes C
[T 07/30/2008 SAR# 97011486300  status: Pending T591748 Libre Nacho 33 aredes Ccs

Supervisor Caridad

: : 191 Récurds fouﬁd; di.sple-nyi.ng.l to Zb.
STEP 1 irst/Prev] 1, 2, 3,4, 5, 6, 7, 8 [Next/Last]
Click SAR hyperlink to view the pendingSAR. |~

System will navigate to the SAR module. |m |m

Figure 8-29, Click SAR hyperlink to view pending SAR
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mia Home DHCS Home D Organization Sunday, Apnl 20,
. ' " .
Children’s Medical Services
Contact Us | Help | Logout
ful‘lng for Children with Special Medical Masds. ..
Web Messages(0)
CCS Modules | Provider | Reports |Administration
View SAR
Authorize Deny . Cancel Mhodify Delete Print History

CLIENT IMFORMATION

Client Hame: MACHD LIBRE F/R Elige: ELIGIBLE Reg Status: CLOSED

Alias:

CCS Humber: 38681 Med Elig Status: ELIGIBLE Application Status:  2ND LETTER SENT

DoB: 014012007 Diagnostic Only: NO PSA Status: SIGNATURE PENDING
CIH: J2481471480 CCS Elig Status: 9K CCS Program Begin Date: 01,01/2008

Gender: FEMALE County: SACRAMENTO Program End Date: 07012008

PROVIDER INFORMATION

Provider Hame: COOK, AARON C MD Provider Humber: 117460 850
Address: 2025 MORSE AVE SACRAMENTO CA 85525 County: SACRAMENTO
Provider Type: PHY SICIARN

SAR INFORMATION

SAR Humber: 47011486390 Request Date: o101 22008

Service Begin Date: 01 101 /2008 Service End Date: 063072008

Ho Of Days: 182 State Funded: M

EPSDT-55: M CC5-55: N

State Approved

Categorny:

Primary Diagnosis: 1100 DERMATOPHY TOSIS OF SCALP AND BEARD

Secondary Diagnosis: 0038 OTHER SPECIFIED SALMOMNELLA INFECTIONS

SERVICE REQUEST AUTHORIZATION

2 .. Alternate : SE ST 2 :

Service Code Type  Modifier Code Service Description Alternate Description Units Ouantity Amount
m PHY SICIAN 1

Figure 8-30, Navigate to SAR module to view pending SAR
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Clicking on the hyperlink of a SAR with a status of authorized or cancelled, the system will display a pop-up screen of the .PDF format.

Step 1.  Click the hyperlink of a SAR that has either an authorized or cancelled status. The system will bring up a print display of
the selected SAR.

Case Notes

Search Case Note

Search Results - Case Notes

- e - ubje: ubje - - - entlame ~ = County v = ere -+ = Status -
5 Dat. Subject Code Subject CCs= ClientH County Entered By Stat
SAR-Authrzd Senvice Auth_orization
97016006630 : ibre Nacho avisith, Sone
™ 11052008 SAR# status: Pending 1591748 Libre Nach 30 Phavisith,S
4400000 Litoa Tact nareative entry date 7591749 Libre Nacho 34 Phavisith,Sone
STEP 1
Click SAR hyperlink to view the authorized SAR. |n Status: 2nd o
A pop-up screen of the SAR appears. prit : arcona
[~ Pop-up PP e 7591748 Libre Nacho 33 b —
App-Letter2 Application Status: 2nd Cardona
[T 10/06/2008 EE Lgtr:t)er sent 7591749 Munky Drunkn Curious 33 Technician Margarita
i Renewal process )
[T 07i31/2008 M complete T591748 Libre Nacho 33 Verzosa Oa Karen
Rpt-ChartRouted Paredes Ccs
[~ 07/30/2008 pt Chart Routed T591749 Munky Drunkn Curious 33 Supervisor Caridad
SAR-Pending Service Authorization . Paredes C
[T 07/30/2008 SARE 97011486390  Status: Pending 1591748 Libre Nacho 33 OO oCs

Supervisor Caridad
191 Records found, displaying 1 to 20.

[ Back [ print [ Attach || Transtor case note |

Figure 8-31, Click SAR hyperlink to view PDF display
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Figure 8-32 displays the authorized SAR.

File Edit GoTo Favorites Help

https://cmstrnw.cahwnet.gov/CMSE47/PDFPrint?actionName=LetterAuthExtNewAction&sarid=

=101x]

]
| &

Googlelcv vI@{h@@Evl*BﬂdﬂﬂUkSv

glPopupsokay | ?Check - ? OSBtthgsv

58 & UG 6| —inlhr

® [66.7% ~ =

IFiﬂd > No current selection

CONFIDENTIAL
CALIFORNIA CHILDREN'S SERVICES

SRO-SACRAM En}o l|iEG IONAL OFFIC!

8100
PO Box 997413
Sacramento, CA 95899-7413
TELEPHONE: (916) 327-3100

SAR #: 97016006530
(cCs)
£

Authorized NGUYEN. CHAU TUAN MD Provider Number: 1720168832
Provider: 3201 LOMA VISTARD Telephone:

VENTURA CA £3003
Provider Type: PHYSICIAN

AUTHORIZATION FOR SERVICES

Autherizaton is for services and effective dates indicated below. in accordance with CCS program policies and fee schedule.
Authorizabon for additional services not listed below must be requested in advance. By prowiding these authorzed services, you
agree to accept payment from the CCS program as payment in full. If you have a Service Code Grouping (SCG) autherization,

please check your Medi-Cal manual for services included in the SCG.

CCS CLIENT INFORMATION

Client Name: NACHO LIBRE
Alias:
Address: 2008 JALAPENO AVE Client Index Number: 3098133142
APT @ CCS Case Number: 4050172
ORANGE CA 82856 Date Of Birth: 01/01/2008
Parent/Guardian: MOM LIBRE Gender: MALE
Address: 1515K ST Client Telephone: (213) 6984521
SUITE 510 Parent/Guardian Tel:  (213) 456-0874
ORANGE,CA 82856
Medical Home: SURABIAN, S RINC
Address: 1221 W Tenaya
Fresno,CA 83711
County: QORANGE
Primary Diagnosis: 987.0 TOXIC EFFECT OF LIQUEFIED PETROLEUM GASES
Secondary Diagnosis:
AUTHORIZATION INFORMATION
Effective Dates: 01/01/2008 through  01/01/2008
CCS AUTHORIZED SERVICES
Service Code Modifier | Service Description Units Amount
01 PHYSICIAN 1
SPECIAL INSTRUCTIONS

Flease refer to the Medi-cal website: www.medi-cal.ca gov regarding biling instructions utilizing your National Provider Identifier (NP1).

Thank you for r continued partici Children's Services Program.

Issued By: PHAVISITH SONE (5SRO} Date Authorized:

11/18/2008

Printed On: Wed Nov 19 13:03:40 PST 2008
Page 10of 1

SAR #: 97016006630

Figure 8-32, Print display of cancelled SAR
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9 System Administration Functionalities

9.1 TRANSFER CASE NOTE

If users have entered a case note in the incorrect patient record, they can request to have a State system administrator transfer
the case note to the correct patient.

Step 1.  Select the case notes to transfer.
Step 2.  Click on the ‘Transfer case note’ button.

Case Notes

Search Case Note

Search Results - Case Notes

I~ - Date ~ Subject Code Subject - CCSZ~ ~ Clientllame + = County ~ =~ EnteredBy ~ =~ Status -
SAR-Authrzd Service Authorization
™ 11052008 SAR# 97016006630 StALS: Pendin 7591748 Libre Nacho 30 Phavisith Sone
[T 11/06/2008 Misc Test narrative entry date T531749 Libre Macho 34 Phavisith,Sone
App-Letter2 Application Status: 2nd Card
Letter: Sent ; ardona
7 110612008 Cores¥ £95575:2000 Status: Sent 1391748 Liws Hachs 9 Technician Margarita
STEP 1 :
Application Status: 2nd ; Cardona
[1 Select the case notes to transfer. et T591749 Munky Drunkn Curious 33 Technician Margarita
ji Renewal process .
o73008  MeC et 7591748 Libre Nacho 33 Verzosa Oa Karen
Rpt-ChartRouted g Paredes Ccs
Chart Routed
07/30/2008 1381749 Libre Nacho 33 Supervisor Caridad
SAR-Pending Service Authorization : Paredes C
07/30/2008 SAR# g70114sg3g0  Status: Pending T591748 Libre Nacho 33 =

Supervisor Caridad

STEP 2

191 Records found, display Cjick the ‘Transfer case note’ button.

_[first/Prev]1,2,3,4,5,6,7

Figure 9-33, State system administrators functionalities
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Step 3.  Search and select the destination patient record.
Step 4.  Enter the name of the user requesting to transfer the case note.
Step 5.  Click the ‘Transfer case note’ button.

Case Notes

Search Case Note

Subject description

Transfer Case Notes screen is display only
| | ~ Date - Subject Code Sll%tct -~ CCS#~ a Clientlame + = County ~ = EnteredBy ~ = Status -
i Renewal process
W orsioos  MSC Setiiele 1591748 Libre Nacho 33 VerzosaOaKaren
Rpt-ChartRouted Chart Routed : Paredes Ccs
W  07/30/2008 art Route T531749 Libre Nacho 33 Supervisor Caridad
SAR-Pending Service Authorization Paibdes i
status: Pendin 1591748 Libre Nacho
V077302008 SAR# 97011486300 : 3 supervisor Caridad
TRANSFER CASE NOTE TO:

Search Client STEP 3 L .
Select destination patient record

Patient Hame SSH DOB Gender County
=
| | | | T <
UZUMAKINARUTO TS81750 3554178140 01/01/2008 MALE 34 P
. . " STEP 4
Comments are required when transferring | Enter the name of the user requesting the
Comments: Bor user from:a L sgel CCE county transfer and any additional comments |

[ /|

STEP 5
Click the ‘Transfer case note’ button

Figure 9-34, Transfer case note to correction patient record

After the case transfer is complete, the system returns to the case note search screen.
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Step 6.  Search for the transferred case notes of the destination patient record. Select the transferred case note to view as
indicated by the status ‘Transferred'.
Step 7. Click the ‘Print’ button.

Case Notes

Search Case Note

Destination patient record

Seavrcrh Daculte _ Naca Natac

STEP 6
Select the transferred case notes

Subject - CCSE~ = Cliery

i Renewal process :
MV  o7312008 s complote T591750 Uzumaki, Naruto 33 Verzosa OaKaren

Hame + = County » = EnteredBy -

Transferred

Rpt-ChartRouted

. Paredes Ccs
Chart Routed Transferred
72 074302008 hart kouted T591750 Uzumaki, Naruto 33 Supervisor Caridad
SAR-Pending Service Authorization

v tatus: Pendi 7591750 Uzumaki, Naruto Paredes Ccs Transferred
V  07:30/2008 SAR¥ 9701 Msg.g:Eq ;n? status: Pending 33 Supervisor Caridad

Click the ‘Print’ button to view the :

transferred case notes 3 Records

[ Gack [ print | Attach || Tranter caserote |

Figure 9-35, Select transferred case note to view
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Figure 9-36 displays the format of the transferred case note. The transfer entry displays
above the original case note with the date of when it was transferred. The original entry date is
still used in searches.

[=I http:/ /cmsdevw.cahwnet.gov/CMSE4 7DEV/CMSWebDriver?actionName =ViewCaseNotesAction&commandName =Vi iternet Explores =10] x|
= A - BN O NN I CE—
Case Notes for: Libre,Nacho CCS#: T591748
Date Of Birth: 01/01/2008 Legal County: Orange
Date Range: 10/07/1998 - 11/06/2008
08/01/2008 1:00 PM Transferred Case Note
Narrative: Transferred from other patient Entered by: Phavisith, Sone (CMS-State)

Comments: Per user from Legal CCS county

07/31/2008 11:00 AM

Subject Code : Misc Entered by: Verzosa OA, Karen (Riverside)
Description : Renewal process complete
Narrative:

The renewal process has been completed when the medical reports where received—7/30/2008. Family has been notified and the
welcome letter has been sent to the family. Financial and residential eligibility have been determined to be eligible.

08/01/2008 1:00 PM Transferred Case Note
Narrative: Transferred from other patient Entered by: Phavisith, Sone (CMS-State)
Comments: Per user from Legal CCS county

07/30/2008 8:38 AM

Subject Code : Rpt-ChartRouted Entered by: Parades, Caria (Riverside)
Description : Chart Routed
Narrative:

Patient has been adopted. The former name was Drunkn Munky, but after the adoption, family has renamed child to Nacho Libre.
Case distribution by last name alpha will cause this case to be routed to another case management team.

—| Transfer case note entry I

08/01/2008 1:00 PM A/ Transferred Case Note
Narrative: Transferred from other patient Entered by: Phavisith, Sone (CMS-State)
Comments: Per user from Legal CCS county

07/30/2008 7:05 AM
Subject Code : SAR-Pending
Description : Service Authorization status: Pending Entered by: Parades, Caria (Riverside)

Narrative:
SAR ID#: 97011486390
Provider ID: 11746081850 = [

Provider name: Cook, Aaron C MD e ] Original case note entry |
Service period: 01/01/2008—06/30/2008

Enter my case note free text here

-

[ foknown Zone 4

Figure 9-36, View transferred case note
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9.2 FLAG AS ERROR

Users need to request from the State system administrators to flag the case note as an error.

Step 1.  Select the case note to flag as an error by clicking on the subject description hyperlink.

Case Notes

Search Case Note

Search Results - Case Notes

| | ~ Date - Subject Code Subject ~ CCSZ2~ = Clientlame ~ = County ~ =~ EnteredBy ~ =~ Status -
S'I_'EP 1 _ o puthorization
[~ 11msr008 | Clickthe subject description  knding 1591748 Libre Nacho 30 Phavisith,Sone
hyperlink
[T 11/0672008 Misc @591 749 Libre Nacho 34 Phavisith Sone
App-Letter2 Application Status: 2nd Card
Letter: Sent . ardona
- 13062008 Corres# £95575-2008 Status: Sent L Lire Nacho 33 Technician Margarita
App-Letter2 Application Status: 2nd Cardona
[T 10/06/2008 EE Lgtr:t)er sent 7591749 Munky Drunkn Curious 33 Technician Margarita
i Renewal process )
073172008 M complete T581748 Libre Nacho 33 Verzosa Oa Karen
Rpt-ChartRouted : Paredes Ccs
Chart Routed
[~ 07/30/2008 1591748 Libre,Nacho 3 Supervisor Caridad
SAR-Pending Service Authorization - Paredes C
[T 07/30/2008 SAR# 97011486300  status: Pending T591748 Libre Nacho 33 aredes Ccs

Supervisor Caridad

7 Records found

[ Back [ print [ Attach || Transtor case note |

Figure 9-37, Select case note to flag as error
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Step 2.  Enter comments or reasons for flagging the case note as an error.
Step 3.  Click the ‘Flag as error’ button

Case Notes

Search Case Note

Required fields are marked in *

CLIENT INFORMATION

Client Hame: MNACHO LIBRE F/R Elig: Reg Status: PEMNDING
CCS Humber: T591748 Med Elig Status: Application Status: 15T LETTER SENT
Date Of Birth: 010172008 Diaanostic Onlv: PSA Status:
CIH: 3996138142 New feature egin Date:
Gender: MALE The preview screen allows users to see the contents of pd Date:
the case notes prior to editing, deleting, or flagging as an
Preview error.
=& EQ - [t /10 & ® [s13% ~ = ] [Fd =
I -
Case Notes for: Libre,Nacho CCS #: 7591748 (=1
Date Of Birth: 01/01/2008 Legal County: Orange
Date Range: 10/07/1998 - 11/06/2008 =

11/06/2008 10:00 AM
Subject Code : Misc
Description : Test narrative entry date Entered by: Phavisith, Sone (Orange)

Narrative:
Test testing the narrative entry date for this case note. Test testing the narrative entry date for this case note.
This case note will be edited. The correction feature has been merged with the edit feature. The strikethrough format still

displays for edits made to non-draft case notes.

STEP 2
Enter comments or reasons for
flagging as error |

*Comments are required when using ‘Flag as error’

EUBMISIRE S Entered in error. Testing case notes only. This should not be in the patient record. 3

STEP 3
Click on the 'Flag as error’ button

el __
4| Flag as error

Figure 9-38, Enter comments prior to flagging the case note as error

After the case note is flagged as an error, the system returns to the case notes search
screen.
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Case notes flagged as an error will be excluded from the search results. To include
case notes flagged as an error, place check mark in the ‘Display error notes’ check box
under the Advanced Search options.

[l Advanced Search Options
(Combination of fields may be used, although not required )

Search User

[~ User Hame County Regional Office User Status

| [Select =] [Seeat = e o |

Select Subject

H Group Description Subject Code Subject Line

Display error and deleted case notes: [v Add new case note m | m

Figure 9-39, Include error case notes in search results
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9.3 PRINT ALL CASE NOTES IN A PATIENT RECORD

There is a known limitation where the system cannot return more than 200 records when
searching for case notes. As a temporary solution, the system displays the ‘Print all case notes’
button to allow the system to display the PDF file of all the case notes for the selected patient.

Rules:

1. Used by County or State administrators; therefore, the button appears for only those users.
2. One patient record must be selected, only.

3. The PDF file lists the case notes in chronological order — oldest to newest.

Step 1.
Step 2.

Select one patient record, only.
Click the ‘Print all case notes’ button. The system displays a PDF file of all the
case notes for the selected patient. The case notes are sorted in chronological

order.
Case Notes
Search Case Note
Required fields are marked in *. Patient or User is required.
ENTER DATE RANGE AND TYPE
BegnDste®  [07/23/2008 [ EndDate* [11/05/2008 [
SEARCH FOR PATIENT
Search Client
[T P4STEP 1 cin SSH DOB Gender  County
I— Select a patient record I [Select ZI ISeIed El m
[V LIBRE NACHO T591748 3996138142 010172008  MALE 30 x
New feature
As a work around for the 200+ record
limitation, County or State admins can STEP 2 -
print all case note for a patient record Click the ‘Print all case
Advanced Search 0| notes’ button
m Reset . Print all case notes
e ——

Figure 40, Use ‘Print all case notes’ button
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10 Appendix A

Table 10-3, Proper Case Notes Subject Code usage

Subject Code

Subject Description

Purpose of Use

1. | Elig-AnnualMedReview Annual Medical Review Documentation of Annual Review

2. | App-Misc Application — other information or issues | Documentation regarding CCS application

3. | Misc-Appeallssue Appeal Issues Documentation of appeal actions - letter received and sent

4. | Elig-Appt Appointment — FEI/FS Appointment Documentation of financial/face sheet appt scheduled at the
CCS Office

5. | SAR-BIlIClaim Bill / Claim Communication When CSC or PR speaks to provider or client about a bill or
claim

6. | Misc-CaseNarr Case Narrative Used for general narrative entry

7. | Misc-CenterClinicVst Center / Clinic Visit Documentation of visit to center or clinic appointments

8. | Rpt-ChartRouted Chart Routed Used when hard copy chart routed to CCS staff

9. | Corresp-misc Correspondence — other information of | Documentation of generated correspondence or received

issues correspondence.

10. | SAR-CostEstRequest Cost Estimate Request Documentation of CER sent to vendor by CSC & MTU

11. | DME Durable Medical Equipment (non-MTP) | Documentation of DME supplies

12. | DME-Rehabilitative Durable Medical Equipment — Documentation of DME-Rehab supplies (RX, estimates, appts,

Rehabilitative (non-MTP) delivery)

13. | Elig-misc Eligibility — other information or issues Documentation of program or client eligibility

14. | Misc-EPSDTSS EPSDT SS Issues Entry of EPSDT requests sent

15. | RefReg-FaceSheetinterview Face Sheet Interview Documentation of face sheet interview by RN & CSC

16. | Elig-FinElig Financial Eligibility Documentation of all financial & residential eligibility - initial
and annual

17. | Insur-misc Insurance — other information or issues | Documentation of insurance findings, questions or issues

18. | Misc-InterofficeXfer Interoffice Transfer Used when case transferred to another county

19. | SAR-InpatientReview Inpatient Review Documentation of Inpatient Authorization set up by RN & MD

20. | Misc-Intrepreter Language Interpreter Documentation of Interpreters for face sheet and MTU appts
by everyone

21. | Misc-MaintTransportation Maintenance and Transportation Documentation of approval of maintenance & transportation to
MTC appts or MD appts

22. | Rpt-MedRptinfo Medical Report Information Used by medical staff to document/summarize info in medical
report

23. | Elig-MedEligAction Medical Eligibility Action Documentation of medical eligibility determination

24. | Misc Other information or issues Documentation of e-mails, letters, faxes sent or received and

49




CMS Case Notes

other miscellaneous info

25. | Misc-PhoneCall Phone Call Documentation of a telephone call

26. | SAR-PersciptionPharm Prescription / Pharmacy Document information related to prescription request

27. | SAR-Providerinfo Provider — information or issues Documentation of a provider information or contact

28. | PSA-misc PSA — other information or issues Documentation of PSA tracking

29. | RefReg-Referralinfo Referral Information Documentation of initial referral received

30. | LegacyAuth-Request Request for Services Documentation of authorization set up

31. | SAR-misc Service Authorization (SAR) — other Documentation specific to a client's SAR

information or issues
32. | Xfer-misc Transfer Information Documentation of a client’s transfer or any associated
activities.

33. | Misc-TransitionPlan Transition Planning Used to indicated transition activities

34. | MTP-MedInfoComment MTP Medical Information Comment Comments related to diagnosis or treatment services

35. | MTP-ClientinfoComment MTP Client Info Comment Client registration comments

36. | MTP-SchoollnfoComment MTP School Info Comment Documentation of client's school for MTP services

37. Documentation for administration activities — therapy services
MTP-TherapyServComment MTP Therapy Services Comment (Not used for running notes)

38. Documentation for administration activities —vendor therapy
MTP-VendorTherapyComment MTP Vendor Therapy Comment services (Not used for running notes)

39. MTP Durable Medical Equipment Documentation of MTP DME supplies
MTP-DMEComment Comment

40. | MTP-ReferralinfoComment MTP Referral Information Comment Documentation of initial MTP referral received

41. | MTP-CaseStatusComment MTP Case Status Comment Documentation of case status updates

42. | MTP-ConsentTrackingComment MTP Consent Tracking Comment Used to track MTP consents

43. | MTP-MTUAssignComment MTU Assignment Comment Document when a new MTU is assigned

44. | MTP-ConferenceSchedComment | MTP Conference Scheduling Conference scheduling updates or additions comments

45. | MTP-MTUClIinic MTU Clinic Documentation of MTU clinic appts outcomes (orders,

referrals, RX, etc)

46. | MTP-MTUTherapyRpt MTU Therapy Reports Documentation of annual or 6 month eval reports

47.| MTP-MTUIssues MTU Issues Documentation of MTU issues

48. | MTP-MTPElig MTU Eligibility Comments related to Client's MTP eligibility

49. | MTP-LocalEduAgency Local Education Agency Documentation of LEA activity by MTU

50. | MTP-MTPElig MTP Eligibility Documentation of MTU eligibility determination

51. Documentation of MTP e-mails, letters, faxes sent or received
MTP-misc MTP - other information or issues and other miscellaneous info

52. Documentation of MTU e-mails, letters, faxes sent or received
MTP-miscMTU MTU - other information or issues and other miscellaneous info

53. | MTP-MTUClIinic MTU Clinic Conference scheduling within a MTU updates or additions
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comments.

54.

MTP-MTUIssues

MTU Issues

Documentation of general narrative entries related to MTU

55.

MTP-MTUTherapyRpt

MTU Therapy Reports

Documentation based on the MTU therapy report.
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