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Welcome to Epitomax.....

Your Behavioral Health web-based system that integrates Patient Tracking, Scheduling,
Service Activity, Billing, Clinical, and Accounts Receivable. This document includes a table of
contents, step-by-step processes on how to perform functional activities, end of lesson
exercises and graphic screenshots illustrating program activities, notes, tips, and special
conditions. This document is meant to assist you in your use of Epitomax.
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Lesson 1
Getting Started
With Epitomax
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Using the Courseware

Using the Mouse

Using Epitomax Buttons And Links
Epitomax File Formats

Epitomax Special Entries

Important Notes For System Usage
Logging In

Logging Out
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Using The Courseware

The following terms are used in the courseware to provide supplemental information

L

Presents additional information about a topic

Tip

Presents a shortcut way of performing a function

Using The Mouse

The following terms are used to describe functions performed with the mouse

Click Press and release the left mouse button

Double-Click Click the left mouse button twice quickly

Right-Click Press and release the right mouse button

Drag Move the mouse while holding down the left mouse button

Highlight Drag the mouse pointer across data, causing the information to
appear selected

Point Position the mouse pointer on the indicated icon

Using Epitomax Buttons & Links
The following describes buttons used to perform functions in Epitomax

Lagin Logs Into Epitomax
Page First First page
Page Priar Previous Page
Page Mext Next Page
Page Last Last Page
Search Searches For Specified Data
Clear Clears Data
Hedp Provides Help On Current Topic
Acldd Adds New Data
Update | Updates Existing Data
Expand | Displays More Information
k| Confirms A Selection
Subrmit Submits The Entered Criteria
Desslect | Deselects A Selected Choice
Cancel Cancels The Function
Delate Deletes A Selected Option
ﬂl Goes Back To The Previous Screen
Close | Closes A Window
[ ] (Ellipses) Presents A Search Box To Select Choices From — used typically

when there are over 100 entries from which to choose

PsyTech Solutions, Inc.
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| = (Pick List)

Presents A List of Choices To Select From — used typically when
there are less than 100 entries from which to choose

M (Check Box)

Activates/Deactivates A Selection

< (Radio Button)

Selects A Condition or acts as a Filter for Information

Edit Makes Changes To Existing Data
Delete Deletes Data

Logout Logs Out Of Epitomax

Tabs Allows Navigation Through Epitomax

Epitomax File Formats

The following describes formats in which results in Epitomax can be viewed

MS-Excel Views A Page in Microsoft Excel
Text Views A Page In Notepad
HTML Views A Page In A Web Browser

Acrobat PDF

Views A Page In Adobe Acrobat

* Browser — The application the Epitomax Program operates in

Epitomax Special Entries

The following describes the ways Birth Dates, Payors and Social Security Numbers need to

be entered in Epitomax

Birth Dates If a patient does not have a birth date, enter “1's” (11/11/1111)

Payors If a patient no longer uses a Payor, enter the Payor Rank as “99”

Time Epitomax uses a 24-hour clock. For example, 3:00 in the
afternoon could be entered as 15 versus 3:00 pm. Or 8:00 am
can be entered as 8.

Searching... Entering the “%” before letters in a search window will search for

any entry that contains those letters

Important Notes Regarding System Usage

! Some functions in Epitomax can only be performed by staff with proper security
permissions. If you need assistance, please contact the Help desk or your supervisor.

! Please enter as much information as possible to ensure the integrity of the database.

! Some buttons and links are not operational in this version of Epitomax.

! Use sentence structure when entering data instead of all upper or lower case.

PsyTech Solutions, Inc.
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! Use the tab key on the keyboard or use the mouse, to move from one field to another
instead of the enter key.

! If you make changes and then decide to advance to another function without updating your
changes, the following message will be displayed:

Microsoft Internet Explorer |

‘fou have not saved vour changes. Click "OK' to continue without saving. Click 'Cancel' to be returned to the page so
that wou may save your changes.

oK I Cancel |

If you choose to click OK, your changes will not be recorded.

! Some fields in Epitomax are required. This means data has to be entered in the field.
Typically you will find these required fields highlighted in light blue.

! Should menu selections need to be added, please contact the Help desk or your
supervisor.

! The exercises in this manual are only to be executed in the Epitomax “Sandbox” not
in the “live” database.

Logging In

To access Epitomax a user will need to login.
To login
The Login function allows users to Lﬁéin to the Epitomax system.

1. Double-Click the Epitomax icon on the desktop

Alert: If there is no Epitomax Icon on your desktop, please do the following:

e Double-Click the Internet Explorer E Icon on the desktop
e Type the Epitomax URL (Uniform Resource Locator) in the Internet
Explorer Browser Address field

e | Epitomax [ User "dpsychologist® logged into Company ‘PsyTech Solutions Demo” J - Microsoft Internet Explorer

File Edit Wwiew Favorites Tools  Help *

QBack M = |£| lgl ;\J /_‘: Search ‘g‘_“'\‘{_’Favnrites 6’-‘? M =] - El ﬁ ‘i‘i

Address ﬁj http: f flocalhost fepitamasx home. jsp e G0 Links >
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e Press the Enter key on the Keyboard
®» The Epitomax login screen displays

epitomass

by psytechsolutions

TTzer Mame: | |

Password: | |

Click in the User Name field

Type your Epitomax Login (Use your “training#” during training class)
Click in the Password field

Type your Epitomax Password (Use your “training#” during training class)
Click Login

oA wWN

Alert: Your normal Epitomax Username And Password Will Be Used To Login
Outside Of Training.

£~ Epitomax ( User, ‘sysadmin’ logged into Company ‘Seed Database’ ) - Windows Internet Explorer

@.\j—/ - ‘@, https epitoman:.net, v| % | @ ‘7' A |"‘l | R~
File Edit view Favortes Tools Help

* Norton- Q) Sesrch @v Cards&Lnglns -

77 Favorites | 95 &) - e -

.@Ep\tumax(User'sySadmin' logged into Company 'See. .. | @ - B | e v Page - Safety - Tods - '@" 7

W
Je Inbox Logout Faadbeck Help Desk Suppost Help Hom:
Administration

=
o

Administration Reports
EDI

Clinical

Client Tracking

\Access Center Reguest Mgmt
Client Search

hedical Records

Mew Client

Nursing

U/ Work List

Client Tracking Reporis

Customer Salisfaction

Scheduling

Scheduling Reports Getting Started with Epitomax®
Service Achivity

Service Activity Reports

Accounts Receivable « Setup Guide HTML
A/R Reports

,"

‘o
,0

PDF

« Browser Seftings for Electronic Signatures HTML

e
b

Training Guides

« Epitomax Administration HTML

o]
=
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To Expand/Collapse Epitomax menus

Epitomax uses Expandable and Collapsible menus to display and hide Program functions.
1. Click Patient Tracking (The window expands)
2. Click Patient Tracking (The window collapses)

3. Click Service Activity
4. Click Scheduling

Logging Out
The Logout function allows users to Logout of the Epitomax system.

To logout
1. Click the Logout link in the upper right corner

B«
% psytechsolutions

Alert Inbox Logout Faadbeck Halp Desk Support Help Hom

2. Close Internet Explorer
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Lesson 2
Getting Help

Objectives

Getting Help Using the Help Button
Getting Help Using Contents
Getting Help Using Index

Getting Help Using Search
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‘H,‘ Getting Help

To get Help using the Help button

The ﬂl button allows users to receive Help on the current topic.

®Help Topics may not be available for all functions

To get Help using the Help Link

To get Help using contents

The Help Contents function allows users to receive Help by searching through a list of
categories.

To get Help on how to create an Alternate Contact, do the following:

1. Click on the Help link in the upper right corner

®»The Epitomax Help screen appears

SF Patient Tracking

<
B eplitomas

by psytechsolutions

N

Welcome to Epitomax!

Click on a book on the left to see the topics available, and learn all about Epitoman.

Click the Contents tab (The system defaults to the contents tab)

Click Patient Tracking

Click Client Search (The Help topic for Client Search is displayed)

Click Episodes

Click Create Alternate Contacts (The Help topic for Alternate Contacts is displayed)
Click Episodes (Notice the category collapses)

Click Patient Tracking to close the book

. Click Scheduling

10. Click Accounts Receivables

11.Collapse all open books

©CoNoOrwWN

To get Help using index
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Private and Confidential



The Help Index function allows users to receive Help by typing in key words.

To get Help on how to add a Payor, do the following:

1.
2.

Click the Index tab
Type Payor in the Keyword text box

Twpe in the keyward to find:

payor

Tap the Enter Key on the Keyboard
Select Adding A Payor from the Shortcut Menu to display the Help topic for adding
a Payor

Tip: Clicking on the keyword will bring up the shortcut menu with associated Help
topics

To get Help using search
The Help Search function allows users to receive Help by typing in key words.

To get Help on how to add a Payor, do the following:

1.
2.

Click Search
Type Payor in the Keyword text box

Type in the wordis) to search for

payor Q

Tap the Enter Key on the Keyboard (All results containing “Payor” are displayed)
Click Create Authorization Requirement (Note “Payor” in the Help detail)
Close the Help Browser window

PsyTech Solutions, Inc. Epitomax® Page 16 of 117
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Lesson 3
Client Records
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Client Search

Client Records
Payor Information
Episode History
Allergies/Medications
Alerts

Documents
Appointments
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Client Search

To perform a Client Search

The Client Search function allows users to locate patients that exist within the database. This
function is vital in verifying whether or not the Client Record exists and should be the first
step in many of your processes.

1. Login to Epitomax:

Username “training#”

Password “training#”

2. Click the Patient Tracking main menu item

‘?Choices listed under the main headings on Epitomax’s Main Menu change
depending on what screen is active.

Clinical Reports

Client Tracking

Accezs Center Request Mgmt
Client Search

Medical Records

Mew Client

Men-Client Contact Log
MNurzing

/M Work List

3. Click on Client Search to begin the search for a specific patient.

Patient Search

Caze # | Univerzal Patient 1D: |
Last Name: | Policy Mo: |
First Name: | Program: | J
Middle Name: | Admit Date On or After: |
A4 | Admit Date On or Before; |
social Security #:| - - Care Giver Role: | o | w
Date Of Birth: | Care Giver: | 2
|:|E-I1n:|w Onty Open Admiz=zions County Billing ":':|

| CIS ID: |

Search | E‘.Iear| Help|

The Clear button Clears the Search Criteria.

Tip: Using the % and the letter, will bring up all results containing that letter(s)

PsyTech Solutions, Inc. Epitomax® Page 19 of 117
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For example: typing in %b will bring up Baker, Barbara, Farber. This feature can be
used for all search functions.

?Searches can be performed using any of the above fields.

? All the fields displayed are free text entry and there are no required fields but
criteria must be entered in a least one field to begin a patient search.

? It is recommended that a Client Search be performed by first entering a portion of
the patient’s Last Name, Birth Date or Social Security Number.

? The more information provided, the less likely a New Client Record will be a
duplicate.

? The “Show Only Open Admissions” checkbox narrows down the Client Search to
include only those patients with Open Admissions.

‘? To enter a date, user must enter slash marks (**/**/**).
? Epitomax remembers the last criteria entered.

? If search results are over 100, no results are displayed. Include more criteria to
narrow results.

4. Click Clear
5. Type “A” in the First Name field
6. Click |Search |
Alert: No Results Are Displayed Because There Are Over 100 Patients With First
Names Beginning With “A”.
Search Results Expand |
Caze ¥ Last Mame Firzt Mame Midelle Mame Social Security # Univerzal Patient ID Date OFf Birh
* 384 patients foun --
Page First | Page Prior | Page Mext Page Last | Helpl

Rows 1 to & of 2 total rows.

7. Click Clear
8. Type Abrams in the Last Name field
9. Click |Seareh |
® The Search Results screen is displayed
Search Results Expand |
Caze # Lazt Mame Firzt Matne Midclle Mame Social Security # Universal Patient ID Date OFf Bitth
4B5872 Sbramsz Aaric 261-35-6119 0331 M 960
147525 Abrams Ardena MI<ELL &16-91-6286 01061931
Page First Page Prior Page Mext Page Last | Helg |

Row=s 1 to & of & total rows.

PsyTech Solutions, Inc. Epitomax® Page 20 of 117
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‘? If the patient is not in the Search Results list, then either the Client Record does
not match the criteria given or the patient is not in the system. The search criteria may
need to be modified, either by adding more complete information or entering only a
portion of the Patient's Name, Social Security #, etc., and executing the search again.
After these steps have been completed, and the patient is still not displayed, a new

Client Record may need to be created.

? Entering accurate information and executing additional searches will help to

prevent duplicate Client Record entries.

10. Click |/ Expand | to display more demographic information about the patients

listed in the search results

Search Results

Caze # Last Mame First Mame Midldle Mame Social Security # Universal Patient ID0 Date OFf Bitth
46872 Abrams Aaric 261-95-6119 035311360
Former Last Mame: Phione: (215) 957-5941 \Work Phone: (21350 971-1617 Ext.
Adddress: S Willow ST City: Philacelphiz County: Lancaster State: PA
AR Postal Code: 17516
147525 Shrams Ardena MIELL 516-91-6256 01 M08 931
Farmer Last Mame: Phone: (215) 597-6685 Wark Phone: (215) 456-1567 Ext
Address 8772 Charleston Lane City: Philadelphia Courty: Cumberland Stater P&
AKLA Postal Code: 17013

Page First | Page Prior | Page Mext | Page Last | Helpl

Row=z 1 +o @ of 2 total rows.

11.Click Contract to collapse demographic information about the patient

12.Click Clear
13.Type Duck in the Last Name field
14.Click Case #: 1000 to display the Client Record for Duck, Daffy

15.click 2 on the Alert message box
16.Click Alerts to view, add or edit a patient’s Alerts

17.Click ﬂl (Note: Help is displayed for viewing Alerts in a new browser window)

Patient Record Pa tion

Case # 1000

Social Securlty ¥ [11122-3333

Date Of Birth: [51/01/1990

Episode History Allergies Medications Al Liabilities POMS Documents

Universal Patient ID:

Age: 20 SeX' (@) Male () Female

Last Name: [Duck First Name: [Daffy

Middle: ‘

Former Last Name: AKA ‘
‘Contact Information

Suffic ‘

Street Address: (123 Main Street

City: | Anytown
County: -
Home Phone: [215) 555 1212
Mobil Phone: [ig10) 5551212

Email Address: [gduck@yahoo.com

‘Guardian Information

Last Name: [Jgnes First Name: [Chyck

Home Phone: [ Mobile Phane: [y

Work Phone: ‘( ) - Work Ext: ‘

Legacy Information

Base Service Unit #

8/20/2010 11:33:16 am
9/9/2010 07:53:21 pm

Actiity Rates | @

Created By: Biler, Empowerhlax
Modified By: Biller, Empoweriax

Update Address History

State: pa - Pennsylvar » Postal Code: 19002

Country: ynited States -

Work Phone: (717 555-1212

Work Phone Ext.

Personal Information
Education” Coliege

Religion: Presbyterian
Race: Biracial
Lenguage: English

Pastor Information

Name: |yel Blank
Phone: [(570) 555-1212

404 44

Corntract |

PsyTech Solutions, Inc.
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18.Click Payor Information to view, add or edit patient Payor Information

19.Click Episode History to view, add or edit a patient’s Episode History

20.Click on Allergies which, when you click Add, will take you directly to DrFirst in order
to enter any allergies for the patient

21.Click Medications to view, add or edit a patient’s Medication History via the
ePrescribe button, which will redirect you to DrFirst

22.Click Documents to view or add documents to a patient’s chart, such as an insurance
card or information from the referral source

23.Click Appointments to view, reschedule or insert a new appointment for the patient

$3s
Client Records

The Client Record contains the patient's Demographics, Contact Information, Guardian
Information, Legacy Information and the Address History. Additional tabs display the Payor
Information, Episode History, Allergies and Medications via DrFirst, any Alerts for the patient,
any documents that have been scanned into Epitomax and Scheduled Appointments.

To create a new Client Record

The Create Client Record function allows users to create a New Client in the database.
A New Client Record should be created only after a thorough Client Search in the system has
been completed, and the client was not found in the Search Results.

1. Click on the New Client link on the main menu from the Client Tracking option

Client Tracking

Access Center Reguest Mgmt
Client Record

Client Search

Medical Records

Mewr Patient

Mursing

U/ Work List

®» The New Patient detail screen is displayed.

PsyTech Solutions, Inc. Epitomax® Page 22 of 117
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Mew Patient

Caze#:

Social Security #: | -

Date Of Birth: |povoosoono Age:

Universal Patient ID: ||

SEX. 'C:} Male {:}' Female

Last Name: | First Name: | Widdle: |
Former Last Name: A A | Suffi |
Contact Information
Street Address:
City: | State: “ Postal Code: |
County: » | Townzhip: J Country: | United States b
Home Phone: ||: y - Work Phone; ||: )
Mokile Phone: ||: y - VWork Phone Ext.: |
Guardian Information Personal Information
La=st Name: | First Name: | Education: w
Address; | Religion: w
City: | Race: w
State: + | Postal Code: |

Pastor Information

Home Phone: |,: 1 Mobile Phone: |,:

[
!

Mame: |
Work Phone: |E )y - Work Ext: |
Fhone: ||: b -
Relationzhip
to Patient: b
Legacy Information Created By:
Baze Service Unit #: | Modified By:

Update | Hep |

2. Enter the Following:

Social Security # 555555555 (no dashes)

Date Of Birth 1/1/1937

Sex Your Choice

Last Name Patient

First Name “Patient#” (Spelled Out — i.e. One)
Street Address 1000 Exton Ave.

City Anytown

State PA

Postal Code 10292

County Select from list

Township Select from list (County must be selected first)
Home Phone 5555553132 (no dashes)

pdlate

3. Click to save the record

® The Client Record screen is displayed along with all the associated tabs.

PsyTech Solutions, Inc.
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‘? If there is no social security number and it is a required field, you may enter any
string of numbers, such as 111111111 or 123456789.

%Q’ The Last Name and First Name fields are required fields. The system will
generate the Case Number, Creation Date and Created By data automatically when
the changes are updated.

? It is recommended that as much information about the Client as possible be
entered. (This information may be received by a telephone call, a walk-in or by an
external medical Referral Source, etc.)

To edit a Client Record

The Edit Client Record function allows users to view and update existing patient
Demographic Information in addition to Contact, Guardian and Legacy Information.

1. Click on Client Search to find the New Client Record

2. Click Clear to clear the last search criteria

3. Type Patient in the Last Name field

4. Click the Case # associated with the New Patient to display the Client Record
Tip: Once the patient has been selected, the “ Client Record” menu item under the
Patient Tracking menu may also be used to access the Client Record

5. Select the Street Address field

6. Type 9876 Anytown Lane

7. Click JUeete | 5 Save the changes
? The Case Number and Former Last Name fields are view only.
?The Last Name and First Name fields are required.

To view the address history

The View Address History function allows users to view all Previous Addresses associated
with a Client Record.

Address History I

1. Click on the Client Record

® A new window is launched displaying all addresses associated with this patient.
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Last Effective Date 1000 Exton Ave Home Phone:
07012003 Work Phone:
ht Gretna, P& 17064 Work Phone Ext.:
United States Mobile Phone:

County:
Last Effective Date 9376 Anytowwn Lane Home Phone:
07/02/2003 Work Phone:
ht Gretra, P& 17064 Work Phone Ext.:
United States Mobile Phone:

County:

Ruows 1to T of 2 dotal mows.

‘? All fields in this window are view only.

2. Click Sos=

%
é’?@ Payor Information

The Payor Information tab allows users to view a summary of the Master Payor Ranking
associated with the Client Record. From this summary view, a user (depending on their role)
may select to add new Payors and view, update, or inactivate existing Payors.

To view Master Payor Information for a Client Record

The View Payor Information function allows users to view the Master Payor Ranking List for a
selected Client Record.

1. Click the Payor Information tab

Patient Record Fayor Irformation Episode History HMedication History Internal Prescriptions

Rank Payar Payar Status Subscriber Benefit Start Benefit End

q  HCBHNP: Chhnp T — | Self 01 10 F004 Edit

,2_ Medical Azsistance Pending: Medical Azsistance Pe| Confirmed L 01,01 72004 Edit

3 Lebanon County Mhir: Lebanon Courty M | Pending w 01012004 Edit
Update | Aad | Payor Ranking Audt Report | Help |

Rows 1 +o0 3 of 3 total rows.

‘? Modifications may be made to the Rank and Payor Status fields only. All other
fields are view only.

To add a Payor to a patient record
1. Click Add

?The required fields are highlighted.
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Payor Detail
Payor Banking
Payor Plan: [Blye Cross [Group No O05058010000] Capital Blue Cross Po Box 775223, Hanisburg P& 17177-5223 .| View Plan

Rark: | 4 Status | Pending v | Accourt Event Log
Benefit Effective D ate: |-| 007 42004 Benefit Expiration D ate: |DD;"DD£DDDD
Benefits Assigned?
Subscriber
Group Mo ||:|05|353m ooon Policy Mo |
[[] Patient I Subscriber
Last Name:| First Marne: |
Middle Marne: | Relationship to Subscriber: “
Date of Birth |DDHDD.-"DEIDEI Sew ) Male O Female
Social Security #: | ..
Address:
City: | State: "
Hame Phore: |[ 1 - Postal Code: |
Wwork Phone: |[ ] - Work Phone Exst: |
Emplayer: | J Employment Status: -
Created By Administrator, Systern 09/30/2004 11:13 pm Last Modified By Administratar, Systern 03/30/2004 11:13 pm

Uppctzte | Cancel | Help|

?The Payor Plan name and Benefit Effective Date are required fields. If the Benefit
Effective Date is not known, an admission date can be used.

?If no group number is entered, then the group number (if one exits) is copied from
the Payor Plan.

‘? If the patient has multiple Payors, indicate the order of billing preference by
entering the Rank of the insurance company in the Rank field as “1” for primary carrier,
“2” for secondary, and so on. If the Payor is no longer active, edit the Payor Ranking to
“99”. When adding a new payor, the rank order isn’t necessarily a priority at this point.
The payor can be added with any rank then re-ranked correctly after all info is entered
and the system is updated.

? The Payor Status field is view only and will default to “Pending”. To edit the Payor
Status, a staff selects the Client Record, displays the Master Payor Ranking from the
Payor Information screen and selects the Edit link.

‘? In the Subscriber Information section, selecting the check box “Patient is
Subscriber” indicates the patient is the primary subscriber of the insurance company. If
this box is checked, then all subscriber information is copied from the Client Record.

? If the patient is not the subscriber, complete the Subscriber Information section
including the Group and Policy No. and what the relationship is to the patient. This is
critical for billing to occur correctly.

3Q’Any additions or changes made to the Master Payor Ranking will be logged in the
Master Payor Change Report under the Patient Tracking Reports menu

2. Enter data in the editable fields
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3. Click _trdste

To edit Master Payor Information
The Edit Master Payor Information function allows users to modify the Rank or Status of an
existing Master Payor Ranking.

‘?Changing the Rank field has no effect on the Episode Payor Rankings on existing
episodes. If the user selects the Edit link and changes any Subscriber fields or any of
the Benefit Effective Date, Expiration Date, Payor Status or Benefits Assigned fields,
then the changes are copied to all patient episodes having this Payor Plan in the
Episode Payor Ranking

‘?The system will not allow the patient to have 2 payors with the same rank
?The system will not allow the patient not to have a payor with a rank of one.

?The Payor Status is a required field

To edit Master Payor Subscriber Information
The Edit Payor function allows users to view and edit an existing Payor associated with a
Client Record.
1. Click on the Edit link next to a selected Master Payor.
® The system displays the Payor Detail screen
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Payor Detail
Payor Ranking

Payor Plan: |BUCKCO - Bucks County Funding [SB - Bucks County Funding) Wiews Plan
Rank: | 1 Status: | Confirmed w | Account EventLog
Benefit Effective Date: ||31 0122005 Berefit E=piration D ate: |DD.:-'EIEI.-’EIDEIEI
Benefitz Azzigned?
Subszcriber
Group Ma: | Palicy Mo |
Patient |z Subzcriber
Last b ame: |Bar20usky First Mame: |Steve
tiddle Name: | Relationship to Subscriber: | g w
Date of Bith: [11,15/1572 S8 (@) Male () Female
Social Security #: |Ugg_g1 oom
AIESS: (300 Main 51
City: [Sellerzville State: | P - Pernsylvaria w
Hame Phane: [j510] 123-4567 Fostal Code: |13550
Work Phane: [[ 7. Wwiork Phone Ext: |
E mployer: | J Emplogrment Status: "
County Billing ID: |55339455 CIS 1D: |
Created By Adrin, Spstern 08/28/2005 11:53 am Last Modified By: Adrnin, Spstem 08/28/2005 12:05 pm

Up-l:lﬂtf:| Cﬂnoel| HB||J|

3Q’The Benefit Effective Date is defined as the date the benefits or insurance
became effective. This differs from the Rank Effective Date located in the Episode
Payor Ranking

?The Payor Plan cannot be changed if the same payor exists on any existing
episodes. Otherwise, this field is editable and another payor may be selected.

?The Payor Plan and the Payor Status fields are required fields

3Q’Any changes to the subscriber information will be logged in the Subscriber
Change Report under the Patient Tracking Reports menu

?Social Security Number, Employer and Employee Status are new fields
implemented with Release 2.

‘? If a payor is a county payor, the County Billing ID and CIS ID will be available
when editing the payor, for non county payors these fields are not displayed. Refer to
Edit Payor Information.
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3 Episode History

The Episode History tab allows users to view and create Admissions and Inquiries associated
with the Client Record.

To view an Episode
The View Episode function allows users to view an Episode.
1. Click the Episode History tab

2. Select All for the Episode Type (system default)
3. Select All for the Episode Status (system default)

Patient Record Payor Information Epi=sode History #edication History Internal Prescriptions Alerts
Filters Epizode Type: 21l © inguiries £ Admissions Episade Stetus: & &1 ¥ Open € Discharged € Closed
Created  Status Type Program Referral Source Organization Referring Individual  Admitted  Discharged

070272003 Open  Admission Inpt-Behavioral Evalu OF 0272003

0B/3002003 Open Admission Outpt-ht. Gretna 0302003

0B/26/2003 Open  Admizsion Acute Partial Hosp 0B26/2003

OE/26/2003 Clozed  Inguiry

Page First | Page Prior Page MNext Page Last

Rows 1 +o 4 of 4 total rows. Create Incjuiry Acdmit Patient | Helpl

3Q’AII fields on this screen are view only.

? An Episode Status of Discharged refers to a patient who has been Discharged
from the Program but has not been processed through Medical Records. An Episode
Status of Closed has a Discharged date and documentation of all Medical Record’s
paperwork (admission notes, discharge summaries, progress notes) has been
completed. This is only valid for certain types of care (Inpatient, Residential, Partial).

‘? Filters are available to sort the information by Episode Type or Episode Status.
(The system defaults to All). For example: If the user only wishes to view Open
Admissions, the Episode Type: Admissions is selected and the Episode Status: Open
is selected.

Allergies/Medications

Both tabs are currently connected to our e-prescribing partner, DrFirst. In order to add, view
or edit a client allergy, click on Add and you will automatically be directed to the DrFirst
website.
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In order to add, view or edit a client’'s medication history, or create a new prescription, click
on the Medications tab and click on the e-Prescribe button, which will direct you to the DrFirst
website.

Alerts

The Alerts tab allows users to view a summary of all Alerts associated with a Client Record.
From this summary view, a user may add new Alerts and view or update existing Alerts.

To view an Alert

The View Patient Alert function allows users to view a new Alert associated with a Client
Record.

1. Click the Alerts tab

Patient Record Payor Infermation Epizade History HMedication History Internal Preseriptions Alarts
Creation [ ate Alert Type Expiration Date
07/01./2003 Yiolence 03/01/2003 Edit
Page First | Page Priar Page Mext Page Last | Add I Help |

Rowz 1 to 1 of 1 total rows.

‘? An Alert is a patient condition which staff should be aware of, such as an allergy,
a physical condition or substance abuse. This information is normally collected during
the assessment of the patient by the Access Center staff.

To add an alert

The Add Patient Alert function allows users to add a new Alert to a Client Record.

1. Click Add|

2. Enter the Following:

Alert Type Violence
Expiration Date “1 Month From Today”
Alert Message Patient Could Become Violent
Alert Detail
Created By: 0040040000 00:00:00  Modified By 00000000 00:00: 00
Alert Type: IVinIence = | Ewpiration Date: Im-‘;gg;gggg
Alert Message: Patient Could Become Yiolent ;I
. [
Lpcste | Helpl
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3. Click _rdste

To be notified of the alert

If the patient has an active Alert, the system will notify the user whenever that Patient’s
Record is accessed. The system will also display a red alert box in the upper left hand corner
of the Client Record screen. The Alert information can then be viewed by selecting the Alert
tab.

1. Click Client Search
2. Type Patient (Or the last name of your newly created patient) in the Last Name field
3. Click _=esrch
4. Click the Case # for the Newly Created patient to display the Client Record
Patiert Recaord Payor Information Epizode History Medication History Internal Prescriptions Alerts
Case ¥ 147893 Universal Patient ID: I
Social Security & |555_55_5555 Date Of Birth: IU‘I mMoaT Sen Male " Female
L=t Matne: IRunner First Mame: IRDad Micicile: I
Former Last Mame: A I Suffix: I
Contact Information
Street Address |og7g amyvtown Lane ;I
x| -
City: | Code:
V- |vit Gretria & This patient has an alert ko view, il |1 7064
County: I oty IUnited States LI
Home Phone: (555] 555-3132 Phione: -
Mokile Phone: - re Ext.:
Guardian Information Personal Information
Last Mame: I First Mame: I— Education: I LI
Home Phone: I( 1 o- Iobile Phone; I( 1 - Religion: I LI
Wiark Phone: I( 7 - Wyiork Ext: I— Race: I LI
Legacy Information Pastor Information
Baze Service Unit & I Mame: I
Phone: I( 1 -
Upclate | Address Histary | Helpl

5. Click ﬂl on the Alert message box

To edit an alert
The Edit Patient Alert function allows users to edit an existing Alert for an associated patient.
1. Click the Alerts tab

2. Click Edit to the right of the violence alert
3. Change the Following:

| Expiration Date | 2 Months From Today

4. Click _trdste
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‘?Alerts cannot be deleted. An expiration date can be applied to indicate that the
Alert is no longer active.

? The Alert Type field is the only required field.

Documents

The Documents tab allows users to add and view external documents related to a patient.
These documents can be Word, PDF, Tiff, etc.

To View a Document
1. Click the Documents tab

Medication Internal

Patient Record Payor Epissde History

Information History Prescriptions Aleris Documents  Liabilitiss
Document Type Entered By Dezcription
Scanned Medical Recerds (POF} Admin, Sys - T0/022005 11:20 am  Scanned Records from 171998 - 12031/2000 Edit

Page Prior Page Next | Add | Help |

Rows 1 to 1 of 1 total rows.

2. Click on the link under the Document Type heading for the document you wish to
view. The document will then be displayed in the corresponding viewing tool (Word,
Acrobat, etc.)

To add a Document

The Add Button allows users to add a new Document to a Client Record.

1. Click Add|

Attach Document

To attach a file, type the path of the file or click en the "Browse” button to locate it on vour computer/network.

Attachment: | Browse... |

Click on the "Upload File” button, after 2electing the file.

Upload File | Cance |

2. Click on the Browse button and select the file to attach.
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3. Click on the Upload File button.
4. Enter in the Document Detail Information:

Document Detail

Document Type: v

Document Desc: |

Mote: |
Update | CanDeI| Help|

Document Type Scanned Medical Record
Document Desc Archived Medical Records form 1/1/98 — 12/31/2000
Note Forms scanned from Archive

5. Click the Update Button and the document is now attached to the patient

To Edit a Documents properties

1. Click the Edit link for the documents properties you would like to edit.
2. Update the Document Details and click the Update button to save the changes.

Liabilities

The Liabilities tab allows users to add a liability that can be applied to an Episode Payor that
is a county payor.

To View a Liability

1. Click the Liabilities tab

Patient Record L2YOC Episode His Medication Internal

Inf tion i P tions Alerts Documents Liabilities
Liakility 1D Liability Amount Effective Date Expiration Date Redetermination Date Modified By
27265 £100.00 10401/2005 10072005 12/31/2005 Admin, Sys 10/03/2005 12:358 PM Edit

Page Frior | Pagelext | Add| Hebp|

Rows 1 to 1 of 1 total rows.

To add a Liability

The Add Button allows users to add a new Liability to a Client Record.
6. Click Add]
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Add Liability
Liability Amount: |
Liakility Effective Date: ||;||;|..'|:| 040000

Liability Expiration Date: ||:||;|..'|;||;|,.'|:||:||:||:|
Redetermination Date: |DD!DD!DDDD

L.I|:|-|:Iate| [‘.anu:el| Help|

7. Enter the Liability amount effective and redetermination date. If the expiration date is
known that can be entered now as well.

? Liabilities must be linked to an Episode Payor in order for the system to process
them when a charge is generated. Refer to the Attaching a Liability section to see how

a liability is attached to an Episode Payor.

Liability Amount $100
Liability Effective Date 1/1/2005
Liability Expiration Date

Redetermination Date 12/31/2005

8. Click the Update Button and the Liability is now created.

To Edit a Liablity

1. Click the Edit link for the Liability you would like to edit.
2. Update the Liability information and click the Update button to save the changes.

O
@L\ .
S2A 2 Appointments

~N—=

The Appointments tab allows the user to view, reschedule or create new appointments for
clients. There are three filters that allow the user to view past, future or all appointments.

1. Click on the Appointment tab.
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Patient Record Payor Information Episode History Allergies Medications Alerts Liabilities POMS Documents Appointments

Filters Appointment Dates: ©) Past © Future @ Al
Date Start End Activity Staff Location Episode Status

11/26/2010 11:00 am 12:00 pmB0806: Individual Psychotherap Therapist Theima Office Qutpatient - 8/20/2010 Pending Reschedule
11/12/2010 11:00 am 12:00 pm30806: Individual Psychotherap  Therapist, Thelma Office Outpatient - 8/20/2010 Pending Reschedule
10429/2010 11:00 am 12:00 pm30806: Individual Psychotherap Therapist, Thelma Office Qutpatient - 8/20/2010 Pending Reschedule
10/15/2010 11:00 am 12:00 pm30806: Individual Psychotherap  Therapist, Thelma Office Qutpatient - 8/20/2010 Pending Reschedule
10/142010 11:00 am 12:00 pm30806: Individual Psychotherap Therapist Theima Office Outpatient - 8/20/2010 Pending Reschedule
8 e Al Psychologist, Dav Office Qutpatient - 8/20/2010 Pending Reschedule
8/17/2010 11:00 am 12:00 pm30806: Individu: ychotherap  Therapist, Thelma  Office Outpatient - 8/20/2010 Pending Reschedule
9152010 2:00 pm 3:00 pmEEElFERINESYMaEE AN Peychologist, Dav Office Qutpatient - 8/20/2010 Pending Reschedule
9/9/2010 9:00 am 10:00 am30806: Individual Psychotherap  Therapist, Thelma Office Qutpatient - 8/20/2010 Pending Reschedule
9BI2010 Peychologist, Dav  Office Outpatient - 82012010 Pending Reschedule
‘i8/2010 10:00 am 11:00 am30806: Individual Psychotherap  Socia-Worker, Sa Office Qutpatient - 8/20/2010 Pending Reschedule
9i8/2010 9:00 am 10:00 am30806: Individual Psychotherap  Therapist, Thelma Office Outpatient - 8/20/2010 Completed Reschedule
9i3/2010 11:00 am 12:00 pm30806: Individual Psychotherap Therapist, Thelma Office Qutpatient - 8/20/2010 Pending Reschedule
9i3/2010 9:00 am 10:00 am30801: Psychiafric Diagnostic  Psychologist, Dav Office Qutpatient - 8/20/2010 Pending Reschedule
922010 10:15 am 10:30 am30806: Individual Psychotherap  Psychologist, Dav Office Outpatient - 8/20/2010 Pending Reschedule
922010 9:30 am 9:45 am30806: Individual Psychotherap  Psychologist, Dav  Office Qutpatient - 8/20/2010 Pending Reschedule
922010 9:15am 9:30 am30806: Individual Psychotherap  Psychologist, Dav Office Outpatient - 8/20/2010 Pending Reschedule
'9/1/2010 10:00 am 10:15 am30806: Individual Psychotherap  Psychologist, Dav Office Qutpatient - 8/20/2010 Pending Reschedule

Page First Page Prior Page Next Page Last

Rows 1 to 18 of 36 total rows. New Appointment Help

2. If the facility chooses to use color coding for different activities (set up in Activity
Maintenance under the Administration menu), each type of appointment will appear in
the chosen color.

3. If the user clicks on the Reschedule link, a second window will open with that user’s
calendar, allowing a daily, weekly or monthly view. The rescheduled appointment can
be made from that window.

4. If the user needs to make an appointment with another staff member, the user will click
on the New Appointment button. This will open another window with the appointment

screen.
Staff Person: »  Activity Date: ,W
Start Time: W Status: pending ~ Duration: q pour -
Activity: » Charge Amount: <00
Location: -
Meeting Location: | J

Program: -

Patient Group: -

Agency: | J

Comments:

Associated Patient

Use Auto Search
Search for Client: |

(= B 000 Duck, Daffy (Admission: Outpatient - 0&/20/2010)

Results | 1000 Duck, Daffy (Inquiry)
(Select One):

Update | Close | View Audit Trail | |M

5. Once the original user chooses a new staff person via the drop down menu, that new
staff member’s calendar will appear on the right side of the screen.
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Day Week  Month

StafrPerson: I v| ActviyDete joarn2010 Date/Time Picker: Social-Worker, Sandra
Start Time: |go-00 &AM Status: pending ~ Duration: 4 hour - 4 Fridny, sw 17, 2010 I
Activity: ~ Charge Amount: .00 Legend: Time 0 Time 1 0 Time
Location:
ocation- offics - Work Location Colors: [T
Meeting Location: | J 2:00 am
Program: gutpatient - 8:30 am
Patient Group: . DEEER - 5:00 pm  AVAILABLE Billable Office
Asency:| =l ooEE
Comments: A -
Associated Patient 12:30 pm
Use Auto Search | .00 pm
Search for Client: | -
(S CUE-CEL= I 000 Duck, Daffy (Admission: Outpatient - 08/20/2010) | 2:00 pm
Results | 1000 Duck, Daffy (Inquiry) | 230 pm
(Select One): -
Update | Cose| | View Audit Trai | Hep 500 pm

6. From here, the user can either enter the information manually on the right side of the
screen or use the selected staff's calendar to find available dates and time slots.

7. The user will then either enter a time manually on the left hand side of the screen (next
to Start Time) or choose a time from the calendar.

8. The user will then enter the appropriate time and activity, click on the appropriate
episode for the client and click the Update button.

9. The window will close after the user clicks on the Update button and the appointment
is scheduled for that new staff member.
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Lesson 4

Inquiries
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Objectives
e Inquiries
e Referral Source
w ¢ Instances Of Contact
e Presenting Problems
e Requests
e Authorizations
e Alternate Contacts
e School Info
e Payors
e Forms
e Access Center Request Waiting
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PsyTech Solutions, Inc. Epitomax® Page 37 of 117

Private and Confidential



2

@y

Inquiry

An Inquiry contains patient information such as Marital Status, Employer, any Re-Admit dates

and the Related Cause. Additional tabs list the Referral Source, any Instances Of Contact,
Requests, Authorizations, Alternate Contacts, School Information, Payors and Forms. An
Inquiry is where to enter information about a patient prior to admission.

To view an Inquiry

The Inquiry tab allows users to view and edit an existing Inquiry associated with a Client
Record.

1. Click on Client Search from the Patient Tracking menu
2. Type Duck in the Last Name field
3. Click |Seareh |
4. Click on the Case #1000
5. Click Episode History
6. Click on the Inquiry tab (Note: The system defaults to the Instances Of Contact tab)
Irquiry Referral Source Inztances of Contact Requests Authorizations Alternate Contacts School Info Payors
Created: 07001/2003 14:39:04 Training, Four Moclifiect  07/01,/2003 12:19: 41 Training, Four
General
Marital Status: ISingle LI Relsted Cause: I LI
ReAadmit: I ;I Related Cauze Date: Iggmgmggg
Iz Ptient Pregnant? [ Employer: |Carteen Services e
Update I Print Incjuiry | Helpl

To create an Inquiry

The Create Inquiry function allows users to create a new Inquiry associated with a Client
Record.

? An Inquiry cannot be created if there is already an Inquiry with a Status of
"Open".

? If a patient is Admitted but the Inquiry Status remains “Open”, the Inquiry has an
unfulfiled Request within the system.

1. Click on Client Search from the Patient Tracking menu
2. Type Patient in the Last Name field
3. Click _==arch
4. Click on the Case # of the patient
5. Click Episode History
6. Click Create Inguiry |
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7. Enter the Following:

Marital Status Single

Employer Canteen Services

Hint: Use the Ellipses Button to the right of the employer field to search for an employer if there are more than
100 Employers in the system. If there are less than 100 Employers in the system, the employer field will
appear as a drop-down box

Mew Inquiry
General
Maritsl Status: ISinglE LI Relsted Cause: I LI
Refdmit: I ;I Related Cause Date: Iggmgmggn
Iz Patiert Pregnant? [ Emplotyer: ICarrteen Services _I
Update | Help |

? The “Is Patient Pregnant” indicator checkbox indicates that "Yes" the patient is
pregnant if checked and "No" the patient is not pregnant if not checked.

8. Click _pdsts

To print an Inquiry

The Print Inquiry function first formats and then returns an Inquiry for the staff to view, print or
send to various departments. The printed document displays the Client Demographics,
Referral Source, any Alerts, Instances Of Contact Information and any Request Information
related to the Inquiry.

1. Click the Inquiry tab
2. Click Print Inquiry
3. Close the Print Inquiry browser window

Tip: To obtain a printout of this screen, click on the Print button from the Internet
Explorer toolbar or select the Print menu item from the File menu.

Referral Source

The Referral Source is the initial contact your staff receives referring a client.

The Referral Source tab can also be utilized as a resource for verifying Referrals and their
demographic information. It also allows users to create or update a Referral Source for an
Inquiry or Admission.

To create a Referral Source

The Create Referral Source function allows users to create a new Referral Source.

1. Click the Referral Source tab
2. Enter the Following:
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Caller Name Peter McRabbit

Caller Phone No: 610-555-3424 (no dashes)
Referral Source Type Employer

Is Referral By A Physician W (checked)

Referring Physician Buck Rogers

3. Click _pdsts

Inquiry Referral Source In=tances of Contact Requests Authorizations Alternate Contacts School Info Payors

Primary Referral Source Information
Caller Mame: |Peter McRabhit

Caller Phone Mo: I(E«] 0] 555-3424
Referral Source Type: I

Referring Organization: I _I

L

Organization Address: East 2nd ;I
[
Hummelstovwen, PA 17036
|z Referral by a physician? 3
Reterring Physician: IEluck Rogers LI

Referring Physician Taxonomy # 12354

Update | ﬂl

? The Organization Address and Referring Physician Taxonomy # fields are view
only and cannot be changed.

? The Referral Source Type is the relationship of the referring person and the
patient. Such as clergy, family friend or school.

? You may enter a value for Referring Organization only if a value has been
entered for Referral Source Type. After the Referral Source Type is entered and the
Organization is selected from the pick list, the Organization’s address will be
displayed.

3Q’When a Physician is selected from the pick list, the system automatically checks
the “Referral by a Physician” checkbox.

? If the desired Referring Physician does not display on the list, contact your
supervisor.

‘?The system only allows for one Referral Source. If another Referral Source exists
for the selected Episode, the existing Referral Source must be modified with the new
information.
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h Instances Of Contact

An Instance Of Contact allows documentation of information such as the Initial Staff Contact,
Classification of Instance Of Contact, Contact/Caller Information, any Chemical Influences
and any Presenting Problems associated with an Episode.

To view an Instance Of Contact

The Instance Of Contact tab allows users to view a summary of all Instances Of Contact
associated with an Episode. From here the user is able to edit an existing Instance Of
Contact or add a new one to the Client Record.

‘? Even though the Instance Of Contact is associated in the system with an open
Inquiry, additional Instances Of Contact may be created for other Episodes.

1. Click the Instances Of Contact tab

Tnquiry Referral Source Instances of Contact Requests Authorizations Alternate Contacts School Info Payors
Contact Time Classification Contact Mame Phaone Mumker  Ext.  Intial Staff Contact
07012003 0245 pm Phone Call Roger Rogeria (5551 333-7771 2176 Training, Four Edit

Page Prior | Page Mext | Al | Prezenting Problems | Help |

Rows 1 o 1of 1 total rows.

To add an Instance Of Contact

The Add Instance Of Contact function allows users to add a new Instance Of Contact for an
Episode in the system. The Instance Of Contact tracks correspondence relating to a patient
or possible future patient.

i? When an Inquiry is selected and the Instance Of Contact information is entered or
modified, the information will be copied to the associated Admission for that patient.

1. Click Add|

Instance O Contact

Contact Date Time: IUT".'U3."2|3EI3 na:48 apy Initial Staff Contact: IF‘SYCthDgiSt, Diavicl _I Classification: I vl

Contact/Caller Information Chemical Influences

First Mame: Last Mame: Blood Alcahal Level: I
Phione: Po- Phone Ext: llegal Substances: |-_|

Presenting Problem Creation [ Modification

;I Crested By
Creation Date: 00,/00/0000 00;00:00

Modified By:
Moclified Date: 00000000 00:00:00
[~
Updste | Helpl
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2. Enter the Following:

Contact Date Time Today’s Date And Time

Initial Staff Contact Default

Classification Phone Call

First Name and Last Name Roger Rogerio

Phone 555-333-7771 (no dashes)

Phone ext. 2176

Presenting Problem Physical Instability — Exhibiting Suicidal
Thoughts

3. Click _rdste

? The Classification is the type of Instance Of Contact, such as a walk-in, telephone
call or fax.

?Staff may add as many Instances Of Contact as needed.

? Contact Date and Time, Contact Last Name, First Name, Phone, Classification
and Presenting Problem are all required fields.

? Presenting problem does not have to be a diagnosis. It can also include the
content of the interaction between the staff and the contact.

To view Presenting Problems

The View Presenting Problem function allows users to view all of the Instance Of Contact’s
Presenting Problems associated with an Episode.

‘? The system does not allow modification of the Presenting Problem information.
If changes are necessary, a new Instance Of Contact will need to be created.

1. Click Frezerting Problems |

i? The following fields are view only: Contact Date, Initial Staff Contact, and
Presenting Problem.

2. Click =ose

To edit an Instance Of Contact
The Edit Instance Of Contact function allows users to modify an existing Instance Of Contact.

1. Click the Edit link
2. Select lllegal Substance

3. Click Ad]
4. Enter the Following:
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lllegal Substance Other Hallucinogens

Route Of Administration Oral

Substance Frequency Once Per Week

?The lllegal Substance information can only be added after an Instance Of Contact
has been updated.

‘? The lllegal Substance field is a required field

‘? The following fields are view only: Creation Date, Created By, Modified Date, and
Modified By.

5. Click _trdste

Requests

A Request can be created to keep a record of all patients waiting for the next Outpatient
Appointment or Program vacancy.

?The Access Center maintains a “waiting list” for Child/Adolescent Partial
Programs.

?The Scheduling department maintains lists for Psychologist Credentialing and
Cancellations. Patients requesting to be seen by a non-credentialed Psychologist will
be placed on a waiting list until credentialing is approved.

3Q’Physicians or Therapists, who have no available Appointments, have their
patients placed on the waiting list until the next available Appointment. These patients
may also request to be contacted if an Appointment becomes available due to a
cancellation.

To view a Request

The Requests tab allows users to view a summary of all Requests associated with an Inquiry.
From this summary view, a user may add new Requests and view or update existing
Requests. The Access Center Request Waiting List function provides a means for staff to
view a list of patients with Requests for your agencies services.

i? From the Access Center Request Waiting List, the system will display a list of
Requests for a selected Type Of Care and Program.

1. Click the Requests tab
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Tnquiry Referral Source In=tances of Contact Requests Authorizations Alternate Contacts Sechool Info Payors

Type DateTime Pricrity Type Of Care Program Disposition
Infaormation 07/01/2003 Loy Cutpatient Cutpt-Lekbanon Cpen Exlit

Page Priar Page Mext | .ﬂ.ddl Helpl

Rows 1 to 1 of 1 total rows.

To add a Request

The Add Request function allows users to add a Request for an Inquiry in the system. A
search should be performed first, by using the Access Center Request Mgmt. option from the
Patient Tracking menu, to verify that a Request for that patient doesn't already exist.

1. Click Add|

2. Enter the Following:

Request Type Partial Hosp Request

Evaluator The name of the person recording the request
Type Of Care Partial

Program Acute Partial Hosp

Request Priority Medium

Request Detail
Request Type

Request Type:l Partial Hosp Fequest ;l Request Date Time: 07/01,/2003 14:53:14
Ewaluator: Training, Four J
Aequest
Type Of Eare:l Fartial v | Frojected Admit Date: 07,/30/2003 00:00:00
Program: Acute Partial Hosp _| Follow Up Person: Pepchologist, David J
Request F'riorily:l M edium v | FolowUp Due Date: 08/15/2003
Dizposition
Digposzition T_l,lpe:l Open =
Dizpozition Date: 07/25/2003 Dizposzition By
Description: il
Upciate | ﬂl

? A Request Type can be an Information Request, Inpatient Request, Outpatient
Request, Other or Partial Hospital, etc

‘? It is important to enter the Type Of Care and Program of the Request to ensure
both the Request and the Inquiry close if the patient is admitted. The Inquiry and
Request will have a Status of “Closed” and “Admitted” respectively, only when the
Type Of Care and Program of the new Admission match the Request.
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‘? The Request Type and Request Date and Time are required fields. The date and
time will default to the current system date and time.

?Admitting the patient from the Access Center Request Management screen will
allow the user to select a Type Of Care and Program if neither had been previously
selected.

3. Click _rdste

To edit a Request
The Edit Request function allows users to edit or view an existing request for an Episode in
the system.

1. Click Edit
2. Change the Following:

| Request Priority | Low

3. Click _trdste

? The Request Priority Status may help to determine the next patient to be admitted
from the waiting list for a Program. The Request Priority Status can be edited through
the patient’s Inquiry or through the Access Center Request Management menu.

i? The Request Type field is a required field. The Request Date and Time and
Disposition By fields are view only.

Ef Authorizations

The Authorizations tab allows users to view a summary of all Authorizations associated with
an Inquiry. From this summary view, a user can create, view, and edit Authorizations for an
Inquiry.

To view Authorizations

The View Authorizations function allows users to view Authorizations associated with an
Inquiry.

1. Click Authorizations
? The list of authorizations can be sorted by “All”, “Current” or “History”

To add an Episode Authorization

The Add Episode Authorization function allows users to add a new Authorization on an
Inquiry record.
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Click Add|

Select Blue Cross (65 Choice)

3. Click Canee |

Alert: Adding An Authorization Is Done Later In The Course

=

‘?When adding a new Authorization, the system will display a message prompting
the user to associate the new Authorization with an existing Payor. After the Payor is
selected, Authorization details can be added.

To edit an Episode Authorization

The Edit Episode Authorization function allows users to edit an existing Authorization for an
Inquiry in the system.

1. Click the Edit link next to the Newly Created Authorization and make the necessary
changes

2. Click _cancel |

Alert: Editing An Authorization Is Done Later In The Course

Alternate Contacts

The Alternate Contacts tab contains the Contact Type, such as a psychologist, parent,
pastor, etc., Home and Work Phone, and the First and Last Names of the Alternate Contact.

To view an Alternate Contact

The View Alternate Contact function allows users to view a summary of the Alternate
Contacts associated with a patient’s Episodes.

1. Click Alternate Contacts

Tnquiry Referral Source In=taonces of Contact Requests Authorizations Alternate Contacts Sehoal Info Payors
Contact Tepe Home Phone ‘Work Phone Ewt. Maobile Phone Lazt Mame First Mame

| Sibling =l 4448090 | ) - [ i |Cortact |Coratance
Page Prior | Page Mext I Updlate | Insert Row | Helpl

3Q’The following fields are view only: Contact Type, Phone Number, Last Name,
First Name, Work Phone Number, Work Phone Extension and Mobile Phone Number.

To add an Alternate Contact

The Add Alternate Contact function allows users to add a new Alternate Contact for an
Episode.
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Inzert Row

1. Click
2. Enter the Following:
Contact Type Sibling
Home Phone 610-777-6666 (no dashes)
Last Name Contact
First Name Constance

3. Click _trdste

? The Alternate Contact Type, Last Name, First Name and Phone Number are
required fields.

‘?The Alternate Contact Type is the relationship between the Alternate Contact and
the patient such as family, friend, external caregiver, physician, pastor, etc.

To edit an Alternate Contact

The Edit Alternate Contact function allows users to edit an existing Alternate Contact for an
Episode.

1. Change the Following:

| Home Phone | 610-987-3445 (no dashes)

2. Click _trdste

5.

ﬁf« &f School Information

To view School Information

The view School Info function allows users to view or update School Information associated
with an Episode.

1. Click on the School Info tab

PsyTech Solutions, Inc. Epitomax® Page 47 of 117
Private and Confidential



Inquiry Referral Source In=tances of Contact Requests Authorizations Alternate Contacts School Info Payors

School Information

School Grade Level: |12

School Mame - District: || ehanon School District ;I
School Contact Mame:! |Barkara Messin

Street: 1000 S Sth Street ;I

City: Lebanon
State: Pennsylvania
Phaone & (2737 939-1
School District 1L #:

Update | ﬂl

To add School Information
The Add School Info function allows users to add School Information associated with an
Episode.

1. Click onthe School Info tab
2. Enter the Following:

School Grade Level 11
School Name-District Lebanon School District
School Contact Name Barbara Messin

3. Click _trdste

To edit School Information

The Edit School Info function allows users to view and/or update School Information
associated with an Episode.

1. Click on the School Grade Level ellipses
2. Change the Following:

| School Grade Level | 12

3. Click _rdste

i? The following fields are view only: Street Address, City, State, Phone Number,
and School District IU #.

Episode Payor Ranking
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From the Inquiry or Admission screen, the Payors tab allows adding, viewing, updating or
deleting existing Payors. From here, staff can select a Payor from the Master Payor List and
link it to the selected Episode.

? The Master Payor Ranking can be accessed from the episode by selecting the
Master link

To view Payor Information associated with an Episode
The View Payor Information function allows users to view existing Payor Information.

1. Click the Payors tab

Case & 10142 Patient Hame: Daniels, Jonathan J Program: Outpt-Harrishurg Status: Open
Type: Admizsion  Type of Care: Cutpatient Universal Patient ID: Admission: 0941072005
Admission Referral Sre Int. Care Givers Ext. fare Givers Instances Of Contact Alt. Contacts Sehool Info
Payors Authorizations Clinical Mur=ing Diagnosiz Caze Closing Chart Tracking Documents
Fank Mexwy Rank
Rark Effective Date Plan Mame Payor Status _I\_JE\:\: ﬁ_aﬂ!{_ Etffective Date
1 09M0/2005  Blue Cross (Delavears 070) Confirmed H Eloomomonn  Yiew! Master

Update | Al “iesn Payar Ranking History | Help

Rows 1to 1of 1 total rows.

To add a Payor to an Episode
The Add Payor Information function allows staff, based on security permissions, to select an
existing payor from the Master Payor Ranking and associate it to the selected episode.

Note: If no Payor Information exists on the Master Payor Ranking in the Client Record
screen, a selection of payors will not be available to associate to the episode.

1. Click Add|

Case & 10142 Patient Hame: Daniels, Jonathan J Program: Cutpt-Harrizhurg Status: Open
Type: Admizzion Type of Care: Outpatient Universal Patient ID: Admission: 09/ 0/2005

Add Episaode Payor - Master Payaor List
Rank Payor Status Palicy Mo Subscriber Benefit Start  Benefit End

P YRR EIAEEN SRR IR
1 Blue Crozs (Delaveare 0700 (Group Mo 101271) Confirmed 404335757 Mother 01001 ,2005 Acd
2Medicare (& & B) Confirmed 2343465363 Self 01401 /2005 Acd

Close w

?A list of confirmed payors with rank not equal to 99 will be displayed.

Only payors on the Master Payor Ranking with a status of Confirmed can be
added to the Episode Payor Ranking. If you aren’t seeing any payors to add to the
episode, go to the Client Record and add a confirmed payor to the Master Payor
Ranking.

2. Select the Add link next to the payor to be added to the episode.
3. The system adds the selected payor to the Episode Payor Ranking
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Case & 10142 Patient Hame: Daniels, Jonathan J Program: Outpt-Harrisburg Status: Cpen

Type: Admizzion  Type of Care: Outpatient Universal Patient ID: Admission: 0941 0/2005
Admission keferral Sre Int. Care Givers Ext. Core Sivers Instances COf Contact Alt. Contacts Sehool Tnfo
Fayors Authorizations Clinical Murzing Diggnosiz Caze Clozing Chart Tracking Documents
Rank hew Rank
Rank Effective Date Plan Mame Payor Status _rtlg_\:\‘_' _I?_s:lj!{_ Effective Date
1 09M0/2005  Blue Cross (Delsware 070) Confirmed H Eloomomono  Wieww! Master
Qoa0mooo0  Medicare (A &B) Confirmed oooninoon Yiews Master § Delete

Update | ﬂ Yiewy Payor Ranking History | M

Rows 1 1o & of € total rows.

?The Rank, Rank Effective Date, New Rank and New Rank Effective Date fields
contain null values.

?The New Rank and New Rank Effective Date are the only editable fields. The
Payor Status can only be changed from the Master Payor Ranking

? The Delete link will remain functional until values are entered in the New Rank
and the New Rank Effective Date fields. After selecting Update, the New Rank and
New Rank Effective Date values will be copied to the Rank and Rank Effective Date
fields.

?The View link allows the user to view the selected payor subscriber information.
No modifications can be made through this feature.

To edit Payor Information associated with an Episode

The Edit Payor Information function allows the user to modify the New Rank and New Rank
Effective Date fields only. All other fields are view only. If other information needs to be
entered or modified, such as subscriber information, that must be done from the master payor
ranking (accessed from the Payor Information tab on the Client Record).

1. Modify the existing values or add new values in the New Rank and the New Rank
Effective Date for the payors listed in the episode ranking

i? If the New Rank is entered for an episode payor, the New Rank Effective Date
must also be entered. The same applies to entering the New Rank Effective Date.

? The New Rank entered must be a numerical value between 1 and 99

3Q’If a Benefit Effective Date is indicated on the Master Payor Ranking then the New
Rank Effective Date must be greater than or equal to the Benefit Effective Date.

?If a Benefit Expiration Date exists on the Master Payor Ranking, the New Rank
Effective Date must be less than or equal to the Benefit Expiration Date.

?If the New Rank for an episode payor is less than 99 and the Master Payor
Ranking is 99, the system will prevent the New Rank from being saved.

3ﬂ’lf a New Rank Effective Date is less than or equal to the current system date, then
any charge with it's date of service less than or equal to the current system date has
its charge payor ranking modified to reflect the new rank changes for this episode.
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‘?If changes are made to the New Rank and New Rank Effective Date on a payor in
the episode ranking, modifications must be made to the other payors in the episode
ranking so the following conditions are met;

e The system will not allow 2 payors in the ranking with the same Rank on the
same date. One of these payors may have a New Rank equal to that of the
other payor but the New Rank Effective Date must be set for a date in the
future.

¢ If a New Rank Effective Date is entered that is less than the current system
date then all other payor rankings in the episode with a Rank Effective Date
must have the same New Rank Effective Date.

To delete Payors associated with an Episode

Payors can only be deleted from an Episode after the payor is added to the Episode Payor
Ranking and before the New Rank and New Rank Effective Date fields are entered. After the
New Rank and New Rank Effective Date fields have been saved to the database, the Delete
link will no longer be available. However, changing the payor rank to 99 will tell the system to
ignore that payor.

? If Payor is not valid at all, make sure the New Rank Effective Date is the same as
the Admission Date.

‘? Deleting a Payor from the Episode will only remove it from the Payor list of the
patient Episode not from the Master Payor List of the Client Record.

?If the Payor has associated Authorizations and you enter a New Rank of 99, the
system will display a warning indicating Authorizations exist.

The Forms tab can be used to add forms to the Inquiry Episode. This differs from the
Documents tab discussed earlier in that the Documents tab is useful for scanning in external
documents into Epitomax, where they are view only. The Forms tab is useful for documents
the facility may want to fill-out prior to admitting a client. For example, agreements regarding
dates/times of therapy sessions or evaluations to determine level of care can be added or
edited from the Forms tab.

Case #: 1000 Patient Name: Duck, Daffy Universal Patient 1D: Status: Closed

Inguiry Referral Sre Instances Of Contact Requests Authorizations Alt. Contacts Schaol Info
Activity/Creation Date Activity Status Form

Page First Page Prior Page Next Page Last | Add Add Packet | Help
Rows 1 to 0 of 0 total rows.

E
3

Form Status
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To Add a Form to the Inquiry Episode
1. Click on the 8| pytton,

2. A second window will pop up with a drop-down box. The user can use the drop-down
box to find and select the correct form.

? The user may use the __Pe¥ewForm | b 1t10n to view the first page of the document
in order to ensure the correct form is being chosen prior to adding it to the Inquiry.

3. Once the correct form has been added, staff can use the Edit link to complete the
form.

To Add a Form Packet to the Inquiry Episode

1. In order to Add a Form Packet, a packet must be created in the Form Packet
Maintenance link under the Administration tab (see your System Administrator).

2. Click on the _AddPacket | 1) 1100

3. A second window will pop up with a drop-down box. The user can choose the
appropriate Form Packet to add several forms at once.
? Since there are several forms attached, the preview option is not available.

4. Once the correct form packet has been added, staff can use the Edit link to complete
each form.

e

.

z
{\

\

~ Access Center Request Waiting List

,?Z
<4

The Access Center Request Waiting List function provides a means for the Access Center
and other staff to view a list of patients with Requests, edit an existing request or admit a
patient.

~\" %
0

To submit an Access Center request
The Submit Access Center Request function allows users to submit an Access Center
request.

1. Click the Access Center Request Mgmt link from the Patient Tracking main menu
2. Enter the Following:

Type Of Care Partial
Program Acute Partial Hosp
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Type of Care; Ipama|
Program: I.ﬂ\cute Partial Hozp

L

3. Click _ubnit |

Ahrams, Aaric Partial

Acute Partial Hosp
07022003

Rovwes 110 1 of 1 total rows.

Medium  Edit Reguest / &dmit
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Lesson 5
Admissions

Objectives

Admissions

Referral Source
Internal Care Givers
External Care Givers
Instances Of Contact
Presenting Problems
Requests

Alternate Contacts

e School Info

e Payors

¢ Authorizations
¢ Nursing

e Diagnosis

e Case Closing
e Chart Tracking
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& Admissions

An Admission (Inpatient, Outpatient, Partial Hospitalization, etc...) Program displays the
Admission Type, Date, Projected Discharge Date, Commit Code and other related
information. From here, staff can access the patient’s referral information, internal and
external caregivers, Instances Of Contact, Alternate Contacts, School Information, Payor
Information, Authorizations, Nursing information, Diagnosis data, Case Closing information,
and Chart Tracking.

To view an Admission
The View Admission function allows users to view an Admission.

1. Click on Client Search
2. Type Runner in the Last Name field
3. Click ﬂl on the Alert message box
4. Click Case # 147899 for Runner, Road
5. Click Episode History
6. Click Admission... Acute Partial Hosp
Payors Authorizations Mursing Dringnosis sz Closing Chart Tracking
Adrmizsion Referral Sre Int. Care Givers Ext. Care Givers Instances Contact Alt. Contacts Sehaal Info
Created By: Training, Four 070172003 1519:39  Modified By Training, Four 0710352003 10:44:10
Admizsion Type: Elective Type Of Care: Partial
Admizsion Date: 070142003 15:18:30 Program: IAcu‘fe Fartial Hozp LI
Projected Dizcharge Date: Iga,gmp_gm Azzigned Room; |33?EI(WBS1 Lnit) _l
Discharge Date: Iggmgmggg 000000 Temporary Room: I LI
Evaluztor: ITraining, Four _I Commit Cocle: IQD'I - woluntary x|
Iz Patient Pregnant? [~ Marital Status: | zingle LI
Related Cause: I j Employer: |canteen Services _I
Relsted Causze Date: Iggmgmggg Combined Caze # I _l
Hold Patient Statement? [ Chart Location: I ;I
Responsible Party
Fatisnt ls Responsible Party? [ Relatioriship To Patient: [seit =l
Last Mame: |Runner Address: [9576 Anytown Lane =]
First Mame: IRnad -
Phore: |(555) 5553132 City: Mt Gretna
Employer: I State: Ip,a\ x|
Signed Release? [ Postal Code: |1 TOR4
Updete | PrintFace Sheet | Helo |

7. Click the Referral Src through the Chart Tracking tab to view associated information
8. Click the Patient Case # to return to the main Client Record screen

9. Click ﬂl on the Alert message box

To create an Admission
The Create Admission function allows users to create an Admission.
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Perform a Client Search for Your Patient
Access the Client Record
Click Episode History

ouk whE

Enter the Following:

Select Outpatient for the Type Of Care

Admission Type

Elective

Admission Date

Today’s Date

Program Outpt-Mt. Gretna
Evaluator Default

Commit Code Voluntary

Marital Status Single

Employer

Canteen Services

Patient Is Responsible Party

W (Checked)

7. Click _ndste

* Pretend It is Next Month....And Your Patient Needs To
Be Admitted To The Inpt-Behavioral Evaluation Program

ok wh P

Enter the Following:

Click Client Record on the Patient Tracking menu

Click ﬂl on Alert message box
Click Episode History

Select Inpatient for the Type Of Care

Admission Type

Elective

Admission Date

1 Month From Today’s Date

Projected Discharge Date

2 Months From Today’s Date

Evaluator

Your Staff Member (Default)

Program

Inpt-Behavioral Evaluation

Commit Code

Voluntary

Marital Status

Single

Employer

Canteen Services

Patient Is Responsible Party

W (Checked)

7. Click _Hrdste

* Pretend It is Next Month....And Your Patient Needs To
Be Admitted To The Acute Partial Hospital Program

8. Click Client Record on Patient Tracking menu
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9. Click 2 on Alert message box
10.Click Episode History

11. Click | Admt Fatent |
12.Select Partial for the Type Of Care
13.Enter the Following:

Admission Type Elective

Admission Date 2 Months From Today’s Date
Projected Discharge Date 3 Months From Today’s Date
Evaluator Your Staff Member (Default)
Program Acute Partial Hosp

Commit Code Voluntary

Marital Status Single

Employer Canteen Services

Patient Is Responsible Party W (Checked)

14.Click _rdste
? When an Admission is created from the Open Inquiry, the Inquiry will be closed.

‘? If an Open Inquiry is used, then the Payor Ranking, Referral Source and School
Information is linked to the new Admission.

Alert: Verify that the Acute Partial Hospital Program Admission is being used

To edit an Admission
The Edit Admission function allows users to edit an Admission.

Perform a Client Search for Your Patient
Access the Client Record

Click Episode History

Click on the Inpatient Admission
Change the Following:

arwnE

| Projected Discharge Date | 1 Month Later

6. Click _Zrdste

? Case Number, Universal Patient ID, Last Name, First Name, Creation Date,
Created By, Modified Date, Modified By, Type Of Care, Admission Type, and
Admission Date & Time are view only fields. The Program field is a required field.

? If the Discharge Date and Time is set, then the Status of the Admission becomes
"Discharged" instead of “Open”.
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‘? If the Program is changed, then the Internal Care Giver list must be updated to
change the Attending Physician.

To print Admission details

The Print Admission function allows users to print an Admission.

1. Click Print Face Sheet

I (Prints to new Internet explorer browser window)

07/03/2003 Philhaven

Admission Face Sheet
Case Nox 147899

Runner. Road

Admission Information

Admit Date Time: 7/1/2003 15:18:30

Readmit:
Program: Acute Partial Hosp Evaluatar: Training, Four
Admission Type: Elective Commit Code: Voluntary

Patient Demographics
Former Last Name: Alias:

Social Security No: 555-55-5355

Street Address: 9876 Anyrown Lane

City: Mt Gretna State: PA
Postal Code: 17064 County:
Country: United States

Home Phone: (555) 555-3132 Mabile Phone:
2. Select File in Internet Explorer

3. Select Print
4. Close Print Face Sheet browser window

Referral Source

C\‘S
The Referral Source tab allows users to view, create or update a Referral Source for an
Admission.

To view a Referral Source

The View Referral Source function allows users to view a Referral Source.

1. Click the Referral Source tab

PsyTech Solutions, Inc. Epitomax® Page 59 of 117
Private and Confidential



To add/update a Referral Source
The Add/Update Referral Source function allows users to add/update a Referral Source.

1. Click the Referral Source tab
2. Enter the Following:

Caller Name Peter McRabbit

Caller Phone No 555-555-3131 (no dashes)
Is Referred By A Physician ¥ (Checked)

Referring Physician Martin Martian

3. Click _trdste

Bayors Authorizations Nursing Lingnosis Caze Closing Chart Traocking
Admizzion Referral Sro Int. Care Givers Ext. Care Givers In=tances COf Contast Alt. Contacts School Info

Primary Referral Source Information
Caller Mame: [peter MoRabioi
Caller Phone Mo: |(555) 555-313H

Referral Source Type: IEmpID‘fEI’

Referring Organization: IVerdeIIi Farims East _l

L

Organization Address: East 2nd ;I
Hummelstovwen, P& 17038 LI
Iz Referral by a physician? Vv

Referring Physician: IMar‘tin Wattian LI

Referring Physician Taxonomy # PS1 254561

Lpclste | Help |
4. Change the Following:
| Caller Phone No | 610-555-3137 (no dashes)

5. Click _pdste

‘? The Organization Address and Referring Physician Taxonomy # fields are view
only and cannot be changed.

‘? You may enter a value for Referring Organization only if a value has been
entered for Referral Source Type.

? If a new Referring Physician needs to be added, contact your supervisor.

U@
\ &\ .
7@~ Internal Care Givers
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The Int. Care Givers tab allows users to view a summary of the Internal Care Givers
associated with an Admission. An Internal Care Giver can be any of your staff with a role of
attending physician, care manager or psychologist. From this summary view, a user may
select a different Internal Care Giver and view or update existing Internal Care Givers for the

selected Admission.

To view Internal Care Givers
The View Internal Care Giver function allows users to view an Internal Care Giver associated
with an Admission in the system.

1. Click the Internal Care Givers tab

Payors Authorizations Mursing Diagnoziz Caze Clozing Chart Tracking
Admizsion Beferral Sre Int. Care Givers Ext. Caore Giwers Instances Of Contact Alt. Contacts Sehool Info
Filters List Type: ™ tarmal © Histary € &1 Current Epizodes
Care Giver Role Staff Perzon
Regizstered Murse Grauch, Oscar The Edit ¥ Delete

PageFirst | Priorl Nextl Pagelast |ﬂ| Helpl

Rows 1 to 1 of 1 total rows.

i? The list of existing Internal Care Givers can be filtered by Normal, History or All
Current Episodes.

To add an Internal Care Giver
The Add Internal Care Giver function allows users to associate an Internal Care Giver with an
Admission.

1. Click Add|

2. Enter the Following:

Care Giver Role Registered Nurse
Staff Person Big Bird

Internal Care Giver Detail

Care Giver Role: IREgiS‘tEI’Ed Murse j

Staff Person: IElird, Big D

Updste | ﬂl

3. Click

? Care Giver Role and Staff have to be valid combinations. If not, your supervisor
may need to be contacted.

Update

i? If the user chooses to cancel prior to saving changes, then the Internal Care
Giver record will not be inserted.
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To edit an Internal Care Giver
The Edit Internal Care Giver function allows users to edit an Internal Care Giver associated
with an Admission in the system.

1. Click the Edit link next to the Newly Created care giver
2. Change the Following:

| Care Giver Role | Oscar Grouch

3. Click _pdsts

To delete an Internal Care Giver

The Delete Internal Care Giver function allows users to delete an Internal Care Giver
associated with an Admission.

Alert: For Training Purposes, Do Not Delete Internal Care Giver

1. Click the Delete link next to the Newly Created Internal Care Giver

®» The "Confirm Delete" screen will be displayed.

Confirm Delete

Care Giver Role: Repistered Murse

Statff Perzon: Grouch, Oscar The Delete | Helpl

2. Click Delete

b

‘ﬁ\f External Care Givers

The Ext. Care Givers tab allows users to view a summary of the External Care Givers
associated with a patient. An example of an External Care Giver would be a caseworker or
family physician. The user enters the phone #, fax # and address of the External Care Giver.

To view an External Care Giver

The View External Care Giver function allows users to view an External Care Giver
associated with an Admission.

1. Click the Ext. Care Givers tab
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Payors Authorizations Nurzing Driagnoziz Caze Clozing Chart Tracking
Admizzion Referral Sre Int. Care Givers Ext. Care Givers In=tances Contast Alt. Contacts School Info
Care Giver Role Care Giver Mame Phone Ext.

Mary McBeth (B0 FPT-9889 3217 Edit / Delete

Case Warker

Page Priar | Page Mext | Addl Helpl
Rows 1 to 1aof 1 total rows.

To create an External Care Giver

The Create External Care Giver function allows users to associate an External Care Giver
with an Admission in the system.

1. Click Add|

2. Enter the Following:

Care Giver Role Case Worker

Care Giver Name Mary McBeth

Phone # 610-777-9889 (no dashes)
Phone ext 3212

Street Address 123 Mt. Gretna Rd.

City Mt. Gretna

State PA

Postal Code 13216

External Caregiver Detail

Care Giver Role: | cazea Worker LI Care Giver Name! yary McBeth
Phione #: (6107 777-0589 Phone Ext: [3017
Faxd |y

Street Address:

City:
Postal Code:

Update | ﬂl

3. Click

‘? Care Giver Name, Phone and Role are required fields.

123 hit. Gretna Road

hit. Gretna

17064

Update

To edit an External Care Giver

The Edit External Care Giver function allows users to edit an External Care Giver associated

with an Admission.

State: | pa, - Pennsyhvania

1. Click the Edit link next to the Newly Created External Care Giver

2. Change the Following:

| Phone Ext.

| 3217

3. Click

Update
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‘? The Care Giver Name, Phone # and Role fields are required. If the user chooses
to cancel prior to saving changes, then the External Care Giver record will not be
updated.

To delete an External Care Giver

The Delete External Care Giver function allows users to delete an External Care Giver
associated with an Admission.

Alert: For Training Purposes, Do Not Delete External Care Giver

1. Click the Delete link next to the Newly Created care giver

® The "Confirm Delete" screen will be displayed. The user can select another menu
item or tab to cancel the Delete function.

Confirm Delete

Care Giver Role: Case Worker Care Giver Mame: Mary McBeth
Phone #: (6100 777-98589 Phone Ext: 3212
Fax# (-
Street Address: 123 M. Gretna Rd

City: ht. Gretna State: Pennsylvania
Postal Code: 17064 Delete | Helpl
. Delete
2. Click

NO),
h Instances Of Contact

The Instance Of Contact tab allows users to view a summary of all Instances Of Contacts
associated with an Episode. An Instance Of Contact provides information about the contact
person. From this summary view, a user may add new Instances Of Contacts and view or
existing Instances Of Contacts.

To view an Instance Of Contact

The View Instances Of Contact function allows users to view an Instance Of Contact for an
Admission.

1. Click on the Instances Of Contact tab
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Payors Authorizations Murzing Diagnoziz Caze Clozing Chart Tracking

Admission Referral Sre Int. Care Givers Ext. Care Givers Instances Of Contact Alt. Contacts School Info
Contact Time Classification Contact Mame Phone Mumker  Ext.  Initial Staff Contact
070172003 0245 pm Phane Call Roger Ragerio (595 333-7771 2176 Training, Four Edit
07022003 01:25 pm - Phone Call Road Runner (6107 8999-3338 3556 Training, Mine Edit
Page Prior | Page MNext | Add | Presenting Problems | Help |

Rows 1 to & of 2 total rows.

? If the Instances Of Contact tab is accessed from an Admission record, then the
Instances Of Contact for the associated Inquiry (if one exists) are displayed along with
the Instance Of Contacts created for the Admission.

To create an Instance Of Contact

The Create Instance Of Contact function allows users to create a new Instance Of Contact for
an Admission.

1. Click Add|

2. Enter the Following:

Contact Date Today’s Date (Default)

Initial Staff Contact Staff Member

Classification Phone Call

First Name Road

Last Name Runner

Phone 610-999-8888 (no dashes)

Phone Ext. 2345

Presenting Problem Patient could become violent without much
warning

3. Click _rdste

‘? Contact Date and Time, Contact Last Name, First Name, Phone, Classification
and Presenting Problem are all required fields.

To edit an Instance Of Contact

The Edit Instance Of Contact function allows users to modify existing contact info for an
Admission.

1. Click the Edit link next to the Newly Created Instance Of Contact
2. Change the Following:

| Phone Extension | 3556

3. Click _pdsts

‘? Contact Last Name, First Name, Phone and Classification are required fields.
The Contact Date and Time and Presenting Problem are view only fields.
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To view Instance Of Contact lllegal Substance summary

The View Instance Of Contact lllegal Substance Summary function allows users to view a
summary of the lllegal Substances associated with an existing Instance Of Contact for an
Inquiry or Admission.

1. Click the Edit link next to the Newly Created Instance Of Contact
2. Click the Ellipses next to lllegal Substances

=A new browser window is displayed

?If the lllegal Substances checkbox is checked, the system returns the Instance Of
Contact lllegal Substances screen when the pick list is selected.

To create an Instance Of Contact lllegal Substance

The Create Instance Of Contact lllegal Substance function allows users to create a new
lllegal Substance associated with an existing Instance Of Contact record.

‘?The lllegal Substance information can only be added after an Instance Of Contact
has been updated.

1. Click Add (On the Instance Of Contact lllegal Substances browser window)
2. Enter the Following:

lllegal Substance Other Sedatives
Route Of Administration Oral
Substance Frequency Once Per Week

3. Click reet=
i? The lllegal Substance field is a required field.

To edit an Instance Of Contact lllegal Substance
The Edit Instance Of Contact lllegal Substance function allows users to edit an existing lllegal
Substance associated with the Instance Of Contact.

1. Click on the Edit link next to the Newly Created Illegal Substance
2. Change the Following:

| Substance Frequency | Once Per Day

3. Click _pdsts
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Illegal Substance Detail

llegal Substance: |Other Sedatives LI Creation Date: 00/00/0000 00:00:00
Route Of Ldministration: |Oral ;I Crested By:
Substance Freguency: IOnc:e Per Day ;I Modified Date: 00/00/0000 00:00:00
Modified By:
Updste | ﬂl

4. Click ﬂl to close the lllegal Substance browser window
? The lllegal Substance field is a required field.

? The following fields are view only: Creation Date, Created By, Modified Date, and
Modified By.

To view Presenting Problem history

The View Presenting Problem History function allows users to view all Instances Of Contact
Presenting Problems associated with an Admission.

1. Click Pre=enting Problems |

Presenting Problem History

Contact Date Time: 07/01/2003 02:45 PM Initial Staff Contact: Training, Four
Preserting Problem: [physical Instability - Exhibiting Suicidal Thoughts ;I
|
Contact Date Time: 070252003 01:25 PM Initial Staff Contact: Training, Mine
Presenting Problem: [Patient could become violent without much warning. ;I
]
Rows 1 to0 2 of 2 total rows,  P@ge Prior | Page hlext | Close | Helpl

2. Click ﬂl to close the Presenting Problems browser window

? The following fields are view only: Contact Date, Initial Staff Contact, and
Presenting Problem.

? To scroll through multiple entries, use the Page Prior and Page Next buttons.
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Alternate Contacts

The Alternate Contacts tab allows users to view a summary of the Alternate Contacts for a
selected patient and associate them to an Admission. From this summary view, a user may
create a new Alternate Contact or update existing Alternate Contacts.

To view Alternate Contacts

The View Alternate Contacts function allows users to view an Alternate Contact for an
Admission.

1. Click the Alternate Contacts tab

Payors Authorizations Murzing Driagnoziz Caze Clozing Chart Tracking

Admission Referral Srec Int. Care Sivers Ext. Care Givers Instances Of Contact Alt. Contacts Schoal Infa
Contact Tepe Home Phone ‘Work Phone Ewt. Maobile Phone Lazt Mame First Mame

Power Df.t'-‘«tlo;l [610) 3338888 | 1 - I_ [1 - Altarney Adarmn

Sibling ;I [610) 444-9090 |[ ] - I_ [1 - Contact Constance

Page Prior | Page Mext I Updatel Insert Row | Helpl

To create an Alternate Contacts

The Create Alternate Contact function allows users to create a new Alternate Contact for an
Admission.

1. Click Insert Rosw
2. Enter the Following:

Contact Type Power Of Attorney

Home Phone 610-333-2222 (no dashes)
Last Name Attorney

First Name Adam

3. Click _Updste

?The Alternate Contact screen will also list any Alternate Contacts associated with
the Inquiry.

‘? The Alternate Contact Type, Last Name, First Name and Phone Number are
required fields.

To edit an Alternate Contact

The Edit Alternate Contact function allows users to edit an existing Alternate Contact for an
Admission.
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1. Click in Newly Created Alternate Contact
2. Change the Following:

| Home Phone | 610-444-9090 (no dashes)

3. Click _Updsts

i)

)

%ﬁj\'é : School Information

To view School Information

The View School Information function allows users to view and/or update School Information
associated with an Admission.

1. Click onthe School Info tab

? The following fields are view only: Street Address, City, State, Phone Number,
and School District U #.

To add School Information

The add School Information function allows users to add School Information associated with
an Admission.

1. Enter the Following:

School Grade Level 12
School Name — District Unionville High School
School Contact Name Barbara Moore

2. Click _trdste

i? The School Info tab will list any School Information for the patient associated with
the Inquiry.

? If the desired school is not available, contact your supervisor.

To edit School Information

The Edit School Information function allows users to edit School Information associated with
an Admission.

1. Click in the School Contact Name field
2. Change the Following:

| School Contact Name | Barbara Mauer
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3. Click _rdste

Episode Payor Ranking

The Payors tab allows users to view a summary of the Payor Ranking associated with an
Admission. From this summary view, a user can view, edit or create Payor Rankings.

To view and edit Episode Payor Information

The View Payor Information function allows users to view and edit Payor Rankings
associated with an Admission.

1. Click on the Payors tab

Admission Referral Src Int. Care Givers Ext. Care Givers Instances Of Contact Alt. Contacts School
Payers Autherizations Mursing Lvi is Case Closing Chart Tracking
Rank New Rank
Rank Effective Date Plan Mame Payor Status MewF!ank Effective Date
1 1W08/2005 PERCH - Perzonal Choice Confirmed iloo/on/oo00  Miewe Master
2 1M08/2005 BUCKCO - Bucks County Funding Confirmed |ugmumuug View Master Liability
Update | Add]| View Payor Ranking History | Heip|

Rows 1 +o 2 of 2 total rows.

2. Change the Following:

New Rank 2

New Rank Effective Date 10/01/2005

3. Click _Jesste

? The New Rank and New Rank Effective Date fields are required. All other fields
are read only.

? When re-ranking episode payors with a New Rank Effective date that is on or
before the current date, all payors must be re-ranked with the same New Rank
Effective Date (no exceptions).

?No rank, except for 99, can be duplicated.

‘?There must always be a rank 1 payor.

?A New Rank Effective Date that is the current date or earlier applies the change
immediately. These rank changes are applied to charges associated with the episode.
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‘?A New Rank Effective Date in the future will update the payor ranking
automatically the night before that date.

?A New Rank can not be set to anything other than 99 when the master payor has
a rank of 99.

To create Payor Information

The Create Payor Information function allows users to view and/or update Episode Payor
Information associated with an Admission.

1. Select Add]

2. Click the Add link next to the desired Payor
3. Click _Hedste

‘? The Payor and Rank fields are required and the Payor Status field is view only
and will default to 'Pending'.

i? Only Payors listed on the Master Payor List (Client Record) with a status of
‘Confirmed’ and Benefit Effective and Expiration Dates valid for the admission will be
able to be selected from the drop down menu in the Payor Plan field.

? Rank, Current Rank Effective Date, New Rank, and New Rank Effective Date are
set to NULL. All other fields from master payor are copied to the episode payor.
To delete Payor Information

Only payors with no values set for the Rank, Rank Effective Date, New Rank, and New Rank
Effective Date fields can be deleted.

1. Click the Delete link next to the desired Payor
2. Click _pdste |

? If a payor is no longer valid, the rank should be changed to ‘99'.

?If this Payor has Authorizations associated with it, then the user is prompted to
choose another Payor to which the Authorizations will be linked. Any Authorizations,
Review Instances, Utilization Review information, and Appeals become linked to the
newly selected Payor. If the user does not select another Payor to replace the 99
ranked Payor, then all Authorizations, Review Instances, Utilization Review
information, and Appeals are no longer available.

To Add a liability to an Episode Payor
Only payors with that are county payors can have Liabilities attached.

1. Click the Liability link next to the desired Payor
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Admin, Sys 10082005 01:05 PM

2. Click Add]

3. Select a Liability from the selected list. Only liabilities entered on the main liability
screen will be displayed in this list.

(27267 3200.00 10/08/2005 - Current

(27265) 5100.00 1040172005 - 1W01/2005 == Expired ==

4. Click [Desete |

To Edit a liability

1. Click the Liability link next to the desired Payor

Admin, Sys 10082005 01:05 PM

2. Click on the Edit Link next to the liability to edit.
3. Select a new Liability from the selected list. Only liabilities entered on the main liability
screen will be displayed in this list.

4. Click

To Delete a liability

5. Click the Liability link next to the desired Payor
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Admin, Sys 10082005 01:05 PM

6. Click on the Delete Link next to the liability to edit.

Liability: (27267) 5200.00 10/08/2005 - Current

Dekte | Cancel | Help)
7. Click 22ee]

Authorizations

\

The Authorizations tab allows users to view a summary of all Authorizations associated with
an Admission. From this summary view, a user can create, view, and edit Authorizations for
an Admission.

To view Authorizations

The View Authorizations function allows users to view Authorizations associated with an
Admission.

1. Click on the Authorizations tab

? The list can be sorted by All, Current or History

Filter: @ a7 Current 7 Histary

Blue Cross (65 Chaice) 15 Wigits Approved

=

10 Wigits a 07022003 07202003 3333 r o

To create an Episode Authorization
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The Create Episode Authorization function allows users to create a new Authorization
associated with an Admission record.

? If an Authorization was received prior to the patient’s Admission, the
Authorization can be documented using the Authorization tab on the Inquiry screen.

1. Click 2]

2. Select Blue Cross (65 Choice)
3. Enter the Following:

Reviewer Name Bob Psychologist
Reviewer Organization Value Behavioral Health

4. Click _rdste

? The Payor field is a required field. If the Payor exists in the Utilization Review
Info table then the system will default to the Reviewer Name, Review Organization,

Reviewer Phone No. and Phone Extension.

? The system will default to the unchecked Status of "No" for the Verification
Needed checkbox.

To edit an Episode Authorization

The Edit Episode Authorization function allows users to edit an existing Authorization for an
Admission in the system.

1. Click on the Edit link next to the Newly Created Authorization
2. Select Blue Cross (65 Choice)
3. Enter the Following:

Next Review Date 1 Week From Today’s Date
Phone Number 610-555-9999 (no dashes)
Quantity 10

Units Days

Status Pending

Status Date Today’s Date

4. Click Update

To view Authorization activity

The View Authorization activity function allows users to view Authorization activity associated
with an Admission.

1. Click on the Edit link next to the Newly Created Authorization
2. Click View Activity

3. Click 92|t Close the Authorization Activity browser window

4. Click _Ganes |
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ﬁ’ Nursing

The Nursing tab allows users to view and/or update Nursing information associated with an
Admission record.

To view Nursing activity

The View Nursing Activity function allows users to view Nursing activity associated with an
Admission.

1. Click on the Nursing tab

? Selecting the Nursing tab from the Patient Tracking menu will also access
Nursing Activity.

To add Nursing activity

The Add Nursing Activity function allows users to add Nursing activity associated with an
Admission.

1. Click on the Nursing tab
2. Enter the Following:

Assigned Hospital Room 337B(West Unit)
Commit Code Voluntary
Projected Discharge Date 8/30/2003
Meal Code Rstrctd To Unit
Admission Referral Sre Int. Care Givers Ext. Care Givers In=tances Of Contact Alternate Contacts School Info
Payors Authorizations Hursing Diggnoziz Caze Clasing Chart Tracking
Azzigned Hospital Room: | 337800st Unit) - Temporary Roorm: j
Commit Codles | woluntary d Projected Discharge Date: |narmormo0s
SHP Lewel: LI Meal Code: | Ratratd To Unit j
Digt: _I Discharge Date: 30000000 0o.00.00
Hursing Comment
B
[~
Update | Helpl
3. Click _heete
To update Nursing activity
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The Update Nursing Activity function allows users to update Nursing activity associated with
an Admission.

1. Click on the Nursing tab
2. Change the Following:

| Nursing Comment | Gave Patient Their Medication

3. Click Update

Diagnosis

The Diagnosis tab allows users to view and/or update a Diagnosis associated with an
Admission record.

To view a Diagnosis

The View Diagnosis function allows users to view a Diagnosis associated with an Admission.

1. Click on the Diagnosis tab

To add a Diagnosis

The Add Diagnosis function allows users to add a Diagnosis associated with an Admission.

1. Click on the Diagnosis tab
2. Enter the Following:

Diagnosis Status Admission

IA 290.0 — Senile Dementia

1A 301.20 — Schizoid Personality Disorder

A 401.9 — Hypertension

Admission 18 - Some Danger Of Hurting Self Or Others

3. Click _rdste

? The Diagnosis Status identifies the type as the Admission, Preliminary or
Discharge Diagnosis.

? The staff evaluator establishes the “Admission” Status. The “Preliminary” Status
is determined by the attending psychologist and once a Discharge Diagnosis is
entered in Axis V, Medical Records assigns a Diagnosis Status as “Discharge”.

? Axis | is the Preliminary or Drug and Alcohol/Psychiatric Diagnosis. (It is the only
Diagnosis required for an Outpatient discharge).
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Axis |l is the Personality Diagnosis and Mental Retardation.
Axis 1l is the Medical Diagnosis.
Axis IV lists the Psychosocial and Environmental stressors.
Axis V identifies the GAF. (Global Assessment of Functioning scale) and also contains
the Admission and Discharge Diagnosis.
To update a Diagnosis
The Update Diagnosis function allows users to update an existing Diagnosis associated with
an Admission.

1. Click on the Diagnosis tab
2. Under Axis V, Select the Following:

| Admission | 82 — Absent or Minimal Symptoms

3. Click Update

Case Closing

The Case Closing tab allows users to view and/or update Case Closing data associated with
an Admission record. In addition, the Case Closing tab allows users to maintain the
Discharge Medications for the Admission.

To view Case Closing data

The View Case Closing function allows users to view a Case Closing associated with an
Admission.

1. Click on the Case Closing tab

Admiz=ion Referral Src Int. Care Givers Ext. Care Givers Instances Of Contact Alt. Contacts Schoal Infa
Payors Authorizations Mursing Liagnosis Case Closing Chart Tracking
Chart Location: ;I Chart Box Mumber: | 5oy 095605 LI
Dizcharge Date Time: Length Of Stay:
Dizcharge Tvpe: | Transfer LI Discharge Dispostion: | yursing Home ;I
Transter Destinstion: | LI

Case Cloged: -

Update Caze | Helpl

To add Case Closing data

The Case Closing function allows users to add Case Closing data associated with an
Admission.

1. Click on the Case Closing tab
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2. Enter the Following:

Discharge Type Transfer
Chart Box Number Box 098605
Discharge Disposition Nursing Home

3. Click Update Case

? The Case Closed checkbox will default to Unchecked which indicates that "No"
the case not closed. If the user (Medical Records staff) checks the Case Closed
checkbox, the record will be updated ONLY if the following conditions have been met:
A) a Diagnosis record with a Diagnosis Status of 'Discharge’ exists; and B) the
Discharge Date and Chart Location fields contain information. If these conditions are
satisfied, the Update Case process is allowed and the Episode Status is set to

'Closed'.
/gf!]—@ Discharge Medications
5T e®

To View Discharge Medications summary

The View Discharge Medications Summary function allows users to view a list of Discharge
Medications for a discharged patient.

Discharge Medications appear below the Case Closing data.

To add Discharge Medication

The Add Discharge Medication function allows users to add a new Discharge Medication to
an Admission record.

1. Click Inzert Rosw

2. Enter the Following:
Drug Name Strength Paxil 10mg
Directions Take 1 Every Day
Quantity 30
Refills 1
Internally Prescribed ¥ (checked)

Discharge sedications

Drug Mame Strencth Directions Quantity Refills Internally Prescribed

“icodin Take 1 every 4 hours 10 0 v
Paxil 10 mg Take 1 every day 30 1 W

Page First Page Priar Page MNext Page Last Insert Row Delete Row | Updsate | Help |

Rows 1 to 2 of 2 total rows.
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‘? The following fields are required: Drug Name Strength, Directions, Quantity and
Refills.

3. Click _rdste

To update Discharge Medication

The Update Discharge Medication function allows users to update an existing Discharge
Medication associated with an Admission record.

1. Click on the Case Closing tab
2. Click on the Newly Created Discharge Medication
3. Enter the Following:

| Refills |1

4. Click _pdsts

To delete Discharge Medication
The Delete Discharge Medication function allows users to delete an existing Discharge
Medication associated with an Admission record.

1. Click on the Case Closing tab

2. Click on the Newly created Discharge Medication

3. Click Delete Row

A o

vm

Chart Tracking

MMM

Nt

The Chart Tracking tab allows Medical Records to view a list of forms comprising the
contents of the chart associated with an Admission record.

To view a chart

The View Chart Tracking function allows users to view a list of forms comprising the contents
of the chart associated with an Admission record.

1. Click on the Chart Tracking tab

To create a chart form
The Create Chart Form function allows users to create tracking data for a form being tracked
for the chart associated with an Admission record.

1. Click on the Chart Tracking tab

2. Click Inzert Row
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3. Enter the Following:

Form Name Admission Face Sheet
Due 9/30/2003
Received 9/15/2003
Complete ¥ (Checked)

Admission Referral Sre Int. Care Givers Ext. Care Givers Instanses Of Contact Alt. Contacts School Info

Payors Authorizations Mursing Diagnosis Case Closing Chart Tracking

Form Mame Due Received Discrepancy Complete
Admission Face Sheet | |oasomo0s  foanseoos | =l w
Page First | Page Prior Page MNext | Page Last | Insert Row | Delete Rovw Updsate | Help |

Rows 1t 1of 1 total rows.

? The Form Name field is a required field.

? When the checkbox for Form Completed field is unchecked, this means that “No”
the form is not Completed. The system will default to unchecked.

4. Click edste

To edit a chart form

The Edit Chart Form function allows users to edit tracking data for an existing form being
tracked for the chart.

1. Click on the Chart Tracking tab
2. Click on the Newly Created Chart Tracking form
3. Change the Following:

| Due | 9/25/2003

4. Click _trdste

To delete a chart form

The Delete Chart Form function allows users to delete tracking data for a form being tracked
for the patient chart.

Click on the Chart Tracking tab
Click in the Newly Created Chart Tracking form
Click Delete Fouw

Click Client Record from the Patient Tracking menu to return to Client Record main
screen

PwW DR

Accessing Admission records

The Patient Tracking menu offers three ways to navigate to an Admission in Epitomax. The
first method is to perform a Client Search and select an Admission from the Client Record
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Episode History tab. A second method is to utilize the Medical Records Work List. The third
method is to utilize the Nursing Team Work List through the Nursing menu.

Medical Records Work List

To access Admission records using the Medical Records work list
The Medical Records Work List function provides a means for Medical Records personnel to
obtain a list of patient charts.

1. Click on the Medical Records menu item from the Patient Tracking menu
2. Enter the Following:

Admit Date Between 3 Months prior to Today And Today’s Date
Type Of Care Partial
Program All

3. Click 2t

Medical Records Work List

Caze #  Sistus Patient Mame Type of Care Program
Admitted Praoj Discharged

1478332 Cpen Patient, Patierts Partial Acute Partial Hosp
06/24/2003

46872 Open Abrams, Aaric Partial Acute Partial Hosp
0B/26/2003

147884 Cpen Shortcake, Stravwherry Partial Acute Partisl Hosp
06/26/2003  OF/26/2003

147396 Cpen GG, Pa Partial Acute Partial Hosp
O6/26/2003

147399 Open Runnet, Road Partial Acute Parial Hosp

07/01/2003  08/30/2003
Page First Page Prior Page Mext Page Last | Help |

Roves 110 0 of G total rows.

® Medical Records Work List results screen is displayed.

4. Click on the Status Link to Open the Admission Record

? Admission record opens to the Diagnosis tab

Nursing Team Work List
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To obtain a list of patients from the Nursing team work list

The Nursing Team Work List function provides a means for Nursing staff to obtain a list of
patients to view or update Admission records.

1. Click on the Nursing menu item from the Patient Tracking menu
2. Enter the Following:

Unit East Unit
Program All
3. Click =temt

MNursing Team List

Caze # Matne Projected Dizcharge SHP Level Diet Code
147527 Abercia, Ada Edit
147517 Bear, Bunny 09012003 3 MHCH Ediit
147703 Conlin, Shane 4 Bl

444 26Eizele, Azhlie
137996 Hal, Alita

Page First Page Prior Page Mext Page Last | Help |

Rows 110 5 of O total rows.

? The system displays the Nursing information for the associated Admission when
the Edit link is selected.
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Utilization Management

This section describes how to access and maintain Utilization Management records.
Utilization Management in Epitomax contains all information regarding Authorizations, Case
Reviews with insurance companies, and Appeals for payments denied. This information is
maintained on an Admission-Payor basis. For each Payor defined in an Admission’s Payor
Ranking, Utilization Management data may be maintained.

Accessing Utilization Management Records

The Patient Tracking menu offers two ways to navigate to Utilization Management in
Epitomax. The first method is to open an Admission record for a patient and click on the
Utilization Management menu item from the Patient Tracking menu. The second method is to
utilize the Utilization Management Worklist.

To create a list of Utilization Management cases
The Utilization Management Work List function allows users to create a list of Utilization
Management cases that require attention.

1. Click on the U/M Work List menu item found in the Patient Tracking menu
2. Enter the Following:

Next Review Date Between Leave Blank
Type Of Care Partial
Payor All

LIS wiork List Criteria

Mext Review Date Between: IDBJ’D'I 12003 and IDT."SD.QDDS
Last Covered Date Between: IUD."UU."UUUU and IUUJ’DU."DUUU

Type Of Care: Ipama|

Program; |

b L

Paryar: I
Include Patients With Mo Authorizations? -
Subimit | Clear | Helpl

3. Click _=umt

To view a Utilization Management record

The View Utilization Management Work List function allows users to view Utilization
Management records.

1. Click the Case # of Your Patient to view the Utilization Management record
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‘?The list can be filtered by All, Current and History

Utilization Review Company (Kevstone Health Plan-East)

Rewview Instances Authorizations eals
Filter: ™ an " Current € History

Authorized Service Group Quantity Unitz Start Date End Date Authorization #
Partial Hospital 2 Days O7 2672003 075252005 43102 Edlit

Page Prior | Page Mext Iﬂl Helpl

fowz 140 1of 1 total rows.

? Information on Review Instances, Authorizations and Appeals can be accessed
here.

To view a list of Utilization Review companies

The View Utilization Review Company function allows users to view a list of Utilization
Review companies or organizations.

1. Click on the Utilization Review Company link

Wilization Review Companies
Payor Ranking Reviewy Organization Revievver Name
11 Weystone Health Plan-East “alue Options Edit

Page Prior Page Mext | Helpl

Rows 1 1o 1 of 1 total rows.

‘? Only one Utilization Review Company can be associated with a Payor record.

? From this screen shown above, the user is able to add or edit an existing
Utilization Review Company or Organization.

To create a Utilization Review

The Create Utilization Review Company function allows users to create a new Utilization
Review Company associated with a Payor record.

1. Click Add

2. Enter the Following:
Review Organization Valutrac
Effective Date of Sub Acute Rate 11/15/2003
Reviewer Name Bert Psychologist
Reviewer Phone No 610-999-9993 (no dashes)
Reviewer Phone Extension 2153

? The Review Organization field is a required field.

3. Click _trdste
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To edit a Utilization Review

The Edit Utilization Review Company function allows users to edit an existing Utilization
Review Company for a Payor associated with the Admission.

1. Click the Edit link next to the Newly Created Utilization Review Company
(Organization)
2. Change the Following:

| Reviewer Phone Extension | 2176

3. Click _trdste

? Review Instances, Authorizations and Appeals can be accessed here.

Review Instances

The Review Instances tab allows users to view a summary of all Review Instances
associated with a Payor. From this summary view, a user may add new Review Instances or
edit existing Review Instances.

To view Review Instances

1. Click on the U/M Work List menu item found from the Patient Tracking menu
2. Enter the Following:

Next Review Date Between 8/1/2003 And 8/1/2003
Type Of Care Inpatient

Program Inpt-Behavioral Evaluation
Include Patients With No Authorizations M (Checked)

3. Click ﬂl leaving the default criteria
4. Select your patient by clicking on the case # link

To add a Review Instance
The Add Review Instance function allows users to add a new Review Instance associated
with a Payor Ranking record.

1. Click the Review Instances link

2. Click -Add]
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Rewiew Instance Detall

Resigw Date Time: [g7ooro003 0944 54 Rewigw: Type: j
Mexd Reviewy Dater nonomn000 00:00:00 et Rewview Type: LI
Reviewer Information
Mame: Phaone klo: I( 1 - Phione Ext: I

Special Request

Due Date: |oo,00m000

K

Comment Last Modified Information
S Modified By:
z Moditied Date: 00000000 00:00:00
Update | ﬂl
3. Enter the Following:
Review Date Time Today’s Date
Next Review Date 10/15/2003
Review Type Normal
Next Review Type Doc — Doc, Level 1
Name Abby Psychiatrist
Phone No 610-888-5412 (no dashes)
Phone Ext 7695
Special Request Patient Needs More Psych Tests

4. Click _pdsts

To edit a Review Instance

The Edit Review Instance function allows users to edit an existing Review Instance for a
Payor associated with the Admission.

1. Click the Edit link next to the Newly Created Review Instance
2. Change the Following:

| Phone Ext | 7824

3. Click _rdsts
4. Click Comments History to view the list of comments

5. Click 2252 on the Review Instance History browser window

Ef Authorizations

The Authorizations tab allows users to view a summary of all Authorizations associated with a
Payor. From this summary view, a user may create new Authorizations or edit existing
Authorizations.

To view Authorizations
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1. Click the Authorizations link
i? Authorizations can be filtered by All, Current or History

To add an Authorization

The Add Authorization function allows users to add a new Authorization associated with a
Payor record.

1. Click on the Authorizations link

2. Click Add]

3. Enter the Following:

Quantity 1

Units Visit

Status Approved

Status Date 11/15/2003

Start Date 11/30/2003
Quantity Authorized 1

Units Visit

End Date 12/15/2003
Authorized Service Group Ind. Therapy Only
Authorization # 3333

5. Click _Jesste

To edit an Authorization
The Edit Authorization function allows users to edit an existing request and Authorization for
a Payor associated with the Admission.

1. Click the Edit link next to the Newly Created Authorization
2. Change the Following:

| Quantity Authorized | 7

3. Click _rdste

Appeals

To view an appeal

The View Appeal Summary function allows users to view a summary of all Appeals
associated with a Payor.
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1. Click the Appeals tab

To create an appeal

The Create Appeal function allows users to create a new appeal associated with a Payor
record.

1. Click the Appeals tab

2. Click A
3. Enter the Following:

Appeal Status In Progress
Appeal Type Financial
Appeal Reason Disputing Bill

4. Click _rdste

To edit an appeal
The Edit Appeal function allows users to edit an existing appeal for a Payor associated with
the Admission.

1. Click the Edit link next to the Appeal
2. Change the Following:

| Comment | Chart Request By Reviewer

3. Click _trdste

To generate an appeal letter

A user may generate an Appeal Letter for an existing appeal record from the Edit Appeal
function.

Click the Edit link next to the Newly Created Appeal

Click Appeal Letter

Close the Appeal Letter browser window

Click the Patient Case # to display the main Client Record window

PwbdPE

? The letter template is displayed in Rich Text Format (RTF). The letter will contain the
following fields: Review Organization, Review Organization Street Address, Review
Organization City, State and Postal Code, Patient Name and Date of Birth, Admit Date and
Discharge Date (if discharged)
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§ Scheduling

The Appointment Scheduling components of Epitomax allow a user to search for available
appointment times in the system. Available appointment times are defined for each clinical
staff using a Staff Schedule Profile.

ML

Epitomax allows users to view a Staff's scheduled activities for a single Day, for a Week, or
for a Month at a time.

View Staff Schedule

Qr\\\

To view Staff Daily Schedule
The View Staff Daily Schedule function allows users to view a staff person's scheduled
activities for a given Date.

1. Click on the View Staff Schedule menu item from the Scheduling menu
2. Enter the Following:

Staff Person Your Staff Person
Date Today's Date
3. Click =temt

The Staff’s Daily Schedule Is Displayed
? The Staff Person and Date fields are required fields.
? These fields are all view only.

i? Only scheduled activities with a Status of either ‘Pending’ or ‘Complete’ are
displayed.

? The View Staff Daily function also displays available time with the following fields:
Start Time, End Time, Activity Class Description and Location.

‘? Three separate background colors are used to differentiate scheduled activity,
available time and unavailable time. A legend is displayed indicating which color is
used for each. The background color is applied to the entire block of time that an
activity spans.

To view Staff Weekly Schedule
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The View Staff Weekly Schedule function allows users to view a staff's scheduled activities

for the Week of a specified date.
1. Click on the Week tab

Day Week Morth
Staff Schedule for Training, One

4 Sunday, July 6, 2003 - Saturday, July 12, 2003 D
Sunday, July 6, 2003

Monday, Juby 7, 2003
Tuesday, Juby §, 2003

1:00 prn - 3200 pm Group’) Group Therapy Partizal-2) Mt Gretna, Pa
Wednesday, Juhy 9, 2003

Thursday, Juhy 10, 2003
1:00pm - 300 pm (Group) Group Therapy Partial-2p Wit Gretna, Pa
Friday, Juhy 11, 2003

Saturday, Juby 12, 2003

To view Staff Monthly Schedule

T
=%
=

=

Add

|IP
=
=2

=
[=3

At

1=
=%
(=3

=
=%
=

=

Add

=

The View Staff Monthly Schedule function allows users to view a staff person's scheduled

activities for the Month of a specified date.

1. Click on the Month tab

Day Wizek HMonth
Staff Schedule for Training, One HElpl
4 July 2003 [
cunday Ienday Tuesday Wednezday Thursday Friday Saturday

Week 9 Add |20 Add |1 Add |2 Add |3 Add |4 Add |5 Add
Weelk fi Add |7 Add |2 Add |9 Add |10 Add |11 Add |12 Add
TWeek 13 Add |14 Add |15 Add |16 Add |17 Add |18 Add |19 Add
Week 20 Add |21 Add |22 Add |23 Add |24 Add |25 Aadd |28 Add
Weel 27 Add |22 Add |29 Add |30 Add |31 Add |1 add |2 Add
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To access a day within the month

1. Click the link for the Day of Your Choice
2. Click the Month tab to return to the month view

N

ﬂ’%ﬁ View Location Schedule

g
Epitomax allows users to view a Locations scheduled activities.

To view Location Schedule
The View Location Daily Schedule allows users to View Scheduled activities for all staff at a
location on a given date.

1. Click on the View Location Schedule menu item from the Scheduling menu
2. Enter the Following:

Location Use the drop-down box to pick the
appropriate location
Date Today’s Date
3. Click 2t
Legend L = Available Time = Unavailable Time
Staff |8am |9am |10 am|11am |12 pm| 1pm |2pm 3 pm [4pm|5pm |6 pm|7 pm |8 pm |9 pm

Psychiatrist, Simon
Psyvchologist, Dawvid
Social-Worker, Sandra

Therapist, Theing BB O e e e B eA AR RORU AR CARRERD

m
.. 4

/ Scheduling Appointments

a un

9
-

To Schedule a New Client/Existing Client Appointment Using Schedule
Appointment Link

Once a new client is created in Epitomax, the user can create an appointment utilizing the
Schedule Appointment link under the Scheduling menu.
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Alert: This Feature Of Epitomax Will Mainly Be Used By Central Scheduling To
Find All Available Outpatient Appointments for Multiple Locations.

1. After the initial Client Record is created, click on the Schedule Appointment link
under the Scheduling menu.

2. If the new client is not auto-filled, click on button and type in the last name of the
new client in the Last Name Field.

Click Seareh |,

Click on the Case Number Link of the new client.

. Choose either the Inquiry Episode or the correct Admission Episode if already
created.

6. Of the available fields under General, Staff Preferences and Client Availability, choose

criteria in order to narrow down the available appointments.

s w

? The Number of Bookings is displayed in parenthesis beside a staff person’'s name
for staff that allow multiple bookings and for whom other Appointments have been
scheduled.

i? If a Program is specified, then the search retrieves only staff available time when
the activity and/or the location is related to the Program. If staff available times exist
that have no activity and no location, those available times are also returned in the
results.

? If any hospital Location is specified, then the search retrieves only staff available
time where the activity is related to Programs that are related to the location entered. If
staff available times exist that have no activity and have no location, then those
available times are returned in the results addition to those matching the location
criteria.

i? If an Activity Code is selected, then the system displays only staff available time
where the Activity Class matches the Activity Code or where the staff person’s
discipline is the selected activity.

%Q’ If any insurance plans are specified, then the search first verifies whether or not
any of the selected insurance plans require credentialing. For those insurance plans
that require staff to be credentialed, the search only retrieves staff available time for
staff that has valid credentialing for the plan.

? If a specific staff person, gender or staff specialty is specified, then the search
retrieves only staff available time for any staff satisfying the criteria.

‘? If a staff discipline is specified, then the search retrieves only staff available time
for staff with the discipline selected and where the Activity Class has activities based
on the discipline.
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‘? If no Available Date From is specified or the Available Date From is less than the
current system date, then the search retrieves only staff available time for dates that
fall on or after the current system date.

? If an available Date From is specified, then the search retrieves only staff
available time for dates that fall on or after the selected date.

? If an available Date To is specified, then the search retrieves only staff available
time for dates that fall on or before the selected date. The search will ignore the
specified Date To if it falls before the current system date.

? If a day is checked and a Start Time is specified, then the search retrieves only
staff available time for dates that fall on the specified day and where 1) the available
Start Time is on or after the specified Start Time, or 2) the available End Time is after
the specified Start Time.

E’ If a day is checked and an End Time is specified, then the search retrieves only
staff available time for dates that fall on the specified day and where 1) the available
End Time is on or before the specified End Time, or 2) the available Start Time is
before the specified End Time.

7. Click _=tamt
Appointment Search Results

Available Date Day Of Week  From To Staff Person Hospital Location

092002010 Monday 9.00am 5:00 pm  Psychiatrist, Simon Office Add Staff Schedule Staff Preferences
092002010 Monday 900 am 5:00 pm  Psychologist, David Office Add Staff Schedule Staff Preferences
0%/20/2010 Monday 900 am 5:00pm Socia-Worker, Sandra Office Add Staff Schedule Staff Preferences
0%/20/2010 Monday 900 am 5:00 pm  Therapist, Thelma Office Add Staff Schedule Staff Preferences
08212010 Tuesday 9:00 am  5:00 pm  Psychiatrizt, Simon Office Add Staff Schedule Staff Preferences
08212010 Tuesday 9:00am 500 pm Psychologist, David Office Add Staff Schedule Staff Preferences
0%/21/2010 Tuesday 5.00am 5:00pm  SociakWorker, Sandra Office Add Staff Schedule Staff Preferences
0%9/21/2010 Tuesday .00 am 500 pm  Therapist, Thelma Office Add Staff Schedule Staff Preferences
09222010 Wednesday 9:00am  5:00 pm  Psychiatrizt, Simon Office Add Staff Schedule Staff Preferences
09222010 Wednesday 9:.00am 2:00 pm Psychologist, David Office Add Staff Schedule Staff Preferences
09222010 Wednesday 9:00am 5:00pm SociakWorker, Sandra Office Add Staff Schedule Staff Preferences
09222010 VWednesday 9:.00am 500 pm Therapist, Thelma Office Add Staff Schedule Staff Preferences
09222010 Wednesday 3:.00pm 5:00 pm Psychologist, David Office Add Staff Schedule Staff Preferences
09/23/2010 Thursday 9:00 am  5:00 pm  Psychiatrizt, Simon Office Add Staff Schedule Staff Preferences
09/23/2010 Thursday 9:00am 500 pm Psychologist, David Office Add Staff Schedule Staff Preferences
09/23/2010 Thursday 900 am 5:00pm Socia-Worker, Sandra Office Add Staff Schedule Staff Preferences
09/23/2010 Thursday 900 am 5:00 pm  Therapist, Thelma Office Add Staff Schedule Staff Preferences
09/24/2010 Friday 9:00 am  5:00 pm  Psychiatrizt, Simon Office Add Staff Schedule Staff Preferences
0%/24/2010 Friday 5.00am 5:00pm  SociakWorker, Sandra Office Add Staff Schedule Staff Preferences
09/24/2010 Friday .00 am 500 pm  Therapist, Thelma Office Add Staff Schedule Staff Preferences

PageFirst | PagePrior | PageNext | PageLast | Hep|

Rows 1 to 20 of 47 total rows.

8. Peruse the days, times and staff available.
9. Click the Add link next to Your Staff Person
10. Enter the Following:
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Start Time Defaults to the earliest available time for the
chosen staff person and day — the user can change
the start time remembering Epitomax uses military

time
Duration Using the drop-down box
Activity Code Using the drop-down box
Program Using the drop-down box
Comments Optional

11. Click on the gt | b \tron.

? Central Scheduling creates an Inquiry for all New Outpatient Appointments.

%Q’ The following fields are required fields: Activity Code, Start Time and Duration.

? The following fields are view only fields: Activity Status, Staff Person, Activity
Date and Location.

‘? If the Start Time and End Time do not fall within staff available time for the

selected date, then the Appointment is not created unless the staff person allows
double bookings.

‘? If the staff person allows double bookings and an Appointment is added at a time
that overlaps another Appointment, the new Appointment is created and the user is
notified of the conflict.

To Schedule a New Client/Existing Client Appointment Using the
Appointments Tab

1. After the initial Client Record is created, click on the Appointments tab.
2. Click on the e Appointment | 1101

Staff Person: - Activity Date: |paya0/2010
Start Time: [gp:00 AM Status' pending ~  Duration: 4 hour -
Activity: ~ Charge Amount: 5.00
Location: -
Meeting Locﬁtion:l J
Program: -
Patient Group: -
Agency: | J
Comments: -
Associated Patient
V| Use Auto Search
Search for Client: ‘
Client Search
Results | 1p00 Duck, Daffy (Inguiry}
(Select One}:
Updste | Close | View Audt Trail | | Help
PsyTech Solutions, Inc. Epitomax® Page 97 of 117

Private and Confidential



3. Choose a staff person by using the drop-down box next to the Staff Person field.

R o Day Week Month
staffPersor:  FSEARSUSHOMMMMM - Acivty Date:[530010 Date/Time Picker: Psychiatrist, Simon
Start Time: [gg:00 &AM Status: pending ~ Duration: 4 pour - 4 m Squ'ﬂrber 20 2010 o
Activity: ~ Charge Amount: 5.00 Legend: Time i Time  Unavailable Time
Location:
DDDDDD Office v Work Location Colors: _
Meeting Location: | J £:00 am
Program: gutpatient - 8:30 am
Patient Group: - SH0ER - 5:00 pm  AVAILABLE Billable Office
Agency: | J 10:30 am
Commen ts: - -
Associated Patient -
[7] use Auto Search [ 1:00 pm
Search for Ciient. | [ 1:30pm
Client Search © 3:00 pm
Results | 1000 Duck, Daffy (Inquiry) | 3:30 pm
(Select One): -

Update | Close|  View AuditTrail | | Hiein] 500 pm

4. Once a staff member has been chosen from the drop-down box, his or her schedule
will appear on the right hand side of the screen, where the user can choose to view
the chosen staff person’s schedule from a Daily view, Weekly view or Monthly view.
Either manually input an activity date and time or click on a date and time to utilize
the staff person’s calendar to select a date and time.

Fill in the Duration, Activity, Program and any optional comments.

Highlight the Episode (Inquiry or Admission) connected to the activity.

Click _Update |

The window will close and the new appointment has been scheduled.

o

©x N

To Schedule a New Client/Existing Client Appointment Using the View
Location Link

1. After the initial Client Record is created in Epitomax, click on View Location
Schedule link under the Scheduling menu.
2. Choose the appropriate Location from the drop-down box and enter the correct Date.

3. Click _Submit |

Legend L = Available Time K = Unavailable Time

Staff Gam 9am 10am 1lam 12pm 1pm Z2pm 3pm 4pm SHpm 6pm 7pm &pm 9pm

Psychigtrist, Sinon 115 G N AWM L LT
Psychologist, David 11NN 1. {0 N A AWM T
Social-Worker, sandra IRRCCULCOOCE £ [0CCUCCO0CCCCO00C0CCRaRRERARERNERNRNRRER
Theragpist, Theln A e e e e B e DD EP
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‘? Each hour on the display is divided into 15-minute increments. Staff can select
the first 15 minutes of the hour, the second 15 minutes of the hour and so on, by
clicking on one of the four associated sections.

? Colors for different Activities can be set by the system administrator in Activity
Maintenance under the Administration menu.

‘? The number in the Appointment box is the number of scheduled appointments
for that time frame.

? The details of the Scheduled Appointment (name, time and activity) can be

viewed by hovering the cursor over the number.

? If staff selects a time slot labeled as unavailable, the system displays a message

indicating the time selected as unavailable and another time slot should be selected.
4. Click on one of the blocks next to the correct staff member to open the Appointment

screen.
o Day Week Month
Staff Persnn:l Psychologist, David |z| Activity Date: Immﬂ} Date/Time Picker: Psychologist, David
Start Time:|g3:gg P Status: | pending |Z| Duration: {4 hour | 4 Monday, September 20, 2010 |
Activity: || Charge Amount: 5.00 Legend: Scheduled Time  Available Time  Unavailable Time
Location:
ocation:| office |Z| Work Location Colors: _
Meeting Location: _I 8:00 am
Program: [ gutpatient = 8.30am
Patient Group| = IEH00ER - 10:00 am AVAILABLE Billable Dffice
0 R W D ffy Duck) Family Psychotherapy (with RO
Agency| Ll | omoss
Comments: [EGEER - 5:00 pm  AVAILABLE Billable Office
Associated Patient -
Use Auto Search -
Search for Client: I -
Client Search 4] © 3:00 pm
Reszults -
(Select One): L‘ -
Update | Ciose |  View AuditTrai |  RequestNew Agency | Help | 5:00 pm

? The Staff Person, Date, Time, Location will auto-fill; however each can be
manually changed by the user.

The duration defaults to 1 hour and can be changed by the user.

5. Choose the correct activity using the drop-down box next to Activity.

6. Under Associated Patient, manually enter either the full last name or the first few
letters of the client’s last name.

7. Highlight the correct Client and Episode under the Client Search

8. Click _Update |

To Schedule a New Client Appointment/Existing Client Using the View
Staff Schedule Link

1. After the initial Client Record is created in Epitomax, click on View Staff Schedule
link under the Scheduling menu.
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2. Choose the appropriate Staff Person from the drop-down box and enter the correct
Date.

3. Click _Submt |
Day Week

Staff Schedule for Psychiatrist, Simon
4 Monday, September 20, 2010 [

Legend: Time: Time: Unavailable Time

Work Location Colors:  [TEEN

B8:00 am

B8:30 am

G008 9:00 am - 10:00 am (Dafi Duck Homs: 45 5561212 Work T17.556.4212) Office Reschedule Receipt Recurrence
ean
HOEO008R 10:00 am- 2:00 pm  AVAILABLE Bilable Office
10303
1100
11303
12000m
12300
1000m
1:300m
[ L TR EE N 0 1y Duck Home: 2155551212 Work T17-6551212 Office Reschedule Receipt Recurrence
4. Click on a Time link (10:00am, 1:00pm, etc.) to open an Appointment.
5. Enter an Activity using the drop-down box
6. Enter the last name or first few letters of the last name of the client
7. Highlight the appropriate Client and Episode
8. Click Update |

To Modify an Existing Appointment for an Existing Client

The Modify Appointments function allows users to modify Appointments with regards to
Canceling, Rescheduled, Pending, etc...

Alert: Modify Appointment Can Be Used To Identify Who A Patient Is
Scheduled To See As Well As View Staff Schedule.

1. Click on the Modify Appointment link on the Scheduling main menu
2. Select Outpatient

3. Click _ Submit |
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View Appointment Criteria

Type Of Care: | gutpatient b

Scheduled Appointments

Appt Date From To Location Staff Person
1000842005 8:00 am  5:00 am  Sellersvile Admin, Sys Modify Reschedule

Page First | Page Prior | Page Next | Page Last | HE||J|

Rows 1 to 1 of 1 total rows.

4. Click on the Modify link next to the first Appointment

5. Click _Canee! |

? The system will change the Appointment both on the patient and staff records.

i? The Activity Status field is a required field.

i? The following fields are view only: Activity Code, Program, Staff Person, Activity
Date, Hospital Location, Start Time and End Time.

? Status indicators are defined as follows:

= Completed As Planned - To indicate staff activity has been completed.
Changes can be made as long as charges have not been generated.

®» Completed With Changes - To indicate staff activity has been completed and
changes were made. Additional changes can be made as long as charges have
not yet been generated.

= Staff Cancelled -To indicate that a staff has cancelled an Appointment. This
option is available under staff activity view.

= Patient Cancelled - To indicate that a staff has cancelled an Appointment.
This option is available under Associated Patients view.

= No Show No Charge — To indicate a patient will not be charged for an
Appointment they did not attend.

®» Rescheduled - To indicate that a patient or staff has rescheduled an
Appointment.

® Incorrect Entry — To indicate that an Appointment has been incorrectly
entered.

® No Show — To indicate that a patient did not show up for an appointment they
were scheduled for, but are responsible for charges incurred.

®» Did Not Attend — To indicate staff was not able to attend Appointment.

®» Unplanned Event - To indicate Appointment was unplanned but still held.
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To Receipt a Existing Client including Scheduling Next Appointments
In Epitomax, you can receipt a co-pay and complete the appointment at the same time.
Day eelk Monith

Staff Schedule for Psycholegist, David Help
< Friday, August 26, 2005 [

Legend: Scheduled Time Available Time Unavailable Time
wiork Location Colors:  NEESEUEEE N

8:00 am

§:30 am
PE0ESM 9:00 am - 11:00 am  AVAILABLE Harrisburg, Pa
HASHEE 11:00 am - 12:00 pm (Michael Anderson Home: S05-952-3333 Work: 505-820-5555 1 Harrisburg, Pa Reschedule Receipt

Paychatherapy-Indivicdusl

AEI0EE 1200 pm - .00 pm AVAILABLE Hartisburg, Pa

1. Click on the Receipt link to the right of the appointment. The following page is
displayed.

Point of Service Receipt
Activity
Activity Date: 09/20/2010 Start Time: 01:00 pm
Staff Person: Therapist, Theima Patient: Duck, Daffy
Program: Qutpatient Location: Office
Activity: | 90806 - Individual Psychotherapy Fi | Charge Amount: $125.00
Duration: I 1 hour |Z| Co-Pay Amount: 50.00
Status: Icﬂmpbted |Z|
Receipt
Receipt Date: Iﬂmm"]u Payment Type: I |Z|
Receipt Amount: I .00 Cash Sheet: | [l
Paid By: I
Reference No: I
Comments: [case 1000
Payment for Current Service? Click here to sign up for a Merchant Account with PayJunction

to process credit cards, then enter your Paylunction
credentials into Epitomax in the Company Info table under
Administration > Code Table Maintenance.

(Mote: ¥ou can =till log credit card transactions without a
PayJunction account, but you wil need an external credit card
processing service.)

Update |  Schedule Next Appointment New Appointment | Help |

2. Enter the following information:
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Duration Duration of the appointment

Status Completed

Payment Type Check

Receipt Amount $20

Cash Sheet Choose the correct cash sheet

Payment for Current Service Check this box only if the payment is for this
service only.

3. If another appointment is going to be scheduled with the same staff member, click on
the Schedule Next Appointment button now. If a next appointment is scheduled it
will print on the receipt.

4. If another appointment is going to be scheduled with a different staff member, click on
the New Appointment button, choose the staff member, date, time and activity. If an
appointment is scheduled with another staff member, it will print on the receipt.

? If the payment received is for today’s session only — the Payment for Current
Service box must be checked. This payment will automatically apply against
today’s service.

? If payment received is for today’s session and a previous session — the
Payment for Current Service box must be unchecked. It would be helpful if the
Comments would be entered indicating payment includes a previous session. This
payment will be applied to the appropriate services by non-clinical staff.

i? If payment received is for a previous session only — the Payment for Current
Service box must be unchecked. It would be helpful if the Comments would be
entered indicating payment is for a previous session.

To Reschedule an Appointment for an Existing Client

Click the Modify Appointment under the Scheduling main menu

Select a type of care

Click Submit

Click on the Reschedule link next to the Appointment

Select the new Date and Time by navigating through the staff schedule.

Once a new date and time have been selected click on the update button and the
appointment will be rescheduled for that date and time

o0 hsWNE

OR

=

From the staff's daily schedule view, click on the Reschedule link.

2. Using the daily, weekly or monthly view, find an available time and click on the hour
(2:00pm, 8:00am).

3. Review the Appointment information and click Update.
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To Set a Recurring Appointment with an Existing Client

In Epitomay, it is possible to set up an appointment to recur into the future. It is possible to
recur any individual-type appointment; groups will recur automatically.

1. Upon completing the first appointment, view the staff's daily schedule and click on the
Recurrence link.

Schedule Recurring Appointment
Employee: Social-Worker, Sandra Date: 09/20/2010 Time: 11:00 am - 12:00 pm
Description: (Daffy Duck Home: 215-555-1212 Work: 717-555-1212 } Individual Psychotherapy Full

No authorization
Appointment Time

Start: |11;|J|:| am Duration: I 1 hour :

Recurrence pattern
Recur every: |1 day(s) @ week(s)
Sunday ¥| Monday Tuesday Wednesday

Thursday Friday Saturday

Range of recurrence

Start: [09/27/2010 End After: [ weekis)
@ EndBy:  |12/202010

Submit | Close | Remove Recurrence I Help |

2. Staff is able to change the Start Time, Duration, Recurrence Pattern and Number
of Sessions or End Date.

? Staff is unable to change the type of Activity.
? It is recommended that a recurrence not extend beyond 4 to 6 sessions.

3. Click _Submit |

Recurring Appointment List

Include? Available Date Status Day Of Week From To Staff Person Hospital Location
7 082712010 Available Monday 11:00 am  12:00 pm SociaFWorker, Sandra Office
] 1040472010 Available Monday 11:00 am  12:00 pm SociaF\Worker, Sandra Office
7 1041142010 Available Monday 11:00 am  12:00 pm  Social-Worker, Sandra Office
] 10182010 Available Monday 11:00 am 12:00 pm SociaFWorker, Sandra Office
Select All |  SelectMone | Update | Close | Help |

Rows 1 to 4 of 4 total rows.

‘? If a time or date is already booked or otherwise not available, the Status will
appear in RED and state Unavailable.
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‘? Staff can choose to remove one of the occurrences by clicking the Include?
checkbox, making it inactive.

4. Click _Update |

To Remove a Recurring Appointment with an Existing Client
1. View the staff's daily schedule and click on the Recurrence link.

Schedule Recurring Appeintment
Employee: Social-Worker, Sandra Date: 09/20/2010 Time: 11:00 am - 12:00 pm
Description: (Daffy Duck Home: 215-565-1212 Work: 717-555-1212 ) Individual Psychotherapy Full

Mo authorization
Appointment Time

Start: |11:DD am Duration: I 1 hour :

Recurrence pattern

Recur every: |1 _ day(s) @ week(s)

DSunday r.'Iundaf,r DTuesda'_.r DWednesda}r
D Thursday |:| Friday D Saturday

Range of recurrence
Start: IEIS‘IZT!ZMEI ' End After: I week(s)

@EndBy. 1212022010

Submit I Close I Remove Recurrence I Help I

2. Click on FtemcweRecurren::eI

Confirm Delete
Activity Date Start Time End Time Case No Patient Name Created By/Date
09272010 11:00 am 12:00 pm 1000 Duck, Daffy Biller, EmpowerMax 09/24/2010
10/04/2010 11:00 am 12:00 pm 1000 Duck, Daffy Biller, EmpowerMax 09/24/2010
1041102010 11:00 am 12:00 pm 1000 Duck, Daffy Biller, EmpowerMax 09/24/2010
104182010 11:00 am 12:00 pm 1000 Duck, Daffy Biller, EmpowerMax 09/24/2010
Remowve | Cancel I Help I

3. Click _Remove |

A

N
£ Group Scheduling

To view patient Group Assignments

The View Patient Group Assignments function allows users to view recurring group activities
associated with the selected patient Admission.
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1. Click on Patient Groups Assignments menu item from the Scheduling menu

Patient Group Assighments

Patient Group Description
Group Therapy Partial-Ap, Group Therapy Partial-Ap occurs on Tu,Th at 1:00 pm every Week Remove

Page First I Fage Prior | Page Mext | Page Last | ﬂl Helpl

Rowes 110 1 of 1 total rows.

? The Patient Group Assignment menu item will only be accessible after an
Episode has been selected.

To add a patient Group Assignment

The Add Patient Group Assignment function allows users to add the selected patient
Admission to a group activity.

1. Click Client Record

2. Click Episode History

3. Select Acute Partial Hosp Admission

4. Click Patient Group Assignments from the Scheduling menu
5

6

. Click ]
. Select Group Therapy Partial-Ap, Mt Gretna, Pa,........

Patient Sroup Detail

Type Of Care: Partial

Group Schedule Profile: IGrDup Therapy Partial-2p, Mt Gretna, Pa, Living Room- Occupational Therapy, Group Therapy Partial-Lp occurs or D

Updatel Clnsel Helpl

7. Click _Hrdste

? After the patient has been associated with the group, the group is added to the
patient’s schedule on the dates and times defined by the group’s recurrence until
discharged.

To remove a patient Group Assignment

The Remove Patient Group Assignment function allows users to remove a patient Admission
associated to a group schedule profile.

Alert: For Training Purposes Do Not Remove Group Assignment

=

Click on the Remove link next to the first assignment
2. Click Confirm Delete

? Clicking the Confirm Delete button removes the Patient from the group and
removes all occurrences of the group from the patient’s schedule (except for dates that
occurred in the past) where the Status of the activity for the patient is ‘Pending’.
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To update Program Attendance Days

The Update Program Attendance Days function allows users to specify which days of the
week a patient is to attend the Program to which they have been admitted.

1. Click on the Program Attendance menu item from the Scheduling menu.

Program Attendance
Mo = Tuer W wed [T Thur W Fri [ Sat [T Sum [

Upsiate | ﬂl

2. Select Tue, Thru
3. Click _Undste |
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Lesson 8
Service Activity

e
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by psytechsolutions
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Objectives

e Service Activity Entry

e Patient Activity Inquiry

e Program Activity Completion
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Service Activity

Service Activity tracking in Epitomax is used to record all activities performed by Staff (both
billable and non-billable activities). A day of Service Activity can be Completed after all
activities have been resolved (i.e., Statuses set to something other than Pending) for that
day. Once a day of activity is “Completed” for a Staff Person, then Charges for any billable
services will be processed for billing purposes and the Completed day will be available for
payroll processing.

To view incomplete Service Activity
The View Incomplete Service Activity function allows users to view a list of incomplete days
of Service Activity for the selected staff person.

Click on the Service Activity Entry menu item from the Service Activity menu
Select the Staff Person from the Search box by using the Ellipsis

Click 2K

Click _Suemi |

H w NhpE

Incomplete Days

Activity Date Statuz Total Hours Complete The Day With Mo Activity
06M 7r2003 Complete 0.0a
D&/ 242003 Complete 200
06M9/2003 Incamplete 000 r
Page First Page Prior Page Mext Page Last Update | Help |

Rowes 1 to 3 of 3 tatal rovers.

=® The Incomplete Days summary screen is displayed. This is the view screen for the
list of Service Activity entries that have not been “Completed” in the system.

?Clicking Update completes the day for any date having the Complete the Day With
No Activity checkbox checked.

? The list of Incomplete Days includes all records for the chosen staff between the
current system date minus 100 days and the current system date plus 21 days. It also
includes any Completed Days where Payroll and Charges have not been generated.

‘? The Complete The Day With No Activity checkbox only displays for days where
the Total Hours column equals zero and the activity date is less than or equal to the
current date.
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To add Service Activity-Benefit Time

The Add Service Activity function allows users to associate benefit time with the selected staff
person and activity date.

1. Click an Incomplete Status date link
2. Click the Quick Add button

Titme Activity Status Activity Location Min.  Charge
Program Group Description AGEncy
Comiments
A | ik A | Complete The Dy | Help |

Rovews 4 to 0 of Ototal rows.

3. Enter the required information
a. Status of benefit time is “completed as planned”, even for future dates.
b. Duration -Entering the duration in minutes or searching for the number of hours
by using the Ellipsis indicates duration.
c. Activity -Search for the Activity by using the Ellipsis or by entering the Activity
code in the Activity field. Use the % to search in the search window
i.e. 9011 is the activity code for Vacation time
d. Location (defaults to staff's primary location)
e. Program (defaults to staff’'s primary program)
Primary Therapist (defaults to staff selected)

.

Staff Activity

Crested By: Creation Date:
hodified By: hodified Date:
Staff Person: Bowman, Kelly R Activity Date: 11,/25/2003

Start Time: [oo.00 am Status: | pending v | Duratior: | o
Activity: | J Charge Amount: 00

Location: | mt Gretna, Pa
Meeting Location: |

[

Prograim: | information Services
Patiert Groug:

Pritnary Therapist: Boweman, Kelly R
AQENCY: |

Y Y

Special Project:

Comments:

Azsocisted Patient

Casze #: |

4. Click Update
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i? If the code is a billable code, an Associated Patient is required and the system
will display the Client Search screen. If you know the Case # of the associated client,
enter it in the Case # field at the bottom of the Staff activity screen.

%Q’ The following fields are required fields: Status, Activity and Duration.

? The following fields are view only: Staff Person and Activity Date.

? If the user does not enter a Charge Amount, the system will attempt to assign a
charge amount by using the highest rate for the Staff's Discipline(s) and the Activity. If
the system cannot find a charge for the associated staff person, the default rate in the

Activity table is used.

? The Total Hours and Completed Hours for the Staff Person’s day are re-
calculated when the new activity is saved.

i? The End Time is computed by the system based on the Start Time (if a time is

entered) and the activity Duration.

? If the Add Service Activity function is accessed through the Scheduling function,
the Start Time defaults to the time selected on the Staff Schedule screen.

To add Service Activity

The Add Service Activity function allows users to associate a new Service Activity record with

the selected staff person and activity date.

5. Click an Incomplete Status link

6. Click [2de]

7. Enter the Following:

Start Time 10:00 am

Status Pending

Duration 1 Hour

Activity 90806 Psychotherapy-Individual
Location Mt. Gretna, PA

Program Outpt-Mt. Gretna

8. Click _pdsts
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Staff Activity
Crested By: Biler, Brenda
Modified By: Biller, Brenda

Staff Person: Psychologist, David A

Start Time: |10:00 am

Status! | Pending

Crestion Date: 060202006 10:31 pm
hodified Date: DE0202006 10:31 pm
Activity Date: 05/01 /2006

w | Duration: |1 haur J

Activity: |EIDBEIE Psychotherapy-Individusl

Location: | Harrishurg, Pa

J Charge Amourt: | §115.00

Meeting Location: ||

Program: Outpt-Harrizburg
Patient Group:

Primary Therapist | poychologist, David A

Apjency: |
Special Project:

2 EEEE =

Comments:

Upcdate | Close | Wienwe Audit Trail

Recuest Newy Agency

| Help |

Associated Patients
Casze # Patiert Name

Page First | Page Prior | Page Mext |

Program Status

PageLast| M Update @

Authorization #

Rowes 1to 0 of Ototal rows.

Other Associated Staff
Associated Staff Staff Activity Status

Page Mext |ﬂ Help|

Rowes 1to 0 of Ototal rows.

Page Prior

Auth Status Account Stetus Form Status

? If the code is a billable code, an Associated Patient is required and the system
will display the Client Search screen.

‘? The following fields are required fields: Status, Activity and Duration.

? The following fields are view only: Staff Person, Activity Date and Primary

Therapist.

? If the user does not enter a Charge Amount, the system will attempt to assign a
charge amount by using the highest rate for the Staff's Discipline(s) and the Activity. If
the system cannot find a charge for the associated staff person, the default rate in the

Activity table is used.

? The Total Hours and Completed Hours for the Staff Person’s day are re-
calculated when the new activity is saved.

? The End Time is computed by the system based on the Start Time and the

activity Duration.

? The Program will default to the staff person’s primary Program.

? If the Add Service Activity function is accessed from the View Staff Daily
Schedule function, the Start Time defaults to the time selected on the View Staff Daily

Schedule screen.

To add Service Activity for an Agency or EAP Company

1. Click Service Activity Entry

2. Enter the Following:
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| Staff Person

| Your Staff Person

3. Click _=tomt
4. Click an Incomplete Status link
5. Click 2]
6. Enter the Following:
Start Time 10:00 am
Status Completed As Planned
Duration 4 Hours
Activity 20100 EAP Seminar
Location Community Location-Unspecified
Program Employee Assistance Program
Primary Therapist Your Staff Member
Agency B.R. Kreider & Son, (Eap) (Group No)

7. Click _Zrdste

To edit Service Activity

The Edit Service Activity function allows users to edit existing Service Activity records
associated with the selected staff person and activity date.

1. Change the Following:

| Start Time

| 11:00 am

? The following fields are required fields: Status, Activity and Duration.

? The following fields are view only: Created By, Creation Date, Modified By,
Modified Date, Staff Person and Activity Date, Case #, Patient Name, Program,
Combined Case, Authorization Number, Associated Staff and Staff Activity Status.

? If the Status is being changed then a value must also be set for the Program field.

i? The End Time is computed by the system, based on the Start Time and the
activity Duration.

? If the user changes the activity (Activity Code), the system will re-assign the

Authorization(s) for each Payor Ranking associated with each Patient Activity record.

‘? If the Patient Activity Status is changed from either 'Pending’' or '‘Complete’ to any

other Status, the system will remove all Authorizations associated with the Patient
Activity.
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‘? If the Patient Activity Status is changed from any Status other than 'Pending' or
'‘Complete’ to 'Pending’ or 'Complete’, for each Payor associated with the Patient
Activity an Authorization will be assigned if a valid one exists.

? You can now edit Service Activity after you complete the day. You cannot modify
after charges or payroll has been generated. Once charges or payroll have been
generated, you must contact the Help Desk for additional corrections to be made.

? Benefit time can now be Completed before the time is taken.

To associate a patient

The Add Patient Activity function allows users to associate a patient Admission to an
activity record.

? The Client Search window will display depending on the activity selection.

1. Enter the Following:

| Last Name | Your Patient

Click Search
Click on Your Patient's Case #
Select the Outpt Mt.-Gretna Admission

Click M

a pwbd

Note: To add other Associated Patients, do the following:

8. Under the Associated Patients heading, Click Ak |
9. Select the associated admission for the patient

10.Click M

Associated Patients
Caze # Patient Mame Program Status Authorization # Auth Status Account Status Form Status

Page First | Page Priar | Page Mext | Page Last | ﬂ Update @

Rovers 1to 0 of Ototal rows.

To associate another staff
The Associate Another Staff function allows users to associate another staff to the activity.

1. Click Add under the Other Associated Staff Heading

Other Associated Staff
Aszociated Staff Staff Activity Status
Page Prior Page Mext | .&ddl Helpl

Rovwws 1 to O of O total rowes.
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2. Type “Training” (for training purposes) in the Search For Items Containing text box

3. Click _==arch
4. Select the Next Training Number (for training purposes) Up From Yours

Alert: For Example, If You Are “Training, One” Then Select “Training, Two”
5. Click 2K

6. Close the Staff Activity, Associated Patients, Other Associated Staff Window to
return to Staff Daily Activity Entry

Completing the Day

3Q’Make sure all activities for the day have a status of Completed

?You will not be able to Complete the Day if any activity has a status of anything
other than completed.

3Q’If no activity occurred, check the check box “Complete the Day with No Activity”
and click on Update. This will complete the day with no activity.

%@ Patient Activity Inquiry

To view Patient Activity

The View Patient Activity Inquiry function allows a user to view the selected patients
scheduled Appointments.

1. Click Client Record
2. Click Patient Activity Inquiry from the Service Activity menu
3. Enter the Following:

| Episode | Outpatient, Outpt-Mt. Gretna
4. Click =2t
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Report Criteria Love Behavioral Health, Inc.

Patient: Carter, Cary B (Case# 10071)

Episode: 10/3/2005 - Outpatient Patient Actlwty Llstlng

Sort By: Activity Date Report Date: 6/2/2006

Activity Date Staff Time Activity Status Location Activity Program Duration Charge Amt.
10/03/2005  Psychiatrist, James 09:00 am Completed Mt Gretna, Pa 90801 Psychiatric Evaluation-Full Outpatient 1 hour $250.00
Comments

10/03/2005 12:00 am Completed Community Based PREPAY Prepay utility charge Outpatient 1 minute $0.00
Comments

10/10/2005  Psychologist, David A 10:00 am Completed Harrisburg, Pa 90806 Psychotherapy-Individual Outpatient 1 hour $115.00
Comments

10/17/2005  Psychologist, David A 10:00 am Completed Harrisburg, Pa 90806 Psychotherapy-Individual QOutpatient 1 hour $115.00
Comments:

10/24/2005  Psychologist, David A 09:00 am Completed Harrisburg, Pa 90806 Psychotherapy-Individual QOutpatient 1 hour $115.00
Comments:

12/19/2005  Psychologist, David A 10:00 am Pending Harrisburg, Pa 90806 Psychotherapy-Individual QOutpatient 1 hour $115.00
Comments:

12/26/2005  Psychologist, David A 10:00 am Pending Harrisburg, Pa 90806 Psychotherapy-Individual Outpatient 1 hour $115.00
Comments:

01/26/2006  Psychologist, David A 11:00 am Pending Harrisburg, Pa 90806 Psychotherapy-Individual Outpatient 1 hour $115.00
Comments

05/31/2006  Psychologist, David A 12:00 pm Completed Harrisburg, Pa 90806 Psychotherapy-Individual Outpatient 1 hour $115.00
Comments

06/01/2006  Psychologist, David A 11:00 am Completed Harrisburg, Pa 90806 Psychotherapy-Individual Outpatient 1 hour $115.00
Comments

06/06/2006  Psychologist, David A 10:00 am Pending Harrisburg, Pa 90806 Psychotherapy-Individual QOutpatient 1 hour $115.00
Comments

06/07/2006  Psychologist, David A 11:00 am Pending Harrisburg, Pa 90806 Psychotherapy-Individual Qutpatient 1 hour $115.00
Comments

11 hours 1 min.  $1,400.00

5. In the Patient Activity Listing browser window, Select File
6. Click o=

L Program Activity Completion

Iy

The View Program Activity Completion function allows users to view a list of the routine
Program based activity records for an Activity Date, Type Of Care, Program and Activity.

1. Click on the Program Activity Completion from the Service Activity main menu
2. Enter the Following:

Activity Date 7/15/2003

Type Of Care Partial

Program Acute Partial Hosp

Activity 4072 Routine Care-Acute Adult Partial Hosp
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Program Activity Completion

Activity Date: ID?N SIA003
Type Of Care: IF'artiaI ;I

Program: |.£\.c:ute Partial Hosp _I
Actieity: |4|3?2 Routine Care-Acute Adult Partial Hosp ol
Submit | Clear | Helpl
3. Click _=tomt
Patient Status Duration
Coyote, Wiley Pending | |6 hours -
GG, Pa Pending ~ | |6 hours -
Runner, Road Pending * | |6 hours hl
Shortcake, Strawherry Pending x| |6 hours =
Page First I Page Prior | Page Mext Page Last Update I Addl Helpl
Rovwves 1to 4 of 4 total rows.
4. Click ]
5. Enter the Following:
Patient Your Patient
Patient Activity Status Pending
Duration 6 Hours
6. Click _raats
7. Change the Following:
| Status | Completed

8. Click _rdste

? A user is also able to access the following functions: Create Program Activity
function and the Edit Program Activity function.
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