SanWITS Flow for Outpatient Providers

“Group List”

“Effective July 1, 2019, the service code for groups have been replaced by two new service
codes: ODS Clinical Group & ODS Patient Education.”

The Group Module is being required specifically for DMC ODS to ensure that Group
Counseling encounter notes are created and billed appropriately. Group Counseling
Encounters (H0005) for Outpatient Providers should only be created using the SanWITS Group
List.

1. Go to Group List from the Navigation Pane.

Home Page

» Capacity List

» Agency

 Group List
Session List
Group Type
All Sessions List

Climical Dashboard
» Client List

¢ System Administration

Reporis

2. To create a new Group Profile, click on “Add” hyperlink.

Group Profile Search

Type | [=] Lead Staff | (=] Active |Yes [=]

Client's Name | | v | Unigue Client Nurnber

Group Profile List

Actions  Group Name Group Type Lead Staff Day of Week Start Date End Date
i fenet tent £ IOT 3x weskly Cooll, LL 3:00 AM 111202
, fenet et fext t 10T 3 weskly CoaolJ, LL 10:00 AM 112015
I Afternoon Summer Mix Group Emerson, Cynthia 1:00 PM 512018
I Motivationsl 05 2w weskly Emerson, Cynthia 11:00 AM s12018
I 105 & OS5 Group ODS Group Staff. Random, LPC Tuesday 8:00 AM THR2018
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SanWITS Flow for Outpatient Providers

“Group List”

3. A Group Profile should be created as needed for different types of groups. In the
Group Profile screen, please complete all the required fields for the group profile.
Note: The “Lead Staff” and “Time of Day” fields are required for the profile; however,

these fields should be edited to the appropriate lead staff and start time on each group
session as needed. After completing this information please click “Save”.

Group Profile
Group Name Sample Group Start Date 111720 s End Date £
Group Type |ODS Group T Day of Week

v Time of Day 11:00 AM
Lead Staff |Staff, RenderingTest, RADT,L .. | = Foom Location

Facility Main Facility

Co-Lead Staff
Adam, Kennath
Admin Staff, Fake
Alcazar, Shirley

Fe| >
b b
Altarejos, 1sabel

Motivational Group
Description
&

o | o e

4. After saving the Group Profile, click on the hyperlink “Edit Roster.”

Selected Co-Lead Staff

Administrative Actions

’V Create Group Session \

Roster

Show All Clients = Edit Roster

Llient Name Unigque Llient & Frogram Lhent Lue e Attended alEas
Client Name Uni Client # Program Client Due Sessions Status

5. From the Roster screen, click on “Add Member” hyperlink. All DMC Billable Groups
should have a minimum of 2 active members and a maximum of 12 active members.

Actions Client Name

Unigue Client # Program 2 of Approved #of Sessions

Add Member

Clignt Name Prosgram

# of Sessions Approved Status

# of Sessions Attended Status Effective Date

Client Due Reason

Unigue Client Mumber

BHS MIS SUD
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SanWITS Flow for Outpatient Providers

“Group List”

6. From the roster screen, type in the name of the client on the “Client Name” field.

R=NENIEES =) B ] BT F Hended Date
Actions  Client Name Unigue Client # Program Caszion A Status
Client Name n I Program | | v |
# of Sessions Approved Q, Status |:|T|
# of Sessions Attended Status. Effective Date i
Ciient Due Optum, 19118 E (2/20/1985) ~ Reason

Qptum, 19126 E (5/21/1907)
Optum, Treatment Flan

(4142000) Cancel m Finish
Optum, UAT Trainer (71171870}

Assassment. DDN Test

Unigue Client Nurnber

7. After selecting your client’s name, please select the correct Program Enrollment for your
client.
e (Client must have an active program enrollment. Please select “Active” for the
Status field, then enter the Status Effective Date (the date the client joined the
group.
e Status Date cannot be prior to Program Enrollment Date. After completing all the
required fields, click Save.
o You'll need to repeat this step for each of the clients you need to add to the
roster.

Actions Client Name Unigue Client £ Program e iz e Status

Add Member

Client Name [DMGC-2. ROBERT (21211880) |+ | Frogram [DMG Billing Test Facility/OS - 31172018 - E |

# of Sessions Approved Status

# of Sezsions Attended Status Effective Date 3/15/18 m
Client Due Reason
Unigue Client Mumber DRO1020280

] ]
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SanWITS Flow for Outpatient Providers

“Group List”

8. After adding all your clients to the Roster, click Finish.

Actions  Client Name Unigue Client # Program Session Attended Status D
I DMC-2, ROBERT DRO01020280 DMC Billing Tes/OS: 31/2018 - o Active IMs2018
I DMC-3, MATTHEW DMD1030380 DMC Billing Tes/ODS 2.3 RES: 4/1/2018 - o Activa 4152018
I Sirawbermry, One 5002010186 DMC Billing Tes/10S: 6/1/2018 - o Active 82018

Add Member

Client Mame

# of Sessions Approved
# of Sessions Attended
Client Due

Unigue Client Number

9. Each time this Group meets, from the

Program
Status
Status Effective Date

Reason

Group Profile screen, click on “Create Group

Session” hyperlink.

Group Profile

Group Name Sample Group

Start Date 1012020 x| End Date

a

Group Type |ODS Group

Time of Day  11:00 AM

Lead Staff

Staff, RenderingTest. RADT.L...

Room Location

Facility Main Facility

Co-Lead Staff
Adam, Kenneth
Admin Staff, Fake
Alcazar, Shirey
Altarejos, |sabel

Motivational Group
Description

Selected Co-Lead Staff

rel >
W

r Administrative Actions

Create Group Session

Show All Clients

Edit Roster

Client Name Unigue Client #

DMC-2, ROBERT DRO1020200

DMC-3, MATTHEW DMO1030388

Strawberry, One 5002010186
BHS MIS SUD
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Program

Sessions - Date
DMC Billing TesfOS: 31/2018 - 0 Active INH2018
DMC Billing Tes/ODS 3.3 RES: 41/2018 - 0 Active 452018
DMC Billing Tes/I05: 8/1/2018 - 0 Actve an2ms
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SanWITS Flow for Outpatient Providers

“Group List”

“Effective July 1, 2019, the Service name on the Group Session Notes have changed”

10. In the Group Session Notes screen, please complete all the required fields.

BHS MIS SUD
6/11/20

If you have at least one DMC client, Note Type should be “DMC Billable.” If you
selected DMC Billable for Note type, please enter YES in the Billable field.
If the entire Group is County Billable, Note Type should be “County Billable.” If
you selected County Billable for the Note Type, please enter YES for the Billable
field.
Effective July 1, 2019 the Start Time and End Time are required.
Calculate ODS should always be YES.
If there was Travel Time, please add it to the Group Session Notes screen.
The “Lead Staff” should be the person who provided the group session.
For services provided prior to July 1, 2019 please select **ODS Group-valid
through 6/30/19 DO NOT USE AFTER JUNE 30 2019 for the Service field for
Outpatient Services (OS) clients and Intensive Outpatient Services (10S)
clients. Please see example A.
For clinical group services provided after June 30, 2019, please select *ODS
Clinical Group-valid beginning 7/1/19 for the Service field for Outpatient
Services (OS) clients and/or Intensive Outpatient Services (10S) clients. Clinical
Groups can be mixed OS and 10S clients. Please see example B.
For patient education group services provided after June 30, 2019, please select
*ODS Patient Education Group-valid beginning 7/1/19. Patient Education
Groups can be mixed OS and I0S clients. Please see example C.
As a reminder Patient Education is defined as “providing research-based
education on addiction, treatment, recovery and associated health risks”.

e Patient Education groups cannot be mixed with Clinical Groups as they

are not the same service

For Recovery Services group services please select *Recovery Service Group for
the Service field. NOTE: Recovery Services clients should have their own
group. Recovery Services clients cannot be mixed with Outpatient Services (OS)
clients or Intensive Outpatient Services (10S) clients. Please see example D.

# of Service Units/Session field will be pre-populated once you select the
Service. You need to enter the total Session Duration time in minutes once you
select the Service.

Enter the GROUP TYPE in the “Note” Box as this is a required field needed to
create Encounters.
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SanWITS Flow for Outpatient Providers

Group Session Notes

“Group List”

Group Name: Training Group Session ID
Group Type: ODS Group 0
Note Type [DMC Billable [~ Start Date 11172020 fy End Date ]
[eefe] 1o
[ catcutate: oDS wnits [ves | [+ ]

[Traver Duration 0| Min B Session Duration 90 Min ;|

Lead Staff |Admin Staff, Fake [~] Total Duration 90 Mn o+ @
# of Service Units/Sessions 1
| Location |Non-residential SUD TX Facity | [+]

| Service |"ODS Group-valid through 6/30/19 DO NOT USE AFTER JUNE 30 2019 I

Co-Lead Staff
Adam, Kenneth
Admin Staff, Fake
Alcazar, Shirley
Altarejos, Isabel

Selected Co-Lead Staff

A 4
< -

Training Group

|' ini ive Actions

Group Session Notes

Group Name: Training Group
Group Type: ODS Group

Session ID:

B

Note Type |DMC Billable

[~] StaDate 11112020 f8

I Billable | Yes v

| Calculate ODS units Yes

I Travel Duration 0 I Min

End Date i)
] [+
Lead Staff | Admin Staff, Fake [+] Total Duration 90 Min « 0
# of Service Units/Sessions 1
Location |Non-residential SUD TX Facilty | [~
senvice [FODS Clinical Group-valid beginning 7/1/19

Co-Lead Staff
Adam, Kenneth
Admin Staff, Fake

Selected Co-Lead Staff

) > ~
Alcazar, Shirley
Allarejos, Isabel R e
Mote [Training Group
" ini: ive Actions

BHS MIS SUD
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SanWITS Flow for Outpatient Providers

“Group List”

Group Session Notes
Group Name: Training Group

Group Type: ODS Group

Session ID:

Note Type [DMC Billable

[~

Start Date 1/1/2020 i End Date i
Galculate ODS units |Yes | -]
Travel Duration 0 | Min * 0 Min Y |
| Lead Staff | Admin Staff, Fake | v Total Duration 90 Min ~ 0

| service |*0DS Patient Education Group valid beginning 7/1/2019

Co-Lead Staff

# of Service Units/Sessions 1

Location | Non-residential SUD TX Facility |

Adam, Kenneth
Admin Staff, Fake
Alcazar, Shirley

~
Altarejos, Isabel

Selected Co-Lead Staff

~
v v
<
Mote [Training Group
|' Actions
roup Session Notes

Group Name: Training Group

Group Type: ODS Group

Note Type |DMC Billable
| silable [-]
| catculate ODS units

Yes

Yes

I Travel Durafion 0 I

]
Min
Lead Staff |Admin Staff, Fake

0

"‘

# of Service Units/Sessions 1

I Service |“Recovery Semvice Group |

Co-Lead Staff

StatDate 1/1/2020 £

End Date =
Start Time 9:00 AM End Time 10:30 AM
Session Duration 90 Min 0
Total Duration 90 Min Ll ]

| Location |Nomesiden1ia| SUD TX Facility |

Adam, Kenneth

Admin Staff, Fake ~ B
Alcazar, Shirlay ™
Altarejos, Isabel

Training Group

Selected Co-Lead Staff

Actions

BHS MIS SUD
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SanWITS Flow for Outpatient Providers

“Group List”

11. After completing all the required fields in the Group Session Notes screen, click “Save.”

Group Session Notes

Group Name: Training Group Session ID:
Group Type: ODS Group

Note Type [DMC Billable v Start Date 1/1/2020  fif) End Date iz
Billable |Yes v Start Time 9:00 AM End Time 10:30 AM
Calculate ODS units |Yes v
Travel Duration 0 Min + 0 Session Duration 90 Min E i ]
Lead Staff |Admin Staff, Fake v Total Duration 90 Min + 0

# of Service Units/Sessions 1

Location |Non-residential SUD TX Facility v

Service |**Recovery Service Group v

Co-Lead Staff Selected Co-Lead Staff

Adam, Kenneth
Admin Staff, Fake

~ Ré
Alcazar, Shirley Vv v
Altarejos, Isabel

Note Training Group
4

ini; ive Actions
[ |

12. After creating the Group Session, you will need to mark your group members as
Present, No Show or Excused. Itis required to update the Status for ALL Group
Members from the Roster including the members who were No Show or Excused.

13. Select the names of the members first, then select the appropriate action.

14. For the group members that were Present in the Group Session, select the names of the
attendees that were present then under the Action drop down menu select “Mark as
Present” then click on “Perform Action” hyperlink.

Attendees Perform Action Add Attendee

Unigue Client #

DRO1020200

DMC-2, ROBERT

DMO10:20389

DMC-3. MATTHEW
Mark as Excused

Create Encounter

S002010158

Strawberry, Ons

Clear Errors

15. Select the names of the Group Members who were Present, under the Action drop
menu, select “Create Encounter”, then click on “Perform Action” hyperlink. After doing
this, the system will create Bulk Encounters for the selected clients.

Attendees e Perform Action | Add Atiendee
- 220 staee

, , Create Create tw]'\ DMC-2, ROBERT 5 Pr

, , Create Create IDMC-3, MATTHEW 5 Present t

# | p cme coe MicDonald, Ronald s Present

& | # ceme ceme [ Buesenysx 2

, , Create Create [ Kitty, Hello 2

6/11/20



SanWITS Flow for Outpatient Providers

“Group List”

16. After performing the action “Create Encounter” for the Group members who were
marked as Present, you'll receive this message: “The Encounter notes are currently
being created for the selected attendees. Please use the Refresh link to see the update.”

17. Click on “Refresh” hyperlink from the Administrative Action box. Note: You may need to
click “Refresh” several times.

© The encounter notes are currently being created for the selected attendees. Please use the Refresh link to see the update. x

‘Group Session Notes

Group Name: Training Group Session ID: 100215
Group Type: ODS Group

Note Type DMGC Billable Start Date 1/1/2020 End Date
Billable Yes Start Time 9:00 AM End Time 10:30 AM
Calculate ODS units Yes
Travel Duration O Min -0 Session Duration 90 Min + 0
Lead Staff Admin Staff, Fake Total Duration 90 Min + 0
# of Service Units/Sessions 1
Location Non-residential SUD TX Facility
Service F*Recovery Service Group
Co-Lead Staff Selected Co-Lead Staff
Adam, Kenneth

Admin Staff, Fake A ~
Alcazar, Shirley

v
Altarejos, Isabel n M
Note Training Group
-+
i Actions
Refresh

18. Once the Encounters are created, the “View” hyperlink will become available under the
Encounter column.

{ inistrafive Actions

Altendees Perform Action  Add Attendee
ctons "ML M e 8 Cent e #Atd stig
¢ o | W] DMC-2 ROBERT 1 Present

19. For the Group Members who were “Present”, from which Bulk Encounters were
created, all the information in the Encounter screen will be pre-populated except for the
Pregnant/Postpartum question for female clients only.

e Group Counseling Encounters will have a Group Session ID.

e Service field will pre-populate. Please do not change the Service name.

e Documentation Duration needs to be added to the individual’s Encounter.

e The Start Time, End Time and Session Duration need to be adjusted if client
arrives late to the session or leaves early.

e The “Used Evidence-Based Practices” will auto-populate to None. Please change
to the Evidence-Based Practice that was used for the Group: Motivational
Interviewing, Relapse Prevention, or both.

BHS MIS SUD Page 9 of 15
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SanWITS Flow for Outpatient Providers

“Group List”

Below you’ll find examples for 10S/0S Clinical Group Counseling and 10S/0S Patient Education
Encounters.

Clinical Group Counseling I0S encounter example:

Encounter M € of 25

Mate Type [OMC Billable [=]
ENC 1D 531455 | e Seasion 1D [100218 |
Prograrn Name |Main Faciity/ODS 105 : 71212018 - [«]
I Service [Group Counseling 105 I [+] Billable
Stant Date 1712020 E End Dale E
Servics Locatian |Non-residential SUD TX Facility |« Start Time [10:00 AM End Time [11:30 AM
Group Smﬂ;;;;ﬁ Min o« 6 Docurmentation Duratian B Min  « 6
Session Duration B0 Min L a Tetal Duratian B8 Min L] ﬂ

conc e :
# of Service
Emengency I:D Units/Sassions 1
Wisit Type GP—GI‘DI..}I | L | M;ﬁ;;:_l L
regnantPostpartum Mo L

Was s NPT NG Interpreter Neaded | = |

I what language was the serdcs provided? |Giﬂm | L] |

Which Evidenca-Based Practices wene used?

Ewidence-Basad Praclices
Maons

Relapse Prevention
Cither

Diagnoses for this Service

Primary F10.180-Alcohol abuse with alcohol-induced andety disorden(ICD)

Secondary w

Tertiary -
Rendsting St | admin Staff, Fake E
Secondary Staff | | -
Supenising Staff | | =

Adminlztrative Ao

Releage o Giling  Delsts ‘
=1 E0 1 O
BHS MIS SUD
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SanWITS Flow for Outpatient Providers

a H ”
Group List
Patient Education 10S encounter example:
Encounter Hd 4 of24% M
Wate Type [DMC Billsble [+]
ENC ID 531451 [ Grois session 10 100218 |
Program Mame |Main Faciig/ODS 105 - /22018 - [« |
I Service |Patient Education 105 I |v | Bilkable ﬂ
Star Date 1112020 g End Dt =]
Senvice Lecatian [Non-residential SUD TX Facility |+ Start Time: 10:00 AM Erd Time 11:30 AM
Group Se:en'n.?'-l'l;:i:-: Min  + @ I Descumentation Duration 10 I Min  + @
Session Duration B0 Mim « 0 Total Duratian 100 Mim « 0
Contact Type (Face To Face - |
# of Sarvice
Emergency |:E| Uriits(Sessions
- Medi-Cal
Lo o ] B =E
I:‘reg'lanHF‘n:lparlum Nex I -
s a0 inIET:?.; N Interpreter Needed | L | In what language was the servios provided? |Giﬂm | L |
Which Evidenca-Based Practices wena used ?

Evidence-Basad Practices

Mons 3 Maotivational Interviewing
Relapse Prevention
Cither

Dlagnoses for thie Service

Prnary  F10.180-Alcohol abuse with alcohol-induced ancdety disorden(ICD)
Secondary

Tertiary

Rendering St (agmin Staff, Fake E
Secondary Staff |

Supearising Staff |

Administrative Actlons

Release to Billing  Dalets |

covs Lsme § e -

BHS MIS SUD
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SanWITS Flow for Outpatient Providers
“Group List”

Group Counseling OS encounter example:

Encounter W 4 of 2

Mate Type [OMC Billable [=]
ENC ID 530770 IE-ruu: Saez=ion ID 100157 I
Program Mame |Main FaclityODS 0F : TH/2018 - | » |
I Sarvice |Group Coumnseling 05 I |1- | Billable
Start Date 712018 % End Dt %
Senvice Location |Non-residential SUD TX Facility |+ Start Time: 8:00 AM End Time 10:30 AM
Graug SE"’."E;:].';: Min P i ] I Diocumentation Duration 8 I Min P i ]
Sassion Duratian B0 liini Ll n Tetal Duratian 118 Min Ll a
S :
# of Sarvice
Emergency I:l:l Urits/Bessions ||
. Medi-Cal
I Wisit Type |GP-GI‘0|.|: I | L | Billabite: L

I’mmanHF‘u:I.parh.lrn |N0 I |' |

Was an interpret®t (g | nterpreter Needed | v | In what Eanguiags was the servies provided? |English

Which Evidenca-Based Practicas wers used?

Evidence-Basad Praclices
Mons

Maotivational Interviewing
Other

Diagnoszes for thie Service

Primary F11.820-Cipicid use, unspecified with infoedeation, uncomplicated (JGL)

Secondary '

Tertiary :
Rendaring Staff [5if, RenderingTest, RADT.LFHA E
Secondary Stalf | | -
Supervising Staff | | =

Adminlztrative Actl

Ralease to Billing  Dealete ‘
130
BHS MIS SUD
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SanWITS Flow for Outpatient Providers

“Group List”

Patient Education OS encounter example:

Encounter W{ € _ of 3

Nate: Tye DM Billable [=]
ENC ID 531453 Graugp Session ID [100217 |
Program Mame |Main Faclity’ODS OS - 1/1/2019 - [+
| =serice |Group Counseling 08 | [+] Billable
Start Date 1112020 £ End Date k=]
Sendice Location |Non-residential SUD TX Facility |+ Start Time 10:00 AM End Time 11:30 AM
Group S“".un";:i:_: 0 Min  ~ € I Diessumentation Duration 8 I Min  +~ €
Sassion Duratian 00 Min  + @ Total Duration 98 Min o« 0

S =
¥ of Sarvice
Emergency I:B UriterSessions |

I'\l'i:il Type |PE-Patient Education | [] Medi-Cal -

Bil labibe:

Pragnant/Postpartum No -

Was an i"'ET::; Ma Interpreter Meeded | - | If what language was the serdcs pravided ? |EI'H‘5|'1 | b |

Which Evidenca-Based Practices were used?

Evidence-Based Practices

MNene
Muotivational Interviewing
Other

Diagnozes for thia Service

Prnary  F11.18-Opioid abuse with unspecified opicid-inducad disorden{ICO) -
Secarsdary -

Tertiary -

Rendering S (4 demin Staff, Fake [=
Secondary Stat | e
Supardsing Staff | | .

adminlstrative Acth ‘

Releage to Billing  Delste
coa [ e § o -
BHS MIS SUD Page 13 of 15
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SanWITS Flow for Outpatient Providers

“Group List”

20. For the group members that were scheduled to the Group Session and were No Show or
Excused, select the names of the attendees, then under the Action drop menu select
“Mark as No Show” or “Mark as Excused”, then click on Perform Action.

@ Mark as No Show
Mark as Excused
Create Encounter

Kitty, Hello 1

, ’ Create = Creafe

Attendees WELER O] /A Perform Action = Add Atfendee
jons I | Q

Note Lol
¢ p G Cumte @amemw Six 1 Mark as Present

Clear Errors.

21. It is required to create an Encounter for the Group members who were No Show to the
Group Session. Click “Create” under the Encounter column for the clients that were No
Show. You need to do this individually for each client that was a No Show.

LY oo fcikn o At

o oot [ bt v = st
#5 o S
’

| Daac2 AOBERT

gt (] DMC3, MaTTHEW

1
1

| MeDensis Annai 1 Barnart
| Dhsenery, S 1
1

A e Gows [ Ry e

22. After selecting “Create” encounter for each of the Group members that were No Show, the
Encounter screen will open.
o Note Type should be “Non-Billable”.
e Contact Type should be “No Show”.
o Billable will pre-populate to “No” and will be grayed out.
e Visit Type should be “GP-Group”.
e Please Finalize the Encounter.

BHS MIS SUD Page 14 of 15
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SanWITS Flow for Outpatient Providers

“Group List”

No Show encounter example:

| Nota Type [Non Billacia

ENC 1D Group Sessson ID

Program Name |Main Faclity/OS © 6M/2018 -

| 5ervice |Group Gounseling 08 NN ETTEE
Start Date 91152018 Y End Date i

Service Locafion [Non-residential Substance Abuse TX Facilty |« |
Trave! Duration

Start Time End Time:

T

Deocumentation Duration
Seszion Duration

T

Total Durafion v
Cantact Type |Nn Show x | |
#of Senice
Emergancy - Unite/Sessione
visit Type | GP-Group - "‘E:';f;_' .
Pregnant/Pestpartum v
Was an inferprater .
used?

I unat lEnguane was the sannce provided?

Which Evidenze-Eaead Fractices were uged?

Evidence-Based Pracficas Used Evidence-Based Pracfices
MNone

Ietivational Interviewing ~ n
Ralapsa Frevention

w W
s

Diagnosas for this Service

Primary F10.151-Alcohol abuse: with alcohol-induced paychotic disorder with hallucinations(ICO) v

Secondary -

Terdiaryr -
Rencema 13 | ansen, Stephanie, LMFT LMFT [

Superieing St |

- Administrative Actions

Finalize Encounter

=1 3 I O
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