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Clubhouse Day Rate Service Entry in
SmartCare Without a Progress Note
(Admin Service Entry) Workflow




™ COUNTY OF SAN DIEGO

Service Entry

This workflow is for staff to enter a service provided by another staff or for entering a bundled
Clubhouse Day service.

1. With a client open, click the Search icon.
2. Type Services into the search bar.

3. Select Services (client).
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4. Click the New icon. The Service Detail screen opens.
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o v ! DOS from 0212872023 [  DOSTo o~ Include Serioss created from
Claims

Ooly Include Sarvices with Add On Codes

DOs Y Procedue Growp Naowe: Unats Status CliniclanyProvider Program Location Charge

Q82302023 10:00 AM Psychiateic Inpationt Day - Show MD Me.., Inpationt Program Inpatie $000 %

08/01/2023 10:00 Group Counseding 90 Minu SUD Groun Scheduled -MD Me... SUD Ountpatient Office $0.00
Group Counseling 90 Minu SUD Group Scheduted MD Me... SUD Outpatient Office $0.00

Complete the Service Detail tab with the required information in steps 5-15 (screen shot
below):

5. Click the Clinician Name field and select the appropriate clinician. Note: this
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drives the program field and procedure field so it must be selected first.
6. Click the Status field and select “Show”.
7. Click the Program field and select the appropriate option.
This is your program name
8. Click the Procedure field and select the appropriate option.
Procedure code: Clubhouse Day
9. Click the Location field and select the appropriate option.
Location: Community Mental Health Center
10. Select the Start Date, it will default to today’s date.
11. Click the Mode of Delivery field and select the appropriate option.
Mode of Delivery: Face to Face
12. Enter a Face to Face Time.
This is the total time (hours) that client was present at Clubhouse for services
Minimum required hours for reimbursement: 3 hours
Enter time accurately even if less than 3 hours
13. Enter Travel Time.
This will generally always be zero
14. Enter Documentation Time.
15. Enter Evidence Based Practices. Required for Mental Health programs.
Select: “Unknown Evidence-Based Practice/Service Strategy or leave “blank”

(SmartCare will default to “unknown evidence-based practice/service strategy”)
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— status | snow v | startute , O mignis | [intAemomgpaia
|
facotoFace |
Procedy Briet EmotonsBehaviorsl Assosanent v | Start Time 1200 AM - | M

| Tine ‘
Climican Name _ v End Dat

Ln,-:a!-:r.g Communty Meatal Mealth Canted ¥ I Attendng v Relerring v
g Chent -
. o Other Person(s) Present Cancel Reason

prosent

Charge $0.00 Balance Rate [0

Batadle Do Mot Comglete
i
Mode Of Delivecy I Face-10-tace v

Travel Time

Documentation Time | Minytes m
Emesgency Indicator v Owverride Charge Amount Owvectiddden By
Evidence Based Practices v Ovenide Erroes Overridden By

Transpoctation Service Yo v Interpreter Services Needed

16. Click the Billing Diagnosis Tab.
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Service Detail
Service Detail [ Billing Diagnosis |

Service °

- Status Schwauled v StartDate 08/30/2023 B3~ Program M Adult Outpatient v
Face to Face

Procedure Briet Emotional) Behavioral Assessment Vv _ Start Time  12:00 AM - " 30 M
e

Clinician Name _ v End Date

Locaton Communay Mental rtealth Conted v Attending v Referring v

Cl.-‘-m was

present

Other Person(s) Present Cancel Roason

17. If the client already has current Diagnosis Document on file, it will already be selected in the
Billing Diagnosis section. No additional action needed if current diagnosis on file and indicated
on this tab.
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Service Detail CEERO0ORRXODOSNE
Service Detall Billing Diagnosis
Billing Diagnosis  Common Psych, Medical, and SDOH Diagnoses m
1 v F32.0 - Major depressive disorder, Singte episode, Mild
a. If you need to add a diagnosis, click the blue ICD 10 button.
Service Detail Bllling Diagnosis
Billing Diagnosis Common Psych, Medical, and SOOH Diagnoses e

1 v F32.0 - Major depressive disorder, Single episode, Mild

2 ~ F43.0 - Acute stress disorder

der Diapnosis  Refresh Diagoosis

b. In the pop-up window, enter the ICD code in the appropriate field or enter
the description.

Recommend select SDOH Z-codes Z55-Z65 if no diagnosis present, as Z-codes do not
require licensed/registered clinician and can be used by any credential level.

c. Click the appropriate radio button to select the diagnosis.

d. Scroll down and Click OK.
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18. If needed, click the drop down to re-order the diagnoses.

2 e FA30 = Acule $1ress ciscader

HoeOrger Dsxpdsls,  Belresh DiaAoosls

Billing Diainasis Comman Peych, Medical, and SDOH Diagnoses

i b Fa23.0 - Major doprossive disorder, Single eplsode, Mild

1CD10....

19. Click Save. Signature is not required for administratively entered services.
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Billing Diagnosis  Common Puych, Medical, and SDOM Diagnoses

Medical >

b . F12.0 « Mage deprossive dnocdes, Single episode, Mid
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20. When you return to the Services/Notes (Client) list page, you will see the administratively
entered service — there will not be a link to a progress note since this was not created during
service entry.

Services/Notes (17)

Al Clinician & Al Statuzes w  AllProceduras || Other v -
Show Services and Care Mgmt Claims | Past 12 Months v From 07/30/2025 [~ To ~ | All Frograms ~
Include Services created from Claims Only include Services with Add On Codes All Program Assignment ™
Auth  DOS ¥ Sialus  Decument = Poceiees Clinician Program Commnent, En Attachment(s) Recurrence
MName Codes
07/30/202610:04 " Show Clubhouse Day 3.00 Days  hidesbwm  NAMI SD CASA DEL .
05/14/2026 09:00 Pending Progress Note Psychosocial Rehab - In... éiwimislisdite TELECARE VIDAAC..

05/05/202610:00 Show Progress Note Individual Therapy 45.0...  ivmiuiapisl TELECARE VIDA AC_.

21. The Service will go through the nightly billing job and any service errors will be identified —
it is recommended to run the COSD Service Errors report weekly to review and identify any
service error that may have been identified during the nightly job and to correct these promptly
so there is minimum delay in billing and reimbursement for services.

Instructions on running and reviewing the COSD Service Error Report:

Optum Webpage ->SMH & DMC-0ODS Health Plans - SmartCare Tab - Workflows &
Documentation dropdown:

Clearing COSD Service Error Report (My Office) rev 7.30.26.pdf

This document will be stored on the Optum Webpage - SMH & DMC-ODS Health Plans > MH
Resources tab = Clubhouse Services dropdown



https://www.optumsandiego.com/content/dam/san-diego/documents/smh-and-dmc-ods/smartcare/workflows-and-documentation/Clearing%20COSD%20Service%20Error%20Report%20(My%20Office)%20rev%207.30.26.pdf



