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Clubhouse Day Rate Service Entry in 

SmartCare Without a Progress Note 

(Admin Service Entry) Workflow 
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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).   

 

 

 

4. Click the New icon. The Service Detail screen opens.  

 

 

 

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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16. Click the Billing Diagnosis Tab.  

 

 

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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a. If you need to add a diagnosis, click the blue ICD 10 button.   

 

 

 

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.  

 

 

 

19. Click Save.  Signature is not required for administratively entered services. 
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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. 

 

 

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-ODS 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



