Managing Client Agency Enrollment

Click HERE for a video on how to use this guide.

The Enrollment Information page is where all of a client’s enrollment details can be found and
managed.

Breadcrumbs: Client > Client Information > Critical Information > Enroliment Information

Included Guidance:

e Enrollment Page Overview (p. 1) e Transfer Primary Worker (p. 7)

e Correct/Edit Agency Enrollment (p. 2) e Add/End Direct Staff Assignment (p. 9)
e Add a New Program Enrollment (p. 3) e Discharge a Client (p. 10)

e EndaProgram Enrollment (p. 5) e Readmit a Client (p. 12)

Enroliment Information Page Overview

e Program: Each program enrollment and Start/End dates are listed in bold.
o Most recent enrollment will be listed first.
o Ended enrollments will move to the bottom of the page.
e Facility Provider: Facility responsible for enrollment will populate on most service entries
e Worker assignments: Primary workers and start dates are listed in bold. Direct staff
assignments and start dates listed in regular font.
e Workgroup Assignments: Work groups are groups of staff allowed access to client records not
listed as primary worker/direct staff assignments.
o Not all program enrollments will have workgroups.

TEST, CLIENT L ID# 00000002 DOB 01/01/1980  Intake 01/01/2018 (D) (928) 338-4911 Location PO BOX 123, WHITERIVER, AZ 85941 [I]]

41 yrs Male

Enroliment Information Placement Disruptions Worker Assignments Alerts/Restrictions Workgroup Assignments Auto Assigned Workgroups Perm

DiSP‘E}’:,AII Programs Hutchinson, Kathleen Has AccessTo 7 |

Agency: Eainbow Treabment Center [es Intake: 01/01/2018 08:00am
Current Location; PO BOX 123, WHITERIVER, AZ 85941 Actions Start Date End Date Transfer
L I Program: New Dawn I [:]Xh 05/10/2021 08:00am
[ Faciity Providers: |
RTC {Lic.# 00001) Unit: Other [:]('“4 05/10/2021 08:00am
Worker Assignments:
Stevens, Donna Role: Med Team [:]ﬁ 05/10/2021 08:00am
v Program: Online Counseling E]X ] 08/01/2020 09:00am
Facility Providers:
Eagle Building (Lic.# 00002) Unit: NA E]th 08/26,/2020 08:00am
RTC {Lic.2 00001) Unit: Other [I] 08/01/2020 09:002m 08/26/2020 08:00am Transferred to Eagle Building...
Worker Assignments:
Stevens, Donna Role: Med Team E]}(U 05/01/2021 08:002m
Atole, Ivan Role: Clinical Supervisor E] 08/02/2020 09:00am 05/01/2021 08:00am Transferred to Stevens, Donna..
Atole, Shawnnia (Ended: 12/31/2019) Role: Behavioral Health [I] 08/01/2020 09:002m 08/02/2020 0%:00am Transferred to Atole, [van..
Technician

Workgroup Assignments:

RTC Online Program - Direct Care Workgroup B 08/01,/2020 09:00am
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https://drive.google.com/file/d/1Ufx1-nwus4nxWJ5Z35Pa4eeWMfdaho1I/view?usp=sharing
https://drive.google.com/file/d/1iwJikSbh4iCPtM-wj_CqZx9QH8jYmVFD/view?usp=sharing
https://drive.google.com/file/d/1_OYabqfPB2RDEzuqwfUK4ojZU4RpoM-E/view?usp=sharing
https://drive.google.com/file/d/1InCinUt-qPEUzjLVt8p3vid8H5WtCEZz/view?usp=sharing
https://drive.google.com/file/d/1izrcBMqfEhS-E9TdjjLJQ12Pnm2yiRrR/view?usp=sharing
https://drive.google.com/file/d/114QEJ4LNbmTTpRnzUKnSkXkGPffUOyQv/view?usp=sharing
https://drive.google.com/file/d/1Lt64DVTOvyJ8SLap3umoR2YTwdIGlks7/view?usp=sharing
https://drive.google.com/file/d/1KRPRUqo9TTB0IymjQwjPi24HVjSOGAer/view?usp=sharing

Managing Client Agency Enrollment

Editing Agency Enroliment

Click the button with three dots across from Rainbow Treatment Center to open menu.
Your assigned Worker Role will determine what options you have.

e Open Form: Opens agency enrollment information.
o Very little information can be edited. If your worker role permits, you may be able to
edit the Intake date/time.
e Discharge From Agency: Opens discharge form to close a client record.
o Discharging a client closes the client record, making the client inactive.
e Delete Agency Enrollment: This option is only available for System Administrators.
e New Program Enrollment: Opens form to enroll client in new program.

Enrollment Information Placement Disruptions Worker Assignments Alerts/Restrictions

Display: | All Programs Hutchinson, Kathleen Has Access To 7 |

Agency: Painbow Tresbrnent Conker = R =111} I
Open Form
Current Location: Address Mot Found... . art Date
(=] mModifiy Discharge Information —_—
v Program: Online Counseling - : )/28/2021 12
[=F  Re-admit To Agency —_—
Facility Providers:
<  Delete Agency Enroliment
£ RTC {Lic.# 00001) Unit Other /28,2021 12:00
J Mew Program Enrollment —_—
Worker Assignments:

—
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Managing Client Agency Enrollment

Adding Program Enrollment

Click the button with three dots across from Rainbow Treatment Center to open menu.

Enrollment Information Placement Disruptions Worker Assignments Alerts/Rs
Display:| All Programs Hutchinson, Kathleen Has AccessTo. ™ |
Agency: Painbouy Trestrmzn: C=ritsr @ Indalen= NOARINILOAR-N0am
) Open Form
Current Location: Address Not Found... . Start
8  Discharge From Agency
hd Program: Online Counseling 09/2
Facility Provid » Delete Agency Enrollment
acility Providers:
MNew P Enroll t
RTC (Lic# 00001) Unit: Other ] New Program Enrallmen 0928
Worker Assignments:

Enrollment Information

Agency Placement: This field will automatically populate and cannot be changed
e Program: Use magnifying glass to select program

Start Date-Time: Use calendar/clock icons to complete fields

Staff Responsible: This field will automatically populate. Use binocular icon to edit if necessary
e Complete other fields as necessary

« Enroliment Information
Enroliment
Information Agency Placement* Program* tart Date-Time* Program ID#
Service Facility Rainbow Treatment Center - fro.. Q [ code Groups Q ] 09/28/2021 ] =] [ 12:00 PM ] (o]
Placement
Target Discharge Opening Reason taff Responsible Referral
_3r:grar"1 = code Q Hutchinson, Kathleen Marie i Q
Enrollment
Medifier Actual Discharge Date Cost Center Override Program Unit Override
Warker g o] code Q Q
Assianments
Service Facility Placement
e Placement Type: Select Facility Placement
e Service Facility: Use binoculars to make appropriate selection
e Unit: Select Other unless otherwise trained
a Service Facility Placement B
Enrollment
Information Placement Type* Managing Organization Service Facility™ Unit*
Service Facility [ code Facility Placement Q ] Q [ 00001  RIC (Lic.# 00001) it ] [ C{ Q ]
Placement
Bed Gracle Schedule of Sessions* Child of a Placed Client
Program o
Enrollment Q
Modifier

Living Arrangement Type Transferred from another HCI Age... Bridges to Health Foster Care Clien...
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Managing Client Agency Enrollment

Program Enrollment Modifier

e Select Modifier and complete Effective Date as trained by supervisor

riaceen
4 Program Enrollment Modifier

Program
Er - . . . ation Da
Modifier Medifier Effective Date Date Received Expiration Date
code Q =1 = 8
Worker

Worker Assignments

e Primary Worker: Use binoculars to make selection
e Primary Worker’s Role: Use magnifying glass to make selection
e Other workers: Add direct staff assignments as necessary

Click Save.
wioaner .
~ Worker Assignments
Worker
Assignments Primary Worker* Primary Worker's Role*
Support Group [ Stevens, Donna Y [ Med Team Q
Enrollment
Other Workers
Additional
Information ‘Worker® Worker Role™ Actions
- " a

New program enrollment will now be listed on the Enrollment Information page.

Enrollment Information Placement Disruptions Worker Assignments Alerts/Restrictions Workgrou

Disp aY: | All Programs Hutchinson, Kathleen Has AccessTe 7|

Agency: Puinbour Trestrazn: Cenksr E]i‘ Intake: 09/28/2021 08:00am
Current Location: Address Not Found... Actions Start Date
hd Program: Online Counseling [:]XW 09/28/2021 12:00pm
Facility Providers:
RTC {Lic.# 000071) Unit: Other E]ﬂ 09/28/2021 12:00pm
Worker Assignments:
Stevens, Donna Role: Med Team [:]“ 09/28/2021 12:00pm
Workgroup Assignments:
RTC Cnline Program - Direct Care Workgroup E] 09/28/2021 12:00pm
hd Program: Groups DXW 09/28/2021 12:00pm
Facility Providers:
RTC (Lic# 00001) Unit: Cther [I]“ 09/28/2021 12:00pm
Worker Assignments:
Stevens, Donna Role: Med Team E]ﬂ 09/28/2021 12:00pm
Workgroup Assignments:
Groups - Direct Care Workgroup [:] 09/28/2021 12:00pm

= P T P ——
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Managing Client Agency Enrollment

Ending Program Enrollment

Locate current program you wish to end.

Click the box with three dots > Correct/Close Program Enrollment.

P
Correct/Close Program Enrollment I

[
%

I hd Program: Scholarship Program I

Facility Providers:

Working to Wellness (Lic# 00003) Unit: NA [ New Program Enrollment

Worker Assignments: New Program Modifier

Massey, Onalee Role: Behavioral Health Technician [ Mew Direct Staff Assignment

Workgroup Assignments: New Primary Worker Assignment

Scholarship Program - Direct Care Workgroup New Supervisory Worker Assignment

Matrix Program - Direct Care Workgroup Mew Worker Assignment - Other Evolv Agency

New Work Assi t
Intake and Assesment - Direct Care Workgroup Fiv Horkgroup Sssignmen

p S S T By O [ |

Transfer to Another Program

ElE1 5 B

ADW Department Sup - Direct Care Warkgroup

Recovery Suppert specialist - Direct Care Workgroup 071/0142018 08:00am

JEJ

r
5

Scroll to Closing Information in the menu on the left.
Complete Actual End Date-Time, Reason for Ending, and Outcome and any additional relevant fields.
Click Save.

Enroliment

Information Target Discharge Date Actual End Date-Time [MST] Reason for Ending Outcome
Closing ] [ 09/28/2021 ] =) [ 08:00 AM ] o) [ 05 Partial Achievement of Goals a ] [ o1 Received Services. No Foliow Up Re. Q ]
Information L = o
Transter Type Discharge Type Condition At Discharge Referred to at Discharge
Bridges To Health
code code code code
(NYS) Q Q Q Q
dtion Discharged to Location Discharged to (Other) Discharge Practitioner
Information Q Q
FAGATTE iy Discharge Comments ©

Extract

Client is no longer appropriate for the program.
General Medical
Summary Code

(cshy

A system alert will pop up.

e Click Okay to end all worker assignments within the program you are ending.
e Click Cancel to leave worker assignments open. If worker assignments are not ended clients will
remain on worker’s roster.

myevolvcofhsdevxb.netsmartcloud.com says

Click OK if you would like to end all worker assignments for this
program.
Click Cancel if you would like to leave worker assignments open while

“ Canee!

ending the program enroliment,

If the client has events scheduled, a pop-up window will appear.

e Delete the tasks by checking the box in the Delete? column and click Save.
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Managing Client Agency Enrollment

Manage Tasks (for Discharged Client)

= % = O @
Il save I‘? Cancel
Delete? || | write Off? Task | Due Date heduled Date | Program Staff
' other v Substance Use Assessment 5/10/2027 12:00:00 AM Scholarship Program Massey, Onales

Enrollment is now ended along with Facility Provider and Worker Assignments.

Ended programs will move to the bottom of the page.
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Managing Client Agency Enrollment

Transferring Primary Worker

Locate the current program enrollment under which you wish to transfer primary worker.

e Click the blue curved arrow to the right of the name to open transfer form.

I~  Program: Intake Program | [Jxea 12/17/2018 08:00am

Facility Providers:

RTC (Lic# 00001) Unit: Cther E]“ 12/17/2018 08:00am
Worker Assignments:

I Massey, Onalee Role: Behavioral Health Technician I [:E 12/17/2018 08:00am

Workgroup Assignments:

Intake Program - Direct Care Workgroup E] 12/17/2018 08:00am

— i  _ _ _____ __ __

Transfer From

e Program Enrollment: This field will automatically populate and cannot be changed
e Worker Assignment: This field will automatically populate and cannot be changed

Transfer To

e Program: This field will automatically populate and cannot be changed

e Type: This field will automatically populate and cannot be changed
e Worker: Use binocular icon to search/select staff
e Worker Role: Use magnifying glass to complete field

Transfer Information

e Transfer Date/Time: Use calendar/clock icon to complete fields
e Transfer Staff: This field will automatically populate. Use binoculars to edit if needed

Click Save.
Worker Transfer [ADD] - o @
« Transfer From
Transfer From
Program Enrollment® Worker Assignment*
Transfer To
Intake Program - from 12/17/2... Q Massey, Onalee Role:Behavioral... Q,
Transfer
Information

a Transfer To

Program* Type* Worker* ‘Worker Role*
Intake Program Q Primary Worker Assignment Q [ Stevens, Donna ik ] [ Med Team Q ]
a Transfer Information
Transfer Date/Time* Transfer Staff*
[ 09/28/202 ] =2 [ 08:00 AM ] o] Hutchinson, Kathleen Marie it
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Managing Client Agency Enrollment

If the client has events scheduled, a pop-up window will appear.

e Click Transfer? check box next to each event and save to transfer responsibility to the new
primary worker.

Events To Do Quick Transfer - o a
[l Save ¥ Cancel

Transfer? | Delete? | write Off? Task | Due Date | Scheduled Date | Former Program | New Program | Former Staff | New Staff For | Resource Family |
O O other v Substance Use Assessment | 12/24/2027 Intske Program Intake Program  Massey, Onales  Stevens, Donna  Test, Client NA

O O other v Substance Use Assessment 12/24/2024 Intake Program Intake Program Massey, Onalee  Stevens, Donna | Test, Client NA

O O/ other v Substance Use Assessment | 01/24/2022 Intake Program

Intake Program  Massey, Onalee  Stevens, Donna  Test, Client

NA

New primary worker will now be listed in bold font.

Program: Intake Program [JX. Cu 12/17/2018 08:00am
Facility Providers:
RTC (Lic# 00001) Unit: Other

Previous primary worker will now show as end dated and to whom the was client transferred.

E]ﬂ 12/17/2018 08:00am
'orker Assignments:

Stevens, Donna Role: Med Team

[ 09/28/2021 08:00am

Massey, Onalee Role: Behavioral Health Technician E] 12/17/2018 08:00am

09/28/2021 08:00am

Transferred to Stevens, Donna..

Guidance as of 10.7.21 KHIT CONSULTING Page 8



Managing Client Agency Enrollment

Adding a Direct Staff Assignment

Locate program enrollment under which you wish to add a direct staff assignment and open menu.

7 I Program: Online Counseling I [P OSBRI A %-AA.
Facility Providers: 5  Correct/Close Program Enrollment —
RTC (Lic# 00001) Unit: Other I B] Mew Program Enrollment I
Worker Assignments: ] Mew Program Medifier I
i Stevens, Donna Role: Med Team E d Mew Direct Staff Assignment
Workgroup Assignments: B Mew Primary Worker Assignment
RTC Cnline Program - Direct Care Workgroup E 1 Mew Supervisory Worker Assignment
w Program: Groups 104 Mew Worker Assignment - Other Evolv Agency —
Facility Providers: 4 Mew Workgroup Assignment _
RTC (Lic.# Q0001) Unit: Other E Cd4 Transfer to Another Program
Wlrrlenr Rrrimmem aedes

Worker Assignment Information

e Type: This field will automatically populate and cannot be changed.

e Agency: This field will automatically populate and cannot be changed.

e Program Enrollment: This field will automatically populate and cannot be changed
e Worker: This field will automatically populate. Use binoculars to edit if necessary
e Worker Role: Use magnifying glass to make selection

e Date-Time From: Use calendar/clock icons to complete fields

e Date-Time To: Complete this field only when ending worker assignment

Save.

Worker Assignments [ADD] - O B8
ignt. 2L ROB: 01/01/1990 ID# 00001615 Intake: 09/26/20271 08:00am

a Assignment Information

Type Agency* Program Enrollment* Worker*

Direct Staff Assignment Q Rainbow Treatment Center Q Online Counseling - from 09/28/2021 [ Lauritsen, Ed i
Worker Role* Date-Time From* Date-Time To
[ Med Team Q ] [ 09/28/2021 ] ] [ 09:00 AM ] o] B Q

New Direct Staff Assignment will now be listed under Primary Worker Assignments.

hd Program: Online Counseling E]x.ﬁ' 09/28/2021 12:00pm
Facility Providers:
RTC (Lic.# 00001) Unit: Other [:] Cu 09/28/2021 12:00pm
Worker Assignments:
Stevens, Donna Role: Med Team HX Cul 09,/28/2021 12:00pm
Lauritsen, Ed Role: Med Team E]X Cu 09,/28/2021 09:00am
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Managing Client Agency Enrollment

Discharging a Client from Agency

Click the little brown folder to open discharge form.

Agency: Painbow Treabment Centsr .\ Intake: 09/28/2021 08:00am
Current Location: Address Not Found... Actions Start Date
hd Program: Groups [:]xﬁ 09/28/2021 12:00pm
Facility Providers:
RTC (Lic.# 00001) Unit Other Bfl 09/28/2021 12:00pm

e Discharge Date-Time: Complete fields using calendar/clock icons.

e Discharge Type: Select Planned or Unplanned Discharge

e Closing Reason: Use magnifying glass to select outcome from table of options
e Outcome: Use magnifying glass to select outcome from table of options.

e Complete other fields as trained.

Click Save.

E Agency Discharge [EDIT] - 0O
Client: Test, Carl DOB: 01/01/1990 ID# 00001615 Intake: 09/28/2021 08:00am

a Discharge

Discharge Discharge the Client from the Agency and Close all active Program Enrollments and Facility Placements.
Additional Dlscnarge Date-Time [MST]* ischarge Type losing Reason Outcome*
Information [ 09/29/20 ] ] [ 02:00 PM ] 0] Planned Discharge Q [ 01 Goals Achieved Q ] [ T*d Treatement Comple... ]
Satisfaction =<
Condition At Discharge Guardian/Custody at Discharge Referred to at Discharge Discharged to Location or Hou...
code Q code Q code Q Q
If the client has events scheduled, a pop-up window will appear.
e Delete the tasks by checking the box in the Delete? column and click Save.
E Manage Tasks (for Discharged Client) T=T Y - o
Task Due Date Scheduled Date Program Staff
v Consent to Treatment and Privacy of Information 10/1/2021 12:00:00 AM 9/30/2021 8:00:00 AM Intake Program Hutchinson, Kathleen Marie

Client is now discharged from agency and all program enrollments ended.
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Managing Client Agency Enrollment

To finish the process, make sure all worker assignments are ended.

o If worker assignments are not ended, the clients will remain on worker case load

reports.
o Breadcrumbs: Client > Client Information > Critical Information > Worker Assignments

o Orinstead, click the Worker Assignments tab

TEST, CARL ID# 00001615 DOB 01/01/1990  Intake 09/28/2021 | Discharge 09/29/2021 | Location Address Not Found... [I]

31 yrs Male

Enrollment Information Placement Disruptions Worker Assignments Alerts/Restrictions Workgroup Assignments Auto Assigned W

DiSD|E}'3I All Programs Hutchinson, Kathleen Has AccessTo 7 |

Agency: Fainbow Trestment Centzr E]-U Intake: 09/28/2021 08:00am Discharge: 09/29/2021 02:00pm

S I R SRR S | PRI Faosmeoso T L
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Managing Client Agency Enrollment

Re-Admitting a Client to the Agency

Click the button with three dots across from Rainbow Treatment Center to open menu.

Click Re-Admit To Agency.

TEST, CARL ID# 00001615 DOB 01/01/1930 Intake 09/28/2021 Discharge 09/29/2021 Loca

31 yrs Male

Enrollment Information Placement Disruptions Worker Assignments Alerts/Restrictions Workgroup .

Display:| All Programs Hutchinson, Kathleen Has Access To ™

Agency: Palnbow Treabtment Conker [__] 5 Intalra: AG2R/I031 NR-N0am Discharge: 09/2
: Open Form
Current Location: Address Not Found... . art Date
- - @ Modifiy Discharge Information
v Program: Online Counseling - 3/28/2021 12:00pm
-~ . [ Re-Admit To Agency
Facility Providers:
i ) 2 Delete Agency Enrollment
RTC (Lic.# 00001) Unit: Other /2872021 12:00pm
Mew Program Enroliment
Worker Assignments: - ' g

B

—

Re-Admission

e Re-Admission Date: Enter re-admission date and time

e Re-Admit to Program: This field will automatically populate to original program the client was
enrolled in RTC. Use magnifying glass to edit as necessary

e Placement Type: This field will automatically complete as Facility Placement

e Re-Admit to Facility: This field will automatically complete to the original facility the client was
enrolled in at RTC. Use magnifying glass to edit as necessary.

New Workers

e Initial Primary Worker: This field will automatically populate to original primary worker. Use
binoculars to edit as necessary
e Worker Role: Use magnifying glass to make appropriate selection.

Save.
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Managing Client Agency Enrollment

Agency Re-Admission [EDIT] - o 8
Client: Test, Carl DOB: 01/01/1290 ID# 00001615 Intake: 09/28/2021 08:00am Discharge: 09/29/2021 08:00am
 Re-Admission
Discharge
Re-Admission Date* Re-Admit to Program* Placement Type* Re-Admit To Facility*
Re-Admission -
[ 09/29/202 ] ] [ 02:00 PM ] o] INTAKE  Intake Program Q FP Facility Placement Q 00001  RTC (Lic.# 00001) Q
Re-Admission " )
Program Unit Bed Grade Schedule of Sessions
Enroliment o) Other Q Q
Modifier
New Workers a Re-Admission Program Enrollment Modifier
Additional Modifier Effective Date* Received Date Expiration Date
nformation
code Q iz s iz
Initial Primary Worker Worker Role*
Stevens, Donna it Med Team Q
Workers

Client is now re-admitted to the agency and services/tickets can be entered in the system.

The original Intake and Re-Admission date will be visible along the top of the window.

TEST, CARL ID# 00001615 DOB 01/01/1930 | Intake 09/28/2021 Readmitted 09/29/2021 Location Address Not Found... [IT]

31 yrs Male

Enroliment Information Placement Disruptions Worker Assignments Alerts/Restrictions Workgroup Assignments Auto Assigned Wor

Display: | All Programs Hutchinson, Kathleen Has Access To hd

Agency: Bainbou Trentrment Conbzr E]."l_f Intake: 09/28/2021 08:00am

Current Location: Address Not Found... Actions Start Date End Date
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