CLI N ICAL COUNTY

BSANLUIS HEALTH AGENCY

How To Write A Group Progress Note

1. Onyour Appointments for Today widget, click on the link for the time of the group you're
documenting.

Appointments For Today =
Client Name/Description Time Status
. Jr———
Training, Manual(T... E 08:00 AM L

Testing, Jose(Ment... 09:00 AM

how
Lunch 12:00 PM
Process Group 02:00 PM Show
Paper Work 04:00 PM
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2. This opens the Group Services Detail screen. In the upper left, you'll see the group
information. Confirm the information and add any additional information regarding

the entire group.

. . 2 . S

Group Service Detaiil S50 ©O0%0?i@m0D x

Service Note

Group 1" Staff Add Staff...

G P G

rock s Sronpomment Staff Name Unit Type Start End
Dite 02/01/2023 B~ &2 X Clinician, Ro.. 60 Minutes  2:00 PM 3:00 PM
Location  Community Mental Health ( v )( Supervisor, C.. 60 Minutes 2:00 PM 3:00 PM

Status Scheduled

Specific Location

Evidence Based Practices ~
Clients Show Clients With Errors ,) E% § L
T Service Information Custom Fields Billing Diagnosis Warnings and Errors
[ x Asano, Jason B YO i .
Bravo, Johnn < i i
)( v i Y il A Procedure Group Psychotherapy (Other Thanofat v ESEIEAI
X Childers, Cindy B S
%X Powers, Light miow Start 2:00 PM _l;_ace 60.00 | Minutes [ERTA
ime
K Test,Patient ¥ OoOO0aBERE Ab status Scheduled A set All
X Tommy, Max *mm@E O i Cancel Reason Set All
X White, Walter @ Y i = O Program Outpatient MH Adult A Set Al
)( Williams, Kyle L)) Clinician Clinician, Robert Rl Set All | Set Some
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3. Inthe upper right, you’ll see the staff members that are set as facilitators for this group.
a. Make edits to which staff members were present. For example, if a staff was only
present for half of the group time, indicate this by editing the Unit (how many
minutes they were present) and the Start Time to match what actually happened.
b. If a staff member was not present, click the Delete icon next to their name to

remove them from this service.

c. If an additional staff member was present who is not listed, click the Add Staff button.

Group Service Detail

HOE O%? |

Staff

Service Note
Group
Group Process Group Group Comment

Date 02/01/2023 B~ P

. z " ! : :
Location  Community Mental Health ¢ Specific Lacation

| Add Staff... |

Staff Name

Clinician, Ro..

|x

| Supervisor, C.. 60

Type Start End
Minutes 2:00 PM 3:00 PM
Minutes 2:00PM 3:00 PM

Status Scheduled
Evidence Based Practices ~
Clients Show Clisnts WithErrars 4 o= i (=]
= Service Information Custom Fields Billing Diagnosis Warnings and Errors
[ x Asang, Jason B YO i =
Bravo, Johnn - i i
x v e E . 4 Procedure Group Psychotherapy (Other Than of at v | A
X Childers, Cindy B SEay
)( Powers, Light | v Start 2:00 PM _’;ace 60.00 | Minutes RS aaN
ime
>< Test, Patient ¥y oOo0oBX /Q’ Status Scheduled Y8l Set All
x Tommy, Max Tmug O i Cancel Reason Set All | Set Some
X White, Walter & Y i e O Program Outpatient MH Adult Rl Set All | Set Some
x Williams, Kyle ) Clinician Clinician, Robert PN set AlL
Attending + B
Mode Of Delivery gl Set All | Set Some
Billable Set All
Transportation Service No ~ Set All

Interpreter Services
Needed

Travel Time Minutes
——————— Minutes
Documentation Time Minutes

Set Some
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d. This brings up the Group Service Staff Pop Up. Select the staff member(s) you want to
add and click OK.

Group Service Staff Pop Up (2 x|
o

-

Staff, Access

Staff, Billing -

Staff, Clerical

Staff, Compliance
- Staff, Nurse

Staff, Psychiatrist

Staff, Test

Stephan, Khristy

Sullivan, Kevin

Tes, Miru

Test, Abhi

Test, Aishu

Test, COK

Tast Tarlk
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4. On the middle left side of the screen, you'll see the list of clients enrolled in this group.
Make edits to this list to confirm the group roster.

a. Toremove a client from the roster, click the Delete Service icon. DO NOT do this
if they are simply a no- show. Only do this to remove them from this service’s
roster entirely.

b. To add a client who has already been enrolled in this group, click the Plus icon.

Group Service Detail SO Oo0?2itTD x
Service Note
Gy Staff
Group - Process Group Gronp Gominant Staff Name Unit Type Start End
Date 02/01/2023 (B~ % Clinician, Ro.. 60 Minutes  2:00 PM 3:00 PM

Location  Community Mental Health ( v )( Supervisor, C.. 60 Minutes 2:00 PM 3:00 PM

Specific Location
Status Scheduled

Evidence Based Practices

Clients Show Clients With Frrors ,) ':F |

rvice Information Custom Fields Billing Diagnosis Warnings and Errors

" X Asano, Jason B YO i

Bravo, Johnn > i i
. v il il Procedure Group Psychotherapy (Other Thanof a1 v | JEEIEATR
Shilders, Cindy =]

fowers, Light | VA Start 2:00 PM E:i © 60.00 | Minutes

ime
>< Test, Patient Tyoo0oBmX /Qz Status Scheduled '
X Tommy, Max *mg O i Cancal Reason Set All
x White, Walter & YU i W Q Program Outpatient MH Adult Set All
X Williams, Kyle LV Clinician Clinician, Robert

v
v
Attending A st Al
Mede OFf Delivery bl Set All
Billable SetAll
Transportation Service No ~ Set All
Interpreter Services
Neaded sl
Travel Time Minutes Set All
——————— Minutes Set All
Documentation Time Minutes Set All
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c. This will open up the Group Service Client Popup, which will list any additional
clients that are enrolled in this group. Select the client and then click Select to
add them to this service.

Group Service Client Popup e E

Group Service Clients

Clients in Process Group

MNanme

dat

fs]
1]
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d. To add a client whois enrolled in this program but not yet enrolled in this group, click
the List icon.

Clients | Show Clients With Errors

I )( F Asano, Jason E 9&" :
X F Bravo, Johnny < F
B

X P Childers, Cindy
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e. This will open up the Group Service Client Popup, which will list any clients that
are enrolled in this program but are not yet enrolled in this group. Select the
client(s) you want to add and click Select to add them to this service.

Group Service Client Popup (2 ) x |

Group Service Clients

Clients that are enrolled in the program

MName
Adair, Alice (11600
Another, Test (1209)
Arambula, Maximo (1247)
Asano, Hiro (1111)
Asano, Kaito (1108)
Baizey, Test (1153)
Baizey2, Testl (1204}
Banks, Tara (1078)
Barajas, Fabiola (1235}
Barnes, Kim {1093)
Barrington, Rosemary (1265) -

B scicct [l cancel B
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f. Toadd a client from another program, click on the Magnifying Glass icon.

Clients Show Clients With Errors II:II ':?
I Asano, Jason ; i

X . = = ©
X ™ Bravo, Johnny T 1w ;
< ™ Childers, Cindy =)

}( P Powers, Light - i 0 -
> P Test, Patient e gY 1=
X W Tommy, Max rE B U 1
X ™ White, Walter e 9 1 m O
> W williams, Kyle L,
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g. This will bring up the client search function. Search for the client you want to add
and click Select & Close. If you want to add more than 1 client, you can simply
click Select and then search for the next client you want to add.

Client Search ) k3
Clear
Name Search Include Client Contacts Only Include Active Clients (Checking will not allow option to create new Client)
Broad Search Type of Client Individual Organization
Last Name Training First Name Program hd |

Other Search Strategies

8-
g

Records Found

\ 1D Master ID Client Name A Chosen Name SSN/EIN DOB Status City Primary Clinician
° 1138 1138 Train, Test 3693 12/01/19... Active MNew York... Tg, Sahana
1239 1239 Training, Manual 9999 06/07/20... Active
1268 1268 Training, Manuel 3545 09/01/20... Active

[ St G
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5. Once you have your group roster set up, move to the service information section. The
first client will be highlighted. As you make changes, this will update this particular
client. This is where you mark whether clients who were a no-show for the group, or
who canceled.

a. If you want to set this information for all of the clients, click the “Set All” button.
You can do this for each item in the service information section.
b. If you want to set this information for more than one client, but not all of

them, click the “Set Some” button.

- - o L - i
Group Service Detail S50 00?2 i00EEN x
Service Note
Group Staff Add Staff...
Group Process Group Group Comment Staff Name Unit Type Start End
Date 02/01/2023 |8~ &F % Clinician, Ro.. 60 Minutes  2:00 PM 3:00 PM

t i i il ) - PM 00 PM
Location  Community Mental Health ( v Specific Location )( Supervisor, C.. 60 Minutes 2:00 PN 3:00PM

Status  Scheduled

Evidence Based Practices v

Clients Show Clients With Errors ,-) E‘} :

Asano, Jason ’&y} BEY=xO i

rvice Information Custom Fields Billing Diagnosis Warnings and Errors

X Sl
}( i i Procedure Group Psychotherapy (Other Thanof at v
x Childers, Cindy B EE

X Powers, Light mivOT Start 2:00 PM Fgce 60.00 | Minutes
)( Test, Patient YOO0BXE /Q; Status Scheduled = [ 1

x Tommy, Max Pmu@ O i Cancel Reason i

X White, Walter e Y i mo Program Outpatient MH Adult i

x Williams, Kyle )] Clinician Clinician, Robert v

Attending bl Set All
Mode Of Delivery bl Set All
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c. This will bring up the Set Some pop-up window. Select the clients you want to
include in this change (e.g. all the clients who you want to mark as “show”). Then

click Set.
Set Some
All Client Name Current Value

- Asano, Jason Show (71)
Bravo, Johnny Show (71)

Childers, Cindy Show (71)

Powers, Light Show (71)

Test, Patient Show (71)
Tommy, Masx Show (71)

White, Walter Show (71)

Williams, Kyle Show (71)
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6. Once you’ve completed the service information, navigate to the Note tab.
7. Enter the group note summary.
a. Click the Update My Client Notes button. This will be pushed to all of the group

member’s notes.

Group Service Detail 506 AO0i%@D X

Sign My Notes QGRS Al FAudd Co-Signer

Update My Client Notes :

£

Template  Clirmtian, Aobart

Total Humber in Gréup

List non-client group membent

Group Summary
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8. Navigate to the Client Note tab.
9. Onthe left side of the screen, select the client you’re writing the note for.

a. You can click on the checkbox “Only Show clients where | am the Note Author” to

limit the clients on the list.
10.0n the right side of the screen, enter the individual client’s note for this group service.

Group Service Detail

508 A0 i%d0DEEx

Service Note

Sign My Notes RSSO I e Add Co-Signer

Only show netes with Validation Errors

Group Note | Client Note |
— - ——

Sﬁ Only Show clia—nts where [ am_the Note Author |
S— BRI Hide Clients
lAsano,Jason F |

Note Treatment Plan Goals Addressed Co-Signers

General

Perinatal deprassion

Powers, Light Primary degenerative dementia of the Alzheimer type, presenile onset, with depression (disorder)

Test, Patient Severe food insecurity on U.5. household feod security survey module

Tommy, Max Severe food insecurity on U.S. household food security survey module

= Severe food insecurity on United States household food security survey module
White, Walter A i
Unhealthy alcohol drinking behavior

2222221

Williams, Kyle

| Information

Describe current service(s), how the service addressed the beneficiary's behavioral health need (e.g., symptom, condition, diagnosis, and/or risk factors).
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11.Add problems to the problem list as necessary. See Problem List for more
information. After adding any problems, make sure to click Save.

Group Service Detail SOl AD i
Service Note
Group Note _ Client Note Co-Signer(s)... v

Only Show clients where I am the Note Author Only show notes with Validation Errors

II Asano, Jason P
Note Treatment Plan Goals Addressed Co-Signers

Brawvo, Johnny F

Childers, Cindy o | sl |

Rowers:Light 5 Problem Details

Test, Patient P

Tommy, Max - * e

White, Walter o Code |Search © Description Search Q;: gy
Williams, Kyle L o

4 Start Date: 01/21/2023 [~ End Date: v Program Outpatient MH Adult-11/10) v

Problem List

SNOMED Description SNOMED CT Code ICD 10 Code Start Date End Date Program
>< [: ] Subchronic schizophrenia with ... 111482003 F20.3 11/18/2022 Access Unit
)( o Perinatal depression 10211000132109 F32.9 11/18/2022 Access Unit
)( [ ] Primary degenerative dementia... 10532003 F32.9 11/18/2022 Qutpatient MH Adult
X [: ] Severe food insecurity on U.S. h... 470951000124105 Z5%9.41 11/18/2022 Access Unit
x o Severe food insecurity on U.S. h... 470951000124105 Z59.41 11/1872022 Access Unit
>< o Severe food insecurity on Unite... 470951000124105 Z759.41 11/18/2022 Access Unit
x o Unhealthy alcohol drinking beh...  1093988100011... F10.10 12/21/2022 Access Unit
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12.Select problems that were addressed in today’s session. If you’ve added any problems
to the problem list during this note writing, click Refresh to update this list.

Group Service Detail HNOSE AOiNTD :

Service Note
Sign My Notes QEeGESTEGENE N ~ Add Co-Signer

Group Note Client Note

Only Show clients where I am the Note Author Only show notes with Validation Errors

Hide Clients

Asano, Jason P
|} Note Treatment Plan Goals Addressed Co-Signers

Bravo, Johnny

General

Childers, Cind:
Y x - Devere 1004 INSeCUrity on Unite...  4/UYDLUUULL41UY £59.41 11)16f2ULL Access unit =

Powers, Light
= [ ] Unhealthy alcohol drinking beh... 1093988§100011.. F10.10 12/21/2022 Access Unit
Test, Patient

Tommy, Max

White, Walter

gL e e B e B Sy

Williams, Kyle ‘ i i i
| Problems addressed during this session

Subchronic schizophrenia with acute exacerbations (disorder)
Perinatal depression

Primary degenerative dementia of the Alzheimer type, presenils onsst, with depression (disorder)

Severe food insecurity on U.S. household food security survey module
Severe food insecurity on U.S. household food security survey module
Severe food insecurity on United States household food security survey module

Unhealthy alcohol drinking behavior
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13.To add Co-Signers as necessary, navigate to the Co-Signers tab.
a. Select the staff from the dropdown menu. This will add them to the list of people
who will be asked to co- sign the note.
14.0nce you’re finished with all of your notes, click “Sign My Notes.”

Group Service Detail 506 ADi2TD x

Service Note

| Sign My Notes | .Drswgner(s}_. A4l Add Co-Signer
Only Show clients where [ am the Note Author Only show notes with Validation Errors

Hide Clients

Group Note Client Note

White, Walter X Clinician, SUD g™

Asano, Jason L o Jr—
. Note Treatment Plan Goals Addressed | Co-Signers B |
Bravo, Johnny F i —
Childers, Cindy o Co-Signer s
Pawers, Light P :& }M‘
Test, Patient P RE’G"E'MSJD 3%/
. )
Tommy, Max Clinician, Robert ;,;.;f'

Williams, Kyle
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