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Welcome to the Alabama Substance
Abuse Information System (ASAIS).

The ASAIS application only works
using Internet Explorer. Your PC
may need to be configured by your IT
department to allow ASAIS and all its
functionality to work properly.

The ASAIS application knows who you
are based upon your assigned User ID.
What you can see and do in ASAIS is
determined by a pre-determined
security level: your view of ASAIS
screens may differ from those shown in
this manual.

Any issues that you encounter during
your use of ASAIS should be reported to
your group’s system administrator or IT
department.

S

Alabama y |

Department of Mental Health

Alabama Live Version: 7.3.1.0.12047

User ID

Password
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Pop-Up Blockers

these.

The ASAIS application uses pop-up windows to present information to users. It is important to set up your Internet Explorer to allow

1. Go to the Tools menu in Internet
Explorer

2. Mouse over “Pop-up Blocker”

3. Select “Pop-up Blocker Settings”

€ Login - Windows Internet Explorer u[i]

T
Q L= |g, https: f}alabama.harmonyis . biz/ Alabamalive/Pages/Login. aspx fec=5 [V] % | * [ X L~
Clinks @ SignintaTEDS *fiGoogle @ | ASAIS TH MetSuite Login € | Interchangs Froduction Site 8 | ASAIS 6.1 Training @ | ASALS Acceptance @ | ASALS Test >
.. — . »
W *‘{% |@Login | | ff}j - B = "'—T}Pagev ic¥ N
Delete Brawsing History... [Ten]
Turn OFf Pop-up Blocker Fop-up Blocker 3
Pop-up Blocker Settings Phishing Filter 3
Manage Add-ons 3
ok OFfling
‘windows Update
Full Screen F11
Meru Bar
Toolbars 3

windows Messenger
Create Mobile Favorite, .

Alabama °

Department of Mental Health

Alabama Live Version: 7.3.1.0.12047
User ID
Password
] v
Done [ 7 Trusted sites w100 v
m o e | 3] asalsProvider Trgte, . @g@ 234 AM

Use or disclosure of information contained on this page is restricted to use only State of Alabama Department of Mental Health Employees and Contractors.
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4. In the Address of Web site to allow Pop-up Blocker Settings X
field, type alabama.harmonyis.biz Excepions
Pop-ups are curently blocked. You can allow pop-ups from specific
a Web sites by adding the site to the list below.
5. Click the Add button. Address of Web se o slow:
alabama harmonyis biz
6. Click the Close button. Hloned ses

www SHnteractive.com
www bobandtom .com
www foe.com

www healthsquare com

www jackassery.com

www susannamagical com
Zone.msn.com
zonercd.msn-nt.com
zonercd.msn-ppe.com

Notifications and Filter Level

Play a sound when & pop-up is blocked.

Show Information Bar when a pop-up is blocked
Fiter Level:

Medium: Block most automatic pop-ups w

Close

Pop-up Blocker FAQ

If you use any other type of pop-up blocker (Yahoo, Google, etc.), follow their instructions to permit the alabama.harmonyis.biz site to use
pop-up windows.

Use or disclosure of information contained on this page is restricted to use only State of Alabama Department of Mental Health Employees and Contractors.
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Signing In To ASAIS — For Training

CAUTION AutoComplete
The first time you log in to ASAIS, you may receive the following message:

It is important that you respond “No” to this message. Otherwise, it is
possible that an unauthorized person could access ASAIS and view confidential

[] Dont offer to remember any more passwonds

Do you want Windows to remember this password, so that you
\__- dont have to type it again the next time you visit this page?

information by simply guessing your User ID. [ v [ Mo |

1. Open your Internet Explorer https://demo.harmonyis.biz/AlabamaTraining/

2. Type the address to the right to
navigate to ASAIS. (This is the URL for

Training purposes.)

3. Sign on with Username and Password
that your trainer has provided to you.
(password is same as username).

(Passwords are case sensitive, User '
rmenees Alabama

4. Click on the Login button (or press
Enter).

5. Press F11 on keyboard to clear Department of Mental Health

Explorer menus

Alabama Version: 6.1.0.0.56380
Training 6.1

User ID

Password

Use or disclosure of information contained on this page is restricted to use only State of Alabama Department of Mental Health Employees and Contractors.
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Signing In To ASAIS - in the Live (Production) Environment

— CAUTION AutoComplete
. 1 Th_e first time you log in to ASAIS, you may receive the following message: 0 Doyou wart Windowsto remenber i password, otht you
It is important that you respond “No” to this message. Otherwise, it is &/ donthavetotype it again the next time you visi this page?
possible that an unauthorized person could access ASAIS and view confidential [ Dont offer to remember any more passwords
information by simply guessing your User ID. e
1. Open your Internet Explorer https://alabama.harmonyis.biz/AlabamalLive

2. Type the address to the right to
navigate to ASAIS. (This is the URL for

LIVE.)

3. Sign on with Username and Password __
that has been sent to you from a )
System Administrator for ASAIS. A 1 a b ama )

(Passwords are case sensitive, User
ID’s are not.) You must complete
training and a user account request

form in order to receive the log on Dep artment of Mental Health
information.

4. Click on the Login button (or press
Enter)_ Alabama Live  Version: 7.3.1.0.12047
5. ASAIS may force you to change your yser1o
password at this point. Instructions Pozeword
on what needs to be in a password are
in the information from the System
Administrator.

Use or disclosure of information contained on this page is restricted to use only State of Alabama Department of Mental Health Employees and Contractors.
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Changing Your Password

1. Click on the Change Your Password
link.

2. Enter your User Name (User ID), Old
Password, and New Password.

3. Click on the Update Password button.
ASAIS will tell you that your password
has been changed.

Click OK.

Sign in with your new password.

Department of Mental Health

Client Image

Alabama Live Version: 7.2.1.0.12047

User ID |
0Old Password
New Password

Confirm New
Password

| update Passwo rd__|[ cancel

Note: Each ASAIS user must have his or her own logon (user name and password). The system tracks who

enters/edits information. Be sure that you are logged on as yourself and not using someone else’s user name. Ifyour
agency needs more users, please contact the Substance Abuse Services Division to set this up.

Use or disclosure of information contained on this page is restricted to use only State of Alabama Department of Mental Health Employees and Contractors.
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Navigating the My ASAIS Page

Harmony v7.3.1.0
Change Role

o B harmany. My ASAIS

e Welcome, Aletheia House Assessment 2/3/2010 9:45 AM
| = | Fil= - Print
Quick Search |(jen13 | |vaider5 | |TBS|=S
| Parti:ipating El Notes E Facility Management =l My Claims
- 2 Complete 7 Facilities Bulk Void and Replace
Clients b =l Ticklers @ My Claims
Last Name b 4201 Ticklers Add a New Claim
Advanced Search = My Files
Download
HaPI Upload

| Clients Upload

= My Management
54 Wait List

| Screenings

Event Ticklers

| Providers |

| Reports

| Sign Out |

Use or disclosure of information contained on this page is restricted to use only State of Alabama Department of Mental Health Employees and Contractors.
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The Main Menu screen in ASAIS is called My ASAIS. The My ASAIS screen presents links to all-important elements of your personal
ASAIS usage. The My ASAIS link located at the top of the left-hand menu is always available, allowing you to quickly return to the My
ASALIS screen. Your screen may look slightly different depending on your access level.

1. Role Displays the role under which you are currently viewing ASAIS.

2. My ASAIS Clicking on My ASAIS at any time will bring you back to this page. Clicking on My ASAIS will also
refresh the data listed on the page.

3. Search Use the Quick Search to find Clients or Claims.

¢ You can search for clients by ASAIS ID, Last Name, SSN, DOB, or Medicaid ID.

e Screenings can be searched for by Agency or Consumer Name (Last Name, First Name).

e ASAIS will return a list of all possible matches. Open the desired record by clicking on it in the list. If
there is only one match, ASAIS will take you directly to that record.

e You may also enter just the first few letters of a Client.

e Use Advanced Search to find clients with a more common name. Use the filter to enter Last Name,
First Name or other additional fields to narrow down the selection.

4. ASAIS Menu Bar

The ASAIS Menu Bar contains various tools that allow you to perform many tasks, such as adding new
records, editing records, or printing a Report. The tools that are available depend upon which page the user
is currently viewing.

5. Chapters Chapters are links to different areas of ASAIS. The Chapters that a User may see and access are
dependent upon their assigned security level.

6. Clients The Clients section in My ASAIS provides quick links to information concerning clients and tasks
assigned to the User. Each section has sub-sections.

7. Tasks The Tasks section provides quick links to tasks and reports. The sections are described below:

e My Management

My Management provides access to the following information:

Use or disclosure of information contained on this page is restricted to use only State of Alabama Department of Mental Health Employees and Contractors.
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e SA Wait List — used to review and act on clients assigned to the SA Wait List

¢ Event Ticklers — displays a list, by client, of all incomplete ticklers

e My Claims You may have access to My Claims if your role requires it.
¢ Bulk Void and Replace — Allows a user in SA Finance role to void and replace claims in bulk
e My Claims — opens a batch entry claims screen
e Add a New Claim - opens an add new claims screen
e My Files You may have access to My Files if your role requires it. My Files provides links to file import and export

tools:

e HaPI Upload — Link to upload clinical EDI files

¢ Upload — Link to upload 837 claim files

e Download — Link to download 997 and 835 response files

8. Providers

The Providers section gives you easy access to Facility Management. Clicking on this will show all
facilities and their current capacity and enrollment levels.

Signing Out

Sign Out

You may log out at any time by selecting Sign Out. It is important that you use the Sign Out link versus
the Internet Explorer controls to ensure that information is properly saved before exiting.

Use or disclosure of information contained on this page is restricted to use only State of Alabama Department of Mental Health Employees and Contractors.
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List View Screens

In various areas of ASAIS, records may
appear on a List View screen. The List
View screens limit the number of records

— This button will call the list view containing the first record.

returned at one time. — This button will call the previous list view.

List View screens allow a user to quickly —

If the desired record does not appear on

the initial list view, users can click on one — This button will call the list view containing the last record.

of the following buttons to scroll through
the records:

Users can also modify the number of records returned in the list view by entering the desired number in the “Retrieve [ ] records at a
time” field and clicking on one of the record search buttons (i.e., First, Previous, Next, Last).

Tip
By clicking the column header (green header) in a list view, you can sort the records in ascending order. By clicking the column header
a second time, you can sort the records in descending order.
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Search Filters

Several List View screens allow users to Demographics | OpenClose | Referrals | Auths | Requests | Enrc
search using multiple filters of their
choosing. Filter _

|E| Open Date || Greater Than + j AND | »
Users can add additional filters by x| Disposition v || et Equal To v || Closed v
selecting the desired parameter from the Open Date ‘D
bottom dropdown list and then clicking on '

Reset

the Add button.

Each of these filters allow the user to select from the following comparison search criteria:

e Equal To
e Begins With
e Ends With

e Not Equal To
e Greater Than
e Less Than

In addition, users can search on these filters using Boolean logic (AND or OR).

To remove a filter, click the E| to the left of the filter criteria.

Use or disclosure of information contained on this page is restricted to use only State of Alabama Department of Mental Health Employees and Contractors.

Page 15



State of Alabama

Miscellaneous ASAIS Features

Wherever a date field appears in ASAIS, users have 2 options:

1. Click on the text box and enter the Open Date
date (simply type the numbers — |1/7/2007 —
mmddyyyy - ASAIS will format the
date with /’s) You must use all 4 digits
to enter a year.

O_I{ EmlJanuawvHZI}l}?vl
Mon Twe Wed Thu Fri Sat Sun
2. Click on the calendar icon. Use the ] i 2z 3 a4 s &
arrows to navigate through the ] g 9 10 11 12 13 14
calendar. Then click on the desired | 15 16 17 18 15 20 21
date to select it. (The current date is 22 23 24 25 26 27 Z&
always highlighted in red.) {29 30 31

Today is Sat, 27 Jan 2007

Use or disclosure of information contained on this page is restricted to use only State of Alabama Department of Mental Health Employees and Contractors.
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Workflow Wizards

Throughout ASAIS, Workflow Wizards (WFW’s) are initiated by specific events to guide you through the tasks required at that time.
Specific actions, screens (e.g., Enrollments, Diagnosis, etc.), and assessments (data collection forms like SA Profile) may be presented to

you for completion.

Users can open a task in the list by
clicking on its link or by using the fly-out
menu.

Once a task is completed, it is struck off
the list.

If the items are not completed at that
time, Ticklers are created to remind users
that the tasks remain outstanding.

[\

Review Existing
Enrollments

Add Initial
Enroliment with
ilit

Cpen

Add Diagnosis Record

Cancel

Review Client's
Demographics Record

A

Prer* W
Facility Evs

Capacity

Facility Disposition ~

Facility Status v

Disposition * Open w

Primary Worker * SUDS, Legacy w

Enrcll Date 12/4/2008 H

Comments

Use or disclosure of information contained on this page is restricted to use only State of Alabama Department of Mental Health Employees and Contractors.
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Ticklers can be accessed in the following
locations:

My ASAIS page

[Clients

| [Providers

| [Tasks

= Notes
2 Complete

=l Facility Management
7 Facilities

=l My Claims
Bulk Woid and Replace
My Claims
Add a Mew Claim
= My Files
Download
HaPI Upload
Upload
= My Management
SA Wait List

e Clients>Ticklers —

Clicking on the link...

Change Role
34 Clinical

My ASAIS

| Welcome, C.A.P.
Assessment

| Reports

| Sign Out

Quick Search File - Print
Parti:ipating |(ien|s |||:l iders ||'I'asks
Clients w [ Notes = Facility Managemeant = My
5 Complete 7 Facilities
Last Name hd
i ding
Advanced Search
oo ekfers = My
. =l Episcde List
| Clients |
9 Cpen
| Providers |
| Screenings |
| Bl My
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...opens a list of the worker’s
pending or overdue ticklers.

The Filter works like all other filters in
the ASAIS and may be used to narrow
down the list of ticklers by:

e Status

¢ Tickler Name

e Date created

e Last Name (used in the

example)
e First Name
e Date Due

e Date Completed
This feature allows flexibility for the
user and the ability to focus on the
most critical ticklers.

Ticklers

Welcome, C.A.P. Assessment 12/4/2008 12:27 PM

le - Spell check - Brint - Clase Ticklers

1
N Filter
Status + || Equal To || New w AND W
|E| Last Name || Begins With | [|test AND (W
Status e
Apply Alert Days Before Due
I Tickler Name Date Created Date Completed @-
Testhh, Sidney Add or Update SA Client Profile 09/22/2008 09/22/2008 New 4
Testhh, Brenda Update SA Client Profile 09/24/2008 09/24/2008 New L3
Testhh, Sidney  Review Existing Enrcllments 12/02/2008 12/02/2008 New 4

‘ | Retrisve |15 |Records at a time I:l l:l

Tasks>My Management>Event
Ticklers - provides a list of
incomplete tasks or ticklers by client;
clicking on a client’s name open a list
of their ticklers; each task can then be
reviewed or acted upon by clicking
upon its link. This is especially useful
for supervisors.

Ticklers Due

Welcome, Hilary Mitchel My Ticklers

File - Close Ticklers Due

Filter

[Search] [Reset

Caldwell, Cassandra

London, Kendra

Mitchel, Hilary 28

2 2 ’ Retrieve [15 |Records at a time [fext = | |
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e C(Client’s record>Ticklers —

Click on the Ticklers link in the client’s
record,

Sidney Testhh

File - Spell check - Add Enrcllments

View Inguiries

- Print

Last Mame Testhh
First Name Sidney
ASAIS ID 274435
Middle Name
Demographics Episode Enrollments

Flacements Diagnosis Notes

Filter
|E| Enroll Date # || Greater Than | 1/1/2000

v [ add]

Provider

Medications

Status
Medicaid ID
S5N

Profiles and Discharge Summaris

FPayers Eligibility

HAND w

and you will get a list of ticklers just
for this client.

le - Spell check - - Print - Close Ticklers

Filter

|E| Status

Due Date

* || Equal To
v
Apply Alert Days Before Due

¥ || New

W || AND |w

Thcsanedto oo pate  [roview ————— Joraus |
Assessment, C.AP. 09/22/2008 Add or Update SA Client Profile
12/02/2008

Mew L4
Assessment, C.A.P.

Review Existing Enrcllments New 4

| Retrieva 15 |Records =t = time [z [azti]

Ticklers

12/4/2008 12:25 PM
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° ~
To re-open a wizard:
Events
1. Goto the event that prompted it .
Enrollments tab then the Events e ce e
Filtsr
button on the left) and open the Froars
record. < =
I S T
Enrollment Re-determination 57102 4/3/2007 2:28:30 PM Vilamaa, Kris
3 3 Enrollment Re-determination 57102 4/3/2007 2:29:08 PM Vilamaa, Kris
2. Click on the + sign to the left of the e
] ] 11 /3/2007 2:25:36 PM Vilamaa, Kris
event to view the lnleldual tasks. Living at Home Waiver Re-Detarmination 57102 4,
I_Ml
o Completed
Cl- k-n nan -t m -11 I n th ;::’rl‘eugraarﬁngf::td Contacts ;fg/szg?w 04/03/2007 | AnyoneCanCancel | New ;::maa
3' lc 1 g O a 1 e w1 e Ope e Update Eligibility Assessment ;{25227‘”,‘ 04/03/2007 | AnyoneCanCancel | New ;‘rl‘:m“' 3
WEFW with the outstanding tasks. B A VSO Do A 7 e \
Habilitation 2:29:36 PM N Kris
Create New Plan of Care ;{gﬁg?w 04/03/2007 | AnyeneCanCancel | New ;‘rl‘:m“' 3
D L 3 0T | 04/03/2007 AnyoneCanCancel [Mew | Hunt, Kent »
Eligibility Report ;{‘gf:g’w 04/03/2007 | AnyensCanCancel | Hew ;‘r':mﬁ' 3
ICF/MR LOC Report ‘;-fi;?gg’DM 04/02/2007 | AnyoneCanCancel | New x‘r';m“' »
v
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The ASAIS Provider workflow includes screenings, client profiles, enrollments, waiting list and discharge summaries. The
following describes the workflow and related processes. There is a graphic workflow as well as decision tree questions to clarify
the processes. Definitions for all disposition options are listed as well as a description of the Facility Management tab under
Providers. There is additional information on the SA Wait List functions in a later section of this manual.

If you are submitting data for Screenings, Client Profile and Discharges via HaPi (EDI) from your agency’s information system,
please follow the same parameters for when data needs to be captured and submitted. SA Wait List and Enrollment/Facility
management may not be performed via EDI.

e ASAIS Flowchart

e Screenings

e C(lient Profiles & Diagnosis

e Dispositions

e SA Wait List

e Enrollments

e Internal Facility Management
e Discharge Summary

e Decision Tree

Use or disclosure of information contained on this page is restricted to use only State of Alabama Department of Mental Health Employees and Contractors.
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Substance Abuse Work Flow

The following workflow shows the various options for the enrollment process including the waiting list.

SA Work Flow — Screening & Assessment
Screening Needed Screening NOT needed (done previously)
2 1. 5 3. 4.
c Client presents to . i Client known to you, previously| | Client presents as referral from
) Client presents to . . .
o Assessment . been in service, has ASAIS ID,| | Assessment Provider (already
S . Non-Contract Provider . .
] Provider Episode is not closed. screened by them)
I I I (detail on next page)
= v Y
£
a Submit Client Profile Update Client Profile, as needed
?
%]
<
c v v \ 4 4
o 4,
= L 2. 3. No Service —
3 Referral Waiting List Enroll in LOC/ .
o : : assessed as not in
by (external) (internal) Program (internal) :
& need of any service
|
5
5 E y
o g a. b.
= '-i Waiting List Enroll in Facility/LOC
T =2
==
Q
©
L

5/16/08 rev.
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Screenings: (when, who)

Screenings should be submitted the first time a client presents for service. A Screening captures identifying information so that
SASD can establish the client in ASAIS, assign an ASAIS unique ID number and/or create an enrollment to create a relationship
to the screening provider. Screening includes a brief screening tool of 6 questions (one for adults and one for clients under 18).
The screening tool is capturing information at a point in time. It is not dictating any clinical recommendation/approval or denial
of service. If a screening has already been done by another provider (you already have an ASAIS ID number), you do not need to
do another one.

1. If thisis a client already known to you, returning to service, already has an ASAIS ID and has an open ASAIS episode —
you should NOT do another screening.

2. If the client is coming to you as a referral from another DMH contract provider, you should NOT do a screening as the
Assessment provider has already done one and should refer the client to you in the system.

3. If you are attempting to update demographic information (Name, DOB or SSN), you should NOT do a screening.
Decision Process for Screening — questions to ask/consider when a client presents for service
1. Is this client known to your agency?
a. Ifyes, no screening is required. You have the ASAIS ID # and access to the client’s record.
b. If no, a screening may be required. Go to question c.
c. Did the client come as a referral from another contract provider?

i. Ifyes, then the screening and profile should already be done. When you accept the referral and open the
client to your program, you will have access to the client’s record. If you don’t have a referral record in
ASAIS, please contact the referring provider.

ii. If no, then a screening is necessary to get the ASAIS ID #, open the client in ASAIS and/or get access to their
record. Submit a screening for this client.

Use or disclosure of information contained on this page is restricted to use only State of Alabama Department of Mental Health Employees and Contractors.
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SA Client Profile: (when to do it, assessments — update *, intake *)

1.

A SA client profile needs to be submitted when you are the provider performing the assessment or if the client was
assessed at a non-contract provider (who would not have had access to ASAIS and would not have done the profile).

Diagnosis —In ASAIS, the diagnosis MUST be entered via the Diagnosis tab in the client’s record
and the status must be set to Complete. Every SA client (for whom you are going to bill for SA
services) must have at least one SA diagnosis under Axis I under the Diagnosis Detail in their
ASAIS record. Diagnosis is tied to claims entry via the client’s record.

2. Any time that you do an Assessment or an Assessment Update (for which you are billing DMH), you need to complete a

SA Client Profile. ASAIS provides a Copy from Previous or Duplicate Assessment function so that once an original
Profile is entered, you may copy that document using one of these two functions, and make any changes in the data.
Save and close the assessment. Be sure that the Status is set to Complete. This will create a new SA Profile with
updated information and keep the original as well.

If you are the receiving (client was referred to you via the waiting list) provider, you will need to save a complete profile

to be able to bill for the client. You may be able to use Copy from Previous, otherwise, submit the information as if
new.

Disposition: (definitions below)
Once you have done an assessment or received a referral, you will make a determination of if and where to enroll this client.

1.

2.

Refer to an external agency (another contract provider who provides the needed level of care (LOC).
Place the client on one or more of your own waiting lists in anticipation of an opening.
Enroll (open) the client to the needed level of care (facility) at your own agency.

Determine that no service is needed at this time — no further data or documentation is required.
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SA Wait List:

Please see the separate section on the SA Wait List for referrals to, accepting a client onto, denying a client to or
enrolling a client from the Wait List. (begins on page 73)

Enrollments:

1. SASD (during the screening process) will have established an Enrollment record for the assessment information with the
disposition of “Assessment”.

2. If you are enrolling the client into one of your programs (facility/level of care) you will update the existing Enrollment
record so that there will be just one enrollment record for this client for your organization. The previously created
enrollment record for the Assessment will be changed to a disposition of Open and a facility/LOC record will be added.

a. The “open” record covers all facility enrollments until they are discharged from the provider. The system will not
allow you to have multiple enrollment records for the same provider in the same timeframe.

b. You can have two open facility records at once (e.g., methadone and IOP) or any other allowable combination.

c. You may have multiple facility (LOC) records for a client over time as they transfer from one LOC to another within
your organization. Usually, only one Facility record will have a disposition of “Open” unless the situation in b above
is present.

3. Enrollments at the Agency level should only have one of four dispositions:
a. Assessment — an assessment was performed, but not further services were provided at this agency
b. Open — additional services are being provided (including interim services while waiting)
c. Waiting List — client is receiving no services and only on your waiting list
d. Discharged — client is no longer in service with the agency

NOTE: The dispositions of “Referred”, “Not Accepted” and “Transferred” should not be used at the agency level.
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4. Under the Agency Enrollment record, there is Facility Enrollment. These are the levels of care (LOC) that you provide and
where you provide them. You can manage a client’s disposition and facility enrollment via the Provider/Facility
Management tab. A client must be enrolled in a facility to receive any service other than an Assessment (including an
assessment update). If the client only has an Assessment record in Enrollments, claims for other services will be
automatically denied by the system. As you manage the wait lists for your facilities, facility enrollments will be created.
For clients not on a wait list who are directly enrolled into a provider and facility, you must add the facility enrollment
manually.

5. Facility Enrollment Dispositions: (definitions)
a. Referred — this client has been referred to this facility waiting list
b. Waiting List — this client has been accepted onto this facility waiting list
c. Not Accepted — this client was referred but not accepted onto this facility wait list
d. No Contact — this client was on the waiting list, but could no longer be contacted for service
e. Open — this client has been opened (enrolled) to this facility program/level of care
f. Transferred — this client has been transferred from one program/facility to another one in the same provider

g. Cancelled — this is not a selection to the user but is the value that shows once the client who had been referred to
this facility’s waiting list has been accepted (opened/enrolled) into another provider’s program/facility.

h. Closed — What displays when you discharge the client from the agency.

Facility Management Within Your Agency: (tab in Providers Chapter)

If you click on the Provider chapter button and then the Facility Management tab, you can view, filter, and sort all clients under
all Disposition categories in all of your facilities. You should manage referrals in from this grid. You should not complete
discharges from this grid. The grid provides an overview of who, how many, what disposition in all facilities.

1. Transfers — if a client is moved from one of your facilities to another due to change in level of care needed or change in
location (if you have two facilities that offer the same level of care), the facility enrollment record should reflect the
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“transfer”. Using the existing facility record, change the disposition of “Open” to “Transferred”. Save the record. Then, in
the client record, go to the Enrollments tab, click on the Open enrollment and Add Facility Enrollment to create the
“Open” record for the new facility/LOC to which the client has been transferred. Save this record.

Discharge Summary:
1. A Discharge Summary is required before the Provider enrollment (beyond assessment) has a disposition changed to
discharged (not transferred). Go to the “Profiles and Discharge Summaries” tab in the client record. Click “Add a Profile
or Discharge Summary”. Fill in the form. Set status to Complete. Save the Record.

2. Then you will have a WFW item for Discharge Diagnosis. Click on this item and a blank diagnosis record will open. Select
Discharge for the disposition. Set the Status to Complete. Select the appropriate Axis !, Diagnosis ! Substance Abuse
diagnosis (at a minimum). Save the Diagnosis Detail.

3. You will then receive a Workflow Wizard (WFW) item that will prompt you to Discharge the agency enrollment. Click on
the Open agency enrollment. Change the disposition to “Discharged”. Enter a Discharge Date. Save. Close the WFW.
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Screening, Episodes and Initial Enrollments in ASAIS

1. Providers
screen clients.

2. Providers
submit screening
information to
ASAIS.

3. SASD proceses
screenings.

4. SASD adds or
updates client in
ASAIS

5. Client Episode
is opened in
ASAIS (if new or
closed).

6. Client is
enrolled in the
Provider for
Assessment.

Screenings are done in

person or on the phone —
data is collected on paper or

in provider systems, etc.

Providers have the option of

Providers submit
screening files via

./

HaPi (EDI)

L

submitting Screening data via the

Providers EDI upload (HaPi) or by direct
enter entry into ASAIS via Screenings.
Screenings gy —
directly into
ASAIS.

SASD Reviewers check for new
Screenings to process throughout
the day.

SASD reviewers process
screenings: check for
documentation (UNCOPE or
CRAFFT).

Screening
Complete?

. Screening
Screening
Disposition set to g returned to
Provider for
Deny

completion.

SASD reviewers search to
determine if this is a new client for
ASAIS - by name, DOB, SSN.

Y Y

New client?
Add to ASAIS.

In the Screenings Queue,
Providers can view screenings
that either have not yet been

needed.

submitted or have been denied
and returned and need to have
documentation completed. The
latter records will have a note

Existing client —
update data as

records will be in the Pending
Queue.

Complete or update client
demographics.

At this point, the ASAIS unique ID will be assigned
to a new client by the system. The ASAIS ID
number will be available on the Screenings Queue
(Provider/Complete) and on a report of ASAIS ID
assignment. It is also visible on each client’s record
in ASAIS. When and if the client leaves and returns
for further service, the same number will be used.

Open an ASAIS episode (if
an open one does not
exist.)

Enroll for an assessment
with assessment provider.

Enrollment to assessment worker at the assessment
provider creates a tickler for that generic assessment
worker. Ticklers serve as reminders to enter the client
profile information and then make the enrollment into a

level of care or referral to wait list for a level of care
decision.

November 15, 2007
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Submitting a New Client for Screening in the Screenings Chapter

Adding a New Screening

1. Click on the Screenings chapter

button. Snriter Queue Search
2. The Screening Queue Search screen ‘ lsshesle
Wil]' appear ET:;m Queue v|[Equal To v || sASD Review v AnD v
[X[status v | Equal To ~|[rending v
3. Click Add Screening from the File g
menu bar.
Cocoonings Do oo mme prousermumber Grecked ouey maency ater staus N
Tosme——1 | [ sion e n e
e it P RaEDEI | ey g
T e g
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The Add Screening page will appear

5. Record information regarding the
client in the appropriate fields. (Field
labels marked by a red asterisk are
required.)

6. Enter information regarding the client
in the appropriate fields. The Work
Queue will default to Provider.

7. Click “Search for Consumer” to
perform a quick search based on the
name, DOB and SSN you entered. If
there is an exact match in the system,
the ASAIS ID field will be populated.
You still must complete the rest of the
process, regardless of whether an ID is
returned or not.

8. Client Start Date field — pay close
attention to the date that you
enter here. You will not be able to
bill for services prior to the date
entered. The client’s Episode Opening
date will be set to the same date as the
one that is entered.

Welcome, Aletheia House Assessment

File - Spell Chec Ea'-re and Close Screening

Tools - -
Inguiry
Entr',' Date * |D‘2_|“D‘4.|“2“‘1“‘
Entry Time * |1|J"26 AM

Provider * |Assessment, Alethei:

Date of Entry * 02/04/2010

Screening Source

Provider Entry |w

= ar + = =
Request Type |Client Screening

Denial Reason |

Disposition *

|-D|]-en *
Waork Queus |Prn\rider
= * -
Status |Pem:||m_:|
ASAIS ID

Client Start Date" 2/4/2010 3

Last Name *

First Name *

DOoB * B
SSN *

Strest *

Streetz2

City *

State Alabama W

Zip Code *

< Search for Consumep- Print
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the screening.)

10. Click on ‘OK” in The Save was Successful message box.

9. Select Save Screening from the File menu. (DO NOT use Save and Close at this point, you will save the record but may forget to submit

Filling Out the Screening Documentation

1. After saving the record, a WFW will
open, prompting the user to complete

Add documentation

Workflow Wizard

required Documentation. For Ages 18 and

Above SA UNCOPE

hq_[, mony. Screening Documentation

2

2. The user will see two ticklers for
Screening Questions:

SA CRAFFT - Under Age
18 SA CRAFFT - Under
e 18

g ID 010 0P
b
File -

- Save Screening Documentation - - - Print - Close Screening Documentation

a. SA CRAFFT for clients less than
18 years old

SA UNCOPE for clients age 18
and above.

b.

Be sure to select the correct tickler
for the age of this client.

3. Fill out the appropriate information in
the header and then in the form (Yes or
No).

4. Cancel the tickler for the other
screening tool.

Please Select Type: |SA UNCOPE - Age 18

Screening Documentation

Document Date *  |2/4/z010 [ 9]
Doc. By * Aszsessment, Aletheia House v
Status * Pending v/

(U) In the past year, have you ever drank or used drugs more than you meant to? Or Have you spent

»
more time drinking or using than you intended to: S
(N) Have you ever neglected some of your usual responsibilites because of using alcohol or drugs: v
(C) Have you felt you wanted or needed to cut down on your drinking or drug use in the last year: |
(0) Has anyona objectad to your drinking or drug use? Or Has your family, a friend, or anyone alse ever =
told you they objected to your alcohol or drug use: S
(P) Have you ever found yourself preoccupied with wanting to use alcohol or drugs? Or Have you found v
yourself thinking a lot about drinking or using: —
(E) Have you ever used alcohol or drugs to relieve emotional discomfort, such as sadness, anger, or |

boredom:

Numb

of positive resp | | [Lcompute_ |

Two or more positive responses indicate possible abuse or dependence. Four or more positive responses
strongly indicate dependence.

5. Click on the Compute button on the
bottom of the form to compute the
potential client’s score.

e e S AN ettt L e e AT et R st 4t e e
6. Have you ever gatten ifEs trauble while vou ere using alcohal or drugs: *

5
— |

7. CRAFFT Scare:

Score of 2 or greater indicates potential of significant problem and assessment requiret
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6. Ensure that the Status is ‘Pending’. o

Screening Documentation

7. Select Save Screening Documentation
from the File menu.

2/20/2007 4:46 PM

il - S2ve Screening Decumentation -)Save and Close Screening Decumentation - Close Screening Decumentatien

Please Select Type: | SA CRAFFT - Age Less Than 18 %

Screening Documentation

Document Date *  |2/20/2007 =
Doc. By * Mitchel, Fordyce >
Status * Pending +

The following questions concern information about your potential involvement with alcohol and other drugs during the past
12 months. Carefully read each statement and answer YES or NO. Then select the appropriate box beside the question.

Bjeazdh s vigea vl Sstight - an date gty it ali-tomgi-tinei cigt-nn theurespong®® i iz sty right et _ |

8. Select Close My ASAIS from the File

menu. Fie =
9. You will be returned to the Screening Screening
Page.
Welcome, Kris Vilamaa Last Updated by Admin at 5/14/2007 5:27:04 PM
Flli— Histary - Save Screening - Save and Close Scresning - - Save and Duplicats Screening - - - - Close Screening - - Add Clients -
Submit
If you need to review the screening Sersening =
] ] ] Documentation =presentative Vilamaa, Kris v
documentation qt any time, click on ot of call 8 ——
the Documentation button under the tnauiry Source 3
Screening button on the left side of the Reuesteremet [onte Clark
Requester Type ™ |Client Screening
screen. Denizl Reason ’7
MNotes
Disposition * W
Work Queue W
Status * W
ASAIS 1D r=e | b
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10. Select Submit from the File e 1
menu.

This sends the screening to the SASD

Screening

. Welcome, Kris Vilamaa Last Updated by Admin at 4/7/2007 6:11:32 PM
ReVIGW Queue Where the SASD Central Fil= - History - Sawe Scraening - Save and Close Screening - - Save and Duplicate Screening - - - - Close Screening - - Add Client: w
Office staff can review and approve it. (You —
will notice that the Work Queue field Documenision | "7 vilamas, s J

. . Date of Call *
changes from Provider to SASD Review e hﬁ:ﬂm ]
after you click on Submit.) Racusstar tame * [iohn moore
. . Requester Type * Client Screening v

11. Click on Close Screening. Derial Reasen v
Motes
Disposition * Submitted ¥
Work Queus SASD Rewisw ~

You have now finished submitting a — —
screening to SASD. Casetic

Last Name Market
First Name George
DOB 04/02/1997 E

Understanding the Screening Work Queues and Statuses

e In Screenings, Work Queue values are 3
assigned after saving and submitting a Screening
screening.

Welcome, Kris Vilamaa Last Updated by Admin at 4/7/ 2007 6:11:32 PM

° The Value in the Status dI‘OdeWIl File - History - Save Screening - Save and Close Screening - - Save and Duplicate Screening - - - - Close Screening - - Add cw@
indicates whether the screening is still romem—— o .
in process or not. S o crcuns foazor/a007

Inquiry Source Telephone -
e The combination of the Work Queue Resussiariame * - [ighn Hoore
. N N Requaster Type * ient Screening ¥
and the Status will indicate a B cemsamme
screening’s current process status.
Disposition * Submitted %
ueus SASD Review
Ststus * Pending v,
Case No
Last Name Market
First Name George
Dos 04/0z/1997 [ v
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Reviewing the Work Queue

1. Click on the Screenings chapter
button.

2. The Screening Queue Search screen
will appear

3. Inthe Filter, select the desired
combination (see the list below).

You will want to add Date to your
search to narrow down the records
returned from the Search.

Click on the Search button.

A list of Screenings matching the
criteria will be returned.

Filter

E Work Queue w || Equal To * || Provider W || AND W
|E| Status | Egual To w || Pending w AND W
Date v

| Search || Reset || Checkout Next

Work Queue/Status Combinations

e Ifthe Work Queue is ‘Provider’ and the
Status is ‘Pending’:

The screening has not yet been submitted to the S.A. Division OR has been submitted back
to you for additional information. This screening is still in your queue and will not be seen
nor approved until you submit it to SASD.

Check this queue at least once a week to be sure no records are in
Pending status and need to be submitted to SASD.

e If the Work Queue is ‘Provider’ and the
Status is ‘Complete’:

The Division has approved the screening and sent it back to the Provider with ASAIS ID
number.

ASAIS 1D 233211
Last Name * Steward
First Name * —hris

e Ifthe Work Queue is ‘SASD Review’
and the Status is ‘Pending’:

The Provider has submitted the screening for review but it has not been processed yet by the
S.A. Division.
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Next Steps (done by SASD staff)

Connecting a Client to an Assessment Provider in ASAIS

Once a screening is submitted, SASD staff will go to Screenings and review each of the screenings that have been submitted.
Documentation and its score will be reviewed. Documentation Status will be changed to Complete.

If the screening is approved, SASD staff will change the disposition to Approved and the Status to Complete. Staff will then add the new
client to the ASAIS database and ensure that the client has an Open Episode of Care in the SA fund code. The new client will be enrolled
in your Agency (Provider) with a Disposition of Assessment and an Enrollment Type of Assessment. The case will be assigned to your
default worker, Assessment, Agency.

Withdrawing a Client

If a Provider or SASD staff decides to withdraw a screening, the Disposition of the Screening will be changed to Withdrawn and the
Status to Complete.

Denial of a Screening

If SASD decides to deny a screening, they will change the Disposition of the Screening to Denied and the Status to Pending. They will then
record a Denial Reason on the Screening page. These records usually require a response from the provider to get them approved.
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Submitting a New Client for Screening via the HaPI Upload

Adding New Screenings

1. Onthe My ASAIS page, navigate to the
HaPI Upload link under Tasks>My
Files.

2. Click on the HaPI Upload link.

Clients v

Last Name

Sign Out

Advanced Search

My ASAIS

[Clients ] [Providers

3. The ASAIS-API File upload window
will open.

4. Enter your email address in the User
Email field.

5. Inthe File Type field, select Inquiry.

User Email :
File Type :

Select File :

Kristopher.Vilamaa@mh.alabama.gov

Inquiry W
C:h\Documents and Settings\dmilleriMy E
[ upload | [ Close ]
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6. Click on the Browse button to locate Choose file [E3]
the file you wish to upload. Lookn: [ e Fles L]
Check Witll yOllI‘ System \A:tg @] Assessments
Administrator as to the standard e
location of the files on your Documerts
computer or network. ([
Desktoy
7. After browsing to the desired file, click _ ’
on the Open button. ',
My Documents
38
My Computer
<
N;t:v)orl‘: File name: | ﬂ Cpen |
II“Ih‘l-Plac:es .
Files of type: |l Files () =l Cancel

8. Back in the HaPI Upload window, click on the Upload button.
9. Click on OK in the File Submitted Successfully message window.

10. SASD staff will then review and process the screening (see page 51 for details).
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Completing Client Profile, Diagnosis and Enrollment

Once a client has been enrolled for an Assessment and the assessment has been performed, the following steps are taken:

Completing a SA Client Profile Form (Role: SA Clinical)

1. Click on the Ticklers list on the My
ASAIS page.

Check for ticklers at least once a
week, though if you have a large
volume of screenings and
assessments, you may wish to do
this more often.

Quick Search

File

-
@ Alabama Test - Microsoft Internet Explorer [:]@
© Fle Edit ‘Mew Favorites Tools  Help ;'I'

Harmony v5.8 -Flle
Change Role
Sa Clinical My ASAIS
My ASAIS ‘ Walcome, The Bridge Assessment £/23/2007 0:04 AM

clients

| [Providers

| [Tasks=.

= My Management

ElTicklers
Clients (18] @ Adtivities
Last Name b Current Active Cases
Advanced Search SA Wait List
Ticklers Due
My claims
| Clients ‘ Add a Mew Claim
. Resubmission Gueue
| Providers ‘ g Files
| Screenings ‘ HaP1 Uplaad
Upload
| Reports ‘ Cownload
‘ Sign Out ‘
&] Dore 5 @ mnternet
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2. Ifyou have a large number of ticklers, [Fi= - Spell chack - Print - Close Ticklers
use the filter to narrow down the list. .
Add Date Created and Greater Than —
. |E| Status “ || Equal To [ New A AND v
and enter an appropriate date to get a

smaller list. Click on Search < ; Date Created ¥ || Greater Than w | /11/1/2008 & AanD »

Status hat -
3. Inthelist, click on the tickler named

. Apply Alert Days Before Due
Add New SA Client Profile for the
desired client.

4. The SA Client Profile will open in a
workflow wizard N e [ Ly oo

5, K Add Diagnosis Record iz/o04/2008 12/04/2008 New

= Add Initial Enrollment with Facility 12/04,/2008 i1z/04/ 2008 New 4

= Review Existing Enrollments 1z2/04/2008 1z2/04/ 2008 New 4

Testhh, Sidney Review Existing Enrcllments iz/02/2008 iz/02/z2008 MNew »
@t Add Mew SA Client Profile @?ms;znna Meaw »

| | | | Retrieve |15 |Records at a time | | |

5. Complete the form as required.

. ] https:/falabama. harmonyis. biz - Harmony - Work Flow Wizard - Micresoft Internet Explorer g@
a. For Review, select [ o et ]
‘Assessment’ from the I il 0 Profile or Discharge
dropdown list.
b. Select the name of the worker e —————.
who is completing the form in e stect types SA Gl e[
the Entered By (worker) ——
. Review * Assessment [v] Entered By * Assessment, The Bridge [ Details
dropdown llSt' Review Date * §/23/2007 3 Status * Draft, v
Fund Code * [sa~ Provider * he Bridge Ine. || petails
c. Enter the date that the form U — — | [t
was completed in the Review S
Date ﬁeld- (The date Will Referral - Admission Information
default to the current date but Bttt >
can be changed if needed.) . ,
Client Transaction Type: Admission i
d' SWitCh the Stams tO zg.ecificpsublistance Abuse Problems
¢ s . nmary Proolem
Complete.’ (The Status will Primary Substance Problom Typest Sieaho = ]
default to ‘Draft.”’ This allows Eooe B ® weme

you to save a partially
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completed form.)

e. Select your agency in the
Provider dropdown list.

6. You may print the Profile form by selecting Print from the File menu.
7. When done, select Save Profile or Discharge from the File menu.

8. Click OK to The Save was successful message.

Note: When the client is discharged from this provider, you will complete the Discharge Summary form.
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Alabama SASD Integrated Placement Assessment Cheat Sheet

NOTE: When using the SASD Integrated | Dimension 1 — Substance Type, Substance Detail, Frequency, Route, Age of First Use,
Placement Assessment, you can find the (Primary, Secondary and Tertiary)

necessary information to complete the Dimension 2 — Pregnant Status

profile in the following locations: Dimension 3 — Co-Occurring Disorders

Dimension 5 — Self-Help Group Participation

Dimension 6 — Living Arrangements, Employment Status, Education, # of Arrests in 30 days
prior to admission

Diagnosis — Diagnosis Detail

Level of Care Placement Summary — Assessed LOC, Placed LOC, Reason for Difference
Release of Information
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1. When you save the SA Profile, you will

get another workflow wizard.

Assessment Completed
Make Changes to
Enrollment If Receiving

a Service Beyond
Assesssment Welcome, Aletheia House Assessment

Add Diagnosis Record p |Filz - Print - Close My ASAIS

Review Client's
Demographics Record
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Program Enrollment (Role: SA Clinical)

1. Click on Make Changes to
Enrollment, if the client is receiving a
service beyond assessment. If not,
cancel this tickler.

2. This will present a grid of any existing
Enrollments for your agency.

3. Click on the most recent (if there is
more than one) Enrollment record
with the status of Assessment (or in
some cases Open).

Workflow Wizard File:

Aszzessment Completed

Make Changes to "
Enrollment

Add Diagnosis Record 4

. . ! -
Paview Client's WALLACE Hassell

Dernographics Record File - Spell check - Print - Close Enrollments

Filter
[z][ Enroll Date [w][ Greater Than [v][1/1/2000 [ anp [v]

Provider |w

08/03/2007

ac o o -
T tere—ert—s e

4. The Enrollment record will display the
current disposition

In the example, this record shows an
Assessment enrollment record.

Stella Testing

Filz - Histary - Spell check - Save Enrcllments - Save and Close Enrollmeants - - - Print - Close Enrcllments
Enrcllments Fund Code * SA

Enrcllment Werkers | Provider *

ical Addictions Program Details

Facilities Disposition * Assesement | W
Events H

Enroll Date 12/12/2008 j
TrackDisposition Comments
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5. Change the Disposition to Open by
selecting Open from the drop down at
Disposition.

Stella Testing

File - History - Spell cheack zve Enrcllments ” Save and Close Enrollments - - - Print - Close Enrcllments

Enrcllments Fund Code * Iﬁ

6. Click on Save Enrollments. (Don’t
use Save and Close Enrollments

here because you are now going tO Enrollment Workers | Provider * |Chemica| Addictions Program Details
Add Facility from this same screen.) Facilities Disposition * 5
Events Enroll Date 12/16/2008 3

TrackDi iti
rackDisposition Comments

7. Now on the same page, click on
Facilities to add the appropriate
Facility/Level of Care for this client.

8. Click on Add Facility.

Stella Testing

Add Facility)- Print - Close Facilities

Enrcllments Filter

Search || Reset |

Enrcllment Workars

Events

TrackDisposition
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9. The Facility page will open.

10. Click on the drop down for Facility. Stella Testing
All OfyOUI' Provider’s facilities will Filze - Save Facility - Save and Close Facility - Print - Clase Facility
show. Select the correct one for this
client Facility
Facility * w
Capacity |
Start Date 12/17/2008 |7
End Date E
Status * Pending
Disposition Open w
Dispositon Date 12/17/2008 E
Level Of Care |

11. The system will refresh and show the
current capacity for this Facility (if it

Stella Testing

iS designated in the Provider I‘eCOI'd) ile - History - Save Facility - Save and Close Facility - - - Print - Close Facility
. il
12. The Start Date will default to today’s Beds Refomed | BREN
date. Adjust the date if the client Feciiey - CAP Pegasus Center AQURIOP -
: Capacity Total: 140, Used: 106
started the program before today. . | -
Start Date 12/16/2008 |
13. Save and Close Facility. End Date I
Status * [Pending
Disposition Open w
Dispositon Date 12/17/2008 3
Level OF Care |Intensive Outpatient (I0P)
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14. Now the Enrollment record will show
the Open Disposition.

15. Mouse over the arrow next to “Review
Existing Enrollment” and “Cancel” the
reminder

16. Continue with the next item for
Diagnosis.

Workflow Wizard File:

Azsessrment Completed

Make Changes to D
Enrolliment

Add Diagnosis Record 4

Review Client's
Demographics Recaord

WALLACE Hassell

File - Spell check - Print - Close Enrollments

Filter
[#][Enrall Date [][ Greater Than [v][1/1/2000 2 ano [+
Provider v

A Test Provider g, Mary Open 0g/03/2007 546

| | | | Ratrizus |15 |Racards at a tirme l:l I:I

Completing a Diagnosis (Role: SA Clinical)

1. Inthe WFW, now click Add
Diagnosis.

2. The Diagnosis Detail screen will
appear.

3. Ensure Review is set to Assessment
and Fund Code is set to SA.

4. The status defaults to Pending.

5. Primary Diagnosis, will default to
Axis 1, Diagnosis 1. This will assure
that the SA diagnosis is used in
billing.

Completed

Ertetret

Diagnosis Detail

Review Client's
Demographics Record

Add Diagnosis N
Record W

1/20/2000 3148 PM

Revien Date * vao/iz009 [
FundCods * v

Provider ]

Disgnesis By * Assessment, Test Provider | v

status Pending [v

[axis 1 Diagnosis 1

D0 D5 HEO

Axis IV
Primary Suppert Sreup [ ™
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Worlkflow Wizard

ssment Completed

6. Click the ellipsis button (IZI) at the

. A . Rex;new Existing N
end of the Axis I, Diagnosis 1 row to Enrollments
. . . Add-tritiatEnroltment
search for the diagnosis codes. Click with Tacily ‘ ——
on the COdeS in the returned SeaI‘Ch R;;gudrzlagnuss , |File - Spell check - Save Diagnosis Detail - - Print - Close Diagnosis Detail
results to choose. You must have at feviewdlonts |, | gectons
v s LEeMograprics necord sviewn * SSESSMEnN v
least one SA diagnosis code for each . - ==
. =view Date 1z/9/2008  [§
client. FundCode » e
Provider Chemical Addictions Program % | Details

Complete  +

7. Change the Status to Complete. o Aesessmont CAP. ¥

=7y Diagnosis [Axis T Diagnosis 1

8. Select Save Diagnosis Detail when prmery Dizgnosis Code

flnlShed. @ [30350] Alcohol DED

Diagnosis 2

Diagnosis 2

Axis IT

Diagnosis 1

DE] EIETE

Dizgnosis
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Review Client’s Demographics Record (Role: SA Clinical)

1. Click on Review Client’s
Demographics Record. A message

appears that reminds you to review
this client’s demographic record to
assure that it is up to date and

Workflow Wizard

Aszeszrment Cormpleted

My ASAIS

accurate.

Welcome, Test
Provider Assessment

1/30/2009 3:51 PM

It is particularly important to make
sure that the client’s Priority
Population field has been completed
in Demographics.

Filz - Print - Close My ASAIS

Fleaze review the client's demographics record to ensure that all information is correct and Residence County,
as well as Priority Population are valid, as those values will be displayed in the wait list,

2. Click Close My ASAIS.

3 Navigate to the client’s record (@ https://alabama. harmanyis. biz - Alabama Test - Mictosoft Internet Explorer [|=]X|
Fle Edt View Favorkes Tools  Help o
Click Edit Demographics. - —
;:a;ﬁ:i:\h | Demographics
Bart Simpson Last Updated by kvilamaa at £/22/2007 0:39:55 AM

File -

Quick search 3t - Edit Demographics

Reports - Enrollments far select Agency

Clients v
Last Name v
Advancad search Last Name simpson middle Hame

First Name Bart Status Active
ASAIS ID 134786 Madicaid ID NAA

Providers Diagnosis Motes Contacts Medications | Payers Eligibility

Screenings
Date of Death SUDE 1D

Sign Out Contact Information

County State AL
Strast Walnut Zip Code 26602
straet 2 Horne Phone Nurmber (111) 222-3333
city Fairbanks

2] Done S @ mtemet
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5. Update any changed or missing
information and select the relevant
Priority Population, if blank.

Be sure that the Address is complete.

6. Select Save and Close Demographics
when finished.

] https://alabama. harmonyis. biz - Alabama Test - Microsoft Internet Explorer

File:

Marital Status

=15

Demographics

Bart Simpson Last Updated by kvilamaa at 8,/22/2007 0:9:55 AM
File - Sawve Demographifs - Save and Clase Demographicy - Glose Demographics
Dernegraphics | Basic Demographics
Salutation Tae]
Last Narme * Simpson
First Name * Bart
Middle Hame
alias
poR 1071271973 [ 9
Age X
Date Of Death ]
Gender *

S @ Internst

&) Done

T
Contact Information
Street 5932 Blackstone Blvd
Street 2
City Montgomery
State Alabama v
Zip Code 36117
Home Fhone Number (334)089-0809
Work Phone
Cell Phone
Languages
Ethnicity Not Of Hispanic Orig v
Primary Language I
Secondary Language P
Birth County w
Residence County Montgomery [+

rmation

Pricrity Population Mot Applicable w
S5UDs ID

Pregnant Women

Women with Dependent Childre

\ IV Drug Users
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Submitting an Assessment or Discharge Summary via the HaPI Upload

1. Navigate to the HaPI Upload link —— o
under Tasks>My Files on the My e vlel | My ASAIS
ASAIS page.

2. Click on the HaPI Upload link. . s s

3. The ASAIS-API File upload window will open.

Enter your email address in the User Email field.

file, select ‘Assessment’ in the File
Type field User Email ¢ |y rictopher.Vilamaa@mh.alabama.gov
File Type Assessment b
Select File ¢+ |~v\Documents and Settings\dmiller\My IZ
[ Upload ] [ Close ]
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6. Click on the Browse button to locate Choose file [E3]
the file you wish to upload. Lookn: [ e Fles L]
Check With yOllI‘ System ‘A:g @] Assessments
Administrator as to the standard e
location of the files on your Documerts
computer or network. f
Desktoy
7. After browsing to the desired file, click _ ’
on the Open button. ',
My Documents
Iy (;;-ELRH
<
Ne\;:v)ork File name: | ﬂ Cpen |
II“Ih‘l-Plac:es .
Files of type: |l Files () =l Cancel

8. Back in the HaPI Upload window, click on the Upload button.
9. Click on OK in the File Submitted Successfully message window.
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Discharging a Client from your Agency - Client has finished service, left service and not expected to return

1. Find the client’s record in ASAIS.

2. If aclient received a service beyond
assessment, click on the Profiles and
Discharge Summaries tab.

3. Ifa client only received an
assessment or received no
service, click on Enrollments and
skip to Step 15.

Enrullme@ and Discharge EIME

Demographics Episcde
Diagnosis Notes Medications Payers Eligibility
Filter

| Profile or Discharge |+ || Add ]

| Search || Reset |

[ Profie or ischarge | Review | Review Date |Entered 2y Fund Code tatus | |

SA Client Profile Assessment 07/09/2009 Assessment, Aletheia House SA

Complete

| Retrieve |50 |Records at a time | | | |

Click Add Profile or Discharge.

5. Select SA Discharge Summary from
the dropdown.

6. Set the Status to Complete
7. Select your Provider name

8. Complete the questions asked
regarding the client’s situation at
discharge.

9. Click Save and Close Profile or
Discharge.

Sile - Spell Check - - Save Profile or DischargeC Save and Close Profile or Discharge - Copy From Previous - - Print - Close Profile or Dis

Please Select T{pe: | SA Discharge Summary[vD

Consumer Assessments

Rewview * | [v] Entered By *

Assessment, Aletheia House
L I
Provider * l

2/4/2010 3

EN

Review Date * Status *

Fund Code *

Co-Dependant f Collateral:

Date of Last Contact: E

Reason for Discharge, Transfer or |
Discontinuance of Treatment®
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11.

10. A WFW will appear for you to review

the client’s diagnoses and add a
discharge diagnosis if necessary.

Cancel the tickler by hovering your
mouse to the right of the “Review
Diagnosis” box. A fly out menu will
appear, click Cancel.

SA Discharge Enrollment
Review Diagnosis
Add a Discharge
Diagnosis if it has
changed

harmony:

File - Print - Close Diagnosis

Filter

Review - _ . Primary Primary Diag Code Axis I Diag | Axis IT
1 N I e -1

Assessment 11/03/2008

Aletheia
Assessment 02/04/2009 Hous

UAE Drug

Initial 04/19/2004 Free

Diagnosis

2/5/2010 8:49 AM

Assessment, UAB ol a0g 30 Cannabis ATy
Drug Free Dependence
Assessment, Complete 303.30 Alcohol Dependence - 303.90

Aletheia House Unspecifia

SUDS, Legacy Complete

12.

13.

14.

15.

16.

If the diagnoses are correct, cancel the
Add Diagnosis if Needed tickler and
proceed to Step 14.

If the most recent diagnosis is
incorrect, click on Add Diagnosis If
Needed. A blank Diagnosis Detail
screen will open.

Complete Diagnosis Detail, setting
Status = Complete.

Select a substance abuse diagnosis for
Axis I, Diagnosis 1.

Save Diagnosis Detail.

Workflow Wizard File

SA Discharge Enrcllment

Diagnosis By *

Status *

Primary Diagnosis
Primary Diagnosis Code
Axis 1

Diagnosis 1

harmony.

Add Diagnosis if i
Needed
File - Spell Check - Save Diagnosis Detail - - Print - Close Diagnosis Detail
Section 1
Review * Update ™
Review Date * 2/5/2010 3
FundCode * ™
Provider * ™

Assessment, Aletheia House v
Pending v

Axis I Diagnosis 1 v
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22,

23.
24.

You may enter comments into the
Comments field.

Click on Save and Close Enrollments.
Click on OK.

You have completed the discharge process.

Enroll Date
Referral Date

Comments

Discharge Date

17. Click on the Close/Discharge the [ Workfowwizard |00
EnrOIIment Record‘ SA Discharge Enrollment h armon \/
. . . Close/Discharge INFORMATION avaTEMEINE
18. A list view of the client’s enrollments theiEnvallinent v
will appear. Record
19. Click on the enrollment for your File - Print - Close Enrollments
agency. Filter
|E| Disposition v Mot Equal To v Discharged v AND v
|E| Enroll Date v Greater Than v 1/1/2000 H AND v
Provider v
N e e S [ = [ e[
Aletheia House Assessment, Aletheia House Assessment 02/04/2009 366
| | | | Retrieve |50 |Records at a time I:I I:l
20. Change the Disposition to Discharged.
. . Enrollments
21. The Discharge Date will default to Fund Code * SA
5 . . Enrollment Workers
today’s date — correct the date if that is Brovidar # - _
. . Eacilitics |Alethem House Detzils
not the right date — no services can be Disnosition * —
. . isposition
billed after this date. Eisnis

2/4/2009 H

=

2/5/2010 H
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SA Wait List (Facility Availability Queue)

1. Users can refer clients to other (@ Ittps: Hfalabama. harmonyis_biz - Alabama Test - Microsoft Internet Explorer | =]
. . . . © Fle Edit Wiew Favortes Toals Help ,‘;l
providers using the SA Wait List from Hormany v5.
the My ASAIS page, under My hange e i

Tasks>My Management.

My ASAIS

w
&
o
Fl
H
8
<

My ASAIS

Welcome, The Bridge Assessmant 8/23/2007 9:42 AM

2. Change your role to “SA Wait List”

Quick Search

[Clients | [Providers | [Tasks

3. Now click on the link under Tasks for Eikias Maagemart

Clients  |w 196 Ticklers Activities

SA Wait List. Lot Horme S

4. The SA Wait List screen will open. e ol

Resubmissian Queue
Uplaad
S
&) Done S @ Internet

5. Users can filter the list by Level of Care e e T ok

Fle Edt Uew Favortes Toos Help

-

by choosing it in the Filter dropdown free]

SA Wait List

and clicking on Search.

Wrelcome, The Bridge Assessment 8/23/2007 9:44 AM

Fils -

= 64 Wait List

Tasls - Refer Clisnt Ta Fadility

L —
W er o ram™ o] [erve oot uob o

Level OF Care [w[Add]

[ ooty Capacit Eooled Avefabity Refered o Vet ot On Vg |

Zukaski Qutpatiant Genter AdU IOP | Jeffersen (100 g O
The Bridge Ashullle Adalsascant1oP st clar (100 |1 o5 o o 0O
The bridge Cullman Adolescanttop  |cullman |100 |3 = o o O
The Bridge Ft Payne Adolescent 10P  |Dskalb |50 1 n 3 3 O
The Bridge Ft Payne Adult 10P Dskalb  [100 & a4 0 0 O
The Bridga Tuseslooss Adolsscant 10P | Tuscsloass S0 2 a8 3 3 O
Cahaba Selma Spedal Women's Semices Dallas |0 1 o 1 0 O
Gahaba Gamden Adult 10P wilax |0 o o 1 3 O -
&1 Done S © mtemer

6. The list shows by facility/level of care, the following:
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Capacity of this facility: certified beds for residential programs and identified capacity for IOP programs.

a. Facility Name

b. County where the facility is located

c.

d. Number of clients currently Enrolled in this facility

e. Availability — unused capacity for this facility

f. Number of clients who have been Referred to Waiting List of this facility

g. Number of clients who are currently (have been accepted) on the Waiting List for this facility

Referring a Client to Another Provider

To refer a client to a Wait List, follow these steps:

1. From the desktop, click on SA Wait List.

2. Before using the filter to select
facilities, Click on the Select Client button
at the bottom of the SA Wait List screen.

File  Tools

Welcome, Fordyce g

File - Close SA Wait List

Tools - Refer Client To Facility

Filter

El Level Of Care % | Equal Ta w W || AND
Agency w

\

Select Client
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3. The Demographics Search screen will
appear.

4. Use the Search Filter to locate the desired
client record:

a. Choose the Search criteria (options
include Last Name, First Name,
ASAIS ID, DOB, SSN and Medicaid
ID)

b. Click on the Search button.

@ https://alabama. harmonyis. biz - Alabama Test - Micresoft Internet Explorer E]@

| Fie |

Demographics Search

Welcome, The Bridge Assessment 2/23 /2007 10:00 AM

File - Close Darnographics Search

Filter

st name  [w][EqualTa || LanD [v]
@‘ First Mame [V]l Begins With [V] m
(BERIETE (v [Equal e [v] [anD [v|

referral to one or more wait lists. \

@Done é 0 Internct
5. One or more clients will appear in the grid File - Close Client Search
depending on the criteria that you used. Filter
Click on the client’s record to select it for [%][Last name _w|| Begins with w [T |[ano (v

| Last Mame b ||.ndd |

Status ASAIS ID Medicaid ID#

FundCode Last Name First Name DOB
SA Testing Donald 05/15/1968 | 249-24-9290 | Active |139392 1258525852124 | w

| | Retrieve Records at a time I:I I:I
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6. The Client will be listed on the facility wait
list screen after the system refreshes.

Welcome, Fordyce g

File - Clase SA Wait List

fools - Refer Client To Facility

Filter
|E| Level Of Care w | Egual To v” v”AND v|
Agency w || Add

0 record(s) returned

Select Client

First Name

Selected Fund Code: SA

7. Now in the SA Wait List grid, filter for the
correct level of care for this client. All
facilities statewide will appear for that level
of care.

If you want to view facilities in a
particular county, you can add County to
the filter and Search for facilities just in
that County.

\il Level Of Care V” Equal Te

Fgerey— ¢ |[add |

V” Clinically Managed High Intensity Residential (Crisis Res) v”AND vl

6 SA Wait List record(s) returned - now viewing 1 through &

Capacity Enrolled Availability E_;:’"‘d Ep SRy
Pearson Hall Male Crisis Residential #'““h‘“‘ = B S Jefferson |22 1z i3 0 0 [F
reatment

Bearson Hall Female Crisis Residential | A/o0hol snd Drug Abuse Jeffersen |16 3 ] 0 o O

Trestment
;2: Bridge Gadsden Adolescent Crisis | ha aridge Tnc. E— &7 = 0 a % O
The Bridge Mobils Adal t C ;
Re:\dgm?:\ obile Adalescant Lrisis The Bridge (Mobile) Mobile 20 14 5 0 0 O
The Bridge Mobile GEMS Adolescent Crisis ,
B The Bridge (Mobile) Mobile 4 0 4 0 o O
A Woman's Place Female Crisis MHB of Bibb-Pickens-Tuscaloosa |1 o | o ‘s o 5 O
Residential Counties

Select Client

Selected Fund Code: SA

1 SA Wait List record(s) returned - now viewing 1 through 1

ASAIS ID First Name
105945 JASON M

LastName  SSN DOB
TESTER 423-25-3438 09/25/1975
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JE—— v - s o -

8. Select the desired facility (or facilities) for o — 1 - =
the referral by checking the box to the right Cahabia Cores Adul 108 = 5 = - o
of the facility. You can refer to one facility Viest 5t Canter 2 [ [a : o
ortoa number Of facilities at once. Cahaba Wilcox County Adult 108 100 0 100 0 0 F

[==Fr=t | [Eprevicus] Retrieve[15 |Records st = tims Last >3

9. From the Tools menu, select Refer Client to
Facility. LA

Facility Availabilty Queue

10. The client is now enrolled in the checked m—mes il
facility(ies) with a status of ‘Referred.’

[Teols - Refer Client Te Facility

Filter

Level Of Care
NOTE: The system may give you a failed
message for some referrals. If a client is I T T e e T T T
already open or referred to a facility, the wait oy o LI M : =
list will not let you create another record for w o o s . o
that same facility. o o o P ° o
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.. 4-
SA Work Flow - Receiving a Referral Client presents as referral from

Assessment Provider (already
screened by them)

Click on Facility Management
tab in the Provider Chapter to
see who is waiting for service

\ 4

Select client by clicking
on record in grid.

Not Accepted o
(or Denied) |« Is thl.S client
appropriate for our
No services?
Accept Onto
Waiting List < Is there a slot
(Internal) N available?
0
Yes
Enroll in LOC/Program

A 4

(Facility)

Enroll once
opening becomes
available

Update Client Profile, as
needed
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Managing the Referrals from Other Providers

1. Click on the Provider Chapter

on the My ASAIS desktop. T _

-

change Role

24 Admin

Facility Management

2. Click on the Facility
Management tab in your Test Provider o=t “;lﬂa:?gnhnvgk;i:-;-;:aﬂ:
provider record ek s Pl AddNEw ot spell chedk 2t

| View Ingquiries

Froviders

3. The system defaul.ts to show il 1. Click
you all referred clients =l Here

vider ID 173 Provider Hame Test Provider Yes
ter Murnber 103

oviders Openclose Warkers Services Contracks

sessment | Provider ID Mumbers | Facility | Enrollments ‘ Facility Management | Notes | Lewels of Care

Glients Filtar

[#][ pisposition [v][Equal o [v]| Referred  [v][anD|

Util

Reports AT B
position

Zukoski Cutpatient Center
Adult 1OP

ies

OLIVER, lidiana 140896 Referred  04/14/2008  Male 30,2 295 Mot Applicable

2ukoski Outpatiant Center Moris, william 144523 Referred  04/02/2008  Female 30,2 307

Adult TOP

Pearson Hall Female Crisis CRAWFORD, Warnen with

Pt DAL 101092 Refermd  08/14/2008  Female 30.z 173 (0PN L Marshall

Olivia's House Famale CRAWFORD, Warnen with

Residentisl Rehabilitation DARRYL UNEEE Fefzvsd  WHAWE0NE  Femele BOE D78 poooto e ey DEelhEl [Vl

4 Select the Cliel’lt whose | Assessment | Provider ID Numbers | Facility Facility M | otes | Levels of care ~
d. oy Clients Filter
1sposition you want to TETGE M- e [ e e
change' Screenings
Claims | search || Reset
& LE
\ . MEE deecist Eapnition ml
Sign Dut
i:bf:xképo”‘““e"‘ Cantar OLIVER, lidiana 140896 Referred  04/14/2008 Male  30.2 295 Not Applicable
cukoskioumstiaritcanter onrvrsl 144523 Referred  04/02/2008  Female 30.2 307
:::Z:‘:T” Femalacrsls gﬁ::’:fw' 101092 Referred  08/14/2008 Female 30.2 173 g’:prgﬁgeﬂ:hch‘ldren Marshall
Olivia's House Female CRAWFORD, Womnen with
Residential Rehabilitation DARRYL RS RO SRR Radl) S08 S e iy, ol -
;Zizﬁi’l‘,::“{';es'de“"a‘ MOODY, Jeffrey 269537 Referred  08/14/2008  Fernale 30.2 173 Not Applicable Marshall
;Z:;’j::‘:‘?" Male Crisis MERCIER, Jason 272680 Referred  08/14/2008 Male  30.2 173 IV Drug Users Marshall
Olivia's House Fernale WILLIAMS, Wornen with
Residential Rehabilitation Melinda 255248| {Referred. |08/14/2008 |Famale||30.2|173 50 eiiaie children: (Marshall
;zig‘;{?ﬂ:':::;“ide"ﬁal mﬁfﬁfyf 272677 Referred  08/14/2008 Male  30.2 173 Not Applicable Marshall
giig‘;‘(’l‘fli‘:“"o’:‘eside”tia' MOUNT, Belinda 270711 Referred  08/14/2008 Male  30.2 173 Not Applicable Marshall
;z‘:i'j::t:?" MBlsiCHEl MARK, Eddie 271656 Referred  08/20/2008 Male 30,2 167 Not Applicable Madison
Basrzon Hall Mala crisis PAnEReOM 271441 Refered  08/20/2008 Male  30.2 167
Olivia's House Fernale . .
; ale Pitts, Kimberly 273020 Referred  08/25/2008  Female 30.2 162

Residential Rehabilitation =
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File |

5. With referred clients, you

would change the disposition Facility
to:
a. Not Accepted (the - Lot pdatmdty Creent
client is not s
appropriate for Fesie® [ukoski Qupetient Gentar adult 100 -
b. Waiting List i e -
c. Open (you are - ending
immediately putting e
the client into service) etor e e
d. No Contact (if you e
never received further i Comaes |

information from the
referring agency)

6. Click “Save and Close Facility”

7. A confirmation message will
appear that says “Save
Successful”

NOTE: There is no warning when
you move a referred or wait list client
to open that they are being cancelled
to other facilities with the same level
of care. However, the action IS taking
place.
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Provider Facility Management

2 Alabama Training, - Microsoft Internet Explorer

1. Click on the Providers chapter
button to arrive at the Q- @ HEG L= = & D& De &l 3
. Address |&] https: fjalabama.h: is. Trair asp?ChapterID: pe=Tab 34006 EntityID=" —302&CalingChapter=ProvidersaCalingPage=fdvanced?20: ¥ | Go Links >
Provider screen. The screen Googe[C- B o ¢ soanorss Bomsms Biese i o G G B
will default to the Provider tab
which is similar to the client’s
demographic screen. e searen

2. Click on the Facility =~ | | s R ] e T
Management tab.

~
Providers

Last Updated by sacl at 11/5/2007 11:14:37 AM

asic Information

Providers shurt Harme (DBA) Test Contracts Management
e S
Contoct Tt
[ smow ] s Tres e st Greasszsss
prro J—
Zip Code 36456 site http:/ /wuny . testprovidar.com

No.

Hailing Sity Mobile
vos
Mailing State/Province  Alabama
Sarah Testcase Malling Zip/Pastsl Code 36456
WMailing Phone (251)222-2222
1465 Main Straat 4
@] Done 2 @ Internet

@ o B @ o7 Am

3. Use the filter to narrow down
your search. Use the green S e e
column headers to sort the Qs - D (A @ @] Do Frrom B 3 Ls i B A

e [ harmanys asprcn Typen 7t oaccalingch wzosl EY e | nks *

1istS. Some examples follOW. Google |Cl- v Go gD B - ¥ Bookmarksw Bh0blacked W Check » % E | Send ta~ D setnger | @ snso [ Bt

Quick Search

4. Use this tab and these filters \ ] e T s e

. N [Fravidars =) =)
to view client placement and [Provier e +

status.

|_Sarvicas |_contracts |

ants || Facility managemant |_Lavels of Sars

[Facility

< |Lada)
s

[(clients
Screenings

5- Use this gI‘ld to accept or deny e 2 Dicposition | Dizpesition S e
clients to your wait list or to

move a client from the wait list
to open.

11/26/2007
43/46/2007
11/16/2007
A/ L6/ 2007
111472007
Aa/14/2007
111472007

Warnen with Dapandent
Ghildran

Smith, Mary 11/14/2007

Tin Tin, Rin 11/14/2007
11/14/2007

111472007

Tin Tin, Rin
2mith, John

BowNING,
RICHARD

6. Use the SA Wait List grid to
refer out clients.

v Saraland Crisis Ras 1V Brug Users

v Mobila Mathadsna

11/14/2007 ot Applicable

Tin Tin. Rin 1a4A7e 11i1arznnT

4] pane (51| 8 Internet

2R Alsbama Training - ... | - MY 0 f 922 A
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A Alabama Training - Microsoft Internet Explorer

Examples: -
Dok - © - [¥] (&) €| Dsern Lo €@ (2 2 )% s
stcress [ hitps: harmonyis. aspxrChap Ty 28CalingChapter=ProviderstcalingPage=Providerzotis | B3 @a | Like ™

e [Gl- ~|Go 050 EF - | ¥ Bookmarkew @hoblocked W Check + - [ Send to- O settingew @ snaon EE] 1=t

Go
I R | =

|54 clinical <1 [ga]

7. Filter here is set to:

Facility Management

DiSpOSitiOH = Open e —— Last Updatmd by maad =k 41/8,2007 11114087 AF
Facility = Test Provider Saraland R

[ ] Providar 10 302 Provider Hame Test Provider Active Yes
Providar Nurmbar a0z

Crisis Residential [providers v [sal o e e e

[Providar Name =)

[Lassasaman ], Faciitas ] | Faciley management | Levais of care |
[on 3] Diswesition [ Equsi To %[ cpen - A
cliant= [2] Facility [ Equal To <[ Test Frovider Saraland Crizis Res V| anst=]

< [l ada|

So you can look at all of the clients

scraenings smarch Rennt
who are currently Open to a e ]
particular facility.

lity Management record(s) returned - now viewing 1 throug|

Condar LOS | spacial Population | County

Jones. Tarmmmy

Hot Applicable

Lactor, Hannibal 11/14/2007
Goodman. Bud 11/1472007
Alsahalic, 1M 11/14/2007
Waads, Pamala 14/43/2007

Tastcazs, George 11/13/2007

111372007

Watson, Las

TS Tinsrasey
bacheier, betn sivaoravor 4
BLALR, JCHM 11/13/2007 =

() 8 nternet
#a ) @019 AM

3 Alabama Training - Microsoft Internet Explorer

8. Filter is set to Open, no facility
is specified so this gives you a Q= - Q- [H [@ @ P rreo @ 2 JEr @ B

Adass ] hitps ffeisbamah chep 3 \ 1y 103028 linghep ersizots v B 6o uinke

list of all Open clients across Google |G- D[4 @ B - | £ sockmarkor @ 0bkcked | S check - - @ sordtom O swirmer |} @ sragtt M 1

facllltles fOI- yOl]I' pI‘OV]deI'. [ waens | BT d by sact at 1
File =
Quick Search
I ] Providar 10 302 Providar Nama Tast Provider nctiva vos
Provider Numbar 302
[Providers [ 2] [ Providers | Gpencioss | workers | Services | contracs |
[Fravider Name ¥l | | _assassment |_rasiitias_]_snelimante || Fecity tanagemant | Lausiz of Sare
Advanced Search
~ [ Equal To open
clients g
Providers S
Screenings
Reports 67 Facility Management record(s) returned - now viewing 14rou
; ;
Tast Provider Saraland Crizls Ras Janaz, Temmy 134323 | opan 117262007 522 |0 | HotApplicabla Mantgamary
Test Provider Saraland Crisis Res Lector, Hannibal 13fasi OpeEn i/14/2007 41,85 iz Moantgamery
Tast Providar Saraland Crisls Ras aoodman, Bud 1f4s3z | opan 171472007 547 |12
Tast Provider Saraland Crisis Ras Alcohalis, 11 1passs | opan 1472007 as.s |12
Tast Provider Mobils 109 Srmith, Mary 4919 | opan 1hr14s2007 B0 oo [[Fpy o BEondns Mantaamery
Tast Provider Mobils 108 BRYANT, KEVIN 013 opan 1fr14/2007 29,0 12 Baldvin
Tust Providar Mo dani 1hasos | opan F1a/za07 sa.6 12
Tast Providar Mo Ingallz, Jazpar 1hasaz | opan 1710/ 2007 17.6 (12 | not Applicabla Blount
DOWNING,
Test Provider Mabile Methadane Cew g edozo | opan 1f14/z007 29,0 |12 | Mot applicable Galhoun
Test Provider Theodors Famals Res R —— vedora |opan (p— Famala a4 |1z | Women wih Dependant
UA Drug Fraa addict, Mistar 10430 |opan 11/14/2007 mala |98.7 |12 |Iv Drug Usars Eimora
Test Pravider Saraland Grisis Res Woods, Pamela 1349 Spen 117132007 Fernale (3.2 |13 Jefferson ]
Tast Dravidar Baraland Crisis Res Testrase. Gmarme 134832 N one 11r1acenT Male lmia l1a b

= Inter
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9. Facility is set to:
Test Provider Mobile IOP
Disposition is not used in the filter

so all clients with any disposition
will be listed.

A Alabama Training - Microsoft Internet Explorer

Fle Edt view Favorites Tools Help

@@=k - (0 H @] O D mad Sormenes €2 00 L

e @

Address | @] hitpssfialabamah is.|

Google [G~

Trair ,aspx?Chapt pe= Entit —302&CalingChapter—ProvidersaCalingPage=Froviderwzolis v | g Ga  : Links >
v]Go b BB + % Sookmarks~ @B Oblocked | S check + & - [ Send tov (@ settings~ | & snagtt B 1
-~

Harmony v5.8

Change Role

My ASAIS

Quick Search

Facility Management

Last Updated by saci at 11/5/2007 11:14:37 AM

Provider Name ~

Adusncad Saarch

File =
Provider 10 202 Provider Name Tast Provider Active ves
Prosider Number 202
[_Providers |_openclose |_workers | _services |_contracts |
| Assessment | Fadilities | Enroliments | Faclity Managsment | Lavals of Gare

Filter

][ Faciiity ~Eaual To ][ Test Provider mabile 10F “l[ano ]

Sign Out

55 Facility Management record(s) returned - now vig

[Focilty  Iv[add]

gh 50
Dispusition Date

ASAIS ID Cisposition

LOS | spacial Population

Test Brouidar Mobile 108 Tin Tin Rin 134572 |fatarred |22/1%2007 wale  amz |1z
Tast Pravider Mabile 107 Smith, Mary 134525 Jopen 11/14)z007 Femaie |25.0 |12 | Woman with Dependant children |Montgomary
Test Provider Mabile 10P | BRYANT, KEVIN cra1s  [open 1171400 wale 200 |12 Balauin
Tast Provider Mobile 197 daniel, sack 194836 [open aaraarkoor male sme |1z

Tast Pravider Mabile 107 | Tngalls, 12sper 134842 [open 1171e/poo7 wale | 17.6 |12 |Hot appiicable Bloun:
Test Provider Mobile 108 Lactor, Hannibsl 154551 | Discharged | 11/14sbo07 Male  sts |12 [—
Test Provider Mabile 16P | TIGERS, AUBLRN | 134551 |open 11/1adz0n7 male s |1s

Test Provider Mobile 108 mortans, hannah 134376 |Open 11/15]z007 Fernsle 245 |13

Tast Brouidar mabile 108 wicked, witch axons |bopan 11/1opzan> rernsle 2o |13 prr—
Test Pravider Mabile 107 Brutan, Wesley 134598 | Ascharged [11/3f72007 male a7.7 |13

1%,

&] Done

B @ internet

10. By adding a Disposition filter
of:

= to Waiting list

The grid shows only those on the
waiting list for this facility.

Favarites  Tools  Help
Iy = ., B . 23
D - [ [B) @ O searen Spraones @] £2- B B B S
" harmonyis. T PPy p— 3731 S8ha; 1D —3028.CallngChapter—Provider sacalingPags—Providerszouis v | B Go ¢ Links *
Google |G~ | Go D Fr - ¥ Bookmarksw [Shoblocksd S check ~ 5 - | SEnd to= () settings = & snagit [FE] 1=

change nole
[54 Clinical

% (el

Facility Management

| screenings |
Reports
Sign Out

[Faciity

Tast Providar Mabila
Tast Pravidar Mabils
Tast Providar Mabila
Tast Pravidar Mabils

] Done

Jabama Training = Mi. .

My A Fp—— Lot Updated by sact at 11/5
File

‘ Quick search ‘ Providar 10 2 Providar Narma Yast Providar Active Yas
Frovidar Humbar 202

[Providers ] 3] | Providars | opansioss | Weorkars | Samvices | contracs |

[Provider Hame ~| I | racit ] || Facliey maragerment | Lavals of care |

P ——.
Filkar
o [3]| Facility ~| Equal To ~|[ Test Pravider Mobile 10P ~ | ano v
[otemts | [#][ pisposition ~|[ Equal To ~ [ waiting st~ [anD ]|

~ |[ada]

Saarch | [Rasat]

LOS | Spacial Population | County

10P | Goodman, Bud 134833 | Waiting List| 11/01/2007 Mala | 54.7 |25
10P | Simpsen, Hemer 134857 | Waiting List| 10/31/2007 Mala | 43.3 |26 | Mot Applisable Mentgemary
108 | alcahalic, T M 134854 | waiting List| 10/31/2007 Mala | 39.9 |26
10P | Mickay, Tastcasa 134835 | Waiting List| 10/28/2007 Mala | 23.2|28

i Ratriaua[50 |Racords at a tima I

5| & mtermet
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Navigating a Client’s Record

4]

Harmony v6.1.0.0 File Edit

Change Role .
SA Clinical v Demographics
My ASAIS | _ Last Updated by hhamlin
A Cm T at 12/9/2008 8:55:50 AM
Quick Search File - Print - g
Participating | Edit - Edit Demegraphics
Clients b
Last Mame w
Advanced Search
Last Name Testhh Status Active
First Name Bridget Medicaid ID na
| ‘ ASAIS ID 274485 55N 402-834-0209
Middle Name g
| Providers ‘ Demographics Episode Enrallments Profiles and Discharge Summaries (1]
| Screenings ‘ Diagnosis MNotes Medications Payears Eligibility
| Reports ‘
Demographics
| Sign Out | Date of Birth 2/28/1965 Gender Female
Date of Death
Contact Information
County Montgomery State Alabama
Straat 982 Blackstone Bled Zip Code 26117
Street 2 Home Phone Number (224) 089-0309
City Montgomery
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1. Tabs

A Client’s record is broken up into different categories of data. These categories called Tabs (or
sometimes pages) are displayed horizontally across the screen. Two rows of tabs will be seen.

2. Active Tab

The currently active Tab is highlighted. The ASAIS menu bar and the information displayed below the
tabs correalates to the active Tab.

3. Data/List View

The information displayed below the tabs that correlates to the active Tab. Information may be
displayed in a list. To open an item in the list, simply click on it. (Demographic information can be
edited by selecting Edit Demographics from the Edit menu in the ASAIS menu bar.)

4. ASAIS Menu Bar

The Menu Bar contains a set of menus that allow the User to access different functions related to the
Client’s record. Alternatively, the same menu items are displayed as links that show all available
options for any particular screen.

5. Participating Check Box

The Participating check box can be used during a client search to narrow down the records to be
displayed but pulling only records who have a currently active enrollment with your agency.
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Adding a Note to a Client’s Record

NOTE: Notes should be used to request Gloria TestingHH
changes to a client’s info by Central Office

File - ) Add Note - Print
Staff. Changes should not be T.cme
requested through a screening or View Inquiries
unencrypted e-mall. Last Name TestingHH Status Active
. . First Name Gloria Medicaid ID na
1. To add documentation regardlng the ASAIS ID 274470 SSN 034-82-0849
client, first locate their record using Hiegle Neme
S h Demographics Episode Enrollments Profiles and Discharge Summaries
earci. Placements Diagnosis Medications Payers Eligibility Appointments Jackets
2. Click on the Notes tab. Filter
Note Date v
Select Add Notes from the File menu.
ASAIS also has a spell check feature to
apply to the text of your note as
needed. | [Note Date NoteBy | Note Tyoe| Description [Date Compieted| |
12/01/2008 Assessment, C.A.P. Followup

5. Enter a Description of the note. This is
important since it is this field that
shows in the grid in the client’s record
(see screenshot above.). The
description will help you determine
which note it is that you wish to read.
The Note Type will tell you if there is
an attachment to view.

6. In the Notes screen, fill out the
required information, including Note
Type. Add the text of your note in the
Note field.

When writing the note, remember that
this note will be part of the client’s
record.
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7. The Status field will indicate Draft, Note
Pending or Complete. If you leave it
as Draft, it will not get sent to the
other recipients that you may
identify in #9 below. If you leave the
status as Pending, recipients can add
text and send it back to you. Complete
finalizes the note and does not allow

further updating or editing.

NOTE: Notes may also be used to attach ' |@

a full assessment to a client’s record for Date Complsted I
transmission to another provider. Confidential O

8. To add an attachment, click on the red Phons Number | |

Add Attachment link. A pop-up
window will allow you to select a file
(Word document, pdf file or other
scanned image) to attach to this note. Note Recipients

Once the file is uploaded, it will show Add Note Recipient: | C [l 9ear]

under the Document section. Mame  DateSent DateRead Status  DateSigned

There are no attachments to display

9. Under Note Recipients, click on the

ellipsis button D to add Note
Recipients if you want to send this note
to one or more staff. (A search window
will pop-up so you can select the staff.)
A Note Recipient is not required to
write or save a note. Only staff who are
licensed users of ASAIS will show in
the Search window.

10. Select Save and Close Note from the
File menu when you are finished.
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Editing an Existing Client

Searching for the client (Role: SA Clinical and SA Finance)

To search for a client in ASAIS, you have

two options. One is using the Quick s
Search and the other is the Advanced Change Role : My ASAIS
Search.

My ASALS [l velcome, Test

Provider Assessmen t

1/28/2009 11:56 AM

File - Print

1. Inthe Quick Search section, enter o search
your client’s last name and click on Go
or enter. You can also search by
ASAIS ID number, SSN, DOB or

[l participatin

[Clients | [Providers | [Tasks'
=l Facility Mansgement = My Claims

Clients v

2 Facilities Bulk void and Replace
My Claims
Add a Mew Claim
= My Managerment

Medicaid ID by changing the value in [ Giients \ l Tihlers D
\ DA W ait List
the drop down. [Providers \ | o
| Screenings \ | HaPI Upload
| ‘\ | MAPIS
. e . Reports
If you check the Participating check box, | o\

your search results will include only
those clients who have an Open
Enrollment with your Provider agency,
i.e., they are currently active.

If you do not check the Participating
check box, your search results may
include inactive clients or those who have
had an Enrollment with your Provider
agency but who are not currently active. Clients v

A=ATs Th HEY
Advanced Search

Quick Search
Participating
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OR, a second Client Search option:

2. Click Advanced Search to enter more
information to search for the right

client. This is especially helpful if the
client has a common last name. : i

File - Add New Client

Advanced Search

Filter

3. In the filter, enter the client’s last [x][Last Name | Begins With [ |test R
name and first name or first initial. ﬁ”‘ S[equeito  Mezzzzzzas  for ®
You can also enter date of birth and/or e ' To  Wowzoiiors [ [ox B
social security number. Click on the x @m
to the left of any filter item that you do
not wish to use. This will eliminate it I T I
fI'OIn your SeaI'Ch. ASAIS Wlll I‘efI‘eSh 64415 Testcase Kris 222-22-2223 | 04/28/1975  Active |w
the ﬁlter as you adjust the OptiOnS. 64462 Testcase :::iEI‘e - ::i—;z-:jsaiim:a‘?{f1982 Active -

4. Click Search. You will get a grid of
possible matches to your search.
Examine the information and select
the client for whom you were
searching.

Editing Demographic Information

1. Once the client or a list of clients comes up, click on the client for whom you were searching. Examine all the information to
make sure that this is the right person.
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2. After selecting your client, you are
presented with the client’s record.

3. Click on the Demographics tab. (the
record will normally open with this
tab as the active one.)

4. Click on Edit Demographics in the
links. The full demographics screen
will appear.

Some items will be grayed out and
can only be changed by staff at SASD.
Please report any needed changes to
SASD, in a note, if you see incorrect
information concerning name, SSN,
DOB.

€] https:/falabama. harmonyis. biz - Alabama Test - Microsoft Internet Explorer

i Fle Edt Yiew Favortes Tooks Help

BETX

Harmony v 3.8 File Edt Reports

thange Role

24 Clinical v

[ My ASAIS [ Fredvestcase

Quick Search dit - Edit Dernographic;
|

Reparts - Enrollments for select Agency

Clients ~
Last Name [v]
Advanced Search Last Marme Testcase Middle Marne
First Narne Fred Status
MEALE [0 124749 Medicaid 1D
‘ Demographics, Epizods Enrallments Assessrments
‘ Providers Diagnosis Hotes Contacts Medications Payers Eligibility

L1 graphi

‘ Screenings ‘

‘ Reports Date of Birth 8/14/1976 Gender
Date of Desth SUDS ID
| Sign Out Contact Information
County State
Street 134 Main Gtrest zZip code
Street 2 Home Phone Humber
City Montgomery

~

Demographics

Last Updated by kvilamaa at 8/17 /2007 8:22:37 AM

Active
N/A

Male

Alabama
36117
(334) 232-3232

2 @ Ireernet

5. Enter as much additional data that
you have for this client and change any
incorrect information. Any required
fields are marked with a red asterisk

Be sure to check for correct Gender,
& Street Address (A COMPLETE
addpress is required for Claims
Submission.)

6. Click Save and Close Demographics
when finished

Welcome, Steve Glover

[File - ave Demographics - 3 eemagraphics

Basic Demagraphics

Salutation *

Last Name *

Diaz
First Mame * Cameron
Widdle Narme
Alias
Date OF Death i
Do * 8/16/1972 E
Age '7
Gendar *
Hispanic Srigin
Warital Status
Residence Type [ L7
s8N 498-59-4385
Medicaid 1D
Initizl Fund Code * MR | %

Client Address
Straet ¥

1 Main Strest

Demographics

11/28/2006 §:16 AM
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Medications

when referring to residential programs.

Using the Medications tab, you can capture the information about any medications that this client may be taking. This is not a pharmacy
system, so it will not perform drug interactions, but will capture the information as a reference. This information can be very important

1. On the client’s record, click on the
Medications tab.

(@ https://alabama. harmonyis. biz - Alabama Test - Microsoft Internet Explorer E]@
o
U

I Ele Edt View Favorites Tools Help

File  TicKlers
Change Role

54 Clinical v Medications

My ASAIS Last Updated by kvilamaa at 8/17,/2007 8:22:37 AM

Quick Search

Ticklars
Last Harme Testcase widdle Harme
Clients v
- First Harne Fred Status Active
Last Mame [~ ASATS 1D 134749 Medicaid 10 N/A
Advancad Search Demographics | Episode | Enveliman Assessments
oragnasiz | otes | Contael adiuations | _shers | Figibiny
Filter
Providers Start Date [
Screenings Search

Reports

ii

Sign Out

The Bridge Inc. |Adapin 07/18/2007 Pending

&] Done S & Internet

2. Edit or view an existing Medications
record by clicking on it in the list.

3. If any changes are made, remember to
select Save and Close Medications
from the File menu. If no changes are
made, select Close Medications from
the File menu.

File

Medications

Steve Smith Last Updated by mrtest at 4/7/2007 12:13:46 PM

File - History - Save Medications(- Save and Close Medications -y - Print - Close Medications

Madications Medication

Medication * Centrax 55

http1// psyweb.com/Drughtm/isp/centrax.isp

Start Date * 04/07/2007 |4

End Date &)

Fund Code SA W

Provider Aletheia House ¥ | Details
Dosage

As Prescribed Yes Wl
Prescribad By
Medication Manzger

Frequency

Status ™ Pending %
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4. If you would like to add a new Fie
medication, select Add Medications ¢ dicati
from the File menu. Medications
5' The Medications screen Wﬂl appear' Fidicat\cns - Save and Close Medications - - Print - Close Medications e
Medication
Medication * 3
Start Date * 4/7/2007 i
End Date 3
Fund Code 3
Brovider I
Dosage
As Prescribed %
Prescribed By
Medication Manager
Frequency
Status * Pending w
6. Using the drop down box, select the Fie *
Medication for this client. SRS o
Medications
Note
. . . ave Smith Het
Once you seleCt a medlcatlon’ a hyperllnk Fi- SEE Edicat\cns - Save and Close Medications - - Print - Close Medications bttt
may appear that will take you an
. . . Medication
external website when clicked. This Medication * Clonidine 3
website will provide information about ctart Dot e i et
the medication. End Date =
Fund Code 3
7. Complete any other information you provider v
have for this medication. posses 10 mg/4 x daily
As Prescribed Yes |+
Prescribed By
8. Select Save and Close Medications edieation Mansser
from the File menu. Frequency
Status * Pending b
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Program Enrollments

As new clients are entered via a Screening, the SASD staff will establish the first Enrollment record equal to Assessment with your agency.
The worker for this enrollment will be a generic assessment worker with your agency ( e.g. Assessment, The Bridge). This will allow one
or more staff at your agency to have access to assessment records. When you decide to enroll the client into your program, you will update
this enrollment record to Open instead of Assessment.

Updating an Enrolliment for an Existing Client

1. NaVigate to the desired Client I'eCOI'd &1 https: Halabama. harmonyis. biz - Alabama Test - Microsoft Internet Explorer g@
by using the Search features or B BE Gy REElE EW5 EH i
selecting it from Current Active e Fle_Tckrs

Change Role
tc}lcés;;zgzrlygalgeanag ement on 54 clinica Enroliments
. | My ASAIS | Fred Testcase Last Updated by kvilamaa at 8/17 /2007 8:22:37 AM
2. Click the Enrollments tab. Fle  Add Crrollments
Quick Search Ticklers
|
3. Select the Enrollment record for ciers  [¥] Last Name Testease Widdle Name

First Marne Fred Status Active

your agency in the Enrollment grid. Last Hame M| asars o 154745 Wadicaid 10 N
\ Advanced Search Demographics EDisodsessmer\ts
ontacts =dications ibili

Ciagnosis | Motes | & Payers | Eligibility
| Filtar

\l\Providers | [#][ pisposition [+] Mot Equal To [+ [v || AnD [
| screenings | Provider |v|[Add|
[ Reports |
| Sign Out
o e woker __peposon ol bt piere b 105
The Bridge Inc |Assessment, The Bridge |Open 07/18/2007
&] Sy & Internet
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4. Update the Program (Facility/Level
of Care) and Disposition as
appropriate.

If a client is moving from one
Facility/LOC to another, Add
Facility to this record. Do not
change the existing facility record
to the new LOC as you will lose
history and may create claims
denials as the client will no longer
be eligible for services in the
previous LOC.

In the existing LOC record, change the
disposition to Transferred then Add
Facility for the new LOC that will have
the Open disposition.

5. The dates will default to the current
date, but can be changed if desired.

6. Select the appropriate Primary
Worker for this Program
enrollment.

7. Select Save and Close Program from
the File menu.

File  Tools

John Testcase
Fil= - Add Note -

Tools

Fund Code *

Enroll Date *

Enrollments

4/7/2007 1:40 PM

Save Enrollments - Save and Close Enrollments - - - - Close Enrollments

SA W

Provider * Alcohol and Drug Abuse Treatment Center
Program Pierson Hall Residential Dextoxification
Capacity [Total: 20, Used: 2

Disposition * Pending w

Disposition Date * 04/07/2007 3

Wait List Date |

Primary Warkar * Vilamaa, Kris |Z| Details

g4f07/2007 |8

¥ | Det=ils
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Navigating a Provider’s Record

Change Role

SA Clinical  |v

My ASAIS

| Aletheia House

Quick Search

Providers |+

Provider Name

Advanced Search

File - - Print -

Edit - Edit Provider

Clients

Provider ID 174 Provider Name Aletheia House
Provider Number 204
B providers OpenClose Waorkers Sarvices
Assessment Facililties Enrollments Facility Management Notes

| Screenings

| Basic Information

Provider Name Aletheia House Certification Unit
Reports Short Name (DBA) Aletheia House Contracts Management
Center Number 204 Comment
| Sign Out Provider Type Multiple Levels of Care

Contact Information

Active

1]

Levels of Care

202

202 E’
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1. Tabs

A Provider’s record is broken up into different categories of data. These categories called Tabs (or
sometimes pages) are displayed horizontally across the screen. Several sets of tabs may exist — to
navigate to the next (or previous) set, click on the arrows at the end of the currently displayed set.

e Enrollments

Navigating to the Enrollments tab and clicking on it reveals a list of clients currently enrolled with the
Provider. Users may click on a record to open it, but you can not edit enrollments here.

e Facilities

The Facilities tab will give you a grid of all facilities identified for this provider. There is a facility record
for each one with location address and capacity identified.

e Facility Management

Facility Management tab provides a way to manage the enrollments in all facilities by disposition or by
facility or a combination by using the filter. Clients dispositions may be managed via this tab.

e Levels of Care

Levels of care lists all levels of care that are provided by this provider.

2. Active Tab

The currently active Tab is highlighted. The ASAIS menu bar and the information displayed below the
tabs correalates to the active Tab.

3. Data/List View

The information displayed below the tabs that correlates to the active Tab. Information may be displayed
in a list. To open an item in the list, simply click on it. (Provider information can be edited by selecting
Edit Providers from the Edit menu in the ASAIS menu bar.)

4. ASAIS Menu Bar

The Menu Bar contains a set of menus that allow the User to access different functions related to the
Provider’s record. Alternatively, the same menu items are displayed as links that show all available
options for any particular screen.
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Editing Providers

1. Navigate to the Provider record_ [@ https:/falabama. harmonyis.biz - Alabama Test - Microsoft Internet Explarer g@

Ele Edt View Favorites Tooks  Help

Harmony v5.8 File Edi o

2. Click Edit Provider changa Rola
54 Clinical [v]

My ASAIS The Bridge Inc. Last Updated by kvilamaa at 4/12/2007 3:03:10 PM

File 5
Quick Search Edit \ Edit Pro

Providers

Providers [ Provider 1D 250 Provider Name The Bridge Inc. Active Yes
Provider Number 206
Provider Name - -
Providers | openclose | Workers | Services | Conbacts

Advanced Search
Assessment | Fadliltiss | Enrollments | Fasility Managemsnt | Groups | Levels of Care

| Clients Basic Information

|
Provider Nama The Bridge Inc. Pravider Type
| | | short neme toeay The Bridge Inc. Exccluds frorm Dropdown Na
- Center Humber 206 Certification Unit
[ screenings | AFNS 1D Contracts Management
| Reports | EIN/SSH 237412402 Cormment

Active Yes Genaric Currency 1

Sign Out WMedicsid #pprovad Yes

Contact Information

Contact Hame Tim Naugher County

Street 3232 Lay Springs Road  Phone (256)546-6324

Street 2 Extension

ity Cadsden Fax (256)547-6324

State AL Email

zip coda 35904 website v
< >
& Dane S B Intermet

3. Edit address or Other information as %1 https:falabama. harmonyis. biz - Alabama Test - Microsoft Internet Explorer E]@
Fle Edit ]
needed. :

Provider

4. Click Save and Close Provider when —

finished. S —
Edit - Histary

Last Updated by kvilamaa at 4/ 1.

Provider Basic Information
Provider Name * The Bridge Inc Exclude from Dropdown [
Short Hame (DBA) The Bridge nc. Provider Type v
Canter Hurnbsr 208 Certification Unit [+
AFNS 1D Contracts Management ™
EIN/SSH 237412402 Fomments
Active Generic Currency 1
Medicsid Approvad
Contact Information
Cantact Nams Tim Naugher Fhone (256)546-6324
Strast 3232 Lay Springs Road Ext
Strestz County
Gty Gadsden Fax (256)547-6324
State m | Ermail
zip Cade 35904 website
v
&] bone S @ Internet
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Adding Workers

1. Click on the Workers tab.

2. Click Add Worker.

Harmony v5.8

Change Role
=4 Clinical

My ASAIS \ The Bridge Inc.

R

Quick Search

Advanced Search
Filter

Title _v_

| Clients

| Screenings ‘

| Reports

‘ Sign Out

Azzessment, The Bridge
L —
I
L —

Workers

Last Updated by kvilamaa at 4/12 /2007 2:03:10 PM

Provider ID 259 Provider Marme The Bridge Inc. Active
— Provider Murnber 206
Providers v
— . Froviders CpenClose Warkers Services Contracts
Provider Mame w
L Assessrnent Facililties Enrallments Facility Managernent Groups Levels of Care

I S S T

True
True
True

True

3. The Add Worker page will open

4. Fill out the required information for the
Worker.

5. Select Save and Close Worker from the
File menu when finished.

6. Repeat steps 2 through 5 if you have
additional workers to enter.

@ https://alabama. harmonyis. biz - Alabama Test - Microsoft Internet Explorer

File

[

The Bridge Inc.

File - Save Worker \gave and Close Worker - Zlose Worker

Workers
Last Mame *

Middle Narne
First Narne *
Title
Member 1D —
Start Date =

End Date =

Staff 1D

Supervizor

Active

Comments

N =1

Worker

8/23/2007 10:19 AM

@'] Done

2 @ Inkermet
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Adding Facilities

1. Click on the Facilities tab.

2. Click Add Facility Detail.

] https: ffalabama. harmonyis. biz - Alabama Test - Microsoft Internet Explorer E]@

Harmony v5.8

thange Role
54 Clinical

Fle Edt View Favortes Tooks Help I

~|[so]

[ My ASAIS

Quick search

I
Providers |v

Provider Name

Adusnced Search

‘ Clients

‘ Screenings

]

Facililties

The Bridge ine: Last Updated by kvilamaa at 4/12,/2007 3:03:10 PM

Provider 1D 259 Praovider Name The Bridge Inc.
Provider Number 206
Providers OpenClose workers Services Contracts
Assessment Facilities | Enrollments | Facility Management | Groups | Lewels of Care
Filter
Facility [v

‘ Reports
| S Doy et e thone
The Bridge Decatur Adalescent 10P 2531 Huy 20 West Ho (258)353-6497
The Bridge Gadsden Adolescent Crisis Residential | 232 Lay Springs Road Yes (258)546-6324
The Bridge Ashville Adalsescant 10P P.O. Box 976 Yes (205)594-3111
The Bridge Cullman Adolascent IOF 402 Arnold Street NE, Suite 104 Yas (256€)775-8301 ™
< >
&] Done S @ Internet

3. The Add Facility page will open

4. Fill out the required information. Be
sure to select the Level of Care, as
well as capacity, address, and County as
this information feeds the SA Wait List.

5. Select Save and Close Facility Detail
from the File menu when finished.

6. Repeat steps 2 through 5 if you have
additional facilities to enter.

€] https:/falabama. harmonyis. biz - Alabama Test - Microsoft Internet Explorer

File

The Bridge Inc.
Fil= - Save Facility Dt
Facility

Facility *
Capacity

Street

Street?

City

State

zZip

Phone

Active

Level of Care

County

{1 - Save and Close Facility Detail Y)olose Facility Detail

/=

Facility Detail

8/23/2007 10:24 AM

@'] Done

é 0 Inkernet
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For additional information or assistance:

http:/ /www.mh.alabama.gov

System Administrator

Yolanda Ballentine - Yolanda.Ballentine@mh.alabama.gov

SA Director of Information Services

Kristopher Vilamaa - Kristopher.Vilamaa@mbh.alabama.gov
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