NEW CLIENT INSTRUCTIONS 

After Application for Services has been completed and first appointment has been scheduled. 
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Look for patient in Thinkhealth by searching by Client Name, if not found, then search by Social Security Number.  Click on the Magnifying Glass at the top of the Desktop page and click Patient Search.
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In the Search Field select Last Name, in the Condition field select Contains and in the Value section type in the clients last name, then click the Add Criteria button.  Do the same process to add the criteria for the First Name click the AND button and then click on Search at the bottom of the screen.
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If the person you are looking for appears in the search area, click on the person to highlight them in blue and click on view selection and this will bring up the Patient Module.  
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The other option is to go to the Patient list, click on the plus next to the folder of the first letter of the clients last name and find them in the list and click on their name to highlight them in blue.  Then click on the Patient Module icon 

on the Menu at the top. 

Check and update all information as needed.  See Steps Below.

If the client is not found do the same process and search with Social Security Number.
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If the client still is not found, you will need to search further for client in the Excel Spreadsheets titled “AR Client List” and “Rolodex”/”Client List 1958-1991.” These spreadsheets should be on your computer, if not, contact your coordinator/supervisor.

If the client is not found then assign a new chart number from the Excel spreadsheet titled “New Chart List”.

Place Client on “Application Routing Log” spreadsheet.  See Melody if spreadsheet is not on your desktop.  

At this time you will need to check for eligibility.

Go to the Oklahoma Health Care Authority Web Site at:  

https://www.ohcaprovider.com/Oklahoma/Security/logon.xhtml
Log into web site with the provided user and password.
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On the right hand side of screen, under the SC Provider Number Header, look for  “100749540B”.  This is the main Edwin Fair CMHC, Inc. Provider number.  Click on that number.
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At the top of the page click on the “eligibility” button.   
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You have 4 ways you can search:  Member ID Lookup, SSN Lookup, Name Lookup and Case Number Lookup.  You will search with ALL of these except the last one, Case Number Lookup.  Search by name first using any and all combinations including nicknames and maiden if female.  Then go to SSN Lookup and finally use the Member ID Lookup.  If you find the person with the first method still use the other two to verify there are no other ID’s and your information is correct.
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If you do not find anything at all then you will need to call the Data Processing Help Line at #256 to get a number created for you.
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If the member shows up, there will be a Member section that will have the Member ID and the Member’s first and last name.  Make sure you have the correct member pulled up and that the names match EXACTLY.  If the member comes up with a different last name then you will need to call the Data Processing Help Line at #256 to get the last name fixed if possible or direction if not able to change.

Next there will be an Eligibility section.  In this section are all the benefits the member has.  Make sure that the “Mental Health and Substance Abuse” line is listed.  If it is not then call data processing to get it added.
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Below is an example of Mental Health and Substance Abuse listed with several other benefits.
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Always double check for the Mental Health and Substance Abuse listing if there are several benefits as it can be overlooked. Look at the date range to verify coverage is current, if it is not, contact Data Processing.
There will be times that you have two or more Member ID’s for the same person which causes a billing NIGHTMARE! You will need to call the data processing help line at #256 to get these fixed.
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Other circumstances can arise that would cause you to have to call the help line for assistance with a Member ID.  When in doubt or have a question, call #256 for assistance as Member ID’s are the backbone of billing, if there are issues with these there will be issues with getting payment.  Most Member ID issues have to do with names, (ie, spelling, marriage, adoption and/or divorce etc.) SSN and/or DOB.  Member ID issue’s should be resolved ASAP.  

Now that you have searched and did not find the client in TH or any of the spreadsheets and have verified eligibility you are finally ready to enter client into TH.  
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Open the Patient Module by clicking on the Patient Module Icon.    

Now click on the New button.  
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Fill in all information on the General Details Tab.  Top section below is highlighted in yellow.  Things to remember: 

Status should be Contact, Referral or Inactive for a new admit until 101/400 is completed.

Always fill out in CAPITAL letters.

If you check Ethnicity, you still MUST select a race (White).

When you fill in or change the last name the MAIDEN name field auto populates.

Fill in the entire middle name and the MI field auto populates.

Chart Number has NO dashes.
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Now you MUST click on the Check for Patient Duplicates button.  You will get one of two messages telling either there is a duplicate or there is not.
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If you get the duplicate message, click

OK to the message. You will then need to go to File and then Cancel Changes[image: image57.png]Listof Paient Medicatons: Medication Status:
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 before you search for the patient again to confirm the person is not already in TH, if you are confused or not sure contact Data Processing for assistance.  Once that is done you can proceed with your entry. 

On the top half of the bottom section of the General Details tab in the Patient Module, there are several check boxes you can select as they apply to the client.  Those boxes that are not active will become active when the box is checked.
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At the very bottom of the General Details tab you need to fill in the fields highlighted in yellow here.  Under Legal, the default is None and the only other 

option we use from the drop down is voluntary.  In the Programs box you need to select the programs in which the client could possibly receive services while a client at Edwin Fair CMHC, Inc.  The Programs are as follows:

15 Emergencies

16 Medication Clinic/Doctor Services

21 Case Management

41 Outpatient Services

81 PACT

87 SOC  (Systems of Care)

So, for example if a consumer was admitted into our agency and was going to be seen by a case manager, then you would check the boxes for 15, 16, 21 and 41.

The Alert Info box above shaded blue here, you can check the boxes as they apply.

The User Defined Field is used by Data processing but you will need to know how to read/use the information it contains.  

The format is ‘R 9/10/11 KM’ at you see in the yellow box at the left.  The ‘R’ means the fee was reliable.  The 9/10/11 is the date the fee was completed.  The ‘KM’ stands for the initials of the person who put the information in the TH system.  Sometimes the ‘R’ at the beginning can be an ‘E’ for estimated but that would ONLY be if the consumer was seen on an emergency and has not been back since.  This information will help to assist you to know when the next client agreement form is due since they are due every 6 months.  Next one is due March 10, 2012.

We are now ready to move to the Contacts tab.

The only two sections we really use are the Emergency Contact and Guardian.  If you have other information you can fill it out as you obtain it.

For the Emergency contact just fill out the information.  If the information is the same as the patient’s then check mark the box and change the name.
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For the Guardian do the same.
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For the other sections you can expand by clicking on the arrows on the right side of the screen.
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Insurance Information Tab

The insurance information tab should ALWAYS have TWO insurances listed, Medicaid and Mental Health and Substance Abuse. Sometimes there will be a Tertiary insurance which will be Medicare.

When you place a dot next to the option ‘Contact Information “Same As”, all the information in the Yellow boxes will auto populate.  The only items you will have to change will be the Payment Source and Insured’s I.D. Number.  Make sure the Active box is ALWAYS checked.
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To add the second insurance you will need to click on the Add Insurance button.

Then you will need to temporarily change the Insurance Level to Primary.  


Doing this will bring up the option to place the dot next to ‘Contact Information “Same As” to auto populate the screen.
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Once you place the ‘dot’ then change the insurance level back to secondary and fill in the payment source and ID.  Repeat as needed for additional insurances.

THIS SECTION IS RELEVANT TO PONCA CITY OUTPATIENT ONLY.

NOTE: Only self-pay offenders will have only ONE insurance tab listed.

Every week the Member ID numbers are sent out to the Health care authority to verify eligibility.  When the file comes back TH will check mark what the eligibility is.  This is where the rest of the insurance screen comes into play.  The grid box below shows a listing of what the response is from the department with each run.  The green line is the header row and the blue and white lines are the data lines.  You can scroll through to look for the information you want or you can click in the green area and ‘sort’ by that header.
Every one of our consumers has a picture of a head next to them.

       Boy

       Girl

Eligibility is determined by a colored circle with a line through it next to the head or lack of the colored circle. This eligibility status can change from week to week due to the eligibility run with OHCA which makes the Primary and Secondary Insurance tabs unreliable.  So for RELIABLE sources on insurance payment you are either going to have to remember the colored circles on the heads which can been seen from any module.  They are as follows:
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      Black—No Medicaid OR DMH eligibility (Call Data processing)
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      Red—No Medicaid eligibility (Bill DMH)
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            Blue—No DMH eligibility (Call Data processing)
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            No Circle—Medicaid AND DMH eligible (Bill Medicaid and DMH depending on service)

OR open the patient module to look at the check boxes as shown
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No boxes checked—Call data processing.

Medicaid Ineligible checked—Bill DMH

DMH Ineligible checked—Bill Call Data processing.

Both boxes checked—Bill Medicaid and DMH depending on service.


Hint:  When you get a black and blue it is not good, it is bad, the same thing holds true with the colored heads.  If the circle is black or blue call Data processing for assistance DMH needs to be added.

Medical Information Tab

At the time you are filling out a new patient you will have limited information to fill out on this tab so only fill out what you know.
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If the patient has any Medical Physical problems place them in the proper box.  If the consumer has any allergies put them in the patient allergies section by selecting from the drop down in the tan entry line.  Remember that the green line is the header and the tan line is the entry line.  For the patient income list the sources in the appropriate section.  If they have more than one source break it down in the correct section but do not total it all together and put it in the Household line or you will be doubling the income as TH will add the incomes together.  The diagnosis and past substance use you will not know and the clinician will fill in at intake.  

Any medications that the consumer is taking will need to be entered in on the medications list.  Always make sure you are selecting the correct medication for both spelling and dosage.  If you are not sure ask or go to the web to check on spelling before adding.  Remember the green line is the header and the tan line is the enter line.  If the option is available always select from the drop down list.


[image: image20.png]List of Patisnt Medications:

Miameof  Dosage Qly Reasonfor R

Cick here o add a new becioation

abuerel | 10mg |1 thma

s noeded

‘Active

Effecs

Medication Status: | Active

st Used

TRz

Remove Medication

Length Expirat

0fUse  Date

T0/3/202

Refills

1




If you have made a mistake or the consumer is no longer taking the medication you can right click on the line in the grid (the blue and white lines) and then left click on the ‘Remove Medication’ to remove the line.  You will get a message asking you if you are sure you want to remove the medication click yes if you do.

Notes and Assignments Tab

This is where you will assign the MHP and the BHRS and anyone who will need to have access to the patient.

The MHP will be the clinician who last billed the 101/400 or 300.  If this is the same clinician that is seeing the patient on a regular basis then the same clinician will be listed in the BHRS field as well.  See the example at the left.  If the BHRS is unknown then the MHP should be listed in both fields as well. 

NOTE:  Both the MHP and the BHRS fields must be filled out for reporting purposes.

In the ‘Select all Assigned Staff Members’ section you will need to check mark all support staff, Data Processing, management staff and Medication clinic staff to ensure they all have access to the patient.  As this list changes see coordinator or supervisor for updated list.  

There is a section in the middle to place a photo of the patient but we do not utilize that field at this time.

On the right hand side of the screen is a section for Notes on the patient.  Here you will find items from the clinician relevant to the patient but you will also find notes from Data Processing that may pertain to member ID’s and/or billing issues.  See example below.


The bottom section of the screen has to do with billing and will not be altered by clinical staff in any way.
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Items in the boxes above do not change.  They are for data processing use only.
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