PIMSY

Quick Reference User Guide

PIMSY Login:

Thank you for choosing

PIMSY.

Provider Information Management System
Please Login

Login ID:

Password:

Calendar/ Schedule:

[ I *, My SAL Calend |
1.) Click on the My Sal Calendar. £ Wy _

2.) A message box will appear stating: Would you like to open the calendar in an independent window? It’s
best to say No here.

Would you like to open the calendar in a independent window?

Ve || No




3.) This is the Calendar :
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4.) Filters:

a. Filter by User- This allows you to pick any employee
1) To see your own calendar pick your own name
b. Filter by User Group- This will show you all the calendars for the provider group you belong to.
2) If you pick N/A you will see only your own calendar
c. Filter by Client- this will give you a list of you clients
3) If you select one client you will see all the scheduled appointments for that client.
4) If you leave it at N/A you will only see your appointments.
Day Scale in Minutes
5 g 10
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5.) Day Scale in Minutes:
a. It will default to 15 minutes (you can click on any bubble to change the view)
LAIL

Time Scale

StartAM: 8 52| EndPM: & 2
6.) Time Scale:

a. The default will be 8(am) to 5(pm) but you can adjust it according to your hours.

7) caear views ew |'Week View | Month View |

Day View — This will show you just the day you select on the left side.
Week View — This will show you a full week from Sunday to Saturday.
Month View — This will show you a full month (4 weeks)
Timeline View — Shows a week without time increments, just list all appts.
I. You can select to see weekends or not in the Week & Month view. User Columns, show all
users. If you don’t want the canceled appts to be hidden you will uncheck this box.

o

oo

v Show Weekend [ User Columns Hide Cancellations

2



8.) There is a filter option if you are looking for something particular just click this and put in the items you are

looking for. This is located to the far right of the screen.

9.) Arrow buttons: & U8 April 172014 Located under the calender views, these make for easy
movement thoughtout the Day, Weekly, Month, Timeline views.
10.) Button at the upper left corner of the calendar screen:

[W Save ][ £2 New Note ][ £2 New Group Naote ]
[ﬁi‘l My SAL ][LJ Refrash ] B Q8nc From Google

a. Save —to make sure everything has been saved on your calendar. You can never over save.

b. New Note — If there is no appt on the calendar this is way to enter a note, could be if the
client/patient called in and you want to document that call.

c. New Group — If there is a group meeting and it isn’t on the calendar this is a way to enter that
note.

d. My SAL — Opens to a report to show the user appts, current release status of notes and those that
might need to be released.

e. Refresh — You can never refresh enough. Always click to update the calendar. If you have
multiple people scheduling you always want to refresh before scheduling a new appt to make
sure the slots are still available, make sure you don’t overbook. REFRESH. . ..all the time!

How to Schedule an Appointment:

For an existing Client
1.) Place your cursor in the calendar date and time that you want you appointment to start. Left click
and drag for the duration of the appointment. Then right click and click on the New Sal button that

comes up.
O
© JulUilites @ Clients 4 Fnancial %% Repons T Administration 9 Windews €3 Help  §Links @) Abou LogOut  § Lock

[ £ by 5L [[IE5D) Reresh | o @i From Google

Filter by User: Donna Demo al F

Filter by User Group: ™ NI& ™

Aor 2014 Day view | WeeEView" | Mont viey M User Columna (7] Hide Cancaliakons
S :: = [Wesk e wior v
B B April 21 2014

Monday 21

Tl

New SaL [

2




2.) This will open a new window that indicates the time and date you selected.

Edit SAL [ (=D)ES)

| € Check Availabilty |

Start time: 42172014 - | B.00:00AM 3 User Name:  Donna Demo -
End time: 4212014~ | 10:00:00AM =  UserGroup: ==pja== v
Duration: 0 All day event Status: | Scheduled M
Client Name: AT *  Client Group: ™" N/A™ v [j]
Billing Code: A i SAL #:
Divigion: LA, - Mote H:
Location: v Cliert: #:
Group Mote #:
Rioom: l
MNote o | Group MNote & |Copy Note W Take Payment || TStatement
Releazed Feleaze For Review Billable Invoized Balance Due:
Remarks: (=4 MU Tracking | TR EAL A==
Biling Notes: Background: Orange - [m’ Recumence ”‘l

-

a.) User Name- verify that the name of the user to be scheduled is selected.

b.) User Group- will remain at N/A for a client appointment. If you needed to schedule
a group event i.e. training or supervision than you would choose you service group.

c.) Status- will default to schedule and can be changed when the action is taken place
(i.e. client arrival, late, no show, etc.)

d.) Client Group- If scheduling a group session, select the group and this will schedule
all clients from this group.

e.) Client Name- select from drop down the name of the client you want to make an
appointment for. (you can start typing the last name so you don’t have to scroll
through the whole list)

f.) Billing Code- pick the billing code for the service that will be provided.

g.) Division- Drop down that you will pick the service that is being scheduled. (Only
use if told too by your company)

h.) Location- pick the location of your home office (optional, can change on the note)

i.) Room- optional if your company is using this

J.) Note- click the button to start the progress note or assessment note: see the note
section to see how to add a note.

k.) Group Note- click the button to start a group note: see the note section to see how to
add a note

I.) Client- click this button to open up the clients chart.

m.) MU tracking- optional per company: will provided separate directions

n.) 5 Buttons for Content Central- optional only available if your company has set up to

use Content Central. CREA - AR

0.) Recurrence- will give you a selection of recurring times to select when scheduling
future appointments




3.) Click OK, to set the appt, then click Save in the upper left corner and then click Refresh, the appt
will appear on the calendar.

K8 B3 April 14 2014

Douglas. Erin (327-385-2073). Psychotherapy 60 min. (30837). Scheduled. SAL # DD-ED-304604t: 9:00AM

'T'ﬁ'e'l'lu'uhﬁiua' Jimmie (334-3364380), New Patient (Outpatient) 60 min. (33205), SAL #: 30128At: 10:004M ()

Making an appointment for a new client:
1.) Follows step one & two as above
2.) To put in a new client click the client button. This will open the clients’ charts.
3.) Click the New button to put in the new client.

$ Clients - e .
@@ 1of 40 [!][!J B8 Eport || P Fiter | | Client Detais | Demo. / Q&A | Insurance ICornaris | Check List / Comments | Medical I Diagnosis | Treatment Flan I Renewals | Authorizations I Notes | * | *
(Ea)reft (& om0 2 () r-soorss (9] | [ seve ] (G Cony (DD ew W EAL-A L=
& W
Last Name Frst Name Middlle I Prefic: [1/A ] Clent Number: At Cliert Number £ Clent Caendon
First Mame: Middle Name: Last Name .P Take Payment
Aaron Bob Wayne r
Raron Robert WILEY Suffee: Alias: Maiden Name:
@) eRX Register
Abbott Myran MNora Date of Bith: [0 4/11/2014 G Age: >
-
Abbott Nakia Flachelle Email: cal: () Phone: ([ J_ _ x
oot - (R Gt g
Faw: (_)__-_ Work Phone: () __-_ x___
Abigale Robert
Abingdon Amon Albert Address 1: Address 2: Address 3
Acosta Carolyn = Maursen City: State:  |NC - Zip:
Arosta Shanna Esther | .
Administration
Acost Trent Judith
osa renon ! Cliert SSN:  __—__
Adams Shermi
Adams Shemi Chrystal Primary Therapist: [“‘ NAA = v] Q.P. / Clinician II: ["' N/A= -]
Adams Victoria * Samanth; Physician (intemal); [“‘ MAA = 'I [-'/ Additional Users ][ G Addttional Divisions ]
Adams Isaac Ethan Defautt Division: [*=* N/A = - Default Location: [ N/A = -
Adkdns Soottie Trenton Default Location Code [“‘ NAA = VI Ref. Source: [“" N7A= ']
Adkins® Jami Gabriela o
Date of Admission: [] 4/11/2014 [E+ Active [] Suspended (Notes) [
Adiing Amold
Aguime Janice Taya |
Misc. Notes:
Aguime* Lori Jonathan
Ai Ryan Bobbie

a. Fields that MUST be filled out to Save are:
i. First and Last Name
ii. Date of Birth
iii. Therapist seeing the client
b. You should fill out as much information you can gather at this time.
c. Click Save: this will generate a client number in the client number box located in the middle
column top box. This will ensure that the new client is saved.
d. Click the exit button located in the upper right hand corner.
e. This will put you back into the calendar and the client you just set up will be picked on the
appointment
4.) Now follow the rest of how to enter an appointment as described above.



Progress Note:
1.) Start from the calendar appt for the client. Double click on the appointment, when the appt box
opens, click on the note button. From the pop up box select the first option Progress Note.

i Note . (== =
Bl save ||'Be® New || (GADelete W Take Payment ][ £# Open Last Note ] B Note Report ][ Exit ]
Release Before:
Whitaker Allow Uncondtional Release [~] Auto Populated Fields
Service Date:  4/14/2014 [E~ 10:00AM |2 Duration: |1 = hrig) 0 - mifs) Performed By: [Donna Demo v]
Note #:
Location Code: In Clinic [~
_ apr: [—nNA— -
Biling Code: | New Patient (Outpatient) 60 min. (33205) 75.00ur ~[i=]  mpatent [
Faceto Face Collateral Note [|  Releasedfor Review [ | Released [ ] Admitted:  [[]04/11/2014 10:17 AM @~ [ Does ][ &P View Client ]
Note Type: [~ N/A= | Division: [~ n/A= ~| Discharged: [104/11/20121017 A1 [~ FontSier [« ][ S5jaBC
MNote:
Subjective;
Objective:
Assessment:
Plan:
| Brief Mental Status Exam (comes with PIMSY}| Goal |Add. Services | Addendums | Team | Reference | Misc G & A Tracking
Goal Double click the Goal to add it to the note text. Quick Filter on Need Type |~ N/A™ -
(W[4ocr o [W[W][ B Epot ({5 Refresh | [ €L Fiter
Goal - . ‘Who Will Provide Support Need Goal Last Edited Last
# Goal Objective Support/Intervention Support Frequency Active Active Date Edited By

2.) The billing code should be populated from the appt, make sure the service date, time & duration are
all correct. Click Save.

3.) You can select a Note type which is a template your company has allowed you to use. Then place
you cursor in the blank box and enter your note and click Save.

4.) If you are sure that note is complete click the Released box and Save again. You can click save as
much as you need, so make sure you are really done before you release your note. If you do not
release your note, your service will not be billed.

Psychiatric Assessment:

1) Start from the calendar appt of the client. Double click on the appointment and this will open
a new window. Click on the Note button and select the second option new assessment.

4 What Type of Note? ' I[E|'IEF' X

What type of note do you want to create?:

() New Therapy / Progress Note
@ MNew Assessment / Medical Follow-up Note
(") MNew Group Note

%2 ok | | dcancel |




2.) This will open a new window that allows you to begin your assessment. Make sure the billing code,
location, service date, time & duration are all correct and click Save. Begin at the upper left hand side
tabs. They are Purpose of Contact, History of present IlIness, Intervention/Observation, and
Effectiveness of Interventions (could be different for each practice). Each is a blank text box in which

you can enter the appropriate information.

# Assessment Note

EEEE

(B Teke Paymert. ][££ Open Last Note | CCD || Tl Nota Report | ][\, Docs | 28 View Client ||

=

Release Before:
Douglas

Biling Code: [ Peychotherapy 60 min. (30837 75.00ur

Service Date

4142014 [F~ 09:00 AM 5

'] Location Code: inGiric [

Allow Unconditionzl Release [7]
Duration: 1

3 his) 0~ mi(s)

Released for Review [ ] Released || Note Type: [P\E

~| Division: [~ NA=

V] Face to Face

Purpose of Contact | Histary of Present llness | Intervention / Observation | Effectiveness of Intervertions |

Problem:

Intervention
Evaluation:

wha came with client:

what is his mood

Auto Populated Fields

Performed By: _Dnnna Demo -

Note #
o
Inpatient ]

Admitted: [ 04/11/2014 10:27 AM [E=
Discharged: [ 04/11/2014 10:27 AM @~

Note Font Size:

[ . Medical Details / Assessmentt History ]

Cliert Vitals/Medication Log/Nurses Note | Clinical 1t / Diagnositic 1 (co | BioPsycho Social it [comes with PIMSY) I Family History * I Social History * I Mental Status * I 1. Mental Health Note | Substance Usage ‘ o

| - o Moy Client Vitals/Medication Log/Murses Mote List. Press the Modify button on at the right for to chal ‘Gmw{h Chaits _",Hepurl ‘
Please fill out all the questions before saving. i] MIREE mm B8 Boort [ € Fiter
Height -in: = Client Vitals/Medication Last Edited Last Mote:

— Log/Nurses Note Assessment Date Remarks Image  Active Date Edited By P
Weight bs: COMMUNICATION CALL LOG [

= MEDICATION LOG E
- we: NURSES NOTE [
Respiratory Rate:

3.) Next look at the tabs in the center of the screen from left to right. Starting with Client vitals, can answer
any and all tabs that apply to you and your company. Click Save.
4.) Diagnosis tab. The Diagnosis can be entered here or in the clients chart under the diagnosis tab. To see

how, see the Diagnosis section of the manual.

5.) In order to see the comprehensive assessment in the report format click on the Note Report button that is

][ B Note Report ][

located at the top of the screen.

6.) This will open a new window, here you can indicate all the things you can see in the report by clicking the

boxes.

Reporting Options

Include Company Logos

Include Company Header Info

[] Include 55N

Include Diagnosis Code

Include Units

[] Include Released For Review Date
Include Release Date

Include Date of Service Under Signature
Include End Times

[] Include Date of Discharge

[T Include Rendering NPI

Assessment Mote Options
Include Purpose of Contact

Include History of Present liness
Include Substances
[ Include Medications

Q & A Options

Include Service Location Address
Include Addendums

Include Page Foater

Include Page Mumbers

Include Frint Date

[ Include Insurance Number

[] Include Date of Entry

[7] Include Date of Admission

[T] Include Inpatient Info

[7] Include Blank Signature Page

Include Intervention / Observation

Include Effectiveness of Intervertic

Include Diagnosis
[] Include Next Appointments

Include Brief Mental Status Exam (comes Include Mertal Status =

Include Family History = Include Social History *
Include BioPsychoSocial Assessment (comel| Include 1. Mental Health Mote

Atemate Title:

(]
Include Client Vitals/Medication Log/Mursed¥| Include Clinical Assessment # Diagr




7) This will generate a preview for you to print if you wish or have the need to print. Close this
window when you are finished.

8.) Once back at the note, if everything is complete and you don’t need to make any changes click
Release. Remember to make sure all changes are done before you release the note.

Diagnosis:
1.) Start on the appointment of your client. Double click on the appointment and this will open a new
window or click on the “Clients” button from the home screen. Click on the client button.

Go to the Diagnosis Tab at the top (7" from the left).

2.) They column labeled diagnosis, is where you will pick your Axis | diagnosis. Put on your diagnosis
date along with your Diagnosis type. Make sure mark one as Primary. All that are active make sure
you select in the Status column. Once everyone is completely filled out, click Save.

a. On your Axis V you do not pick from the diagnosis drop down. Enter GAF/CGAF in the
description box and enter the numerical score in the GAF/CGAF box.

Treatment Plan:

1.) Double click on your scheduled appointment this will open up a new window. Click on the client button.

This will bring you to the client’s chart (or click “Client” from the home screen). From
here click on the treatment plan tab (eighth from the left at the top)

2.) First, type in problem(s) statements. To do this click in the blank row under the word problem. Type in
the problem in the next column, long or short term and assign a number to the problem. If you company
uses divisions you will need to select it here. Click Save.

‘ Client Details | Dema. / Q&A | Insurance | Cortacts | Check List / Comments | Medical | Diagnosisl Treatment Flan | Renewals IMhoanﬂions I Notes | Documents Ia’-\udits | Surveys | Skt | >
Select the Need below to view the associated Goals or enter in a new Need in the empty line at the bottom of the grid.
Need M Wiley Practice Data | BB Copy Need ‘ Ml Details || T Treatment Plan Report lzl
W2 [WW S e Y Fiter
Need Need Service Last . Display - Last Edited
Need e # Date Edted By Ative  Ordar Division  poye
Test 2 > 2 Donna Demo v o1 - |4/12/2014 5:04 PM
» -1 Dorna Demo | [¥] 2 | 4/12/2014 5:04 P
* A 41272014 -
Select the Goal in the grid below you wish to view and press the modify button. Or press the new button. il New Goal || Ml Modify Goal
Goal
(1448 o Fcors: W W[5 on
T - -
gual Goal Objective Support/Intervention ém‘;ﬂ'x'" Provide E;zﬂiiw Active ?:EEdHEd Last Edited By
Al r':;rgo'; Obj 1 7] |10/22/20109:26 AM | System Administrator
A2 r':;rgo'; b2 U] 10/22/2010 9:27 AM | System Administrator
Goal Target Dates and Status
(W4joor 0 WS Epor 2 Fiter
Target Date g::;ew Justification Active Last Edited Date Status Last Edited By
* 4122014 | 41122014 -

3.) Highlight a problem row by clicking the in the margin of the need/problem. Next click the New Goal

- New Goal L : L .
button M to the right in the 2" section. This will open up a new window.



Here is my goal Obj 1

Support/Intervention Who Wil Provide Support: Support Frequency:
Anything Family ¢ per week

Dates | Additional Support, Who, Frequency | Service Plan Goal G & A (Post Goal On Report) | Service Plan Goal Q & A (Post Dates On Report)|

|
|
| (Woso  [W]W[5is o]
|

Target Date  Review Status Justification Active Last Edited Date Last Edited By |
* 44122014 |412/720014 hd

4.) Enter the Goal # first, then click Save.

5.) In the first box enter a goal. Do this for the remaining boxes, Objective, Support/Intervention, Who will
Provide Support, Support Frequency. Click Save. (You can have more than one goal per need/problem,
just repeat these steps and increase the goal#)

6.) Optional: (Check with your company to see if these area needs to be completed not all companies use
this area) Click on the Details button in the upper right hand corner. | In the left hand side of

the box there is a series of questions/boxes that must be completed.

7.) To print the treatment plan click on [IT = Hm,ii_] It will ask if you want to lock the report,
basically if you have a signature pad you will say yes so that your client can sign. If you do not say No. This
is important to read and select approapriatly.

8.) The following box will pop up:

Include Only Active Records on the Report?:

() Active Only Al

Include Diagnosis Section

Include Service Date

Include Target Dates

Include Goal Signature Section

Include Client SSN

Include Medications

Include Signature Page ffor Hardcopy Printing)
Include Print Date At Bottom of Report

Report Title:
Treatment Plan

£57) ok | [ Iqcancel

Make sure to include what you want to print on your treatment plan. If you don’t like the way it looks you
can close it out and go back in and open it up again.




9.) Once you click OK it will open the treatment plan in a PDF version. You can then print it or save it if you
wish to email via HIPPA secure email. (Again this is how your company tells you to do so.)
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