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800 Team CSI Data 
Description This report can be used to identify which clients 

do not have CSI data. 
This report shows ALL CSI data for clients who 
have been admitted by your staff. It is organized 
by Admitting Practitioner. This information is 
required for all mental health programs. 

How to read 
the 
report 

A. The sub heading displays the staff 
member name. The clients listed under 
each practitioner are open clients.   

B. All the red fields in the report need 
actions. The clinician can enter the CSI 
data by going into CWS→Clinician 
Menu→CSI Data and selecting the 
episode in the report then completing 
the fields. The goal is to not have any red 
text on the report. 

Important 
Tips 

- If you double click on the staff member 
name you will be able to isolate only that 
staff members list and print to hand to 
them. To go back to the main list click on 
the preview tab. 
The goal is to eliminate the red items 

  



801 – Open Clients for ASOC Salinas Teams 
Description This report will display a list of all open clients 

based on a birthday range entered by the user. 
How to read 
the report 

The information is grouped by the team, then by 
the admitting practitioner. 

Important 
Tips 

You can drill down by clicking on the staff name 

  



802 Team Treatment Plan Data by Month 
Description This report can be used to remind your staff of clients 

coming up for an annual and to view clients without a 
treatment plan. This report organizes annual plans by 
the month due. All clients need to have a finalized 
treatment plan every year. 

How to read 
the 
report 

A. This report is sorted by Month (Jan- Dec). All 
the clients under the month will be the clients 
that have plans starting that month. The clients 
are displayed under the month of the original 
date of coordination (see green widget in chart 
review to view this date).   

B. You will want to pay close attention to the 
following warnings on the report:   

I. End Date Caution (green text)= this 
means the clients treatment plan will 
expire soon 

II. The client does not have a treatment 
plan= Client needs a treatment plan 

III. Compliant= Client has a finalized plan 
for the year 

IV. Duration in red= The duration exceeds 
365 days and needs to be corrected 

Important 
Tips 

- Every client should have one finalized 
treatment plan every year and one draft 
(working plan). A quick way to make sure all 
clients follow this rule look at the last column in 
the report Plan Status and just make sure you 
see Final then Draft for each client.   

- If you double click on the month heading you 
can isolate all the information for that month to 
print or just view. To go back to the main report 
click on the preview tab 

- If you notice a client that has been discharged 
on this report make sure the Client Case 
Coordinator has been issued an end date.  This 
will take this client off this report. 

  



803 Team 72 Hour Rule 
Description This report can be used to monitor team's compliance 

with completing notes within 72 work hours of service 
date. This report only calculates 72 hour compliance 
based on work hours. You can click on the practitioner 
to see additional details about notes written 

How to read 
the 
report 

A. This report is sorted by clinician’s assigned to 
your team 

B. It has a count of notes written, count of notes 
written three work days after date of service, 
and a percentage of notes written after 72 
business hours. 

C. This report also shows percent of notes tied to 
an Evidence Based Practice 

Important 
Tips 

- Double click on any of the numbers listed under 
the clinician name to view the details. This will 
give you a list of the clients that account for 
these numbers, date of service, date of note 
entry, days difference, and work days difference 

- We usually run this report for the previous full 
month because then it reflects the very late 
notes.   

- The report date parameters are based on the 
date of service not the date of data entry.   

- Running the report for a recent time frame will 
show compliance because the late entry services 
have not yet been entered. 

  



804 Team List 
Description This report can be used to verify the correct staff 

members are assigned to your team. This report drives 
which staff members you will see in other reports 
under your team. 

How to read 
the 
report 

A. Look for your team name (scroll down or go to 
the next page for more team names) 

B. Look at the staff listed under the team to verify 
names, titles, start date and end date are 
accurate 

Important 
Tips 

- Notify the QI team when there is a new 
employee or an employee has transferred to 
another/your team (they will need the date 
details such as date of transfer, or start date, or 
end date)   

- Notify the QI team if your staff member has an 
inaccurate title by submitting an error report 
under the Staff Assignment type 

- 

  



805 ProgramDemographicDATA 
How can it be 
used? 

This report can be used to view demographic data for 
the selected programs 

Description This report shows gender and ethnicity breakdown. As 
well as age breakdown, count of current open clients, 
average age, and age range served 

  



806 Team NonBillable Time by Clinician 
Description This report can be used to monitor what is entered as 

non billable time. 

How to read 
the 
report 

A. This report is by staff member. It displays non 
billable time by date with notes. 

Important 
Tips 

- If you double click on the staff member name 
you will be able to isolate only that staff 
members list and print to hand to them. To go 
back to the main list click on the preview tab 

  



807 Team NonBillable Service by Code 
Description This report can be used to monitor what is entered as 

non billable. You can also use this to see how much 
time your staff is spending in each non-billable type. 
Example : Sick or training 
This report organizes staff non-billable time by service 
code (non-billable type) 

How to read 
the 
report 

A. This report is sorted by clinician 
B. You will see the total time the clinician entered 

for each of the different non billable categories 
C. The total in the blue heading is the total non-

billable time entered for the date range you 
selected 

Important 
Tips 

- If you double click on the staff member name 
you will be able to isolate only that staff 
members list and print to hand to them. To go 
back to the main list click on the preview tab. 

- Once you have isolated the staff name you can 
double click on one of the total number of non-
billable time and that should open up an 
additional tab that will display the details for 
that service type.   

- This can help you see how much time a staff is 
spending sick or in training. 

  

  



808 Team Clients without diagnosis 
Description This report can be used to monitor which clients are 

missing a diagnosis and what would be the potential 
loss if the diagnosis is not entered. This report shows 
clients open to your team who do not have a diagnosis. 
Clients must have an admission diagnosis in order to 
bill for services. It also shows the potential money loss 
due to services being provided with no diagnosis. 

How to read 
the 
report 

A. This report is sorted by admitting practitioner 
B. This report displays the clients who are missing 

an admission diagnosis. This section also shows 
the last date of service and the potential loss for 
each client 

Important 
Tips 

- Pay close attention to the episode number. The 
client may have multiple episodes open 
however the episode listed on the report is the 
episode with the missing admission diagnosis. 

- If you double click on the staff member name 
you will be able to isolate only that staff 
members list and print to hand to them. To go 
back to the main list click on the preview tab. 

- All clients must have an admission diagnosis for 
each episode. The admission diagnosis date 
should default to the date the episode opening 
date 

  



809 Supervisory UR List 
Description This report may assist you in viewing clients that have 

received a UR based on a selected date range, 
completed by the Supervisor and their team. 

How to read 
the report 

A. Displays Supervisor name with a total client count 
of all UR’s completed by their team. 

B. Displays Staff name with a client count for each 
client reviewed regardless of review status.   

C. Displays   
a. client ID 
b. review type 
c. date reviewed 
d. review status 
e. program 

Important 
Tips 

You may double click on staff name to drill down and 
view that specific staff individually. 

  



810 ClientsWithoutServices 
Description This report can be used to view clients who are not 

receiving services and may need to be discharged 
This report is organized by program and admitting 
practitioner. Please review the clients in your program 
who are listed as not receiving services. 

How to read 
the 
report 

A. This report is sorted by admitting practitioner 
B. This report displays all clients open with no 

services. It also displays the date of admission 
and the episode number. 

Important 
Tips 

- Clients who are listed as not having services who 
have been opened for greater than 60 days 
should be considered for closure. 

- This report will help you to see clients who are 
not being served or should perhaps be closed 

- Additionally this is a tool can show who is 
behind in their documentation 

  



811 Staff Services by Billing Code 
Description This report can help you view the amount of minutes a 

staff member is billing under each service type 
This report shows the billable time organized by 
service code 

How to read 
the 
report 

A. This report displays the service codes the staff 
member billed to. It also displays the total 
minutes billed under that service code and the 
average minutes per session. 

B. Displays total minutes billed for the selected 
time frame and a total of hours and minutes at 
the bottom of the report 

C. This report only displays billed minutes 
through the clinical progress note or group 
progress notes. (Does not include 800 code 
information entered into the scheduling 
calendar) 

Important 
Tips 

- This will help you to evaluate the amount of 
billable time your staff has on a monthly basis 

- Double click on the service code (number) to 
view the billing details that contributed to the 
minutes in that service code. To go back to the 
main report click on the preview tab 

  



812 Team Missing UMDAP 
Description This report shows UMDAP information for all clients 

assigned to the case coordinator and can be used to 
view clients that need their UMDAP information 
entered or updated 

How to read 
the 
report 

A. This report is sorted by case coordinator 
B. It displays the clients assigned to that case 

coordinator. Pay close attention to those who 
say “Expired UMDAP” in red text. Those clients 
need to have their UMDAP renewed. 

Important 
Tips 

- On the 301 missing UMDAP report on the 
clinician's caseload reports they see all of their 
clients (including clients missing the UMAP) 

  



813 Clients w/o case coordinator by program 
Description This report can be used to view clients that are missing 

a case coordinator. It is organized by program. 

How to read 
the 
report 

A. This report is organized by program 
B. Below that is a list of the clients missing a 

case coordinator 
Important 
Tips 

- To assign a case coordinator go to “Client case 
coordinator” form and assign a start date and a 
clinician. 

- Only one active case coordinator is allowed per 
client 

  



814 Team Admitting Practitioner Report 
Description This report can be used to view the clients opened to 

each practitioner in your team 
How to read 
the 
report 

A. This report is sorted by admitting practitioner. 
It displays a list of clients opened to that 
practitioner.   

B. It also displays the client case coordinator, 
psychiatrist, admission date and last date of 
service 

Important 
Tips 

- This report gives you a count of open clients for 
each practitioner this helps to give you an idea 
of how many clients each practitioner has open 

- You can also look at the last date of service and 
if the client has not received services then this 
might be a client to consider closing 

  



815 Clients open 60 days or less 
Description This report is organized by admitting practitioner. It 

also lists the last date of service for each client and can 
be used to view the clients opened to the selected 
program under 60 days 

How to read 
the 
report 

A. This report displays clients opened to your 
team for less than 60 days. 

B. If these clients are to remain open they will be 
required to have a treatment plan 

  



816 Indirect Service Codes Report 
Description This report can be used to audit how much time is 

being used by staff for indirect services.  It is organized 
by management and supervisor teams. 

How to read 
the 
report 

A. Displays the date of service, site, service code 
and the duration. 

  



817 MORS scores by Team 
Description This report shows the MORS completed by your staff 
How to read 
the 
report 

A. This report displays client history of MORS 
entries 

B. There is also a field with “Days since the last 
MORS’ 

Important 
Tips 

- Use this report to make sure each client has a 
mors within the recommended time period 

- If you double click on the staff member name 
you will be able to isolate only that staff 
members list and print to hand to them. To go 
back to the main list click on the preview tab. 

  



818 Financial Eligibility by Program 
Description This report shows total count of open clients, medi-cal 

clients, drug medi-cal clients, and medicare. 
How to read 
the 
report 

A. For each client ID it show the list of guarantors, 
admission date, and coverage start date 

  



820 Current Compliance Alerts by Team 
Description This report displays current compliance alerts on 

clients assigned to your staff members. This report can 
be used to view clients that need further action in 
order to be compliant. 

How to read 
the 
report 

A. The problem section describes the issue 
B. Emails 1-3 displays the dates the staff member 

was notified of the issue 
C. QI Action is the action the QA staff member has 

taken to correct /notify the staff member 
D. Clinician Action is the action the clinician must 

do 
Important 
Tips 

- By double clicking on the staff member name 
you can isolate that staff members list 

- To go back to the original screen click on the 
preview tab 

  



821 Productivity by Team 
Description This report displays productivity for the selected 

month and team 
How to read 
the 
report 

A. The blue heading displays the management 
team and supervisory team 

B. The yellow heading displays the staff member 
ID and name.   

C. Under the yellow heading billed minutes for 
each month are displayed in green text, the 
productive minutes are in black text, and the 
back out minutes are displayed in red text.   

D. In the last row for each staff member (each 
month) your will see the percent of 
productivity for each month 

E. In the last column (on the right side of the 
report) you will see a Year to Date column for 
billed minutes, productive minutes, back out 
minutes, and year to date percent productive 
for each staff member 

F. At the end of the report it displays totals for the 
team including a count of clinicians and count 
of clinicians over 75 percent productive 

Important 
Tips 

- Before processing the report choose from the 
drop down if you would like to view billed 
minutes and productive minutes. If both of those 
choices are selected as NO you will only see the 
percent productive for each month and the year 
to date as well 

  



822 Active Service Codes by Program 
Description This report displays all service codes available to the 

specific program selected. Use this report for questions 
about which service codes can be billed in a program. 

How to read 
the 
report 

A. Double check you selected the correct program 
B. View service codes available to bill under this 

program 
Important 
Tips 

- If you notice a service code missing. Please 
contact QI at our helpline 831-755-4545 

  



823 Service Detail by program 
Description This report displays billing details for each client in the 

program selected. 
How to read 
the 
report 

A. This report is organized by patient ID. Below 
each patient ID you will see a list of services 
provided for that date range selected.   

B. Next to the patient ID you will see a total count 
of services for that patient ID and total duration 
in minutes 

  



824 Waitlist and Referral List – Non Assigned 
Description This report displays a list of clients referred that have 

not been assigned organized by priority. 
How to read 
the 
report 

A. You can view any notes entered in the waitlist 
and referral form by clicking on the on demand 
sub-report link. 

  



825 Waitlist and Referral History by Program 
Description This report displays all the clients referred that have 

been assigned. 
How to read 
the 
report 

A. This report displays the following: 
a. Referral date 
b. Priority 
c. Client id 
d. Client name 
e. Family # 
f. Age 
g. Preferred language 
h. Staff referring 
i. Program name 
j. Review date 
k. Referral accepted? 
l. Clinician assigned 
m. Other referring party information 
n. Notes 

  



828 Waitlist and Referral Detailed – Not Assigned 
Description This report displays all details of the clients referred 

that have not been assigned. 
How to read 
the 
report 

A. This report displays the following: 
a. Referral date 
b. Priority 
c. Client id 
d. Client name 
e. Family # 
f. Age 
g. Preferred language 
h. Staff referring 
i. Program name 
j. Review date 
k. Referral accepted? 
l. Clinician assigned 
m. Other referring party information 
n. Notes 

  



829 Client contact sheet 
Description This report displays all client address and contact 

information. 
How to read 
the 
report 

A. This report contains all of the contact 
information for the client.  It is grouped on 
team. 

  



  

830 Medi Cal Eligibility Check 
Description This report displays clients MEDS eligibility by 

program 
How to read 
the 
report 

A. This report is organized by program 
B. It displays the client’s address in avatar, social 

security number, medical number, aid code, and 
last date of service. 



831 Program Service Information 
Description This report displays staff member service information 

organized by service code. Use this report to view total 
minutes billed to each service code during the time 
frame selected. 

How to read 
the 
report 

A. This report is organized by program staff 
member and service code. 

B. This report only displays billed minutes 
through the clinical progress note or group 
progress notes. (Does not include 800 code 
information entered into the scheduling 
calendar) 

Important 
Tips 

- Double click on the service coder number (e.g. 
301) to view details on the services contributing 
to the total minutes billed and average minutes 
billed for service code 

Drill down view when double clicking on the service code 



833 User Access Details 
Description This report displays the forms and reports each staff 

member has access to. 

How to read 
the 
report 

A. Grouped by System Code 
B. Displays Staff Name, User ID & Staff Title. 
C. Displays the number of staff assigned to 

that System code. 
Important 
Tips 

- You can drill down to see detail by double 
clicking on the staff name.  This will display all of 
the forms and reports the staff member has 
access to. 

  



834Productivity (by billing code+ Program) 
Description This report can help you view the amount of minutes a 

staff member is billing each service code 
This report shows the billable time organized by 
program then billing code 

How to read 
the 
report 

D. This report is sorted by programs the 
selected staff member has billed for the 
selected time frame 

E. This report displays the service codes the 
staff member billed to. It also displays the 
total minutes billed under that service code 
and the average minutes per session. 

F. Displays total minutes billed for the 
selected time frame and a total of hours and 
minutes at the bottom of the report 

G. This report only displays billed minutes 
through the clinical progress note or group 
progress notes. (Does not include 800 code 
information entered into the scheduling 
calendar) 

Important 
Tips 

- This will help you to evaluate the amount of 
billable time your staff has on a monthly basis 

- Double click on the service code (number) to 
view the billing details that contributed to the 
minutes in that service code. To go back to the 
main report click on the preview tab 

  



835 Program services by Month 
Description This report displays count of services, service minutes, 

and count of clients for the time frame selected. 
How to read 
the 
report 

A. This report is organized by program. Multiple 
programs can be selected prior to running the 
report.   

B. On the left side of the report you will see the 
above counts by month 

C. Below that you will see that information in a 
color coded cross tab 

  



836 Specialty Team Form Report 
Description This report is organized by specialty team type. Use 

this report to view clients assigned to a specialty team. 
This includes specialty services like Katie A and AB109 

How to read 
the 
report 

A. Look for the specific specialty team to view 
which clients are assigned to that specialty 
team 

Specialty Team Types: 

Dual Diagnosis 
Medically Intense 
ASOC Intensive Team 
DBT 
Katie A 
Probation- Child 
AB109 
Adult High Risk Probation 
School Based- NO MEDICAL NECESSITY 

  



838 End of employment Report 
Description This report prints the information entered into the end 

of employment form for the selected staff member. 
How to read 
the 
report 

A. Once you have filled out the End of 
Employment form in Avatar you can print this 
to hand to the staff member 

  



839 Team History of Corrective Action Requests 
Description This report displays all Corrective Action Requested 

entered. 
How to read 
the 
report 

A. 



841 Waitlist Analysis History Report 
Description This report displays a history of  the clients entered 

into the waitlist and referral form in avatar in all 
programs 

How to read 
the 
report 

B. At the top of the report it displays number of 
clients placed on waitlist, average length of 
stay on waitlist, and number of clients that 
remain on the waitlist. You will also see the 
number of clients placed on the waitlist and 
still on the waitlist in ages 0-25.   

C. In Blue you will see a cross tab which breaks 
down the clients by program.   

D. In the second page you will see the details of 
the clients contributing to the numbers on the 
first page. 

Page 2 (Details)   



842 Waitlist Analysis Report Current 
Description This report displays clients waiting assignment 
How to read 
the 
report 

A. At the top of the report you will see number 
of clients pending to be assigned. 

B. You will also see the number of clients 
between the ages of 0-25.   

C. In Blue you will see a cross tab which 
breaks down the clients by program.   

D. In the second page you will see the details 
of the clients contributing to the numbers 
on the first page. 

Page 2 (Details) 



843 Open Clients by Zip Code 
Description This report displays open clients in each program 

organized by zip code with primary diagnosis. 
How to read 
the 
report 

A. The gray heading displays the program 
selected. If multiple programs were 
selected you will see two gray headings in 
different pages.   

B. The blue heading is the zip code those 
clients are assigned to (this zip codes comes 
from the address entered into the 
admission form) 

Important 
Tips 

- If you double click on the zip code you can 
isolate clients in that zip code. To go back to the 
main page click on the preview tab. 



844 Current Team List 
Description This report displays the current team assignment for 

the selected team 
How to read 
the 
report 

A. The name highlighted in blue is the assigned 
supervisor for the team. 

B. The staff names that follow are the staff 
members assigned to this team. This also 
includes the start date of when the staff 
member became part of this team and their 
title. 

Important 
Tips 

- Be sure to notify QI of any changes such as title 
changes, team transfers, end of employment etc.. 



845 Open Client by Region 
Description This report displays open clients by region and sorted 

by program. It displays the client’s case coordinator, 
date of admission, attending practitioner, next 
appointment, and primary diagnosis. 

How to read 
the 
report 

A. The program name is highlighted in blue with a 
distinct count of clients for that program 

B. The region name is highlighted in yellow with a 
distinct count of clients for that region with in 
that program 

Important 
Tips 

- On the last page of the report you will find a bar 
graph of count of clients by region 



848 Team Analysis Report 
Description This report displays caseload numbers as well as billed 

minutes for the selected team 
How to read 
the 
report 

A. Number of Clients served displays the 
number of clients served during the 
selected date range 

B. Number of Services displays number of 
services rendered during selected date 
range 

C. Sum of Service minutes displays a sum of 
the service minutes billed during the 
selected date range 

D. Sum of Service value displays the sum of 
the cost for the services billed during the 
selected date range 

E. Case Coordinator displays the count of 
clients for which the practitioner is 
assigned as the case coordinator 

F. Admit Pract Caseload displays the count of 
clients for which the practitioner is 
assigned as the admitting practitioner 

G. Attend Pract Caseload displays the count of 
clients for which the practitioner is 
assigned as the attending practitioner 

H. Other Support Staff displays the count of 
client for which the practitioner is assigned 
as the other support staff 

Important 
Tips 

- The last Bold row displays totals for the team 



849 Open Client by Program 
Description This report displays a list of clients that currently have 

an open episode to the selected program(s) 
How to read 
the 
report 

A. Displays each clients assigned case 
coordinator, the client’s ID, date of 
admission, client name, length of stay in 
days, last date of service, admitting 
practitioner and attending practitioner 

Important 
Tips 

- Length of stay in days is calculated from date of 
admission to the date the report is pulled 



850 Staff Non Caseload Client Access 
Description This report displays client ID’s accessed by the staff 

member selected which are not with in the staff 
members caseload 

How to read 
the 
report 

A. Access date is the date the staff member 
accessed the client record 

B. Access time is the time the staff member 
accessed the client record 

C. Access reason is the information entered by 
the staff when asked by Avatar what is the 
reason they are accessing this client 

Important 
Tips 

- Use this report when is suspected or reported 
that a staff member has been accessing a client 
chart that should not have been accessed 

- Be sure to notify QI of these reports as well 



857 Missing CSI Data by Program 
Description This report displays CSI Information for current open 

client in the selected program 
How to read 
the 
report 

A. Look for the “data missing” red text in the 
columns. This tells you the client does not 
have any CSI data entered for this program 

Important 
Tips 

- Keep an eye out for staff members selecting   
“unknown” for most of the questions 



858 Program Service Information by Service Type 
Description This report displays service summary information by 

service type 
How to read 
the 
report 

A. Count of clients displays count of clients 
served during the selected date range 

B. Count of services displays the count of 
services rendered   

C. Sum of duration displays the sum of 
minutes billed to each type of service 

D. Sum of service value displays the sum of 
cost for each type of service 

Important 
Tips 

- Overridden to non billable row displays services 
that have been switched to 330 due to charts 
being out of compliance 

- Disallowed row displays services disallowed by 
QI 



864 Clts w/o Svc for 60 Days By MD 
Description This report displays clients by attending practitioner 

who have not received services in over 60 days 
How to read 
the 
report 

A. This report can be used to identify clients 
who may need to be discharged or may 
need to be contacted to schedule an 
appointment for follow up 



869 Clients Admitted by Program 
Description This report displays a list of clients admitted to the 

selected program for the selected date range 
How to read 
the 
report 

A. This report can be used to view a history of 
the clients admitted to a program for any 
given date range 

Important 
Tips 

- Note: this is not current open clients 
- It displays clients where there admission date is 

between the date range selected 
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