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A. Locate an Available Bed 
 

1. Open the chart for the individual you would like to admit by clicking on the Client Search icon at the 
top of the screen, typing in the client’s name and choosing them from the drop down list. 
 

 
 

2. Levels 3.1, 3.3, and 3.5 clients should be in the system. Contact Access if you are unable to find an 
individual with one of those levels.  
 

3. Detox 3.2 providers can create and enroll new clients and should no2fy AODS of the possible need to 
merge duplicate clients in the system by emailing AODSMerges@cchealth.org with name, ID#, DOB, 
and SSN if available. 

 
4. With the client’s chart open in SmartCare, access the Residen2al screen using one of these two 

methods: 
 

a. Click on the magnifying glass icon at the top leV of your SmartCare screen and type residen2al 
in the form search box; click on Residen:al (My Office) 
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b. Follow this menu path: My Office > Inpa2ent/Residen2al > Residen2al 
 

 
 

5. Once you have the Residen2al screen open, from the All Statuses drop down list, select Open to see all 
available beds. Make sure that the date in the filter is today’s date so that you can see all available beds 
as of today. Make sure the correct program is selected from the All Programs drop down list. Choose 
any other desired filters and click on Apply Filter. 

 

 
 

6. From here you can see all the available beds. 
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B. Admit to a Bed 
 

1. Once you’ve iden2fied an Open bed, in the Status column click on the Open drop-down list and select 
Admit. 

 

 
 

2. Some informa2on will be auto-populated in the Census Management – Admit screen. Verify the 
following informa,on is correct: Admit Date and Time, Program, Bed. 
 

3. Enter Client Type and Admission Type. 
 

 
 

4. When informa2on is complete, click the Save & Close icon at the top right. 
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C. Request Addi7onal Beds or a Bed Program Change 
 

1. To request addi2onal beds or to request a bed change, send requests to the SmartCare Support Team 
at smartcaresupport@cchealth.org.  The SmartCare Support Team will coordinate requested changes 
with the AODS QM Team. 
 

2. When request is approved, the SmartCare Support Team will make the change in SmartCare. 
 

D. Client Leave – Bed Holds 
 

1. To hold a bed while an individual is on leave from the facility, from the Residential screen find the 
beneficiary/corresponding bed and click the Status drop down that says Occupied. 

 

 
 
 

2. Choose On Leave from the dropdown list. Do not use Bed Change or Transfer. 
 

 
 

3. Enter/verify Leave Start Date and click Save & Close icon at top right. 
 

 
 

4. Back on the Residential screen, you will see two lines for the individual who is on leave. The first one that says 
Went on Leave is the original and no actions can be taken on this one while the individual is on leave. The 
second one is the one you will use when the individual returns from leave. 
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5. When the individual returns from leave, click on the On Leave dropdown and choose Return from Leave. 
Enter/verify return from leave data and click Save & Close icon at top right. If the individual doesn’t return from 
leave and is being discharged, choose Discharge, enter/verify Discharge Date, and click Save & Close icon. 
 

               
 

6. On Leave, Return From Leave, or Discharge are the only options you should choose from the Status dropdown 
when the bed is occupied. 

E. Residen7al Services 
 

1. For each day an individual is in a residen2al bed, complete one daily Service Note for each individual.  
 

2. To ensure you complete a note for each person, you can start from the Residen2al screen and click on 
the person’s name to open their chart. You can also start by going directly to a Service Note (Client) 
and selec2ng a client. 

 
3. In the magnifying glass form search box type service note and select Service Note (Client). 

 
4. Complete the informa2on in the Service tab. Select Residen:al Daily Note for the Procedure and 

Residen:al Substance Abuse for the Loca:on. 
 

5. Enter Start Date, Start Time, and 1 day for Service Time. 
 

 
 

6. Click on the Note tab to complete the daily note. 
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7. You can add a Problem to the Problem List if appropriate by entering a code or descrip2on in the 
Problem Details sec2on and selec2ng the problem.  Click the Insert bufon when informa2on is 
complete to populate it into the Problem List box. 

 

 
 

8. Complete the Informa:on and Care Plan boxes to document the daily service and plan for the client. 
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9. Ensure there is a diagnosis for the service by clicking on Billing Diagnosis tab at the top of the note. *If 
no diagnosis see step 11 below) 

 

 
 

10. When the note is complete, click Sign at the top right. 
 

 
 

11. To add a diagnosis for residen2al click on the magnifying glass icon at the top leV and type diagnosis in 
the form search box; select Diagnosis Document (Client). 

 

 
 

a. When opening the Diagnosis Document, you will see the CDAG Program Enrollment pop-up 
window. Click the drop down, select the appropriate residen2al program and click OK. 
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b. In the Diagnosis Document, enter in the diagnosis code in the Code field or the diagnosis name 
in the Descrip:on field. A list of matching diagnoses will populate, click to select the 
appropriate diagnosis. 

 

 
 

c. You must document if the diagnosis is Primary, Addi2onal, or Provisional. Click the drop-down 
menu in the Type field and select the appropriate op2on. 
 

d. If a severity level is appropriate, click the drop-down menu in the Severity field and select the 
appropriate op2on, mild, moderate, or severe. 

 
e. Click on the Insert bufon to populate the diagnosis into the Diagnosis List. 

 
 

 
 

f. Click on the Sign bufon at the top right to sign and generate the document. 
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F. Discharge 
 

1. Before discharging someone from a bed, you must complete the CalOMS Discharge before the person is 
removed from the bed.  

 
2. With the client’s chart open, type CalOMS into the magnifying glass form search box and select CalOMS 

Standalone Discharge/Update (Client). Complete the form and click Sign at the top right. 
 

 
 

3. When ready to discharge an individual from a bed, click on the Occupied dropdown and choose 
Discharge.  

 

 
 

4. Enter/verify the Discharge Date and click Save & Close icon at the top right. 
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5. Open the Client Programs (Client) screen by using the magnifying glass form search box. 
 

6. For the program you are discharging, click on the Discharged link in the Status column. 
 

 
 

7. Click on the Discharge Reason dropdown, select reason for discharge and click Save at the top right. Do 
not use Administra:ve Discharge unless you have no ability to contact the individual. 
 

 


