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Intake
New Episode
Close Case

This set of tip sheets focuses on how to use the Intake screen to start a new
client episode/case and to close a client case in SMART.
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New Episode - l@..
L“;ﬁ';ﬂf SMART

The Episode officially opens the client/participant’s case in User: Giobs, Sharon - | Location: mBc
SMART.
Home Page
» Agency
1. Entry Steps: Login, Select Facility (if applicable), from > S i
the Home screen, click Client List, select client, Episode Alteizzoan Dzsiliizi Latest PE Domains
LiS t « Client List Irvine/Program Enroliment without Admission : 11/1/2017 - Substance Abuse

» Client Profile
Linked Consents
MNon-Episode Contact

2. Intake: An intake is the beginning of a new episode of
care at a facility and is required before any other
clinical activities can be documented.
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Once on the Episode List screen, click Start
» System Administration New EpiSOde-

Reports

Support Ticket

3. AnIntake can only be completed if the client does not

have any existing, active Intake record at the same koT¥ SMART
facility or once all previous cases at the same facility R R e
have been closed. If you click Activity List prior to er e S — : —
starting a new episode, SMART will redirect you to the e I k) = =
Episode List screen. S (o s omes - greiond ——— U
4. Click Start New Episode to open a client case. This will — = R — ’
open the Client Intake screen. B 2 i oo e (55 =

Problem Area

I want to be drug free.
m

5. Complete all required fields.
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6. Click Save.
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7. Click Finish.
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Changing the Client Case Status

The Intake screen can also be used to change the status of a oo ot seeren - |_sossters e momimon Oovir (rooop Sgen, Somin e £

& Client: Pig, Porky | M0601640987P1 | 1 © Clear Client
client during the program. The case status can temporarily _

> , K
Agency Santa Ana ~ Casex 1

be changed when the client/participant is not in the i — ] o

Authorization Dashboard initial Contact | [~ Initial Contact Date =

Residence |Prince George's > Intske Date 8/15/2007 @

community because he or she is in residential treatment, on Sl e ot ntere it Aoy o - - o cfl
bench warrant, etc., and will return to your program. - ‘m=

Case Status | Open Inactive

Linked C Source of Referral Detail ource of gffferral Datail

ial Contact Date

Intake Date

1. From the client Activity List, select Intake Transaction. o - Click on the dropdown arrow, and

This will open the Intake screen. select ‘Open Inactive’.

| Selected

2. Go to the Case Status field. ‘N

Presenting Problem Presenting Problem Selectea
Substance Abuse

= Housin =

» Encounters
tion
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3. Select the dropdown menu. This will reveal three .
options- ‘Open Active’, ‘Open Inactive’, and ‘Not ’

covery Plan
Inter-Agency Service Selectes

Admitted’. S S = '

4. Select ‘Open Inactive’ if the participant is not in the
community to receive Problem Solving Court case
management services.

User: Gibbs, Sharon ~ | Location: MBEC Treatment Center (Training Agen, Santa Ana /

& Chient: Pig, Porky | MOS0 1840587P1 | 1 © Ciear Clent

5. Locate the navigation buttons at the bottom of the —=
screen. ey

stake Facity Santa Ana » Casen 1

» Group List Case Assgned ™o Gibbs, Sharon » Case Sutss Open nactive »
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Closing A Client Case/Record That Was Not Admitted (There
is not any Admission Record)

The Intake screen can also be used to track those clients
who are screened but not admitted to your agency/court
program.

1. From the client Activity List, click Intake Transaction.
This will open the Intake screen.

2. Goto the Case Status field.

3. Click on the dropdown arrow. This will reveal three
options- ‘Open Active’, ‘Open Inactive’, and ‘Not
Admitted’.

4. Select ‘Not Admitted’.

Go to the Reason For Non-Admission field.

6. Click on the dropdown arrow, and select the best
reason that describes why the client/participant was
not admitted.

7. Locate the navigation buttons at the bottom of the
screen.

8. Click Save.

9. Click Finish.
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and select ‘Not Admitted’. e lno ;
.. = Not Admitted '

Special Initistive Selected

User: Gtbs, Sharoa ~ I Location: MEC Treatment Center (Traming Agen, Santa Ana

& Client: Pig, Porky | MOG01640987P1 | 1 © Clear Cliemt
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Closing the Client Record (After the client has been
discharged in SMART)

Discharging a case in SMART does not automatically close
the record. After the client discharge record has been
completed, go to the Intake Transaction screen. This can be
accessed via the Client Activity List.

1. Go to the Date Closed field located at the bottom of the
screen.

2. Click on the calendar icon, and select the appropriate
date. (format mm/dd/yyyy)

3. Click Save & Close the Case.

4. Click Save.

5. Click Finish.

Note: The Episode List will indicate that the Case Status as
‘Closed’. The record will be available to review with a ‘Read

only’ status. A case must be closed prior to starting a new
episode.
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User: Gibbs, Sharon + | Location: MBC Treatment Center (Training Agen, Santa Ana &

Home Page
» Agency
» Group List
Authorization Dashboard
~ Client List
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Non-Episode Contact
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Use the Date Closed field
to close the case/record.
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