Service Time Generator and
TUOS Generator Template
Training

BHS Strategy and Finance — Fiscal Team



 Utilize Program Invoicing Report from Smartcare
* Includes all services regardless on clients’ plan and plan status

Service * Includes services that are in Complete and Show status (may include services with error)

Time
Generator J

~

« Utilize Contract Provider Charges Export Report from Smartcare
* Includes services for clients with active plans only.
TUOS * Includes services that are already converted to charges

Generator




Generating CoSD Program

Invoicing Report

 In the Smartcare home screen, use the search bar to type and
select the CoSD Program Invoicing Report.
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Generating CoSD Program
invoicing Report

In the new pop-up screen, enter the “Date of Service From™ and
“Date of Service To”

Select “Complete” and “Show” from the Service Status dropdown

« For Final Reconciliation, we will ask contractors to select services in “Complete” status
only.

Select your program name(s) from the Program Code dropdown

Click “Select All” from the Procedure Name dropdown

Click “View Report”
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Generating CoSD Program

Lnvoicing Report
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Generating CoSD Program
invoicing Report

« Export report to CSV file.

sdmhsc.smartcarenet.com
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Generating Contract Provider
Charges Export Report

* In the Smartcare home screen, use the search bar to type and
select the Contract Provider Charges Export Report
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Generating Contract Provider
Charges Export Report

* [n the new pop-up screen, select the applicable program

name/s
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Generating Contract Provider

Charges Export Report

* Uncheck “Null”

« Enter the "Charges Created Start” date and the “Charges
Created End” date

« Select “True” for “Include County Created Procedures”

* Press “View Report”
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senerating Contract Provider

Charges Export Report

© Report View - Work - Microsoft Edge
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« Export report to CSV file

sdmhsc.smartcarenet.com

Generating Contract Provider
Charges Export Report

Programs
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Where to find the templates?

* The templates are in the
BHS Technical Resource
Library under section 1.2.2

1.2.2 Budgetiinvoice Templates:

FY 24-25 BHS Budget Template - Cost Reimbursement

FY 24-25 BHS Budget Template (DMC) - Cost Reimbursement

FY 24-25 BHS MH Invoice Template - Cost Reimbursement

FY 24-25 BHS SUD Invoice Template - Cost Reimbursement

FY 23-24 MH Invoice - Fixed Price Redeterminable Template

FY 22-23 MH Invoice - Fixed Price Redeterminable with Day Svcs Template
Service Time Generator - Program Invoicing Report

Service Time Generator (CSU-MA) - Program Invoicing Report

Service Time Generator (CSU-Palomar) - Program Invoicing Report

Service Time Generator (C5U-Prime Bayview) - Program Invoicing Report

TUOS Generator



https://www.sandiegocounty.gov/content/sdc/hhsa/programs/bhs/technical_resource_library.html
https://www.sandiegocounty.gov/content/sdc/hhsa/programs/bhs/technical_resource_library.html

Before using the template:..

N

Make sure that
template is macro-
enabled.

Right click the file and
go to Properties.

4

P

To enable the macro in
the template, go to the
folder where the
template is saved.

Under Security, check
Unblock the click OK.
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Another way to'enable the Macro

1. Open Excel and access
Options:

- Click on the "File" tab, then
select "Options" at the bottom of the
left-hand menu.

Good morning
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,O Search
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DRAFT - TUOS Generator Versio
< You edited this
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2. Navigate to Trust Center:

- In the Excel Options
window, choose "Trust Center"
from the left-hand menu.

Another way to enable the Macro

Excel Options

General : % a
L—‘ General options for working with Excel.

Formulas
Data User Interface options

Proofing When using multiple displays:

® Optimize for best appearance (application restart required)

Save
oo } Optimize for compatibility
Show Mini Toclbar on selection
Accessibility
Show Quick Analysis options on selection
Advanced &4 Show Convert to Data Types when typing
Clctamize Ribbon &4 Enable Live Preview
M Collapse the ribbon automatically
Quick Access Toolbar
B Collapse the Microsoft Search box by default
Add-ins

SECETIOYICAl Show feature descriptions in ScreenTips %

Trust Center .
When creating new workbooks
Use this as the default font: GRS -

11«

Default view for new sheets:
Include this many sheets:

Personalize your copy of Microsoft Office

User name: Raagas, Kathleen

B Always use these values regardless of sign in to Office.

Font size:

Office Background: §al-0GH v
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Another way to enable

3. Open Trust Center Settings:

- Click on the "Trust Center
Settings" button on the right-hand
side.

.

)
|

jé Macro

Excel Qptions
General
Formulas
Data
Proofing
Save

Language
Accessibility

Advanced
Customize Ribbon
Quick Access Toolbar

Add-ins

T

Help keep your documents safe and your computer secure and healthy.

Security & more

Microsoft Excel Trust Center

The Trust Center contains security and privacy settings. These settings help keep your
computer secure. We recommend that you do not change these settings.

Trust Center Settings...
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Another way to enable

4. Go to Macro Settings:

- In the Trust Center dialog
box, select "Macro Settings" from
the left-hand menu.

Trust Center

Trusted Publishers
Trusted Locations
Trusted Documents
Trusted Add-in Catalogs
Add-ins

ActiveX Settings

Macro Settings ,

Protected View
Message Bar
External Content
File Block Settings
Privacy Options

Form-based Sign-in

Macro Settings

@ Disable VBA macros without notification
® Disable VBA macros with notification
® Disable VBA macros except digitally signed macros

Enable VBA macros (not recommended; potentially dangerous code can run}

Enable Excel 4.0 macros when VBA macros are enabled

Developer Macro Settings
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Another way to enabl

5. Choose a Macro Setting:

Trusted Publishers o P e

- Enable all macros and Enable Irused tocston: P —

Trusted Documents
® Disable VBA macros with notification

Excel 4.0 macros when VBA macros Trusted Ade-in Catlogs @ Disablo VBA macros acept igitallysigned macios

Add-ins

are enabled: This allows all macros to B——
run without any restrictions. However,

Protected View Developer Macro Settings

it's generally recommended to use this Message o

External Content

setting only when you trust the source —
of the workbook e sper

6. Click OK.

Enable Excel 4.0 macros when VBA macros are ena

Enable VBA macros (not recommended; potentially dangerous code can run|

bled
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Service lime Generator

* Remove non-billable services
e Converts service time to billable minutes/units
» |dentify individual and group services

« Summarize data by credential

(Please refer to the Instruction tab of the template for the steps on how to use the template)

_ N



mnuoS Gen

* Filter data by service date
» Convert charges to billable units/minutes
» |dentify individual and group services

* |dentify add-on services (e.g. Interpreter Services,
Interactive Complexity)

(Please refer to the Instruction tab of the template for the steps on how to use the template)

_ ”



SUD Providers

« For SUD Providers, generate both Service Time Generator and
TUOS Generator. Use the SUD Units Reconciliation Template
to reconcile the units of both reports.

* The SUD Units Reconciliation Template will create a summary
by Plan (Funding Sources).

21




« Submit a modified ARF (Account Request Form) to
BHS_ EHRAccessRequest. HHSA@sdcounty.ca.gov and update the

effective date of the ARF. The effective date on the ARF should be the
date the staff was hired or able to provide/bill services.

* |f error is due to inactive credential, the staff must provide the license
renewal date to BHS EHRAccessRequest. HHSA@sdcounty.ca.gov.
Once license date is verified by BHS, Smartcare will be updated with
the new date and the active credential will show in the report.

- N -



mailto:BHS_EHRAccessRequest.HHSA@sdcounty.ca.gov
mailto:BHS_EHRAccessRequest.HHSA@sdcounty.ca.gov

Questions?




Thank You!
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