
 

Progress Note Entry (Crisis Services) Tip Sheet 

 

This Tip Sheet is meant for Crisis Program Staff who have attended Crisis CWS 

Training. The Tip Sheet will walk users through the Progress Note Entry (Crisis 

Services) form. This Tip Sheet may change as our trainings and systems are updated. 

Please visit our website https://dhs.saccounty.gov/BHS/Avatar/Pages/Avatar.aspx 

for the most updated version. If any additional help is needed you can contact us at 

Avatar@saccounty.net.  
 

Documentation:  

Quality Management provides Documentation Training which will provide 

information as to what would be appropriate to enter into the form. The content 

below is meant for navigational purposes.  

 

 

 

 

 

 

 

 

 

 

 

 

 

Progress Note Entry (Crisis Services) 
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1. Select Client: Enter the client’s name or Avatar ID number.  

2. Select Episode: Choose your episode from the drop down.  

3. Select Draft Note: If you have any progress notes in draft for this client you can 

select it and open the draft note from the drop-down.  

4. Progress Note For: select the type of progress note you are entering. For most 

notes this will be “New Service”.  

5. Practitioner: Enter your staff ID or last name to select yourself.  

6. Service Charge Code: This is a search field, when the service code is entered you 

will double click on the service below.  

7. Where was Service Provided/Referral Source: Indicate where the service was 

provided and who was the referral source for the service.  

8. Grant Area: If your program has a grant area, indicate if the service took place 

outside the grant area. If your program does not have a grant area, leave this 

field blank. 

9. Delete Draft Note: While a note is in draft you are able to delete it. Once a note 

has been finalized you will no longer be able to delete it. There are two 

representatives from each agency with the permissions to void progress notes. If 

a finalized progress note needs to be voided you will need to contact that person 

at your agency to void the note for you. 

10. Date of Service/Service Times: Enter the date of service and service times. Some 

agencies require start/stop times be entered. Enter this only if your agency 

requires it.  
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11. Location: Select the location that the service took place.  

12. Note Type: Select the Note Type from the drop-down. If you require a co-signature, the 

note types will say co-signature next to each note type. If there are no note types in the 

drop down, please have your supervisor contact QM Staff Registration to update your 

staff registration paperwork. 

13. Face to Face: Indicate whether the service was Face to Face. This means the clinician was 

face to face with the client, not with a family member or caregiver. This option would be 

marked Yes if the clinician chose Telehealth as the location.  

14. Notes Field: The Notes Field is where you enter your documentation.  

15. Language/Interpreter: Indicate the language the service took place in and whether an 

interpreter was used.  

16. 5150 Application: Indicate whether there was a 5150 application. If you choose Yes on 

this response, you will have to enter in the Hospital Type.  

17. Referrals/Linkages: This will be greyed out for all note types except for a Discharge 

Note. This field is required for Discharge notes.  

18. EBP’s/SS CSI: Check with your agency to find out which EBP’s you should be using. Each 

agency has specific EBP’s that they use, make sure you are selecting something 

appropriate to your agency. If no EBP’s were used check the box for Unknown. This field 

is required for state reporting.   

19. Additional EBP’s/SS: These EBP’s are Sacramento County specific, this does not get 

reported to the state and therefore is not a required field. Each agency has specific EBP’s 

that they use, make sure you are selecting something appropriate to your agency. 

20. Draft/Final: Your work will not be saved until you click the File Note button. You will have 

to save your work in either Draft or Final Status. Draft status means you are still working 

on the note and will need to come back to it. Final status means you have completed the 

note, if you require a co-signer by choosing Final you are sending the note to your 

supervisor. If you do not require a co-signer the note will be finalized and no longer 

editable.  See next page for Doc Routing.  
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Document Routing 

1. When you finalize a Progress Note, Client Plan, or Assessment the Document Routing 

screen will appear. Based on your classification you may see the following three options.  

a. Accept- This will only appear if the user does not require a co-signer. If you do not 

require a co-signer choose this option to finalize. 

b. Accept and Route- This will appear for those requiring a co-signer. The steps below 

will explain how to route the document to your supervisor. 

c. Reject- After reviewing the document, if any changes need to be made you can 

select Reject to bring you back into the form to make your changes.  

 

 

2. You will be prompted to enter in a password when you click Accept or Accept and Route. 

The password will be the Avatar password you use to log into Avatar. Enter your password 

and click Ok.  

 



 

 

 

 

3. If you choose Accept and Route a box will appear which will allow you to choose who to 

route the document to. Click on the Supervisor field and enter your supervisor’s last 

name. Double click on their name on the drop-down.  

 

4. Click the Add button below the supervisor’s name. This will drop them down to the 

Approver box. Click Submit to route the document to your supervisor.  

 

 

 

 

 

 



 

Entering a Progress Note for CRP’s 

CRP programs enter a daily rate for their services, this covers all residential services for that day. 

When entering in the daily rate the main difference on how the progress note is entered will be 

the service time portion. For daily rates you will not be entering in a direct service time, 

documentation time, or travel time. The service will be billed as 1 unit. This will be done by 

entering a 1 in the “Direct Service Time” field and a 0 in the “Documentation” and “Travel” times.  

 


