Avatar Support Guide

Sacramento County Avatar Training and Support
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Changing the Default Browser
The preferred browser for myAvatar is Microsoft Edge

Eﬁ Alarms & Clock

Settings
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1. Click on the Windows
icon in the lower right
hand side of your
screen.

2. Click on the “Settings”
Icon, to Open the
“Windows Settings”
window
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System
Display, notifications, apps,
powe
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Time & language

Windogmiettings
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Ease of Access
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Devices Network & Internet
Bluetooth, printers, mouse Wi-Fi, airplane mode, VPN
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Privacy

3. Click on the “System”
icon

H Settings

22 Home

| Find a setting

System

3 Display

Apps & features

i>  Default apps

[ Notifications & actions
@ Power & sleep

== Storage

4 Offline maps

L8 _Tableimode

Music player

Groove Music

Pl 4 2wer

6 Choose an app

I Microsoft Edge
Recommended for Windo

Video player
Firefox

Movies & TV
Firefox

‘abhbrowser

E Google Chrome

ws 10

= Internet Explorer
=7

4. Click on “Default Apps”
5. Click on the “Web
Browser” section

6. Select the “Internet
Explorer” browser

7. Close the Window

Now you should be able to
launch Avatar.




Creating a shortcut in the Documents folder

for Document Capture
1. Go to the folder you normally store your documents in your shared drive.
2. Copy the shortcut there
e Click on the path in the window
e Right click on the highlighted address
o Select Copy

[ | = | Training Guides CWS - o X
Home Share View [2]
« SR I i\ DBHS_AVATAR\D3 - Executing\Training Materials\Tr [ r
. Undo
A Name o
s Quick access Cut
Arch
B Desktop rene Copy
Archive Documents == *
¥ Downloads Chart View oo
[ Documents Clinical Assessments
= Pictures Diagnosis Select All
Avatar Support Intro to Computer Right to left Reading order
Fix instructions (Default, Compatibility ¢ Medical Assessments Show Unicede control characters
Handout MH Corrections in EHR Insert Unicode control character >
Undated 100620 MH CWS training
ate
F MH Order Connect Open IME
[ This PC MH Scheduler EEETEEE
¥ 30 Objects MH Service Request Trainings File folder
B Deskiop MHTC A4PM  File folder
B Documents Mokile Programs CWS 334PM  File folder
3 Perceptive-Document Capture M File folder
Download:
oumeacs POS Scan 8RN Filefolder
& Music PSC-35_Cans-35 1 Filefolder
=] Pictures Special Trainings-Access-SOC-Clerkship-... 223PM  Filefolder
1B Videos SUPT CWS Training PM  File folder
. SYSTEM (C) Templates File folder
= Millerlu 0\ dihs-f5\DHS-USERDATA) (] Walk Through and Go-Live File folder
Web Based Traini File fold
P — T eb Based Training ile folder
= 1-Handout Links and Contacts 2-5-20 Adobe Acrobat D...
= DHS-Work X
= orkgroups (X) &) Avatar Bookmarks 3-26-19 HTML Document
A Nkl < 24
33items  State & Online .

3. Click on the Documents link on the left

B | & [ = | Documents - o X
Home Share View (7]
« « 4 [E» ThisPC » Documents » v @ | Search Documents )
[ Desktop A Name Date modified Type ~
& Downloads Adobe 11PM  Filefolder
%] Documents Adobe Captivate Cached Projects File folder
= Pictures Audacity File folder
Avatar Support Avatar_Report_Viewer_11_5_Cache_2015_... File folder
Fix instructions (Default, Compatibility ¢ Custom Office Templates File folder
Fax 7PM  File folder
Handout
Undated 100620 FeedbackHub File folder
pdate My Adobe Captivate Projects File folder
+ [ This PC My Received Files File folder
B 30 Objects New folder File folder
B Desltop New Folder (2) File folder
OneNote Notebooks File folder
4| Documents .
k Scanned Documents File folder
& Downleads SchedCalendar File folder
b Music Snagit File folder
= Pictures Sound recordings 3PM  File folder
B Videos WebScaninstall 021617 8 3PM  File folder
£ SYSTEM () Zoom 8 1 Filefolder
= Millerlu (\\dhhs-fs\DHS-USERDATA) (i -1 06-03-2020 1 Microsoft Excel W..
17 08.202020 Microsoft Excel

H

Workgrps (\WADMNST) (W:
grps (VWAL ) (W) @Z) 788355879 Microsoft Word D...

= DHS-Workgroups (X}

5 admission delete 09-17-20 Werd D...
& Network %] Avatar Corrections 06-09-2020 Werd D...
@5 Avatar deletion Word D.. ¥
v <

48 iterns. .



4. Right click in an empty space and and navigate to “New” then Shortcut

= | Documents - a X
Home Share View 2]
« v 4[5 ThisPC » Documents v/ O Search Documents £ | Lbut now system upgraded.
A Name Date modified 2
# Quick access
B Desip Adobe File folder
Adobe Captivate Cached Projects File folder
¥ Downloads Rudacity File folder
= Decuments Avatar_Report_Viewer_11_5_Cache 2015_.. File folder
=] Pictures Custom Office Templates File folder )
from disclosure under appl
Avatar Support Fax File folder
Fix instructions (Default, Compatibility ¢ FeedbackHub .. File folder
Handout My Adobe Captivate Pro|  View > filefolder
Upeoted 100520 My Received Files Sort by > filefolder
New folder Group by > filefolder
[ This PC New Folder (2) Refresh file folder
OneNote Notebooks file folder
B 2D Objects Customize this folder... |
I Desktop Scanned Documents file folder
= SchedCalendar Paste file folder
Documents
Snagit Paste shortcut file folder
& Downloads |
Sound recordings = 5 [iefolder
J" Music ive access to )
WebScanlnstall 021617 bila ot
] Pictures Zoom New > Folder
B videos 65 06-09-2020 Properties [l e
i SYSTEM (C) A1 08.20.2020 ) Microsoft Access Dazxse
= Milleru (\\dhhs-f=\DHS-USERDATA) (] =) 788355873 &) Bitmap image
% ad delete 09-17-20
= Workgrps (\ADMNST) (W) G5 admission delete 5 Contact
= ] Avatar Corrections 06-09-2020 =
= DHS-Workgroups (X) - - 05 Microsoft Word Document
8] Avatar deletion @) Microsoft PowerPoint Presentation
A bl &
47 teme & Microsoft Publisher Document

5. Right click on the field and select “Paste”

5 Create Shortcut

What item would you like to create a shortcut for?

This wizard helps you to create shortcuts to local or network programs, files, folders, computers, or

Internet addresses.

Type the location of the item:

.

Click Mext to continue,

Undo
Cut

Copy
Paste

Delete *

Select All

Right to left Reading order
Show Unicode control characters

Insert Unicode control character ¥

Browse...

i

MNext Cancel




6. Click “Next”

w Create Shortcut
What item would you like to create a shortcut for?

This wizard helps you to create shortcuts to local or network programs, files, folders, computers, or
Internet addresses.

Type the location of the item:
Jorkgrps\BHS\BHS Admin\DBHS_AVATAR\O03 - Executing!\Training Materials Browse...

Click Next to continue.

Cancel

7. Name your Shortcut to the folder

&, Create Shortcut

What would you like to name the shortcut?

Type a name for this shortcut:

My Document Sherteut]

Click Finish to create the shortcut,

u

8. Then you should be able to access that folder each time from the Documents Folder




& 4 Create Shortcut

What would you like to name the shortcut?

Type a name for this shortcut:
My Decument Shortcut]

Click Finish to create the shortcut.

ﬂ




Deleting a Draft Assessment

1. Search for the Assessment in the Search bar at the top of the myDay View.

2. Click on the name of the form

Q  SUD Assessment

Forms

Undock
“
9
9
9

Name

/

SUD Assessment Report

SUD Assessment

Active Client Current SUD Assessments

SUD Assessments User Report

Here is what | found:

Menu Option

/ Avatar CWS / Assessments / User Defined Assessments
/ Avatar CWS / Assessments / Assessment Reports

/ Avatar CWS / Assessments / Assessment Reports

/ Avatar CWS / Assessments / Assessment Reports

3. Enter the name of your client and select them.

Q | test, tesd

Client

TESA TEST (788475709)

4. Select the appropriate episode

Opening: SUD Assessment
Home 3 Select Client » Select Episode >

v Selected Client : TESA TEST (788475709)

Name: TESATEST

|D: 788475709

Sex: Female

Date of Birth: 12/08/2002

Episode

Program Start
3 Sutter-Psych-ECT 02/07/2022
2 Pre Admit - Intensive Placement 02/07/2022

1 ZZ_Wellspace_Adult_Auburn 01/20/2022

select Episode

End

02/07/2022




5. Select the draft assessment you would like to delete, then click delete at the bottom of the
screen.

v aelected Llient : TESA TEST (/886475 /7U7)

v Selected Episode: 1

Select Record

Name: TESATEST
|D: 788475709
Sex: Female
Date of Birth: 12/08/2002
Assessment Date Data Entry By (Login) Draft/Final

01/21/2022 Justin Miller Final

/

GEIED GNP GETED GEEED




OrderConnect-2 Factor Authentication Error Fix
This is for those who prescribe medications

This may be caused by a change in the Verizon URL and the steps below should correct the
issue.

1. In Microsoft Edge click on the 3 dots in the upper right hand corner.

2. Select “Settings”

= (m] X
o e
@ New tab Ctrl+T
B New window Ctrl+N
F2 New InPrivate window Ctrl+Shift+N
Zoom — 0% 4+
{\E Favorites Ctrl+Shift+0
Collections Ctrl+Shift=Y
& History Cirl+H
| i Downloads Ctrl+]
isible B apps 5
ENDED & Games
{3 Extensions
@ Performance
El Print Ctrl+P
c [ Web capture Ctrl+Shift=S
[} Web select Ctrl+Shift=X
ure isn't availal
(% Find on page Ctrl+F
Y NEWS (O M:.reto:w >
Eg} Settings
@ Help and feedback >
Close Microsoft Edge
(i} Managed by your organization

3. Click on “Cookies and Site Permissions”
4. Click on the “Pop-Ups and Redirects”



T = O DT

Start, home, and new tabs
Share, copy and paste
Cookies and site permissions
Default browser
Downloads

Family

Languages

Printers

System and performance
Reset settings

Phone and cother devices

Accessibility

@000 D R G&KKIEHBE C

About Microsoft Edge

—

()

Ask first

Microphone

Ask first

Motion or light sensors

Allow sites to use motion and light sensors

Motifications

Ask first

JavaScript

Allowed

Images

2NOW 3

Pop-ups and redw

Blockec

5. Under Allow click “Add”

6. Typein http://orderconnect.ntst.com in the text box, then click “Add”

. Add asite

Site

| https://orderconnect.ntst.co m|

Cancel

7. Click “Enable Protected Mode” checkbox

8. Click “apply”

9. Close Edge and Re-launch Order Connect

10


http://orderconnect.ntst.com/

Transfer Pending Prescription
This is for those who prescribe medications

1. Open Launch Order Connect for any client (you can transfer more than 1 prescription and
can select prescriptions from different providers in this screen)
2. Click on “Launch Order Connect Reports”

Program *

77 _Wellspace_Adult_Auburn X

Launch OrderConnect

Launch OrderConnect Reports

Status

3. Click on the “Prescriber Queue” icon

—
0VOs to Review | 0 Labs to Review | 0 Transmissions

Prescriber's Desktop ) __ Today is Wednesday, July 18, 2018
Good Morning , Justin Miller @ SacCo-AP$S$-OP-Stockton

News & Information iew an Individual Patient
Last Name, First Name
e Click here for Clozapine REMS n
» DEA Controlled Substance Schedule Listin ® Active  Inactive Al b
« INFOSCRIBER HELP DESK: (888) 782-2615 (Monday -Friday 8:30AM _m
to 8:30 PM EST)

[ B[ CH Psychiatry/Mental Health vl Go _

() L.» - -
| e |[®]| 2

4. Once in the Prescribers Queue click on the Provider dropdown and select who the original

Prescription was sent to.
5. Find the Prescription and select “Transfer to Me” link and then follow the prompts.



Prescribers Queue

Patient Name ¢

rescription

— e
‘Verbal Orders (0)

120512016 [

120572016

2052016 |

121212016 I

07121201

S. Rao

S. Rao

S. Rao

S Rao

S Rao

Received Agent Order ID  Action Prescription Schedule Diagnosis Pharmacy
Change clonazePAM - 0.5 M(_E, TAB, PO Take one and one half (1.5) tablets 4 CVS 16106 IN TARGET
Order by mouth every morning
Transfer Change clonazePAM - 1 MG, TAB, PO Take one (1) tablet by mouth at
T 12/05/2016 R. Fuller 13206834 Order bedtime 4 CVS 16106 IN TARGET
Change Zolpidem - 10 MG, TAB, PO Take one (1) Tablet At Bedtime, As 4 CVS 16106 IN TARGET
Order Necessary for sleep disturbance.
Received Agent Order ID  Action Prescription Schedule Diagnosis Pharmacy
Transfer 12/05/2016 N. Meinhardt 13216589 Discontinue clonazePAM - 0.5 MG, TAB, PO Take one half (1/2) Tablets Twice a 4 _ RITE AID-6661 AUBURN
1o me Day, As Necessary BLVD
Received Agent Order ID  Action Prescription Schedule Diagnosis Pharmacy
{rensler 191052016 N. Meinhardt 13216930 Change Order Lunesta -2 MG, TAB, PO Take ane (1) tablet by mouth at bedtime 4 I WALGREENS #06658
Received Agent Order ID Action Prescription Schedule Diagnosis Pharmacy
Transfer 1511272016 R. Fuller 13359548 Rearder SonazePAM - 0.5 MG, TAB, PO Take one (1) tablet by mouth twice a No Entry Walmart Pharmacy 5192
1o me day, as needed
Received Agent Order ID  Action Prescription Schedule Diagnosis Pharmacy
Transfer Change Zolpidem - 5 MG, TAB, PO Take one (1) tablet by mouth at bedtime, Walmart Neighborhood
e PN (ke 25293171 grger as needed ¢ Market 5982
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Failed Authentication question setup

1. Log into Avatar
2. Go to the “What can | help you find?” Field
3. Type in the word “Failed”
4. Once the Results appear, click on the “User Failed Authentication Question”
-y
Make Every Day Matter
Q failed|
Here is what | found: X
- Clients @ | | Steff @
Forms

sferred N
19, 12/0¢ Undock  Name Menu Option
& Advanced Billing Failed Compliance R / Awatar PM / Billing / Billing Reports / Ad Hoc Reports

@ User Failed Authentication Questi / Avatar PM / RADplus Utilities / System Security / User
ser Failed Authentication Question
Maintenance

=@ Failed Login Report / Awatar PM / RADplus Utilities / System Security / Auditing

(& Failed Login Report / Awatar CWS / RADplus Utilities / System Security / Auditing

5. Left Side- Enter the information as if you are logging into Avatar
--(you may need to click in the field before you enter data)
a. Enter YOUR System Code
b. Enter YOUR Username

c. Enter your Password (press enter)
i. This will open all fields on form
d. Click on “Activate Question” “Yes”

System Co Failed Authentication Question *
LIVE
Username * Failed Authentication Question Answer *
sydnork4
Password * Email Address *
Activate Questiol
@) Yes () No

6. Right Side- Complete each field
13



Create a “Failed Authentication Question”

Create an answer in the “Failed Authentication Question Answer” field
Enter your email address in the “Email Address” field

Click on the “Test Email” button

System Code * Failed Authentication Question * :
LIVE| What's your faverite food?
Username * Failed Authentication Question
sydnork4 pizza
Password * Email Address *
"""" test@test.net

Activate Question * M
(®) Yes ) Ne

oo o

7. You should receive confirmation that the email has been sent

Confirm

A test email with the subject 'Avatar User Failed Authentication Question’ has been sent tW

8. Click on “Submit” on the left to Save and Close

Submit Discard Add to Fa

=

entication Question
your favorite food

entication Question Answer

14



Fix instructions for PDF association

1. Find a PDF document.
a. Either on your desktop or in a folder
2. Right click (with the mouse) to open the menu
3. Click on “Open with”
4. Click on “Choose default program”

Open with Adobe Acrobat Reader DC
Open

Print

Edit with Notepad++

Scan with OfficeScan
Open with Ed Adobe Acrobat Reader DC

Share with € Google Chrome

Zip and Share (WinZip Express) Choose default program...
WinZip
Restore previous versions

Send to

Cut
Copy

Create shortcut
Delete

Rename

Properties

5. Choose your Adobe Reader program.
6. Click on Ok

; % Choose the program you want to use to open this file:

File:  Aspirin example-print-Faxed.pdf

Recommended Programs
Adobe Acrobat Reader DC e Google Chrome
Adobe Systems Incorporated Google Inc.

Other Programs

[¥] Always use the selected program to open this kind of file

If the program you want is not in the list or on your computer, you can |ook for the appropriate program on the

Web,

Conc

7. Try to Open document in Avatar

15



1. Click on “File” on the top left
2. Select “Print”

3. Select “Microsoft Print to PDF”
4. Click on the “Print” button

5. Select the location of where you want to

save the document
6. Create a File Name
7. Click on the “Save” but

Printing to PDF

reatment Agreement and Acknowledgement of Clinic Policies Revised
Edit View Window Help
[ gpen.. Ciri+0
Save As Shift+Ctrl +S
Save as Other »
(1] share File
Close Ctri+W
Properties.. Ctri+D
B print V cotep
1 Cr.\Treatment Agreeme... 3.20.fillable.pdf
2 WA..\Resetting your Order Connect PW.pdf
3 CA\.\ustin Miller-Time off May 22.pdf
4 G ustin Miller-Tim... March change.pdf
5 C:\Users\millerju\ Desktop\WebLauncher.pdf
View All Recen
Exit ctrl+Q

Printer:

Copier || Properties

COPIEE\ C05- PSDTOT DHS-MICRONGS0-

Fax

Microsoft Print to PDF

Pages

@ A |Vicrosoft S Document Wiier
Send To Onehlote 16

O Currlsnagit 2018

() Pagq{XMediusFax

XMPrintToMail

M

\\Cos-psdt07\DHS-MICRON950-120

144-Copier

Page Sizing & Handling (D)

Size Poster

QFit
O Actual size
(O Shrink oversized pages

@® Custom Scale: ~ [100 %

[ Choose paper source by PDF page size

rint on both sides of paper

@ Fliponlongedge O Flip on shar

Orientation:
Auto portrsit/landscape
P p

@ Portrait

Multiple Booklet

t edge

Advanced

[ Print in grayscale (black and white)

Comments & Forms

Document and Markups -
Summarize Comments

Deocument: 8.5x 11.0in

835x 11 Inches

Save Print Output As

Organize »  New folder

"
[ ThisPC

¥ 3D Objects
[ € on HHS394071

[7] D on HHS304071

[ Deskiop

[£] Documents

& Downloads

b music

=] Pictures

g Videos

L SYSTEM (C)

= MillerJu (\\dhhs-fs\DHS- USEF
= Workgrps (WADMNST) (W)

1+ > ThisPC 5 SYSTEM(C) » Users » millerju > Desktop

Name

‘est Document

Size

Date modified

42, 313KB

Test Document

A

Save astype: | PDF Document (peif)

A Hide Folders

— ]

Cancel
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Clearing Browser Cache

The following instructions are for the MS Edge Browser
1. Inyour brower go to the settings menu. It will be in the top right near the red X.
2. Once in settings, go to the search bar and type in “Exit”.

3. Choose “Clear Browsing Data” and you can choose “Now” or “Every time you close the

Clear browsing data - 1 result

This includes history, passwords, cookies, and more. Only data from this profile will be deleted. Manage your data

Clear browsing data now ﬁ Choose what to clear

Choose what to clear every time you close the browser q éj

browser”.

1. If you click on the “Every time” option you will get a list of items you can choose to clear each

time you exit the browser

Search results / Clear browsing data on close

Choose what to clear every time you close the browser

Browsing history

2,439 items. Includes autocompletions in the address bar

Download history

Mone

Cookies and other site data
From 21 sites. Signs you out of most sites

Don't clear

Cookies for the following sites won't be cleared when you close the browser.

Cached images and files
Frees up less than 35.0 MB. Some sites may load more slowly on your next visit
Passwords

0 passwords (for netsmartcloud.com, barracudanetworks.com, and 7 more, synced

Autofill form data (includes forms and cards)

5 addresses, 67 other suggestions (synced

Site permissions

o sites

Add

17




Application Update
Avatar NX will updater periodically. When this happens you will see the prompt below.

Application Update Required

The version of myAvatar NX that you are running is not the most recent version. To update, please reload the application by pressing Control and F5 at the same
time on your keyboard.

Follow the instructions on the prompt or you can click on the browser refresh button at the top of
the screen.

im) | £§3 Settings X 7 Netsmart myAvatar NX x IS

& @ https://sacramentonxuat.netsmartcloud.com/#/home
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