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All ICC and IHBS Services Report

The purpose of this template is for accessing data pertaining to year to date clients receiving Intensive
Care Coordination (ICC) and Intensive Home Based Services (IHBS) through Behavioral Health Services
(BHS) contracted providers. This information is used in order to track clients that are both open and not
open to Child Welfare Services (CWS) and receiving ICC and IHBS services. This tracking report will be
used to help BHS contracted providers in completing the Pathways to Well-Being section of the Quarterly
Status report (QSR) sent to the CORS, in lieu of the prior monthly tracking logs.

To Access Report:

Go to “Client Services”-> “Client Services Reports Menu” -> “Client Services Listing”

Client Services Client Service Entry Menu

CSI Transactional Services Menu

OSHPD Client Services Reports Menu Client Services Report

ChartOne Client Abstract Client Services Listing
Duplicate Services Report
3rd Party Billing Suspense Report
Timeliness of Service Entry Report

Aggregate Service Report

Caseload Performance Report

Client Services Management Report

Client Service Life Cycle Analysis Report
Prevention Services Report

Services Exceptions Report

UnDuplicated Clients Served Matrix Report
Utilization Management Report

MY OMH Intake Assessment Report
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Once the reporting window launches, click on the icon labeled, “Load.”

(A Client Services Listing (Administrative Access) = | Dlil
Selectionzl Selectinnsgl Selectiun@l Selection&ﬂl Selectionz5 | Print Enlumnal Sgrt!SubtutaI!TitleI

Clients m

itz |2
SublUrmits [l

Praograrm Category Headings (&1

Program Categories |4l

nit Types (&l

Administrative Groups |4l

Azzignment Tupes |8l

Fay Source Tepe |4

Eenefit Plan Topes |&1

Pay Sournces |all
Benefit Plans [All
Service Types |2l

Client ZIF jall

IR L AEEIELE EILELE

%Clear |ﬁ-LD§d |E§ave |Eatch |§Erint |£|Exit |

In The Template Window:

1. Highlight the template titled, “All ICC and IHBS Services Report”
2. Click on the “Load” icon.

Load Template for Client Services Listing EI

['ezcription Created On | Created By | Lazt |lzed | *l

EAIlICC and IHBS Services Report HHEWE 10633 09/13/2016

Audit By Date Entered Sery |ndicator Entth Orde |07,/ T2/2010 33 085/2016

Audit In Sery Indicator Extry Order By Server |02/03/2000 F3 08182016

COMSERY REFORT/FIT 12/10/2014 10633 03/03/2016

Client_Sery_List_S55M_DOB 07/28/2009 3810091 2/2016

FamMIly THERAFY REFORT 0711/2016 12882 09/14/2016

K.atie & SubClazs Client Services 09,/08/2014 10633 09/13/2016

MHE - 04 201202 CLIEMT PLAMN 0/08/09/2016

FPOFA SERVICES FOR FIT REPORTIMNG 09/15/2016 409152016 ;I

7< Delete |QEind ||ﬁ"rl:uad |£ICEECE| |
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In the “Selection1” Tab:

3. Enter the desired Unit and SubUnit

A Client Services Listing (Administrative Access) - Il:llil
Selections] Selectiu:unsgl Selectiuns§| Selectiunsﬂl Selectionsh | Frint Columns Sgrt.-"SuI:utu:utaI.-"TitIeI

Clignts !E

[pits |&dminiztration
Sublritz &l

9333

Program Categorny Headings |4

Program Categaories &

Unit Types |4l

Adminiztrative Groups (&

Azsignment Types Al

Pay Source Type [Al

Benefit Flan Typez |4l

Fay Sourcesz [al

Benefit Flans |2
Service Types [&l
Client ZIP |4l

ElLEELEL L ELEELENELELE

%Clear ||ﬂ-’-Logd |E§ave |Eatch |§Erint |£|Exit |

In “Selection3” Tab:

4, Enter the desired “Service Dates”
5. Click the “Print” to run the report.
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@ Client Services Listing (Administrative Access)

Selectionz] | Selections: SE|E'3tiDnS§|SelectiDnsﬂ| Selectionza | Print Colurmns Sgrt.-’SuI:utu:utaI.-"TitIeI

Service Category & !E
Service Category B |41

[Unitz of Measure |4l

Persons Contacted A

Flaces of Service |4l
Dutzide Facility &1
Contact Types |4l

Appointrment Toppes |4l

Biling Types &l

Service ntensities A

Entry Screen Topes |4l
Cata Entered By [&l

Service Dates [01/01/2000 F=] thew  [0401/2000
Date Entered | /4 gl thru A

%Clear ||ﬁ-’-Lc@d |E§ave |Eatch |§Erinth|
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Print Destination:

To acquire unduplicated client services totals, this file must be exported to Microsoft Excel. To do this a
“File Name” and path needs to be established.

6. Click on the “CSV File” radio button after you have click “Print” from the previous step.
7. Inthe “File Name” window, enter the designated drive you wish to land the report, followed by
a file name you wish to use, and then hit the TAB key.
=  For example, if | have an “H” drive, and | wish to title your file e.g. “EXAMPLE
TEST FILE,” you would enter, “H:\EXAMPLE TEST FILE” in the “File Name”
window and hit the TAB key (illustrated below). If you do not have an “H” drive,

click on “My Computer” in your Start window tray, to determine your available

drives for export to Microsoft Excel. Available drives will be determined based

on your agency requirements/system restrictions.
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Print Destination

£ Default [Frinter/Screen
" WPE File [WFE]

" Test File

% L5V File

File Mame: [HAEXAMPLE TEST FILElh

(] I Cancel |

8. After hitting the TAB key, there may be a slight delay, as a “.csv” extension will be attached to
the end of your file name.
9. Once the “.csv” extension has been attached, click the “OK” button.

Print Drestination

£ Default [Frinter/Screen]
™ WPE File [ WFE]

= Tenst File

& L5 File

File Mame: [H:\EXAMPLE TEST FILE.csv b—

Cancel |
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10. Once the report has finished go to the location on your computer to retrieve your file.

11. Open the file.

B2\ Users203DAHHSAVBHS) (H:) »

- | %]

Folder

= T

(L] EXAMPLE TEST FILE.csv

,__Jﬂ test.pst

Compiling The Report (Excel):

12. With the file open in Microsoft Excel click on the corner of the worksheet between the “A”

column and Row “1,” this should highlight the entire sheet.

.
1 ber

13. With the sheet highlight, click on the “Data” tab at the top of the window.

SR
File Home Insert Page Layout Foarmulas Data Review View Developer Acrobat
4 ? I_ﬁ I_u, ;I:_llb_, I_lD_‘ “@ |Es) canne A|i Y K Clear
‘ﬂ J -J -J s E5 Properties C, Reapply EE-
From From From From Other Existing Refresh o Sort Filter \'; Text to
Access Web  Text  Sources+  Connections All» == Edit Links L Advanced | Columns
Get External Data Connections Sort & Filter
|
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14. Then click on the “Filter” icon.

Formulas Data Review View Developer A

- I:ECDnner:tinns sl BT f & Clea
T | = AR .

0 my

o ¥

g Refresh - Z| so Filfer |

Hions All» == LI LINKS "“lr E?Aduance
Connections Sort & Filter

15. In the “Service Desc” column click on the drop down list.

G H |
F | Service Con ™ Service Desc
4 82 INTENSIVE CARE C
4 82 INTENSIVE
L 23 10 HORAE B

ORDICC 82 %)

16. The “Filter” window will open, UNCHECK 83 and 883 (IHBS and Non-Billable IHBS) and click

“OK.” (Please note: if you do not have code 883 and or 83 you may be able to skip this step but
still complete the proceeding steps)

4] sortatez
2} sotztoa

Sort by Color ¥
Text Filters L4
Search pe

-] (Select Al)
+E| IN HOME BASED SVC THES 83

L[] INTEMSIVE CARE COORD ICC 82
’ [CIMOMN-BILL IM HOME BASE IHBS 8583

oK ] [ Cancel

17. The results will just be filtered to 82, and 882. Click on the first cell, of the first row with a

service in the “Service Desc” column. Then DOUBLE CLICK on the small black box on the corner
of the highlighted cell (illustrated below).
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Mam| | Service
ICIAN B2
ICIAN B2
ICIAN 82

H

Co Service Desc

-1 Beg

I INTENSIVE CARE COORD ICC 82 !?,-'ri

INTENSIVE CARE COORD |
INTENSIVE CARE COO

C a2

7/
7/

0 If you receive the outcome below (illustrated in 17a) where service description numbers

become consecutive, move to step 17b to correct the error.

17a) If Excel begins adding upward in “Service Desc” a small box will appear at the

bottom of the

screen.

G

Service Co Service Desc

82
82
82
82
82
82
82
82

fatat

INTENSIVE CARE COORD ICC 82
INTENSIVE CARE COORD ICC 83
INTENSIVE CARE COORD ICC 84
INTENSIVE CARE COORD ICC 85
INTENSIVE CARE COORD ICC 86
INTENSIVE CARE COORD ICC 87
INTENSIVE CARE COORD ICC 88
INTENSIVE CARE COORD |

AT ALCIL I S AN S mim L, oy

Begi
7/6
7/1
7/1
7/1
7/6
7/6
7/6
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17b) Check the “Copy Cells” radio button, this will return the cells to “INTENSIVE
CARE COORD ICC 82”

G H I
Service Co Service Desc Begin D
82|INTENSIVE CARE COORD ICC 82 | 7/6/20
82|INTENSIVE CARE COORD ICC 82 | 7/1/20
82|INTENSIVE CARE COORD ICC 82 | 7/1/20
82|INTENSIVE CARE COORD ICC 82 | 7/1/20
82|INTENSIVE CARE COORD ICC 82 | 7/6/20
82|INTENSIVE CARE COORD ICC 82 | 7/6/20
82|INTENSIVE CARE COORD ICC 82 | 7/6/20
82]INTENSIVE CARE COORD ICC 82 53"7'2[]
El h (<8 Copy Cells
Count: 223 ||HE|[C 100% |~ Fill Series
©  Fill FEormatting Only
O

(T—

F

-

Fill Without Formatting

m



18. Click back on the “Service Desc” drop down.

G H |
F | Service Col - Service Desc I"'|
l 82 INTEMSIVE CARE C B
4 82 INTENSIVE ORDICCE: %
L 23 10 LI
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19. The “Filter window will open, UNCHECK code 82 (ICC), and click on 83 (IHBS), and or 883 (Non-

Billable IHBS (if applicable)), (illustrated below) and click “OK.”

I

il

'S

SotAtoZ
SotZto A
Sort by Color L4

Clear Filter From "Service Desc’

Text Filters 4
Search D

oM (Select All)
IM HOME BASED SYC IHBS 83

‘ ok | | Ccancel

20. The results will just be filtered to 83, and or 883. Click on the first cell, of the first row with a
service in the “Service Desc” column. Then DOUBLE CLICK on the small black box on the corner
of the highlighted cell (illustrated below).
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G H
¥ | Service Con * Service Desc -1 | Be
N 23 |  INHOME BASED SVC IHBS 83 ! 7
N 33 IN HOME BASED SVC IHB 7
N 33 IN HOME BASED SVC 2 7

21. Click on the “Service Desc” filter once again, check the “(Select All)” check box, and click “OK”.

H I J K I

Service Desc Begin Da = | Units of Servi| = | Appointme

IN HOME BASED SVC IH 4] sortAtez
IN HOME BASED SV 2l sortztoa

Sort by Color 4

Clear Filter Fram "Service Desc’

IN HOME BASED SVC IHBS 83
IN HOME BASED SVC IHES 23
IN HOME BASED SVC IHBES 83
IN HOME BASED SVC IHES 23 |Sea|'n:h P|
IN HOME BASED I
IN HOME BASED SVC IHES 23
IN HOME BASED SVC IHBES 83
IN HOME BASED SVC IHES 23
IN HOME BASED SVC IHBES 83
IN HOME BASED SVC IHES 23
IN HOME BASED SVC IHBES 83
IN HOME BASED SVC IHES 23
IN HOME BASED SVC IHBES 83
IN HOME BASED SVC IHES 23
IN HOME BASED SVC IHBS 83

Text Filters 4

Unduplicating Records:
22. Click on the corner of the worksheet between the “A” column and Row “1,” this should highlight
the entire sheet.

10
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23. With the entire sheet selected click on the “Removed Duplicates” icon in the “Data” tab.

Data Review View Developer Acrobat
@Cnnnectinns ﬁl A|2. § Clear e
A FAE:S r’ Reapply EE! g —

5 Properties

o Z] sort Filter f Remaove
=2 Edit Links U Advanced Duplicates | Va
nnections Sort & Filter

24. With the “Remove Duplicates” window open, click on the “My data has headers” checkbox and

click on the “Unselect All” icon.

' | C s

Remowe Duplicates
To delete duplicate values, select one or more columns that contain duplicates.

’ 4= select Al ] ’ 8= Unselect Al My data has headers
Columns -
[] case Mumber
[C] client Mame

[ Form Mumber

] unit

[ subUnit

[ Server Name i

m

oK ] [ Cancel

25. Select “Case Number and “Service Desc” and click “OK.”

11
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(7]

To delete duplicate values, select one or more columns that contain duplicates.

’ §§ Select All ] ’ EE Unselect All ]

My data has headers

Columns

[ unit

Case Mumber
[ client Mame
[ Form Mumber

[[] subunit
|:| Server Mame
[C] service Code

Service Desc
[T Dmmim Cimde

dp—
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26. The file is now unduplicated. Click on the “Service Desc” Drop down and select which ever

service code you wish to get a count e.g. “ICC” or “IHBS” and click “OK.” Repeat this step for

each count.

EiBegin Date Units of Service Appointmen

CC 82
CC 82
CC 82
CC 82
CC 82
CC 82
CC 82
CC 82
CC 8z
CC 82
CC 82
CC 8z
CC 82
CC 82
CC 8z
CC 82
CC 82
CC 82

CC &2
)

1

4] sortAtoz

2} sortzZtoa
Sort by Color

‘IR Clear Filter From "Service Desc’
Text Filters
Search

Vi ] (Select Al

""" 11N HOME BASED SVC IHES 83

i[v] INTEMSIVE CARE COORD ICC 82

1 Blanks)

K

ol

27. Highlight the “Service Desc” column.

12



28. On the lower right hand side of the window there will be a count, this is your unduplicated
number for that specific service code (please note you must subtract a value of 1 from the
count, as that is the header of the “Service Desc” and should not be counted. In the example
below the value would be “480”).

X 9999 C
N X 100 91
| 3

Count: 481 ||E|E 1003 (=)

|
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