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Appointment Disposition and Referral ID Report

Substance Abuse Prevention and Control
County of Los Angeles - Department of Public Health
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• Access to Care Workflow

• Referral ID Report

• Documentation Overview:

– Admission 

– Referral Connection

• Appointment Disposition
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NEW!

https://lacounty-my.sharepoint.com/personal/eorellana_ph_lacounty_gov/_layouts/15/onedrive.aspx?id=%2Fpersonal%2Feorellana%5Fph%5Flacounty%5Fgov%2FDocuments%2FPCNX%20TRAIN%20Guide%2D%20Admissions%20and%20Intake%20Forms%2Epdf&parent=%2Fpersonal%2Feorellana%5Fph%5Flacounty%5Fgov%2FDocuments&ga=1
https://lacounty-my.sharepoint.com/personal/eorellana_ph_lacounty_gov/_layouts/15/onedrive.aspx?id=%2Fpersonal%2Feorellana%5Fph%5Flacounty%5Fgov%2FDocuments%2FPCNX%20TRAIN%20Guide%2D%20Admissions%20and%20Intake%20Forms%2Epdf&parent=%2Fpersonal%2Feorellana%5Fph%5Flacounty%5Fgov%2FDocuments&ga=1
https://lacounty-my.sharepoint.com/personal/eorellana_ph_lacounty_gov/_layouts/15/onedrive.aspx?id=%2Fpersonal%2Feorellana%5Fph%5Flacounty%5Fgov%2FDocuments%2FPCNX%20TRAIN%20Guide%2D%20Admissions%20and%20Intake%20Forms%2Epdf&parent=%2Fpersonal%2Feorellana%5Fph%5Flacounty%5Fgov%2FDocuments&ga=1


Referral ID Report

Admission & Referral Connection Data
The Referral ID report is populated from the 
Referral Connections Form (completed for 

direct provider referrals) and Service 
Connection Log (completed by SASH, CENS, 

and CORE) 

Generated Referral ID Report
Report provides client’s Name, 
Date of Birth, gender, contact 

information (if available), 
appointment date, and time (if 

available). 

Utilizing Referral ID Report for 
Documentation

Providers are required to pull  this 
report on a daily/weekly basis to 

complete the Appointment 
Disposition Log form 
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Overview: Admitting a Patient Into Sage

• Providers should ALWAYS check “Admission (Outpatient)” before  creating a new patient 
within Sage to make sure that a client profile doesn’t  already exist for that patient.
• “Search Client” section  Searches patients across entire  Sage network

• To avoid duplicate clients where multiple Sage profiles get created  for the same 
patient, providers need to first check the "Client Search” on the Admission 
(Outpatient) form to make sure that patient’s profile isn’t already  in Sage before 
creating a new profile.

• If the patient shows on the “Client Search”, this means the patient has been seen by 
another provider in our network, but not your specific agency. 
• DO NOT create a new patient in this situation, simply open the chart to add an 

episode for your agency. 
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Overview: Search Client/Adding New Client

Enter all 
required fields 
and the Date of 
Birth if known to 
get the highest 
possible match. 

 If the client isn’t listed, this means there are no patients within the SAPC network of 
providers that meet any of the criteria entered. 

 If the provider is confident this is accurate, then select “New Client” to create new 
admission. 

Select the patient 
with the most 
matching 
information to open 
a new admission for 
your agency. 
Do not select 

“New Client” for 
this situation 
since the patient 
was found and 
already exists in 
the system. 



7

After selecting an existing patient or creating a new patient, the first screen is always Admission and 
demographics. 

 Sage only requires the fields noted in red, however, SAPC recommends completing additional fields for 
improved data collection and reporting. 

 Additionally, ensure the address and/or phone number is correct for follow up and engagement. 

Overview: Admission Form and Demographics
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Overview: Accessing the ASAM CO-Triage

1. Open ASAM Assessment in search bar 
2. Select the episode for your agency
3. Select “CONTINUUM Triage” under ASAM Type

4. Select “Create New” under Assessment
5. Select Launch ASAM to begin triage/screening
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Overview: Referral Connection

Once in the patient’s chart forms, select “New 
Record” and select Referral Connection or by 
searching for Referral Connection in the smart 
search bar

A Referral Connection is required for all patient 
encounters when a CO-Triage is initiated 
(Provider Manual pg. 34).

http://publichealth.lacounty.gov/sapc/NetworkProviders/Privacy/SAPC-Provider-Manual-8.0.pdf
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Overview: Referral Connection

Presenter Notes
Presentation Notes
*All fields in red are required fields* Date of Contact: Enter the date when client is seen and served in MM/DD/YYYY format. Click on the calendar icon to select date from a pop-up calendar. Click on “Today” for today’s date, and on “Yesterday” for yesterday’s date.Time of Contact: Enter the time when client is seen and served in HH:MM AM or PM regular; or HHMM military format. Click on “Current” for the moment’s time.Referral Source (Single Selection Format): Select the most related entity (e.g. county department, programs, campaign, etc.) who or why client need a screening. If you select Other, this enables the Please Specify field underneath where you are required to indicate the referral source
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Overview: Referral Connection

Presenter Notes
Presentation Notes
ASAM Provisional Level of Care (Single Selection Format): Select the provisional level of care per the ASAM Triage Tool result.Level of Care Override Reason (Single Selection Format): If recommended for another level of care, select reason for the override. Select None if recommendation is the same as the ASAM Triage Tool result. Override Explanation: If you select Other under Level of Care Override Reason, indicate the other reason/s for the override



12

Overview: Referral Connection

Presenter Notes
Presentation Notes
Currently Pregnant? (Single Selection Format): Indicate “Yes”, “No”, “Unsure” or “N/A”.Is the client currently in custody? (Single Selection Format): Indicate “Yes” or “No”.Was a referral to OTP or MAT services made? (Single Selection Format): Indicate “Yes” or “No” for OTP or MAT referrals.Referral ID: Automatically generated number for the client to be used to track SUD treatment status. Do not modify. (This function will be implemented at a later time, additional information will be provided).
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Overview: Referral Connection

Presenter Notes
Presentation Notes
Client Identification Number (CIN): Enter client’s identifying or reference number issued by Medi-Cal.Aid Code:  Enter clients Aid code; a combination of letters and/or numbers;Insurance Coverage (Single Selection Format): Select client’s insurance coverage. An option for “Select County Programs (e.g., AB 109)” is also available for those who do not have nor qualify. Overall Disposition  (Single Selection Format): Indicate the overall outcome of the screening and referral.Notes: Enter additional relevant information about the client that is not captured in the provided data fields and options.Form Status: Draft save and complete later. Final form is final, no additional edits or corrections can be made. Recommendation: do not select final until form is complete. You can save as draft and return at a later time to complete. Once form is final (no edits are allowed to be made) only select Final once you enter all information.
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Overview: Referral Connection

Presenter Notes
Presentation Notes
Referral Information: This table summarizes all the treatment referral information provided to the client. Provider may record up to three or more referral attempts as needed until a successful referral is achieved for the client. The list may include concurrent referrals made to OTP providers. Click on “Add New Item” to enter a new row in the table. “Edit” and “Delete” options are also available to modify items already entered in the table.
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Overview: Referral Connection

Presenter Notes
Presentation Notes
Referral Treatment Provider: Select the specific treatment agency and facility address where client is referred to, using the SBAT as a reference (you can type the first couple letters to ‘jump’ to the desired values. For example if you type “AD” it would jump to the ADDI section.)Two Single select buttons: “In Network - SAPC Provider Not Listed” and “Other: Out-of-Network” if either of these buttons are selected, a fill-in Box should be added allow the individual to write in the name of the provider. Referral Site Disposition (Single Selection Format): Select the referral disposition or outcome for each of the treatment agency sites client is referred to. This is a new option and will be used to track admission or appointment scheduling issues with that specific site. Appointment Date: Enter the client’s appointment date with the treatment agency in MM/DD/YYYY format. Click on the calendar icon to select date from a pop-up calendar. Click on “Today” for today’s date, and on “Yesterday” for yesterday’s date. Leave blank if no appointment is scheduled with a specific treatment agency.  Appointment Time: Enter the client’s appointment time with the treatment agency in HH:MM AM or PM regular; or HHMM military format. Leave blank if no appointment is scheduled with a specific treatment agency.  Appointment Status (Single Selection Format): Select client’s treatment agency scheduled status; Not Scheduled or Scheduled.
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How to access Referral ID Report

Presenter Notes
Presentation Notes
The Referral ID report is populated from the Referral Connection (complete by direct provider) and Service Connection Log (completed by SASH, CENS, and CORE) who screened client with a provisional level of care. Based on screening results, SASH, CENS, CORE, or direct providers has contacted your agency site and arranged an appointment for assessment/intake. This report is to provide referral information and ensure individual show or no show to their appointment are tracked correctly. The purpose of this report is to ensure patients who show or no show to their appointment. Provider will use this report information to complete the Appointment Disposition Log form and input the outcome of on patient’s appointment status. 
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Referral ID Report

Presenter Notes
Presentation Notes
Providers are required to pull  this report on a weekly basis to complete the Appointment Disposition Log form and input the outcome of a individual’s appointment status within three (3) business day of the scheduled referral appointment. 
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Referral ID Report

Presenter Notes
Presentation Notes
The report is formatted by referral to agency’s site address and group by Service Connection Log and Referral Connection. The report provides client Name, Date of Birth, gender information for validation purposes, preferred contact, and appointment date (and time if available) for referrals made to your agency. 
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Referral ID Report – how to export

Presenter Notes
Presentation Notes
Report Export: The recommended export format for this report is Adobe Acrobat (PDF). Click Export at the top of the screen, in the Format section select “Adobe Acrobat (PDF”) from the drop down, then click Ok.  This export will permit the viewing of the report. If users require manipulating the data, such as filtering and/or sorting the recommended export is Microsoft Excel Record (XLS). This permits the manipulation of data by grouping, such as the Service Connections Log by site or Referral Connections by site. Please note that three additional boxes need to be checked off and one defaulted box must be unclicked. 



Appointment Disposition Log

The purpose for Appointment Disposition Log is to tracks client after screening 
and referral.

Providers are required to complete an appointment disposition log for each 
appointment scheduled arrange by SASH, CENS, CORE, or treatment provider. 

Providers must indicate the outcome of the appointment, including reschedule 
appointment.

Providers are responsible to reach out at least three attempts to the client if 
they don’t show up to the appointment.

20



21

Appointment Disposition Log

Presenter Notes
Presentation Notes
The Appointment Disposition Log tracks client after being screened and referred by SASH, CENS, CORE, or treatment provider. Appointments are coordinated and entered into the Referral Connection/Service Connection Log. Treatment provider who are expecting the client must complete the Appointment Disposition Log to indicate if client arrived to their appointment. If client missed their appointment, Treatment provider must contact client (with at least three attempts) to reschedule appointment. The following table lists each of the fields found on the Appointment Disposition Log form. A description is provided to help users identify how to fill in the fields and explain what values for single select fields.
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Appointment Disposition Log

Enter and select agency or site.
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Appointment Disposition Log
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Appointment Disposition Log

Presenter Notes
Presentation Notes
Use the Referral ID Report to complete the Appointment Disposition LogAppointment Date: When network provider, SASH, CENS, CORE contacts treatment provider to confirm an appointment.Program Site: Enter and select your provider site.Referral ID Type: Select the type of referral. This information can be found on the Referral ID Report.Referral ID: For tracking purposes, enter the Referral Connection or Service Connection Referral ID. This Referral ID is automatically generated when the Referral Connection or Service Connection log is completed form in Sage, the form generates a Referral ID number. This information will populate onto the Referral ID Report. Appointment Disposition: Select the outcome of the appointment.Not Admitted to Treatment Reason: Select the reason If client showed and was not admitted for treatment. If client was referred to another agency, please Specify.Reschedule Appointment Date: If “No Show – Appointment Reschedule” was selected in the “Appointment Disposition”. Enter the reschedule appointment date. 
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