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User’s Guide
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To Login to Clinician’s Gateway… 

 

 Double Click on the “Clinician’s Gateway” 
Icon on your Desktop. 

 

 
 

 

 

OR 

 Open “Internet Explorer” and type the URL:   
http://www.countyofsb.org/admhs 

     

 
 

 

 

 

 At the Clinician’s Gateway Login Screen, Type in your  “Staff ID“ which is your login name -- generally the first letter of your 
first name and your entire last name.  Then enter your “Password“, which should have at least one capital letter, at least one 
lower-case letter and at least one numeral.  The password should be at least seven characters in length. 
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 If this is the first time you are logging into Clinician Gateway, you will be prompted to change your expired password.  Then enter your 
“New Password“, which should have at least one capital letter, at least one lower-case letter and at least one numeral.  The 
password should be at least seven characters in length.  Whenever your password is reset by Administrators, you will be required 
to change your password at this screen. 

 

 
 

 Otherwise you will be begin at the Home page (refer to the page title below).  To exit Clinician Gateway, click the Log Out button. 
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The first step in writing a note is to view their “face sheet”; before entering any services, check the face sheet to verify that the client is 
open to your facility and program during the time of the service.  Enter the Client’s last name or client ID in the upper right corner and 
click the Search button. 
 

 
 

Sample searches and sample results: 
 

Entry Possible 
Results 

Client Number Only one possible result 

Smith Smith, Goldsmith, 
Smithson, etc 
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The “Groucho Marx” icon next to a name in the search results indicates that the name is an alias.  Notice that the client numbers are the 

same.  They are all the same client – CG is showing all aliases for the client.       Groucho Marx 

 

By clicking on the consumer name, you will open the face sheet. 
 
The face sheet displays details on consumer, financials, clinical history, contacts. 
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Check the client’s face sheet before 
you begin your note to verify that an 
active admission for your facility / 
program exists. 
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Completing Security Questions 
 

 
The first time you log into your account, click on “Security (Password)” link at the bottom of the Home Page: 
 

 
 
 

At the Security page, click on the “Security Questions” tab: 
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At the Security Questions page, you will see 3 drop down boxes of questions.  Choose a different question in each box, and type in the 
answer to the question in the box at the right. 
 

 
 

Select a question from all 3 question boxes and type in the answer in the box to the right of the question. 
 
Enter your password in the password box; click the Update Security Questions button.  
 

You may also edit your printing preferences or change your password by clicking the other tabs on the Security & Personalization page 
 

ALL CG users must complete 

the Security Questions. 
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Default Service Date: 

We strongly recommend that you do not change the Default Service Date unless you have been using CG for a long time and feel 
confident that you will not create a service error by using a default date.  If MIS notices that the number of service errors involving the 
service date have increased, we will change the default back to NO. 

 
Printing Preferences:   
 Print on Finalize or Save 

Selecting “Yes” for either of these options will cause CG to display the official print view of all notes when they are finalized.  
Once the print view appears, click your print icon. 

 
 Print on Approve 
  This option is not used in Santa Barbara County.  
 
Changing passwords - Once you have logged in successfully 

 

Enter your current (old) password in the first box 
 
Next, enter your new password – passwords 
must: be 7 or more characters  
 Contain at least 1 capital letter 
 Contain at least 1 small letter 
 Contain at least 1 numeral  
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You may fill out the profile data by clicking on the Profile tab.  Be sure to click the Update Profile button to save your changes. 
 
Any data you enter must accurately represent you as a provider and should not include personal information.  Your name must appear as 
it does on your NPI number and professional license. 
 

 
 

Only QA and/or MIS staff are permitted to edit the professional suffix.  If you think yours is incorrect, please contact the Help Desk. 
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Individual services 
 

 
 
Select the type of service in the drop down list.   
Confirm your name is in the Primary Clinician box.  
Type the client’s number or last name in the client box – do not use both.   
Select the correct template from the template drop down list, and click the Start button to the right.   Unless you need to use Assessment, 
First Intake, or FSP templates, using the wrong template does not mean you have to redo the note.  As long as you include adequate 
documentation of the service you provided, the note is acceptable.  
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If your client has an active admission at more than one facility/program (Provider), you will be required to select the correct facility/program 
before you begin.  Once you have selected the facility/program, click the Select button to the right.  Remember, you may select only those 

facility/programs for which you are authorized to provide services. 
Once you click Select, the Service Entry page opens.  Enter the billing data in the top portion and then begin typing the documentation of the 
service.  If you are entering the clinician time as minutes only, be sure to type a colon before you type the minutes.  If you are writing a note 
with Consumer No Show, Consumer Canceled, or Staff Canceled procedures, be sure to click in the Clinician time box and type a zero. 
 

 
 

Billing Data 
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Group Notes 
 

To start a group note, begin at the same location as individual notes, and then select your group, template, and click Start. 
 

 
The 2 most important steps in writing a group note are:  1-Complete the “roll call” by checking the clients that were present in the group, 2-
Verify that you have the correct facility/program for each client.  Omitting either of these steps will result in errors and/or notes that will never 
be billed. 
 
 

1 
2 
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On the page that opens, you will write a generic note with documentation that applies to the entire group, using no client names in your text. 
Once you click Save to Pending, a pending note will be created for each client that you checked.  NOTE:  If you forgot to check the clients, 
there will be no notes in your pending for this group.  At this point, call the Help Desk for guidance. 
 
 

 

 

 
 
 
 
 
 
 
 
 
 
 

 

Never try to calculate clinician time for group services.  The 
time you enter should equal the entire length of the session 
PLUS the documentation time.  The billing system will 
calculate the amount of time for each client. 
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Treatment Plans 

 

 
 
Always use global search in the top right corner to search for the client’s treatment plan.  Use the drop down arrow to select Client Plans and 
type the client number or last name in the search box.  Click SEARCH.  If your search results are zero, proceed to the Type of Service to start 
the plan. 
 

 
 
By searching through the global search, you will see a list of ALL of the client’s plans.  Always select the plan with the highest number and 
click on the number.  HINT:  The plan with the highest number is not always on the top.  Be sure to look through the list. 
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The absolute FIRST thing to do once you have opened the plan is to check the primary provider.  If it is not your facility/program, you must 
call the Help Desk – 681-4006 – to change the provider.  USERS DO NOT HAVE THE ABILITY TO MAKE THIS CHANGE.  If the end of the 
program name is truncated, as above, place your cursor over the name, wait a few seconds, and the entire facility/program name will appear. 
 
If the facility/program is correct, scroll to the bottom of the plan.  USERS WILL NOT SEE THE PINK QA OVERRIDE BOX. 
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 If the plan has more than 60 days before expiration, you must click the REVISE button to make changes.  If a RENEW button is 
present, that means the plan will expire soon –  and you want the plan to advance 12 months from the expiration date, use the 
RENEW button.  

 

 If you revise a plan and wish to continue with the same expiration date instead of moving the expiration date forward, do not enter a 
client signature date or check.  By leaving these items blank, CG will automatically retain the original expiration date.   

 

 If you revise a plan and wish to add another 12 months to the plan, type in the client signature check and the signature date after the 
client signs the paper plan or a signature pad.  CG will automatically advance the expiration date 12 months from the signature date. 

 

 If you are revising a plan within 60 days of the expiration, and you want the plan to advance for 12 months, but you want the plan 
revisions to start immediately, use the REVISE button.  As explained in the previous paragraph, CG will advance from the client 
signature date to calculate the expiration date. 
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Notice the plan is now NEW without a number.  Also, the Estimated Plan Start Date is blank until the LPHA authorizes and the client signs.  
Replace/revise all relevant text for the revision or renewal.  Previous goals may be removed by clicking the Remove Goal button.   
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You may add new goals by clicking the “Add Another Goal” button.    
 
Interventions may be removed if they are no longer accurate – click on the Remove Intervention button. 
 
Be sure to enter the MAXIMUM number for Session Frequency and Session Intensity.  Always enter a number that will provide a margin for 
increasing services.  You may always provide less treatment than detailed on the plan, but you MAY NOT provide more than the specified 
amount.  Click the goals at the right that will be attained through this intervention. 
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You may add more than 1 service type per intervention by clicking the Add Additional Service button.   
 
 The Intervention Description box is unlimited – you may type as much text in here as you feel necessary.  You must describe each type of 
service and how the services will be provided at that facility/program. 
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By clicking on the drop down arrow under service types, you will get a list of options.  You may click as many service types as necessary to 
correctly describe the treatment that will be provided for this intervention.  You will be creating the list of service types provided by ONE 
program only – the one specified as Provider for this intervention. 
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If the Provider boxes are empty because you are adding another intervention or a new provider, click in the 2nd box and start typing the first 
few letters of FACILITY name.  The 1st box will be filled in automatically by CG.   
 
 

 
 

Remember that client plans are written for a facility / 
program – not a clinician.  Under the Intervention 
description, any clinician that is authorized at the 

facility/program may provide the treatment. 
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By typing “chil” a list of Facilities and associated Programs will appear in a list.  If you don’t see your Facility right away, type a few more 
letters.  Remember not to use acronyms, such as CALM, CAC.  The Facility/Program names match the agency’s NPI name.  Select the 
correct Facility AND Program name by clicking on it. 
 

 
Notice a number appeared in the 1st box for Provider.  This number is a system number and is not something that users need to know.   
Below the Provider boxes, you will see Contact.  Type the name of the person who may be contacted at that facility/program with questions 
about the client or plan.  This name does NOT have to be the Primary Service Provider, and the field is a text box, not a drop down list. 
 
The authorization selection is next:  Every plan MUST be authorized by an LPHA, which is why CG will not allow you to uncheck the LPHA 
box.  If your client is covered by MediCare, CG will automatically check the Psychiatrist box and disable the box from being unchecked.  Plan 
authorization is not related to note review in any way.  Plans for clients who are not MediCare are NOT REQUIRED to be authorized by a 
Psychiatrist.  It is optional.  Keep in mind:  The more staff you list for authorizing, the longer it will take for the plan to be completed. 
 

 

Do not attempt to type a number in 
this box. 
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The next step is to enter any special needs that the client may have.  Please be specific if any needs exist.  You must include a description of 
the Action for any special need that you check. 
 
If there are no special needs, skip this section and proceed to the Confirmation section.  At this point, print out the plan as is – it will say 
PENDING across the page.  It is legal to have the client SIGN AND DATE a Pending plan.  Be sure to have the client date as well as sign 
– in California, a signature is not legal unless it is dated.  Once the client has signed and dated the paper printout, check the boxes that apply 
under Confirmation and type in the signature date.  As soon as the box is checked indicating the plan has been signed, a date box will appear 
to the right of the check box statement.  CG will change the signature statements according to your client’s age. 
 

 

If you add a Special Needs 
entry, be sure to CHECK that 
option in addition to selecting 
an issue and typing an action. 
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Scroll through the plan and confirm that everything is as you want.  Once you click Submit for Authorization, you will NOT be able to 
make any changes.  When ready to submit for authorization, click in the box under the blue bar.  Type something about submitting the plan 
and click Submit for Authorization – this does not have to be anything more than a few words.  Your login name will be attached to whatever 
you type, along with the date. 
 

If you are making MINOR revisions to the plan, do 
not have the client sign -- the plan end date will not 
change.  MAJOR changes require client 
signature/date, and the end date will move forward 
12 months from the signature date. 
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Once you have successfully submitted the plan for authorization, you will see the client’s name on your Home Page in the Pending Plans 
area.  While the plan is waiting to be authorized, the yellow circle with the description “Wait” will appear next to it.  Once all parties have 
authorized, the circle will turn green, and you may open and finalize.   
 
NOTE:  If you are the LPHA and the only authorizer, CG will automatically authorize once you click the Submit for Authorization button.  Once 
the plan has been completely authorized, you may open it, scroll to the bottom, and click the Finalize button. 
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Where do I find CG forms? 
 

Both forms used regularly by CG clinicians can be found through links in CG.  The latest approved forms will be found by following these 
directions. 
 
Note Deletion Request Form: 
 

 
 

 
 

Click on your name in the upper left corner of CG.  Scroll down to the green-lettered link “Delete link goes here.”  When the window 

opens, click Open.  Print out the form. 
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Electronic Signature Form: 

 

 
 

 
 

 

Click on the Security link at the bottom of your CG Home Page.  Click on the tab labeled “Electronic Signature Agreement” when the 

next page opens.  You will find a green-lettered link below the expiration date box.  Click on the link to open the approved Electronic 

Signature Renewal form.  Complete the form by printing your name and license, signing your name, and printing your facility/program.  

FAX to X6322 (for out of county phone system – 934-6322). 
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Frequently Asked Questions (FAQs) 

 
 Are there special requirements for having notes deleted? 

o If an error is made in any of the billing elements, the note should be submitted for deletion. 
 The approved “Request to Delete Note from CG” form MUST be completed, signed by the note author, and submitted –

one form for each note.  Notes will NOT be considered for deletion without the form.  This form is available 
electronically from MIS and the department’s website.*  

 The only legal reasons for deleting notes are listed on the form.  Any other reasons are not allowed by law. 
 Except for “wrong client” deletions, your note WILL NOT be deleted from CG if there is not a replacement note. 
 The form(s) and the note(s) must be FAXED to MIS at 934-6322. 

 Do NOT use County brown mail to send notes to MIS. 

 Do NOT use US mail to send notes to MIS. 

 NEVER use email to send notes to MIS. 
o *Where do I get the form? 

 Click on your name in the upper left corner of CG, and then click on the green lettered link of the View Staff Page.  The 
form will open;  

 Print out form, and follow directions on form 
 FAX to 934-6322 (X6322). 
 

 I have a red warning about my Electronic Signature 
o Click on the “Security (Password)”, and then click on the Electronic Signature Agreement tab.  Click on the green lettered link 

beneath the expiration date box.  The form will open; 
o Print out form, print name, sign name, date, enter agency, FAX to 934-6322 (X6322) 

  
 


