
 
Menu Item # 2 – STR Menu 
 

  STR Menu 861 

  1. STR Process 
  2. Registration Only 
  3. Update STR Attendance Code

 
1. STR Process 
 
The STR process is the screening, triage and referral process by which consumers are registered 
in the LME system. Providers can complete their own STR if a consumer presents to them 
requesting services and the provider has an active contract in the LME system. First you will 
need to click on STR Process and do a search in the system to see if the consumer already has an 
LME record number. This is to ensure a duplicate record is not created for the consumer. To do 
this click the question mark on the right.  
 

 

 



An alphabetical search screen like the one above appears with a list of the clients your agency 
has security access to. Type in the box at the top: LAST NAME (space) FIRST NAME, and 
click restart in order to begin the search.  Only a few characters of each name are necessary and 
knowing the date of birth helps to identify your consumer. For example if I were looking for 
Daffy Duck it might look like this: 
 

 
 
Notice I typed DU_D and got two clients to choose from.  If you find duplicates in here, please 
notify the SMC Helpdesk at 828-586-5501 ext. 1499. If you click on Donald, and then click next, 
you get a screen which lists all the STRs a consumer has had. The most recent STR is located at 
the top.  
 
 
 
 

Caller  Date of 
Call  Triage Clinician  Provider Registration 

Date  Update Report 

RICK IS RE-
DOING THIS STR  12/09/2009  RICK 

SHOESTOCK  99382  10/16/2007   Report 

Add STR Record        

Exit  
To complete a new STR click on Add STR Record . 
 
Complete the entire STR form: 



 

 



 

  

 
 
 
Appointment Follow Up Protocol for Providers 

 
Providers shall develop an internal procedure that demonstrates how they will meet the following 
requirements for appointment follow up: 

1. Appointments will be made with in seven days or less, five days or less if a hospital discharge. 
2. An initial appointment confirmation call to 

a. Confirm appointment time and date; 
b. Provide information regarding what to bring to the appointment; 
c. Identify who the consumer will see; 



d. Address potential appointment barriers such as transportation, etc. with a focus on 
resolving the barrier; 

3. Define under what circumstances a community based assessment may occur. 
4. A provider will attempt a minimum of three different calls on two different days. 
5. If a “no-show” occurs and the provider has current contact information, the provider will follow 

steps 1-4. If the consumer is presumed to be high-risk and needs urgent or emergent follow up, 
the provider will contact Mobile Crisis. 

6. If the provider attempts contact and the contact information is incorrect, the provider will contact 
SMC’s Access Department to attempt obtain more current contact information.  

7. lf a “no-show” occurs the second time the provider will contact the local Community Based Team 
member for assistance if the appointment is considered non-emergent. If the consumer is 
presumed to be high-risk and needs urgent or emergent follow up, the provider will contact 
Mobile Crisis.   

 
Most Common mistakes made when completing an STR: 
 

1. Different dates for STR and Appointment when a face to face STR is completed. 
      If you complete an STR face to face the date on the STR is to match the appointment date  
      on the STR. 
2. No provider listed in appointment section of the STR- A consumer must be referred to 

a contracted provider in the SMC Network and it should be reflected in the appointment 
information section of the STR. If you are calling to confirm an appointment please go 
back and update the STR with the provider referred to. 

3. Appointment Information section is blank. – An appointment date and time must be 
filled out, if you need to confirm and enter at a later date make a note to be sure and go 
back and enter this information. 

4. Consumer’s primary referral reason is Substance Abuse and is marked as 
“ROUTINE” in the STR- A consumer is deemed “URGENT” if the primary presenting 
problem is Substance Abuse. 

5. Narrative Section stating presenting problem has only one word in it - A narrative is 
considered a short story, which means we need more information on why the consumer 
needs to see a provider, give us a descriptive story highlighting all major issues going on 
in the consumer’s life at that time. One word does not meet the requirements to meet a 
target population group. 

After you have completed the STR you will need to complete the registration. This consists of 
questions 51-57 and Z. This information must be submitted to the LME within five days of the 
completion of an STR. If the client is receiving an enhanced benefit service there are several 
more steps to ensure they have been admitted into the LME.  See steps outlined in the SMC 
Operations Manual on our website at www.smokymountaincenter.com 
Click on the Service Provider section and you will find the link at the bottom of the page. 
Review Section II- Provider Relations- Consumer Admission into the LME. This will give you a 
step by step process of how to admit a consumer into the LME. 
 

 
Documentation Requirements for Basic Benefit Services 
 
For consumers who do not require an enhanced service and will be receiving (Medicaid) basic 
benefit outpatient services, complete the registration and no additional information is required in 
the LME system. State funded basic benefit services still require submission of the assessment, 
person-centered plan and authorization request.  
 



 
STR / Registration 
 
 

 
 
The Registration portion of the STR consists of Questions 51-57 and Z. After an STR the 
registration of a consumer must be completed within five days of the STR screening or the 
service initiation date. If you answer “No” please complete the additional questions regarding 
engagement and follow-up. For Mobile Crisis staff who see consumers face to face your first 
receipt of service date should match the STR date and meet the two-hour emergent timeframe. 
Follow the flowchart below to complete a registration: 
 



Flow for Completion of STR / Registration

On your Main Provider Menu Go to 
#2 STR Menu

“YES”
Client attended the appointment

“NO”
Client did not attend the appointment

Go to #2 on STR Menu labeled 
“Registration only”

Enter Client ID click next at the bottom

Click on update button for 
STR at top of screen

Go to # 3 on the STR Menu labeled 
“Update STR Attendance Code”

Enter Client ID click next at the 
bottom

Answer “No” to Attendance code 
question and enter information 
regarding whether or not you 
contacted the consumer to 

reschedule. If you contacted them 
and they rescheduled enter date and 
time. If you contacted them and they 
did not reschedule enter reason why 
and leave the rescheduled date and 

time field blank then click update.

Go to Entry Type, Click on 
O Registration only

# 51 Enter service Initiation 
Date and Time 

(Date and Time of the first billable service ) 
and Z-attendance code. If you answer “No” 
to attendance code question through this 

menu, complete additional questions 
regarding contacting client, outcome and 

reschedule date and time.

Click update at the bottom of 
the screen

When an STR is completed a 
registration is automatically 
attached to that STR, as a 

provider you will see that STR/
Registration on your “To Do List” 

. The registration must be 
completed after the client has the 

appointment that was given at 
STR. This information is for the 

LME Quarterly STR report that is 
sent to the state. It is imperative 

that every registration be 
completed. It is up to you as a 

provider to have your staff enter 
all data as often as possible. 

 



 When you look up a consumer in the LME system to complete a registration it will ask you for 
the record number, enter the number and click next as shown below: 

 
You will then see the STRs listed with the most recent STR on the top: 
 

Caller  Date of 
Call  Triage Clinician  Provider Registration 

Date  Update Report 

RICK IS RE-
DOING THIS STR  12/09/2009  RICK 

SHOESTOCK  99382  10/16/2007   Report 

Add STR Record        

 
If the top STR does not have the Update button then that means the STR/Registration has already 
been completed. If the Update button is there, you can click on it to complete the 
STR/Registration. The STR/Registration is one of many required screens in the BUI system 
where certain questions are asked regarding your consumer. If there are two STR’s and the 
bottom STR does not have an update button but needs to be updated contact the SMC Helpdesk 
at 828-586-5501 ext. 1499.  These data elements were derived by the Division of MH/DD/SAS. 
The LME is required to request this data from providers to give to the Division on a quarterly 
basis. LME funding is directly tied to CDW data entered by our providers. We appreciate 
every effort on provider’s part to give us this much needed data. 
 
*An STR report is generated quarterly and this registration data must be entered or your 
agency could be subject to a plan of correction. 
 
Below please find several scenarios and the proper attendance code that should be assigned in 
each situation.  
 

1. If the consumer has an appointment and makes the appointment given at the time of STR 
please enter “Yes”. 
 

2. If the consumer does not show for the appointment enter “No” through STR Menu Item # 
3-Update Attendance Code Data, then answer whether they were contacted to re-
schedule, the reason they did not reschedule and if they did reschedule, their appointment 
date and time. 
 

3. If the consumer does not attend the original appointment, yet reschedules for a later date 
the attendance code will still be “No” regardless of whether you re-scheduled. We need 
to capture the attendance code for the initial appointment, the additional questions give 
you the ability to answer how you followed up with the consumer to engage them into 
services.  
 

4. If the consumer does not attend the original appointment due to the clinician rescheduling 
and shows for the rescheduled appointment enter “NO” for the attendance code through 
STR Menu Item # 3-Update Attendance Code Data, then answer whether they were 
contacted to re-schedule their appointment, why they rescheduled and re-scheduled date 
and time. 
 



 
 
 
 
Attendance code should always reflect the outcome of the initial appointment that was set at the 
time of STR; this is to ensure state reports are accurate. We also run reports that measure 
timeframes from date of STR to ensure we are meeting Access standard of care requirements. 
(Routine-SMC internal policy of   7 calendar days, Urgent- 2 days and Emergent- 2 hour 
timeframes). We track hospital discharges and consumers in crisis.  
 
You must complete this STR Registration and Attendance code data before the system will allow 
you to request authorizations or enter claims it can even affect your ability to receive payment 
for services rendered.   
 
If you have difficulty completing an STR or Registration call the SMC Helpdesk at 828-586-
5501 ext. 1499. 


