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Go to Recipient Search 
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Enter any Recipient Identifiers such as 
Medicaid ID, SSN, or name & DOB 
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Click “Search” 
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Confirm you found the 
correct client 



 

Review Current PHI Access 
and select “Enable Access”, 
if necessary. 

Note: Consent or clinical 
emergency access required 
to view Clinical Summary. 

 OFFICE OF MENTAL HEALTH 6



7OFFICE OF MENTAL HEALTH 

Select the appropriate level 
of access  and click “Next” 
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Confirm client’s identity and attest 
how you know this is the correct 
person. 

Then select “Enable and View 
Clinical Summary” to go directly to 
the individual’s Clinical Summary. 
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Navigate to the “Full Summary” view 
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Scroll down to the “Plans 
& Documents” section 
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Select “Create New” 
from the “Plans & 
Documents” section 
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Select “Psychiatric 
Advance Directive” 
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Download the fillable 
“Psychiatric Advance 
Directive” PDF and save 
to your computer 
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On the computer, fill in all 
applicable sections of the 
“Psychiatric Advance 
Directive” PDF. 

Individuals can complete this 
alone or with their provider. 
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At the bottom of the 
form, a signature is 
required by the 
individual and two 
witnesses. 
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Once the form has been 
completed, go back to the 
Clinical Summary “Plans 
& Documents” section 
and select “Upload” 
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Select ”Psychiatric 
Advance Directive” from 
the “Type of Document” 
dropdown 
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Select the date the PAD 
was created from the 
“Date Document Created” 
calendar 
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Enter name and role of 
staff member who helped 
client create their PAD 
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Select “Choose File” to 
locate the document from 
your computer 
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Select the PAD document 
file from your computer 
for this client by clicking 
“Open” or double-clicking 
on the document itself 
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Select “Upload” to save 
the PAD to the client’s 
Clinical Summary 



Psychiatric Advance Directive
(PAD) in PSYCKES Facts 
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Psych ia t r i c  Advance  D i rec t i ve  (PAD)  i n  PSYCKES  Fac t s  

●  Uploaded PADs in PSYCKES appear in the “Plans and Documents” 
section of the client’s Clinical Summary. 

●  When a PAD is uploaded by your agency, other PSYCKES users at 
your agency will be able to view this document. 

●  PSYCKES users at any other agencies will only be able to view the 
PAD you uploaded if they have client consent or in a clinical 
emergency. 
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