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Icon Glossary 

The following icons are used in this guide. 

Icon Usage 

  

Exercise or 

Discussion 
Provides an opportunity for reinforcement. 

  

Tip 
Highlights information that can save you time or make it easier to do 

something. 

  

Key Information  Highlights important information that must not be missed by the user. 

  

Best Practice  
Provides a recommendation for a course of action that is either most efficient 

or will give the user the best results. 
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Introduction 

This course reviews the essential functions of myAvatar with the goal of improving navigation and 
empowering staff to fully utilize the myAvatar features.   

Course Objectives 

By the end of the course, the participant will be able to: 

• Demonstrate improved navigation skills and knowledge 

• Utilize the myAvatar widgets, form search, consoles, and episode selection 

• Explain how to find pertinent forms and key data. 

 

Agenda 

Item Time 

Introduction   10 Minutes 

Terminology 15 Minutes 

Navigation 20 Minutes 

Advanced Navigation 5 Minutes 

Preferences 5 Minutes 

Icon Recognition and Follow-up 5 Minutes 

 

 

 



myAvatar Essentials  

 

 
Page  4 

 

 

Terminology  

HomeView – The first screen you see upon logging in to myAvatar. 

Console Views – Additional Home screen views. Console views are specific to a user’s profile. The 
Client Info console is an example of a console that is organized by topic. eMAR is an example of a task 
based console. 

Widgets – Display recent and important client data for review. Also serve as a gateway for accessing the 
existing data for updates or for entering a new record.  

Forms – Data entry screens used to collect related data, such as demographics or vitals. 

Record – A set of related data entered into the system. For example, an admission record contains client 
demographics, admission date, time, program, type of admission, admitting physician, attending 
physician, and so on. A client can have multiple admission records such as the set of data collected on 
1/5/20 for an adult mobile crisis admission, and a set of data collected on 1/10/20 for a PCS admission.  

Home – When viewing forms, reports, or charts, the Home button changes the focus back to the View or 
Console View last viewed. 

Episode – A way to track the length of stay per level of care. For example a client in crisis is admitted to 
PCS, once stabilized the need for PCS ends and the need for Inpatient care begins. Episodes store the 
billing and clinical documentation related to the patient’s care needs. As needs change, the billing and 
documentation needs can change as well.  

Program – A way of identifying a level of care, location, and types of treatment activities. Each program 
can be configured to restrict services or require bed assignment per the type of program. For example, 
Employment support is more appropriate to CARS than PCS. Likewise assigning a client to a unit and 
bed is appropriate for inpatient programs, but not outpatient programs. 

Episodic – Form data related to a specific episode of care. For example – Orders, Assessments, 
Diagnosis, and BVC. 

Non-Episodic – Data related to the client that is not care-specific. For instance, client demographics 
(Address, phone number, gender, ethnicity), Legal Status, Allergies, and Emergency Contacts. 

 

Key Information: The majority of widgets in use at BHD at this time do not require an 
episode selection. Instead they display all episodic data or display non-episodic data. 
An example of an episodic widget is the eMAR console. The episode must be selected to 
view orders and document the administration.  

Chart View – The forms list is used to display client specific data entered through the selected form. The 
documents list displays the type of scanned or routed documents, Views (client specific reports)  used for 
in-depth review of the client’s care, Widgets for recent information about the client such as vitals, 
progress notes, and more.  

Reports –Designed for viewing large amounts of data, or complex data such as the last 5 years of psych 
evals, or the average length of stay for clients by diagnosis.  
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Exercise: Reviewing Documents 

1. You are caring for a new client; their vital signs are slightly elevated. The 
client was at BHD six months ago and you want to review the vital signs for  
a period of 6-9 months ago. Where is the best place to view the vitals taken 
within the last year? 

2. You are treating a new client; you want to review progress notes that are 
more than 3 years old. Where is the best place to review the progress 
notes? 

 

Navigation  

Forms & Data Widget 

myAvatar uses forms for data input and uses reports and widgets for data review There are forms for 
everything you do: call intake, admissions, assessments, billing, and much, much, more. You will only 
have access to the forms assigned to you by your system administrator.  

Memorizing the names of all the forms is not practical. So the search option allows you to search for 
forms in the system. The search function looks for the exact match to what you type anywhere in the 
form name. For that reason, less typing can be more effective. 

Let’s look at a couple of search options for the form Initial Inpatient Nursing Assessment 

 

Search term Search Results Reasoning 

‘Nursing Assessment’ Returns a list of 8 forms Nursing Assessment matches the words in order 

‘Inpatient Nurs’ Returns a list of 2 forms Inpatient Nurs matches the characters in order 

‘Initial Assessment’ Not Found Missing words Initial Inpatient Nursing  

‘Nurse Assessment’ Not Found Spelling mismatch Nursing  

 

 

Exercise: Searching for forms 

List two terms you can use to search for the Client Profile / Physicians Orders 
form? 

 

Depending on the search terms you may have 25 or more results.  

If that happens, type the search term, do not press enter, instead click the magnifying glass. 
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You can then click the column headings to alphabetize the forms (first click is Z-A, second click is A-Z), 

add forms to you favorites, or complete a new search. 
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Client & Staff Widget 

The Client & Staff widget displays your caseload in the My Clients section of the widget. You can search 
for additional clients not on your caseload when working in Crisis or on an Inpatient Unit. 

When searching for a client, the MRN or Patient ID is the most efficient search. Here are some other 
options: 

• Full Name: Milwalk,Alfred  

• Partial Names: Milw,Al 

• Advanced Search: Full or partial last and first name, Sex, Social Security #, Date of Birth, and 
Alias can all be entered. The minimum search criteria is 3 items. The more info you enter, the 
higher the point value when the data matches. You can also view the client picture if it’s on file. 
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• Enter Data: Use the Client & Staff widget with the Forms & Data widget 

• Review older data, use the Client & Staff widget with the Forms and Data widget to open a 
report. 

• Review and Enter Data: Use the Client & Staff widget with the Episode Selection to populate 
widgets. 

• Review recent history by data entry form: right click the client and select Display Chart. 

 

 

 

Key Information: The majority of widgets in use at BHD at this time do not require an 
episode selection. Instead they display all episodic data or display non-episodic data. 
An example of an episodic widget is the eMAR console. The episode must be selected to 
view orders and document the administration.  

 

 

Exercise: Episode -Program selection 

You want to document on the client’s current Inpatient episode. 

1. Select the client assigned in class  
2. Click on the Episode drop down menu  
3. Which Episode # is associated to the current IP treatment? ______ 

Navigation Shortcuts 

You can navigate and make selections in myAvatar without lifting your hands off the keyboard by using 
the Alt key to display hot keys and by using keyboard shortcuts that include the Function or Control keys.  

Viewing Hot Keys Using Alt 

Pressing the Alt key on your keyboard will present letters and numbers that correspond to the various 
consoles, open forms, open clients, sections of the Client & Staff widget, and sections of the Forms & 
Data widget, as well as a few other options such as Lock, Sign Out, and Help. 

The following screens show the letters and numbers for hot keys. 
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When selecting an area that contains a list, such as My Clients, My Forms, Browse Forms, or My To 
Do’s, use the arrow keys to navigate the list and press Enter when your desired selection is highlighted. 

Additional Navigation Using Function and Control Keys 

You can use the function (Fn) and Control (Ctrl) keys in various places in myAvatar to launch the spell-
checker, open the text editor window, clear form fields, and more. 

F1 Open help menu Works anywhere in myAvatar 

F5 Clear selection Must have cursor on a single-select dictionary (drop-down list 
or radio button) 

F6 Open the text 
editor 

Must have cursor in a scrolling free-text field 

F7 Run spell checker  Must have cursor in a scrolling free-text field 

F8 Locks myAvatar Works anywhere in myAvatar 

Ctrl+A Select All Must have cursor on a multi-select dictionary (scrolling list box 
and check boxes) 

Ctrl+D Deselect all Must have cursor on a multi-select dictionary (scrolling list box 
and check boxes) 

Ctrl+H Return Home Works anywhere in myAvatar 

  

 

Exercise: Navigation Shortcuts. 

1. Press the HOME button 
2. Select the HomeView 
3. Press the Alt Key 
4. Which letter or number is associated to the Help menu?_________ 
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5. Which letter or number is associated to the client info console? _______ 

Icon Recognition  

Most software applications have a standard set of icons used to navigate and complete functions. Often 
times we know instinctively what the icon is used for based on our use of other software. Other times we 
may not know what an icon does, so we ignore it. Understanding the icons can increase your efficiency 
with myAvatar. 

 

Definitions: 

1. This icon creates an automatic backup that is visible only to me _____ 

2. This icon adds the current form to My Forms in the Forms & Data widget _____ 

3. This icon is used to identify forms that do not require a client to open the form _____ 

4. This icon, when used on the Forms & Data widget opens a search window for easier browsing 
_____ 

5. This icon saves the form to the database so other appropriate staff can view it _____ 

6. This icon indicates that I have forms open for the clients listed at the top _____ 

7. This icon allows me to undock a form or widget for full screen viewing _____ 

8. This icon is available on forms and chart view and allows me to search for forms _____ 

 

Exercise: Icon Recognition 

1. Match the icon (a-h) with the definition (1-8) 
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Preferences 

In the top right corner of your myAvatar screen is the Preferences menu. Utilizing preferences allows you 
to configure your spell-checking options, reload your view, configure a chart, and more. 

Spell Checking 

With the standard spell checker you can add words that, although spelled correctly, are often flagged by 
the spell checker as misspelled. You can also add acronyms you use frequently and indicate to the spell 
checker to convert the acronym to the full word at the time spell check is used. For instance, you can 
type: ’Ct came to BHD for PN and Tx plan training,’ to convert through spell check to read ’Client came to 
Milwaukee County Behavioral Health Division for Progress note and Treatment plan training.’ 

To configure the Spell Check behavior 

1. Enter the word or acronym in the Words section. 

2. Type the replacement word in the Other word section.  

3. Select an Action. 

4. Click Add Word. 

 

Ignore (skip) – Use this action to skip words that are spelled correctly but often flagged by spell check 
as misspelled. 

Auto Change – Use this option to replace words as soon as spell check is launched.  

Conditionally change– Use this option to replace words as soon as spell check is launched.  

Exclude (treat as misspelled) – Use this action when you routinely use ‘effect’ instead of ‘affect’. It will 
prompt you to review the use. 
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Widgets 

The Widgets tab allows for the customization of the Console. This is the tab that is opened when clicking 

the Customize View  icon. 

You can customize the layout of your widgets. To do so, you can resize, dock, undock, minimize and 
restore your widgets. 

 

Chart 

The Chart tab controls which episodes you see in Chart View based on the open or closed status. This 
can be very helpful in situations where a client has numerous episodes of care in a closed status. 
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Additional Resources 

BHD has a number of tip sheets that explain many of the functions discussed today. 

https://county.milwaukee.gov/EN/DHHS/Provider-Portal/BHD-Training  
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