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1. On your daily scheduler you will right click on the client appointment in the EMR system and 

hit check-in UNLESS they have already checked in at the kiosk/front desk. There will be a 
yellow box in the upper left-hand corner to indicate a client has been checked in to their 
appointment.  
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• This will initiate the daily note for that visit. Double click the appointment to open the 
note. If you are using the web-based version of Raintree, you will have to open the 
chart and access the note under the Visit Info tab. Please consult management if 
needing a tutorial on this.  

• You will work across the following tabs and fill out the respective information in each 
section 
 

Daily Subjective 

• Use boxes to fill in (i.e. tolerated, engaged and responsive, who was present for 
session etc.). Narrative comments/freeform descriptions are optional here, usually 
written in the Assessment portion. Please be mindful of your word choice when 
adding information to the subjective section. It needs to be factual while also being 
pragmatic. Terminology like “abnormal” or “atypical” is not appropriate for a daily 
note. Cause of behaviors cannot be assumed.   
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Goals Addressed/Assessment Information  

• Goal Selection: Select each long-term goals that is pertinent for each session (carrot 
arrow on the left side of each long-term goal). Double click a long-term goal to 
populate its corresponding short-term goals.  

 
o The short-term goals will initially be grayed out- select “Address Goal” button 
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o Double click on the short term goal “status” to open the comment box.  

 
 
 

o Review all cells and select applicable options:   
▪ Status: Met, Ongoing, New  
▪ Comments: If you have already addressed this goal in the Assessment 

portion, you do not need to comment again. You can add commentary 
here if you feel it is necessary (i.e. “Goal met 1/3 sessions”). YOU WILL 
NEED TO COMMENT LEADING UP TO PROGRESS NOTES AND RE-
EVALUATIONS. 

▪ Start Date – This should already be input from the date the goals were 
added (from the initial eval, re-eval, or progress note).  

▪ End Date – Add the date the goal was met or discontinued 
▪ Addressed – Select “Yes” (Note, when you select “yes” for addressing 

that goal, it will populate on the final draft. Ensure you are selecting all 
short term goals that apply to the activities/tasks you have addressed 
during that session).  Of note, make sure if you are selecting a goal. That 
the “status” is ongoing.  

▪ Once the aforementioned cells are completed, select “Save” which is 
located at the top-left side. Repeat for each short term goal you 
addressed in the session.  
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• Assessment (S): 
o Right click the text box directly under the word “Assessments” and select the 

word “Edit”. This will open the text box. Here you will write your note in a 
narrative form.  

o When writing your narrative form please indicate all necessary items needed for 
someone to be able to read your note and replicate your session during 
coverage, for example: how they transitioned b/t tasks, use of visual aids, what 
type or writing paper did he/she used, inset puzzle with pegs or 4 pc interlocking 
puzzle with boarder, did they use smaller writing tools or standard number 2 
pencil, etc, etc. See examples of notes below.  
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o Once you have completed your note, select “close editor”.  
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AASL Approved Abbreviations for OT Department 
 

Abbreviation Meaning Abbreviation Meaning 

A Assistance Min minimal (less than 25%) 

@ At Mod moderate (btw 25%-
50%) 

Ax Activity Max maximum ( btw 5-%-
75%) 

Attn.  Attention N normal  

(B) both, bilateral  NWB non-weight bearing 

BLE bilateral lower extremity  Pt. patient  

BUE  bilateral upper extremity  POC plan of care 

Bilat. bilateral  (R) right 

BM  bowel movement  RE re-evaluation 

BOS  base of support Reps repetitions 

c/o  complaint of RO rule out 

d/c discharge  Rx prescription 

DOB date of birth  Secs.  seconds  

Dx diagnosis  SOB  shortness of breath 

EX Exercise STG short term goal 

Ex example  Tx treatment  

Fa Father T or Txist therapist 

FH family history UE upper extremity 

Ft foot/feet Un unable 

HEP home exercise Program WFL  within functional limits 

IE Initial evaluation WNL within normal limits 

(L)  left  X times ( 3x=three times) 

LE lower extremity Y/N yes/no 

LTG long term goal y/o years old  

Min Minutes Yrs. years 

Mo Mother   

Mos.  Months   

  
 

• Please reference the attached document for the required/acceptable verbiage for 
specific therapeutic tasks completed in the session.  
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• Plan 
o Use boxes to fill in cells including the “Plan”, “Tolerance to Treatment” (including: 

excellent, fair, good, poor). Make sure to select the cell “Parent and caregiver 
consent to treatment plan….”. Once you make selections for ”, “Tolerance to 
Treatment” and “Parent and caregiver” once, it will roll over to all the notes after. 
Please ensure this is accurate, it may need changing in future. Plan option must 
be selected upon every treatment note 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Occupational Therapist Procedure for Conducting a Daily Note 

 

11 
 

 
 

• Charges   
o Apply all charges to notes before end of the same business day and complete 

the written note by the end of the next business day 
o Under 97530 Therapeutic Activities enter the number of units for Tricare clients 

*Follow 8-minute rule* (1 unit=15 minutes of treatment; a 30 minute session 
would be 2 units)  

o  Therapeutic Activities 30/45/60-SP are for clients that are self-paying, PLSA or 
Gardiner Scholarship. Select the appropriate duration for each session 

 
*******************************CHARGES FOR TRICARE INSURANCE******************************* 
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**********************CHARGES FOR SELF PAY/PLSA/GARDINER***************************** 

 
 

o Once you have completed all the tabs (Daily Subjective, Goals 
Addressed/Assessments, Plan, Charger) click “Save”, at the top left corner. Then 
select “Save and sign off” on the bottom R corner. This will then promote you to 
put in your Raintree password – Note if you are not done with your note and 
need to revise, you will select “Save and Exit”.  You can than access the note 
from your scheduler again later. 
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OTHER TIPS FOR RAINTREE  

 

• Reserve time: highlight the cell of time you want to reserve time for, right click, hit 
reserve and then type in what you need to for that time from the drop down. It will 
then appear on the scheduler in the designated color from the drop down list.  OR 
you can just generally select the cell of time and write in the open box what you will 
be doing and it will then appear on the scheduler in Orange.  This is convenient for 
inputting when you are working on documentation, planning/prepping, doing client 
related matters etc.  You can also select the appropriate color-coded description to 
reserve time onto the scheduler as well and it will appear accordingly (yellow is for 
MTG, purple is Prep/Plan, Lunch is white etc.)   
 

• Adding a new appointment – Highlight the cell of time you are wanting, right click, 
select add appointment, then select the following that applies for each cell.  
o 1. Patients name –Click on the cell to type in the patients last name, find the 

patient in accordance to correct first and last name, then double click the name. 
Make sure to do this step first, that way it will auto fill in “Referral” 

o 2. Location – Click the carrot arrow on the right side of the cell to generate the 
drop down list. Selecting the appreciate location for the clients session ( For 
example if you are treating out the south Tampa office, you will select South 
Tampa. Or if you are conducting a telehealth session in Valrico, you will select 
Telehealth Vist – Valrico 

o Type - Click the carrot arrow on the right side of the cell to generate the drop 
down list. Select the appropriate type for the session.  

o OTX30- 30 minutes OT session 
o OTX45 – 45 minute OT session 
o OTX60 – 60 minutes OT session 

o Case – This will auto populate if you imput and select the patients name first 
o Length – This should auto populate when you entered in the “type”. The length of 

service time will match the “Type” of session, I.e. 30, 45, or 60 minute for 
treatment sessions.    

• Once all the cells have been complete, select “Save” at the top left corner. You will 
then see this appointment added to your scheduler.  
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If a parent/caregiver requests to have a note sent to them or another professional, please 
inform the Front Desk. Please do so by providing client name, parent name, and specific 
request. They will send documentation to parents or other professionals as requested, 
ensuring necessary releases of information are on file. 

 
 

 
Cancelation & No Show Appointments 
 
 

o If you have a no-show appointment, right click on the cell from the scheduler and 
click on “no show” then provide a reason and hit the “enable charges tab”.  You 
will then go to the charges table and apply the no show fee charge, which will be 
in full for the associated length of the appointment.   

o It is encouraged that notes be written during the session to ensure timeliness of 
completion per company policies.  However, we understand that some clients are 
more hands on and require more from us and that is not always possible (i.e. if 
they are in the session and you are not able to write the note, if a client is more 
behavioral, if a client is lower functioning, if a client is highly distractible etc.)   

o Use your downtime accordingly to complete notes to the best of your ability each 
day  
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PROCEDURE AGREEMENT LOG 
 

Sign and date with your name if you are required to know this policy. By signing you 
are attesting that you have received, read, and understand the policy, and will apply 
it as required 
 

 

    (Name)                                                                                                        (Date) 
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