INNOVATION AND TECHNOLOGY AVATAR SYSTEM ADMINISTRATION

SERVICES DEPARTMENT

USER DESK REFERENCE

Service Duration corrections to Progress Notes

The purpose of this desk reference is to provide guidance on how to change the Service Duration
in a Finalized Progress Notes (Group and Individual). These corrections can only be completed

by Avatar users with the permissions to access the Edit Service Information form where these
corrections will be made.

This type of correction is only applicable when the “Direct Time” entered in a progress note does
not match the “Service Duration” time entered.

Menu Path

1. Use Menu path: Avatar PM > Services > Outpatient Services > Edit Service Information
or enter “Edit Service Information” under Search Forms:

Search Forms
| edit service information | '

Mame Menu Path

Details

1. The Progress Note requiring correction must be in Final status to make corrections using
Edit Service Information.

2. The service must be in an Open status before proceeding with a correction. See Checking
Open Status desk reference for instruction on determining service status. If the service is

not in an open status do not proceed, contact the HHSA Fiscal department.

3. This desk reference is ONLY applicable to changes needing to be made to the Service
Duration field when it does not match the minutes in the Direct Time field. For example,
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a provider added up the minutes within Direct Time, Documentation Time and Travel
Time and entered the total in Service Duration when they should’ve excluded the
Documentation Time and Travel time from the Service Duration.

4. Direct Time, Documentation Time and Travel Time fields should NOT be updated within
the Edit Service Information form as the system carry those changes over to the Progress
Note content. See the Direct Time, Documentation Time, and Travel Time corrections to
Progress Notes desk reference.

Direct Time Documentation Teme Travel Time Service Duration
> > > ;

Do NOT make changes to Direct Time, | sta ‘

Documentation Time or Travel time o

within the Edit Service Information form e
This desk
reference is
for changes
to this field
OMLY

Steps
» Open the Edit Service Information form.

1. Enter the “Client ID”, select the “Episode Number” in which the note was filed and enter
the “Service Start Date” then click “Select Service(s) To Edit”
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TESTCLIENT, YOLO (000011136) Ep: -

Preferred Name: George Problem P: -
Personal Pronouns: He/Him/His DX P: -

F, 11, 03/13/2012 Phone #: 530-665-5666

Edit Service Information &

| it Serviee taformation || | ci..: 10 Servie Start Date

TESTCLIENT,YOLO, (11138) =] 09/01/2023 u
- Zarvice End Date ——

e "3 o

& ‘ Episode # 97 Admit : 08/17/. Discharge : Hone Program : 1... » Service Saecthbn Deral i
W A
Episode Number (Edit)
Service Code Q
Online Documentation 2 Madifiers

2. A pop-up box with your selections will appear, place a checkmark in the box on the note
you want to correct then click “OK.”

myAvatar 2023 - Select Service(s) To Edit b4
Client: TESTCLIENT, ¥YOLO ( 1113€ )
Episode Number: 37
Service Date Service Code Program Practitioner Status Document Claim Mumber
05/25/2023 HOO31MH HH5-15-200 JOHNSCN, TIMOTHY LER Open =

3. Upon making your selection, the note details (Service Code, Program, Place of Service,
Times, Practitioner, Program, Service Duration will autofill). In the Service Duration field
replace the number with the correct minutes. See the two screen shots below: the first
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with the incorrect times entered (which is how the note will appear when first accessed
for correction), and the second showing the correction made)

Frogress Bobtes [ Group and Indhvidual] &

T OO TIGTHT LR 500557 @

Preseciar Cladiifcalion (F Provider Ol iefcation o biank La.) hice o &0

_ saipsing avalable, conlact HHIAQusiyliansgarmsl o oanty orp 1or

FusiFser i farraien |

-
g

(%) A * Liser To Send Co-Sign To Do Them To

Servine Program ':("
HPE 5P =570 WOLDHOP

Autosaved at 2:49 PM Servics Charge Cods Reason for LUsng an Unbdable Service Code
Standardized Hental Heslth TASGETED: CASE MANASEMENT| 14 MINE) (T 10174 a

Biagnost Reasen For Cither o
Online Docemenlaton

heciamesriyion Tims Traond Tere Seraace Durato ROTE: For services delvired proe o 7120, service durston &
For seryces delvared after S05T], servce duraton = drect bme:
ooby [N travel oo dpcsmeniston bme |

BErwioe (Fomvew the “Avalshie Servioe Codes By Staff™
qufuﬂmm@r_pwuwaumi "
enmyure tha dessfcaton slowe use of the oode] Seeect Add-On Servoe Eriry to Ediflemoe

Incorrect time claimed as Service Duration does NOT equal the Direct Time

m

_ vy O 3 WEESON, TIMCITHY LERDY (000057 =)

Pegrwidar Claicnifealien (¥ Provider Cladaifcaben m bank La (hang & fd

_ SeEleCinnd ol C3HLECE HHSA Cealtyll e imesl ol codily oy 1o

Birtheer i forrrabinn )
u B HFT -

(%] h‘ _ Uzer To Send Co-Sign To Do Them Te

Autosaved at 49 PM Servica Chargs Coda Reason for Lsing an Unbilabls Servios Code
Standardred Mental Health | 1oncrrpn cass maacEMENT]IS MBE] T1017H) %]

Dhagnoan Reason P Crier k=]
Omliee Documentaton

=g e JET T
-]

HOTE: For services oeivened prior ie TANVZD servios duraon =

drec] Dme, trgweltme, ared otumaniyicn fme

or paracey deinopred sfer BUOTE perve Sureion = dnect bme
ety (Rl R OF SOCUMENTILSN S|
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-hﬂhrdwhl#ﬂ.whnhtmvhdd-&f-h

enmre the classfica ton slows wuse of the mde) Seect Ackd-0n Servce Eniry o Bt Remove

Correction Made — Service Duration now equals Direct Time
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4. If no further changes are needed, click Submit.

TESTCLIENT, YOLO (000011136) Ep: 97 : 1-HHSA MH EPISODE
Preferred Name: George Problem P: -

a Personal Pronouns: He/Him/His DX P: F12.10 Cannabis use disor
F, 11, 03/13/2012 Phone #: 530-666-6666

Edit Service Information &

[_ —Client ID ~Service Start Dake
TESTCLIENT, YOLO, (11136) IR 09012023
~ServiceEndDate
“a
-Service Selection Default
Al !

Epizode Number
Episode # 97 Admit : 08/17/2022 Discharge : None Program: 1...

Select Service(s) To Edit

Episode Number (Edit) Episode #97 Admit : 08/17/20... = ~Practitioner
_Service Code SIDHU,PAM (D00017)
Online Documentation | 2 Madifiers
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