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Checking if a service is in Open status 
 

The purpose of this desk reference is to provide guidance on how to check if a service is in an 
Open status before proceeding with any Progress Note corrections.  Services must be in an Open 
status when correcting or voiding a note to ensure that HHSA Fiscal has not submitted a claim to 
the state.  A note should never be altered or voided after payment has been received from the 
state.  If note needing correction is NOT in an Open status, contact the HHSA Fiscal department.   

 

Menu Path  

1. Menu path for users with access to the Client Ledger form: Avatar PM > Client 
Management > Account Management > Client Ledger or type “Client Ledger” in the 
Search Forms field: 

  
 

2. Menu path for users without access to the Client Ledger form: Avatar PM > Services > 
Outpatient Services > Edit Service Information or type “Edit Service Information” in the 
Search Forms field:  

 
 

Details 
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1. Only users who have access to the Edit Service Information or Client Ledger forms will be 
able to check for an Open status.  
 

2. The results of the check will determine the course of action regarding the correction.  If 
the user discovers the service is in an Open status, they may proceed with the correction.  
If the user sees any status other than Open (examples: Closed, Billed or Claimed) they 
should not proceed with the correction and consult HHSA Fiscal.  
         

 

Steps for Client Ledger 

 Open the Client Ledger form.  
 

1. In the Client ID field enter the medical record number or client last name, first.  Double 
click on your selection.   
 

  
 
 

2. In the Claim/Episode/All Episodes field select Episode. 
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3. In the Episode Number drop down, select the episode.   

 

 
 
 

4. In the Ledger Type field, click Simple.  
 

 
 

5. In the Include Zero Charges field, click Yes.   
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6. In the From Date field, enter the search start date.  In the To Date field, enter the search 
end date.  
  

 
 

7. Click Process. 
 

 
 

8. Ledger will display, confirm Open status in the Claim Number column. 
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Steps for Edit Service Information  

 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”  

 

  
 
 

2. Locate the service that needs to be changed from the displayed list.  Look at the 
Status column to determine status. 
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