INNOVATION AND TECHNOLOGY AVATAR SYSTEM ADMINISTRATION

SERVICES DEPARTMENT

USER DESK REFERENCE

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:

Search Forms
[ client ledger|

=

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:

Search Forms
edit service info
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.

Client Ledger #
[ Clent 1D- -Ledger Type-
2 Crystal Simple
No
v
Q) & | * [ <-reims2s | s 10F1 [
=]
el e —
Sait By Episode Display Zero Dollar Payments/Adjustments
Yes Mo 8 ves
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2. Inthe Claim/Episode/All Episodes field select Episode.

Client Ledger #

—Client 1D ~Ledger Type
TESTCLIENT,YOLO, (11136) 2 e Siis
Include Zero Charges
e = 8
-ClaimfEpisode/all Episades From Dake
G5 ToCe T N Queeiom °a@
| @ | & g Slaim ToDate
o Epsade b )
Sort By Episode Display Zero Dollar Payments/Adjustments
Yes No [ ves
Online Documentation
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3. Inthe Episode Number drop down, select the episode.

Client ID Ledger Type
TESTCLIENT, YOLO, (11136) 2 i e
Include Zero Charges
Yes No

-Claim|Episade [All Episodes - From Date

B All Episodes Claim ® Epizode EI E

O 4 & Claim Number To Date
— <"'E':;T Niksber > “a =
MWne + 03/24/2008 Program : Z-AD Srv Prop 36 (n County) DONT USE-INACTIVE 3

Yes Episode # 2 Admit: 05/18/2006 Discharge : 03/24/2008 Program : 2-YMHC Davis DO NOT USE-INACTIVE

Online Decumentation Episode # 3 Admit: 08/07/2006 Descharge : None Pragram : Z-YMHA Widd DO NOT USE-INACTIVE

Episade # 4 Admit: 08/01/2006 Discharge : 01/25/2008 Program : 2-PMHIPA Safie Harbor Crisis DO MNOT USE-INACTIVE
Episode # § Admit: 09/20/2006 Discharge : 03/24/200€ Program : Z-PMHA OP Rosewood-INACTIVE

Episnde # 6 Admit: 09/20/2006 Dscharge : 03/24/2008 Program : Z-YMHA W Sacto DO NOT USE-INACTIVE

Episade # 7 Admit : 04/27/2007 Discharge : 03/24/2008 Program : Z-YMHOA MHSA Davis DO NOT USE-INACTIVE
Episode * & Admit: 09/07/2007 Descharge @ 03/24/2008 Program : Z-YMHA TAY EPSDT Wdid DO NOT USE-INACTIVE

4. Inthe Ledger Type field, click Simple.

Client Ledger #

|m| —Client ID —Ledger Type
TESTCLIENT, YOLO, (11136) fhis 4/
T
= =
CIaim,l'EpilsodeMJI Episodas . . _From Dake
S/ m . JAEp clar @ oytor o2z Sl
& b A | Cambmber D o
Episods MNumber Episode #105 Admit : 02/28/20.. 11/06/2023 D n
Sort By Episode ~Display Zero Dollar Payments/Adustments -
fes No [ ves
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5. Inthe Include Zero Charges field, click Yes.

_

-Cligrit ID- - Ledger Type-

TESTCLIENT,YOLD, (11136) Crystal ® Simple
P Include Zero Charges —
® Yes
Claim/Episode Al Episodes _ e —=
Al Episodes Claim ® Episode e = n

i v D | ..
1/0s/2023 2

Episode Number
Sart By Episode -Display Zero Dollar Payments/Adjustments
Yes No & Yes
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6.
end date.

In the From Date field, enter the search start date. In the To Date field, enter the search

_

Cliank ID
TESTCLIENT, YOLO, (11136)

-Claim/Epssode Al Eplsodes

All Episodes

Claim Number

Epizode Murmber

Sort By Episode
Yes

Online Documentation

7. Click Process.

Claim

Episode #105 Admit : 02/28/20... =

Ledger Type

Crystal @ simple
Inchude Zero Charges
@ Yes No

From Date

02/28/2023

0 3

lar Payments/Adjustments

To Date
11/06/2023 5

lay Z

_

f
l Client ID

TESTCLIENT,YOLO, (11136)

- Claim/Episode/all Episades
All Episodes
Claim Mumber
Episode Number

Sort By Episode -
Yes

Online Documentation

Claim

Episode #105 Admit : 02/28/,

Ledger Type
Crystal

Include Zero Charges
@ Yes

—From Dake— -
o2pepnes (3

-To Date
1108203 =2 B

~Display Zero Dollar Payments/Adjustments ————————————

& ves

® Simple

8. Ledger will display, confirm Open status in the Claim Number column.

Client Ledger #

HAME: TESTCLIENT, YOLO
EFISO0E ¢ :
CLIENT STATUS :

108 oF 108
ADMITIED

CASE WUMBER:
BALANCE
DATE OF LAST

oo0011134
EPISODE : 0.00
SELE PAVMENT : HOWE

THIS

TOTAL BALANCE BY CUARANTOR

1) C8M Defauls Fayor
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i 105 03012033 TASIESHH 15.00 @.00
2 105 ogolaoaz T101THE 1.00 2.00
2 105 os0laoaa S0B35HH 1.00 Q.00
4 105 05l5a0a3 HOO3IHH 8.0 0.00
3 105 10012022 L AMH 1.00 0.00
€ 105 10012022 100 0.00
7 108 10012022 .00 0. 00
] 108 18082022 20 0 o.00
& 108 11612028 20 00 .00
10 108 110€2038 a.00 .00
[GRAND
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Steps for Edit Service Information
» Open the Edit Service Information form.

1. Enterthe “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”

TESTCLIENT, YOLO (000011136) Ep: -
Preferred Name: George Problem P: -
Personal Pronouns: He/Him/His DX P: -
F, 11, 03/13/2012 Phone #: 530-666-6666
[Edit Service Information #
| EEakSeriestatormation. | cicci o Service Start Date
| TESTCLIENT, YOLO, {11136) 2 09/01/2023 IE
-Zarvice End Date

Lot R “D @

Service Selection Defauk

%] ] | Episcde # 97 Admit : 0 Discharge : None Program : 1... =

Episode Number (Edit)
Service Code

Online Documentation a Modfiers

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

Client: TESTCLIENT,YOLO ( 1113¢€ )

Episode Number: 105 p—
Service Date Service Code Program Practitioner [Status Document Claim Number
10/01/2023 S0791MH HPE-15-001 JOHNSON, TIMOTHY LE Open =
1040172023 HOO031MH HPE-15=-001 JOHNSON,TIMCTHY LE Cpen -
10/09/2023 YASSESHH HPE-15-001 TORMEY,TIMOTHY JCHY Open =
11/01/2023 YREHABMH HPE-15-001 JOHNSON, TIMOTHY LE Cpen =
11/0€/2023 H2017MH HPE-15-001 LARSCN, JUSTINA ANN Open -
—
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