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vagaey Edit Service Information

In this lesson you will learn the steps
to edit service information when an
erroneous entry occurs in a progress
note.

You will learn to find the progress note
that needs correction, and you will
also learn that you can only edit
progress notes that are in an open
status.

After selecting the appropriate
progress note entry, you will make the
necessary changes.

Lesson Objectives

Learn to locate the client, episode, and date
range of the service to be edited

Select and edit the service
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LESSON SCENARIO

Maria Mancini is an administrator at a BHRS clinic. She finds making corrections to
progress note entries in Avatar is easy. The Select Service(s) to Edit feature allows her to
quickly locate a range of progress notes and zero in on the exact note she wants to
correct.
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Client 1D Service Start Date

[orEGAND | [ processsearch | | [ozoizoin| [w] [¥] =

Service End Date

® Name/lD Number i) Social Security Number

) Facility Ghart Number ) Alias 27010 | ] [ =
O Unigue Client 1Dy ) Soundex Senice Selection Default

O ?Ia|m Mumber \ Al

[oREGAND,OLIVER (930028) Rd

[ select Service(s) To Edit

Epizode Mumber
[Episode# 1 Adrmit: 02118/2010 Discharge : None

Frog.. ¥ |

~ AVPMCONY (LIVE) - Select Service(s) To Edit
Client: OREGANO, OLIVEER { 330028 )
Episode Mumber: 1

Service Date Service Code Program Practitioner

[[Jozs19¢sz010 INDIVIDUAL THERADY 410101 NORTH COUMTY MURPHY, JILL /
E 0272172010 INDIVIDUAL THERAPY 410101 NORTH COUNTY MURPHY, JILL
D Oz/Z6/2010 ADMINISTRATIVE NOTE 410101 NORTH COUNTY MURPHY, JILL Open

Open

San Mateo BHRS 2 Avatar for Administrators



UNDERSTANDING EDIT SERVICE INFORMATION

With Edit Service Information, you can correct service information that appearsin a
progress note. You can change the service code, date of service, duration, practitioner,
and location.

A IMPORTANT

If the service is connected to the wrong client or the wrong episode, contact MIS to
make the correction. You can only edit service information if the charge is in an open
status. If MIS closed the item for accounting purposes, contact MIS to make the
correction.

A IMPORTANT

Contract providers do not use Edit Service Information; they should contact MIS directly
for all progress note corrections.

WHO CAN PERFORM THIS FUNCTION?

Administrators perform the Edit Service Information function.

MENU PATH

Avatar PM—Services—Ancillary/Ambulatory Services—Edit Service Information
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EDIT SERVICES INFORMATION TAB PAGE 1S

You use this tab to choose the client, episode, and date range for the progress note you
want to edit. When you click the Select Services to Edit button, the Select Service(s) to
Edit screen opens (shown following this illustration) listing all services for the specified
date range. When you choose the service to edit, the service detail fills in the bottom
half of the following window where you can make changes. You can also make changes
on page 2 of this tab.
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| Edit Service Information |

Client ID Service Start Date
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; Service End Date

® NamelD NMumber ) Social Security Mumber

) Facility Chart Nurnber ) Alias 08/16/2010 ’3 x| :I

8] Unique Client ID 2 Soundex Service Selection Default

) Claim Mumber Al @ Non

[APPLE ADAM (330096) -

I | Select Service(s) To Edit | I

Episode Mumber
|Episode#1 Admit : 07/068/2010 Discharge : Mone Frog... v|

Service Code Practitioner

| Process Search | | Process Search

| INDIVIDUAL THERAPY (9) v| @ NameflD Number  Unigue Practitioner 1D
Frograrm [410301 CENTRAL COUNTY. = | | BECHER.MATT (0000132) =
Location [oFFIcE ¥ | Modifiers | |
Duration (Minutes) 50
Cast Of Service figson |

This is where you select the service(s) to edit. You can only edit services in an open
status. If the service is not open, contact MIS.

~ AVPMCONY (LIVE) - Select Service(s) To Edit

Clisnt: APPLE,ADAN { 930036 )

Epizode Number: 1

Service Date Serwvice Code Program Practitioner Btatus
@ 0771972010 INDIVIDUAL THERAPY 410301 CENTEAL COUN EECHEER,MATT Open
[] 07/19/2010 GROUP THERAPY 416800 EAST BAYSHOR SEVERSON,HOLLY Open
[]07/19/2010 GROUP THERAPY 410101 NORTE COUNTY BECHER,MATT Open
D 077132010 GROUP THERAPT 417003 COASTAIDE YO FRID DINA Open
D 07/20/2010 INDIVIDUAL THERADY 410201 CENTRAL COUN EECHER MATT Open
D 07/E0/2010 CROUP THERADT 410102 NORTH COUNIY EECHER MATT Open
D 07/20/Z0l0 GROUP THERAPY 410101 NORTH COUNTY TRAINING:,TRAIN Open
[ 07/20/2010 CROUP THERADY 41030% CENTRAL/SOUT MONTALVO, LILIAN Open
[J 07/27/2010 GROUP THERAPY 419000 SEREAMONTE T BULL, INGALL Open
D 077232010 MEDICATION SUTPPORT 410301 CENTRAL COUN EBELCASTRO KRISTAL Open
D 07/30/2010 INDIVIDUAL THERAPY 410301 CENTREAL COUN TRATNING< TRATH Open
D 07/20/2010 INDIVIDUAL THERADY 410201 CENTRAL COUN EECHER MATT Open
D 07/20/2010 INDIVIDUAL THERAPY 410201 CENTEAL COUN EECHER MATT Open
D 07/30/Z010 AESSESSMENT 410201 CENTRAL COUN TRAININGSY,TRAIN Open
[[] 07/30/2010 GROUP THERAPY 410301 CENTRAL COUN BECHER,MATT Open
[ 08/02/2010 INDIVIDUAL THERAPY 410301 CENTRAL COUN BECHER,MATT Open
D 0&8/04/2010 INDIVIDUAL THERAPY 410301 CENTRAL COUN EECHER MATT Open
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EDIT SERVICES INFORMATION TAB PAGE 2

Use this tab if you need to edit co-practitioner information.
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® Name/ID Mumber {23 Unigue Practitioner 1D

" | Process Search
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| Process Search
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hedical Diagnosis 2

|
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| | Process Search
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| Process Search

| E
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Evidence-Based Practices f SBervice Btrategies (CEl)

[C] Age-Specific Service Stratedy

[[] Assertive Community Treatment

[C] Delivered in Patnarship with Health Care

[C] Delivered in Patnership with Law Enforcerment
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FIELD

DESCRIPTION

A) Evidence-Based Practices/Services Strategies (CSl)

BHRS does not use this field.
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(3
/QﬂExercise 1:  Edit a Client’s Service Information

In this exercise you will correct a service code error a clinician discovered after submitting a

progress note in final.

Before You Begin: Select a client who has an existing progress note.

1. Choose Avatar PM—Services— Ancillary/Ambulatory Services— Edit Service
Information from the Menu Frame.

2. Follow these steps to begin editing the client’s service information:

A Enter all or part of the
client’s name and click the

Process Search button.

AVPMCONV (LIVE) - E fit Service Information
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[ Edit Service Information |
Client ID

[OREGAND

@ MameD Mumber

1 Facility Chart Number
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0 Claim Number
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™ Process Search |

) Social Security Mumber

) Alias
) Soundex

[ ‘OREGAN0.0LIVER 1930098)

d

Epizode Mumber

) Mone

Select Service(s) To Edit —'—

|Episode# 2 Admit: 07152010 Discharge : Mone

Prog.. ¥ |
Service Code Practitioner
‘T | Process Search | | Process Search

‘ REHABILITATION SERVICES (7)

d

Frogram
Location
Duration {Minutes)

Cost Of Service

® MName/lD Mumber

) Unigue Practitioner IO

[#102dh CENTRAL COUNTY... = |

|MURPHY,JILL (00oo11)

|

v| odifiers

gi=

B If necessary, choose
the client from this
dropdown list or click
OK if the client’s
name appearsina
message box.

C Choose the
client’s episode
from this drop-
down list.

D Enter the service
start and end
dates here.

The Select Service(s) to Edit window opens.

E Click this button to
display a list of progress
notes within the
specified date range.
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3. Place a checkmark in the checkbox for the service you want to edit.

~ AVPMCONY (LIVE) - Select Service(s) To Edit

Client.: OREGANO OLIVER ( 330038 )
Episode Nuuber: 2

Service Date QService Code Program Practitioner Status
’Z-DT/Zl/ZDlD INDIVIDUAL THERAPY 410301 CENTRAL COUM MURPHY, JILL Open
D 07721/Z010 INDIVIDUAL THERADY 410201 CENTRAL COUN MURPHY,JILL Open

The bottom half of the Edit Service Information window populates with the
information from the service you selected.

4, Follow these steps to change the service code:

A Type the service B When the message appears
code shown here. indicating the new code, click OK

= AVPMCONV. (LIVE) - Edit Service Information
File Edt Favorites Awatar PR Avatar OWS Avatar MSO Help

E Fage 1 of 2 E} m gj % z Jt

Client 1D Service Start Date
[orREGAND | [Cprocesssearch | | [ori2tz010] [F] [¥] =
4 . Serice End Date
® MamefD Numbar ) Social Security Mumber
) Facility Chart Nurber O Alias ormioto | ][]
2 Unique Client D 2 Soundex Service Selection Default
3 Claim Number Al 2 Jone

[ OREGAND OLIVER (330058) =

[ select Service(s) ToEdit |

Episode Numher

[Episode # 2 Admit: 0771512010 Discharge : None Prog.. ¥ |
Senice Code
[ s | [ ProcessSearch |
—— | [INDVIDUAL THERAPY (3) -
Pragram [410301 CENTRAL GOUNTY... ¥ |
Location [oFFIcE -]
Duration (Minutes) 360
CostOTSenice [133z00 |

C The new service
appears here.

5. Click the Submit @J’ icon on the Option toolbar to save the change.
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CONCEPT REVIEW
1.  You can only edit service information if the charge is in an open status.
a. True
b. False

2. Clicking the Select Service(s) to Edit button allows you to select all of a client’s
services available for editing or you can select a specific date range of services for
editing.

a. True
b. False

3. If an error is connected to the wrong client or wrong episode, you must to
make the correction.

a. use Avatar’s Edit Service Information feature
b. contact MIS

c. ask your Unit Chief
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APPENDIX—CONCEPT REVIEW ANSWERS

N
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