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How-To Guide: Managing client records

Problem: When our agency queries for clients using “Service Unit Logging” or “Clients Receiving
Service” we see clients whom we no longer serve.

Explanation: Client records should be maintained and kept current in order to keep all reports as
current and accurate as possible. When clients cease receiving services, users should disenroll
the clients’ service plans. If those clients are deceased, have moved out of the county, or (for any
other reason) will no longer be served by any agency in your AAA, users should take the
additional step of deactivating the client record. The three following examples give detailed
steps.
Example 1: One of our clients will no longer be receiving service from our agency.
Steps: To complete this task, please follow these steps to disenroll the client’s care plan.

1. Open the client’s record. Click on “Care Plan.”

2. Double-click to open the service plan in question.

3. Determine which “End Date” should be used:

a. Click on the “Service Units” tab and take note of the last month of service. You
can use the last day of that month, or go to step (b) for a specific date.
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b. Double-click on the most recent month and take note of the last date of service.
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4. Enter an appropriate date in the “End Date” field and press “Save.”
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* Note that the “Status” field changes to “Disenrolled.”

The client will no longer appear on your queries for active clients, your roster, or your

Service Unit Logging list.

Remember! If you have no indication that the client is deceased, permanently institutionalized or
moved out of the PSA area, then it is possible that the client could be served by another agency

in your PSA. DO NOT deactivate his client record.
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How-To Guide: Managing client records

Example 2: When we do a “Service Unit Logging” query, several clients who no longer receive
appear on the list.

Steps: To complete this task, please follow these steps:
1. Starting at the Launcher, open the query called “Clients Receiving Service (Detailed.)”

2. Fillin the Service, Agency and today’s date in both the “Start Date” and “End Date” fields
and click “Query.”

i@ Clients Receiving Service (Detaile... !E

Services  [Home Delvered Meals] _I
Agencies  [HDM Frovider 1; [
Funding Sources J |

Statt Date [11/30/2005  -|
EndDate [11730/2005 -

InuewﬂI:.lmrIzam-:ellf,/f

3. You will be presented with a list of all clients with active care plans as of today.

4. Select (highlight) one of the clients who are no longer receiving service. Right-click.

5. Choose “Open Clients Receiving Service (Detailed)”

Agency ____[Sewvice  ______[ClentName _______|StatDate [EndDate |

Im Clients Receiving Services Services: Home Delivered Meals From Agencies: HDM Provider 1 With All ... !Em ‘

HDM Provides 1 Home Delivered Meals | Dee, Rubie (1333936189 8/1/2003 =
HDM Frovides 1 |Home Delivered Meals | Douglas, Kik (#1359936195)  |9/1/2003 | P bl
HOM Provider 1 |Home Delivered Meals | Eastwood, Clint (#1333336186) |12/9/2003 | Mass Copy
HOM Provider 1 |Home Defivered Meals | Eastwood, Clint (H1339936186) |12/11/2003 |
HDM Provider 1 |Home Delivered Mealz | Montalban, Ricardo (#1333336...|12/13/2003 | - k
HOM Provider 1 |Home Delivered Meals | Micholson, Jack [#1393938207) |12/11/2003 | Card View

HDM Provides 1 _Home Delivered Meals | Senior, Suzy (H1393936205)  [11/1/2003 | Grouping Display Area
HDM Provvides 1 Home Delvered Meal:  |'\Welch, Raquel [#1339336204]  [10/9/2003 :

* Note that the columns for the care plan Start Date and End Date can be added to this grid.
You will be presented with the client’s care plan.

6. Follow steps 1-3 from Example 1 to disenroll the care plan.
* Note that when you save the change to the date, the client will “drop off” of your list since they are
no longer eligible to receive service today.

7. Repeat steps 4 and 5 for each client who should be disenrolled.

3 rev 12/05

Open Clients Receiving Service (Detailed)




)
,,SE

b e et R e e e e
A\ o iRw] o L ¥ LWL b
Fast. Affordeble. Secure.

How-To Guide: Managing client records

Example 3: My client just passed away. What should | do with his record?

When clients will no longer be eligible for services because of death, because they moved out of
the county or because they were institutionalized, CareAccess recommends the following steps:

1. Disenroll the client’s care plan following steps 1-3 from Example 1.

2. Notify any case managers or other providers who are serving the client. You can use Q’'s
e-mail system to send a message to all of them at the same time.

3. Add a note in the “Directions/Identifiers” field on the client’'s Main Demographic Screen
regarding the death and how it was reported. Press “Save.”

# Hepbaum, Katharine (#1399936216) (Client) - [E

Chent Data | Condidentialiy/Biling] Programs | Physicians |
Clhient Information
First Mame Ml Last Name Intake Date
[Fathaine | [Hepbumn [0an15/2004 -]
Shest/Addiess City
|
State  Zip
| =
Directions / |dentifiers -
eceased B23/08 (reported by roomate ) j

4. Right-click in the gray area of the client record and choose “Deactivate client.”
| # Hepbaum, Katharine (¥1399936216) (Client) - [Edit]

;MDH] Enr‘ﬁier‘nliaity.’ﬂlngl Progeams I Physicians ]
~ Client Information 1 Personal Information
Firsk N are Ml Last Mame Intake Date Phone 1 Phiors
[F.athaiine I_ [Hepbum [0415/2004 J Care Plan Mass Creation
- Client Staterments
Street /A ddre [
£ = b Generate Client Bar Code L
I Client Demographic Report
State  Zip :
| =l - x‘"m“ﬂ’" -
Directions £ |dentifiers Delete Ch
Deceased G200 (reported by roomate. )
Copy Client

Deactivate Chent

Still having Problems? Call the CareAccess support line for help. Please provide as much detail
as possible about the steps you have already taken to resolve this problem.
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