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1.0 Policy 

It is the Policy of the Division of Public and Behavioral Health (DPBH), Substance Abuse, Prevention, and 

Treatment Agency (SAPTA) that all providers, in accordance with 505 (a) of the Public Health Service Act (42 

US code 290aa-4) which directs the Administrator of the Substance Abuse and Mental Health Services 

Administration (SAMHSA), to collect items including admission and discharge data.   

2.0 Procedure 

Daily bed rates in Avatar are posted by completing the following forms, in the exact order: 

1. Verify Unit Census 

2. Compile Residential/Inpatient Charges 

3. Edit Residential/Inpatient Worklist (if needed) 

4. Post Residential/Inpatient Charges 

5. Unit Verification Report 

This process can be done daily, weekly, monthly depending on the facility’s preference. 

Verify Unit Census 

1. From the Avatar Home Screen, search for the Verify Unit Census form. 

 
 

2. Choose the Unit based on the specific facility.  

a. All units can be verified at the same time, if applicable. 

 

3. Choose Yes that all units were verified. 

a. This is confirming that you’ve confirmed all client beds for the timeframe listed next. 

 

4. Enter the Date Verified From. 

a. This field should auto-populate with the date the last time this report was populated. Most likely 

this is the date to be used. Or you can enter: 

b. T for today 

c. Y for yesterday 

d. or enter date in the field provided. 
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5. Enter the Date Verified Through. 

a. This will be the end date of the period of which you’re verifying the bed rates. (i.e. daily, 

weekly, monthly) 

 

6. Click Submit on the left hand side when completed. 

 
 

7. Avatar will prompt you with the following screen to ensure the correct unit was chosen.  

a. Click ok. 
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8. The next step is to compile the residential/inpatient charges. 

 

Compile Residential/Inpatient Charges 

 

9. From the Avatar Home Screen, search for Compile Residential/Inpatient Charges in the Search 

Forms widget. 

a. Double-click the highlighted selection. 

 
 

10. Click to compile for All units. 
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11. Choose the Compile Charges From Date. 

a. This date must match the date selected in the Verify Unit Census form (step 4 listed above). 

 

12. Choose the Compile Charges Through Date. 

a. This date must match the date selected in the Verify Unit Census form (step 5 listed above). 

 

 
13. The last field is Do You Wish To Recreate The Residential/Inpatient Worklist. 

a. Select Yes the first time the worklist is compiled, or to recreate the worklist on the current unit 

census. This will most likely always be the correct choice. 

b. Select No if edits were made to the worklist and those edits are to be included. 

 

 
 

14. Click Process on the left hand side. 
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15. A report will process and display on the screen. The report will list all clients, room and board code, and 

room and board charge for the dates specified in steps 11 and 12 above. 

 
a. Use the bottom features of the report to change the pages, zoom size, file (save), or print. 

b. Please save or print this report for future reference. 

 
 

 

16. Exit out of the report when it’s been saved or printed. 
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17. The Form Return screen will appear. Unless you want to return to that form, click No. 

 
 

18. The next step is only used if applicable – Edit Residential/Inpatient Worklist. If the above report had 

inaccuracies (such as a double billing for the daily room and board rate), this form will be used to edit 

the discrepancies. 

 

NOTE: If the data looked accurate from the above report, skip to step 28. 

 

Edit Residential/Inpatient Worklist 

 

19. From the Avatar Home Screen, search for the Edit Residential/Inpatient Worklist form in the Search 

Forms widget. 

a. Double-click the highlighted form to select. 

 
 

20. The correct date should automatically populate the Edit Compiled Worklist for Date field. 

 

21. In the For Individual Unit or All field, choose Individual. 

 

22. Select the correct unit in the For Unit field. 
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23. Select the Client ID for the person with the wrong code and/or charge. 

 

24. Ensure the information is fixed to reflect the following data: 

 

 
 

25. When information has been updated, click Update Worklist on the right hand side of the form. 

 
 

NOTE: Before moving on to Post (next step), check that your work has been saved correctly by choosing to 

Compile Residential/ Inpatient charges one more time but this time enter NO for “Do you wish to recreate the 

residential/inpatient worklist” Make sure all the extra 0 charges are gone. 

 

26. Click the red X on the left hand side to exit this form. 
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27. The last step to this process is Post Residential/Inpatient Worklist. 

 

Post Residential/Inpatient Worklist 

 

28. From the Avatar Home Screen, search for the Post Residential/Inpatient Worklist form in the Search 

Forms widget. 

a. Double-click the highlighted selected form. 

 
 

29. In the Individual Or All Units field, choose All.  

 
 

30. The Post Charges From Date and the Post Charges Through Date should auto-populate based on 

completing the previous forms.  

a. If not, choose the correct dates that match steps 11 and 12 above. 
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31. Click Process on the left hand side to process the charges. 

 
 

32. The Post Room and Board Charges report will display and reflect all the charges that were posted, and 

to whose account. 

a. Save or print this report for documentation purposes by using the features at the bottom of the page. 
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33. Click Dismiss when the report is done. 

 
 

34. In order to ensure the charge was posted to the client’s account, from the Avatar Home Screen, search 

for Client Ledger in the Search Forms widget. (See Client Ledger policy and procedure.) 

 

 
 

 

 

 

 

 

 

 

 

35. Lastly, view the Unit Verification Report to ensure all pending bed rates have been posted. 

Unit Verification Report 

36. From the Avatar Home Screen, search for Unit Verification Report in the Search Forms widget. 

a. Double-click the highlighted selection to open the form. 

Bed Rates posted for the timeframe 08-20-15 through 08-27-15 
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37. Enter the From Date of Verification. 

a. Click T for today. 

b. Click Y for yesterday. 

 

38. Enter the Through Date of Verification. 

a. Click T for today. 

b. Click Y for yesterday. 

 

39. Choose For Individual Unit Or All. 

a. All or 

b. Individual 

 

40. In the Unverified/Verified/Both field, choose the data to be displayed: 

a. Unverified 

b. Verified 

c. Both 

 

41. Click Launch Unit Verification Report to view the report. 
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42. The report will display as a Crystal Report and will reflect the following data: 

- Verification Date – this is the date of service that the bed rates were posted for 

- Unit – this is the Unit for which the bed rates were posted for 

- Verified/Unverified – this will display an “X” in the column for either Verified or Unverified 

- Verifying User – this is the username of the person who completed the bed rates posting 

- Date Verified – this is the date the bed rates postings were done 

- Time Verified – this is the time the bed rates postings were done 

 



Division of Public and Behavioral Health  

Policy 

Control # Rev. Type Title Effective Date Page 
   Posting Bed Rates date 13 of 

13 

 

 


