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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

1. From the Avatar Home Screen, search for Client Ledger in the Search Forms widget.
a. Two of the same choices will display. They both link to the same form. Choosing either one will
work.
b. Double-click the highlighted selection to open the form.

Search Forms
T
dient led E 8

Client Ledger Avatar PM / Client Management [ Account Management
Client Ledger Avatar PM [ Billing / Remittance Processing

2. Search for the client in the Client ID field.
a. Search by last name or ID number.

Client ID

STEPHANIE ROBBINS (2)| &

3. Inthe Claim/Episode/All Episodes field, choose how you want to view account charges.
a. All Episodes — strongly suggest you use this option in order to see all charges for all episodes.
b. Claim - choose this option to only see claim specific charges
c. Episode — choose this option to only see episode specific charges
Claim/Episode/All Episodes

& Al Episodes Claim Episode

4. If Claim was chosen from the choices above, choose the specific claim from the dropdown in the Claim
Number field.
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Claim/Episode/All Episodes
All Episodes & Claim Episode

Claim Number

5. If Episode was chosen above, choose the episode from the dropdown menu in the Episode Number
field.

6. Enter From Date and To Date based on episode selection.

Episode Number

From Date To Date

7. Inthe Ledger Type field, choose between Crystal or Simple.
a. Crystal — reports data to display in this format with more detail:
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Client Account Ledger

Page 1 of2

) - o : . I
Client ¥ ame: ROBBIMNS 2 TEPHANIE Diagnosis History
Client ID : : Graph of Ch: i P By Moath
. raph of Charges and Payments By Monl
Selected E pisode: ALL
Epsiode Date of Full Guaranior Guaranior Claim Line
Numh ar Service Service Description Units Charge Guaranior Name Liahility ~ Payments Number Balance
Eplode I AdmREDzle 06/15/153  Family Bsvchotheraps 1.00 % 07.85 Astna g 57.85 0.00 Open ¥ 87ES
06/15/2015 Dischange Date o7 -
None
Eplsode 2 Adm R Date 06/13/15 Pswchotherapy, 0N, 100 5 108.15 Astna 5 10815 0.00 Open i 010813
061 5/2015 Dischange Date
None
Eplkode 1 AdmREDzle 06/16/15  Psychotherapy, 600, 1.00 % 108.15 Aetna g 10315 0.00 Open ¥ 10815
06/15/2015 Discharge Date
Q61 5/2015
Epkode 1 AdmEDale 06/16/15 Mon-Billable 8 arvice 100 5 0.00 % elf Pay 5 0.00 0.00 Open 3 1.00
061 5/2015 Dischange Date
Q61 520135
Eplkode I AdmREDzle 07/31/13  Psvchiatric Evaluatios 1.00 % 113.76 Astna g 11376 0.00 Open ¥ 1378
07/24/2015 Discharge Date
09/02/2015
Eplkode 3 AdmEDale 08/04/15 Grp Couvnseling (Clin 100 5 0.00 Actna 5 0.00 0.00 Open 3 1.00
Eplkode T AdmREDale 08/04/13 Drug and Alechol Ass 1.00 % 135,46 Astna 5 13946 0.00 Open ¥ 13848
06/15/2015 Discharge Date
None
Eplsode 3 AdmRDate 08/04/13 Divg and Alechol Ass 100 8 130 46 Astna % 13046 0.00 Open i 13348
Q7/24/2015 Dischange Date
09/02/2015
b. Simple — reports data to display in the following format, more simple:
EUN DATE 08/22/2015 08:54 AM FAGE : 1
Juest Counseling and Consulting Inc
3500 Lakeside Court, Suite 101
Reno , WV 89509-4843
Client Ledger
NRME: ROBBINS,STEPHANIE CASE NUMBER: 000000002
EFISCDE # : L BRLANCE OF ALL EPISCOLES : G46.29
CLIENT STATUS FCOR EPFISCLE 1:DISCHRRGED DATE OF LAST SELF PAYMENT FOR EPISCDE 1 : NONE
CLIENT STATUS FOR EFISOLDE 2:ADMITTED DATE OF LAST SELF PAYMENT FOR EPISODE 2 : NONE
CLIENT STATUS FOR EFISODE 3:DISCHARGED DATE OF LAST SELF PAYMENT FCR EPISCDE 3 : NONE
EFISOCE GUARRNTOR BEMOUNTI PBOSTING POSTING DATE DATE CLATM LINE
NUMBER CATE SEEV TNT CHG GUAR LIABILITY RCVD CODE COLDE TYEE POSTED BILLED NUMBER BLLANCE
1 2 08152015 90347 1.00 97.85 1 97.85 OFEN 97.85
2 2 06152015 80837 1.00 108.15 1 108.15 OFEN 108.15
3 1 061620135 90837 1.00 108.15 1 108.15 OFEN 108.15
4 3 07312015 90792 1.00 113.74& 1 113.76 OFEN 113.7&
5 2 080420135 HOOO1 1.00 135.44 1 139.46 OFEN 139.448
[ 3 02042015 HOOO1 1.00 1359.448 1 139.46 OFEN 139.48
7 2 051420135 HOOO1 1.00 135.44 1 139.46  ---—— -——— ———— OFEN 139.44
(GRAND TOTAL: £46.29 )
TOTAL BALANCE BY GUARANTOR
1) Letna 1: 846.29




Division of Public and Behavioral Health

Policy

Control# Rev. Type Title Effective Date Page
Client Ledger date 4 0of 4

8. Once the Ledger Type has been selected, click Process on the left hand side to view the report.

I Client Ledger # I’
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