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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. 

 
 

2. Search for the client in the Client ID field. 

a. Search by last name or ID number. 

 
3. In the 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 

 
 

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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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. 

 
7. In the Ledger Type field, choose between Crystal or Simple. 

a. Crystal – reports data to display in this format with more detail: 
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b. Simple – reports data to display in the following format, more simple: 
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8. Once the Ledger Type has been selected, click Process on the left hand side to view the report. 

 


