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Note:  This job aid covers the MEDITECH services for DDS individuals.  ABI / MFP service enrollments do not necessarily follow these steps, and ABI MFP staff should refer to their training manuals.


	Viewing Services
1. On the “Person” screen click purple ‘plus sign’ to the left of Consumer name
2. Consumer’s list of services will open. Default list includes Enrolled and Completed services
3. Program Status will show Enroll or Complete.  (To add ‘Cancelled’ enrollments, see below).
4. Click on specific Service to utilize “View” buttons at bottom of screen
· The View Req button will provide information about why a Program was Completed

· The View Event button will display data detailing what User made the latest update

· The PGM View will provide additional information about the program itself 

Edit which Services are visible in the Services List – this changes the display of the services but does not remove them from the person’s record.  
A good use of this feature would be to shorten the list you see to show only ‘Enrolled’ services, or to view the ‘Cancelled’ enrollments.
Steps to edit the services list in MEDITECH:

1. From the Person screen click Edit PGM List button at top of screen
2. A list of service enrollment statuses will display.  Default is to display ‘Enrolled’ and ‘Completed’
3. Check or uncheck fields to display desired Program Status for each Consumer
· For example, check off the box next to ‘Cancel’ status to display Services that have ‘Cancel’ status
· To remove services from the list, uncheck the box next to the status.  If you wish to remove ‘Completed’ services from the list, uncheck the box next to the ‘Completed’ status.

4. Click Save in bottom right
5. Click on any purple plus to view Consumer Services. You will see only the statuses that are checked off in the Edit PGM List button.

Identify the Account Number of an enrollment
Occasionally, you may need to know or communicate the ‘account number’ of an enrollment in MEDITECH.  The account number is the enrollment id that flows to EIM and is also used in MEDITECH Billing.

Steps to view the enrollment account number in MEDITECH:

1. From CM Desktop list, highlight the consumer and click “Client Info” in Navigation Bar on right

2. Click purple plus to the left of Consumer name to display Services

3. Click desired Program to highlight

4. Click ADM View button at bottom of screen

5. Account number will be listed at top of screen below EMR #

6. Click Close in bottom right to close the screen
7. Click “Person” button to return to list in Desktop.



	Create a new Enrollment

· SC Supervisors and Area / Regional Mgmt. roles (and some admin staff) have the ability to create service enrollments in MEDITECH.

· All services flow to HCSIS, so it is important that they are accurate in Meditech. 
· As a general rule, be sure that the start and end dates of one service does not overlap with those of another enrollment in the same service.  Exceptions may occur.

Steps to create a new enrollment in MEDITECH:
1. Click on the ‘New Request’ button.

2. Type the service in the Service field, or perform a looking and choose it from the list.

3. Click on the ‘Site’ option to pull up contracts just for the individual’s area office; click on ‘All’ to see contracts from all area offices.

4. Check off the program for this person.

5. Click ‘Register’. Enter ‘Start Date’. 

6. Save.


End or Cancel an Enrollment 

· Some area and regional staff have the ability to OUTCOME (end-date) enrollments.

· All services flow to HCSIS, so it is important that they are accurate in Meditech.

· As a general rule, be sure that the start and end dates of one service does not overlap with those of another enrollment in the same service.  Exceptions may occur.

· If an individual has died or moved out of state, do NOT end-date each individual enrollment.  Instead, you should DISCHARGE the person from MEDITECH.

Steps to end or cancel an enrollment in MEDITECH:

1. Highlight the enrollment in the Person list.

2. Click on the OUTCOME button.

3. Choose the Outcome.

· If the enrollment was created in error (i.e. the person never received the service), then choose the outcome of VOID.  The outcome of VOID causes the enrollment status to go to ‘Cancelled’.

· All other Outcomes cause the enrollment status to go to ‘Complete’ – meaning the person did receive the service but no longer is receiving it.

4. Enter the End Date.

· The end date should reflect the real end date that the person stopped receiving the service.

5. Save

· In some cases, providers may have erroneously entered attendance in EIM or PPL past the date the person stopped receiving the service.  If this has happened and the charges are in MEDITECH already, you will receive this message:

 “Charges Exist after end-date for service xxxx, please contact the Customer Service Center. ‘

· If you receive this message, please contact the DDS Customer Service Center.  A MEDITECH business analyst will work with Revenue team to remove the charges in MEDITECH.



	Edit a Start Date

· Some area and regional staff have the ability to edit a service start date in MEDITECH.
· All services flow to HCSIS, so it is important that they are accurate in Meditech.

· As a general rule, be sure that the start and end dates of one service does not overlap with those of another enrollment in the same service.  Exceptions may occur.

If you find that the service enrollment has the wrong start date, you may be able to edit it in MEDITECH. In some cases, you may have to open a help desk ticket.  

Steps to edit a start date in MEDITECH:

1. Highlight the enrollment in the Person list.

2. Note the current start date of the service.  Is the new start date earlier than the current start date, or is it later than the current start date?

· If the new start date is earlier than the current start date, you will have to open a ticket with the DDS Customer Service Center to have the start date corrected.

· If the new start date is later than the current start date (i.e. more recent), area office and regional staff can change the start date on their own.  The rest of the steps below tell you how.

3. Keep the service highlighted.  Click on the Req Edit button at the bottom of the services screen.
4. The Request Edit screen will open.

5. Locate the ‘Enroll Date’ field – the current start date will be displayed.

6. Change the ‘Enroll Date’ to reflect the new start date.

7. Click Save.  When prompted with ‘Are you Sure’, click Yes to finish saving.

8. MEDITECH will update the registration.
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