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Client Registration

Intake is the process of collecting information concerning the client and his or her support
system, as well as determining program eligibility prior to any services being provided and
funded. The following procedures should be followed at the time a new client is to be
entered in the Provide® Enterprise system.

Registration Verification

Prior to entering the client in the Provide® Enterprise database, you should check to
make sure that the client has not previously been entered in the database. To verify that
the client has not already been registered, follow the steps below.

Find Client

The Find Client function will search the entire database to see if the client has previously
been entered in the system and, therefore, has received Ryan White Part B services in the
past. To do this, follow the steps below:

e Select the Find - Client screen in the menu bar.

e This will activate the Search criteria screen, seen in the figure below:
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o Fill out the search criteria as appropriate and click on the Search button to
complete the search.

NOTE: You may not want to enter full SSN or names in the appropriate fields, due to
the possibility of prior data entry errors.

e You can enter an asterisk (*) as a wild card to do more general searches.

e After the search is completed, the client records that match the search criteria are
listed and displayed below the search dialogin a view like the one below:

EEXACE:

Mams Mams Mamea Gander Birth Homa Strest Address  City State Jip

Femaker 202013 4 14-500-0050

Simply double click on the record that you wish to view in order to open the
desired Client Profile.

e If, after reviewing the Client Profile, you determine that it is not the client that is
present at your agency to receive services, you can move onto the next steps and
actually register the client in the system.

Client Registration

If, after searching the database, you determine that the client is NOT in the
database, you will want to register the client in the system. To do that, follow the
steps below:

e From the Menu Bar, select Actions - Register Client.

i Pravide Entesprize
File Fimd Wiew Actions Tools FHReportz  Windews Help

e The Register Client screen will appear. The Register screen appears as shown below.
Fill in the appropriate fields. Some of the notable fields in the Register Client form have
been detailed below.



e Legal First Name: Enter the client’s legal First name. I.E. if the client’s legal name is
William but goes by Bill, please enter William and not Bill.

e Legal Last Name: Enter the client’s legal Last name.

e Birth Date: Enter the client’s birth date.

e Current Gender Identity: Select what the client’s current gender identity is.

e Sex Assigned at Birth: Select what sex the client was assigned at birth.

e URN: This field will automatically populate based on the client’s name, date of birth, and
gender.

e Current HIV Disease Stage: Select the current HIV Disease Stage of the client.

e Housing Type: Select the client’s housing situation.

e Street Address 1: Enter the client’s current street address.

e State: Select what state the client’s current street address is located.

e County: Select what county the client’s current street address is located.

e City: Select what city the client’s current street address is located.

e Agency Assigned Client ID: The “Agency Assigned Client ID” should reflect the ID
number that is used at your agency to identify clients.
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On the “Consent” tab of the Register Client form, attach or scan in the client’s Virginia
HIV/AIDS Service Network Consent. For a link to a blank Consent form, click

E Link to Cliert Consent Form
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Once the formis completed, click the Register Client button on the button bar.

At this time, the system will start the duplicate check process to see if this client may
already be in the database. The duplicate check logic looks to ensure there are no existing
client records that are possible duplicates of the client you are trying to register.

If the client you are registering matches an existing client file with any of the below client
information, you will not be allowed to register the duplicate client.

e Exact match on SSN

e Exact match on URN

e Exact match on First and Last Name (only shows for users from your agency unless
Virginia DOH)

e Exact match on Last Name and Birthdate (only shows for users from your agency unless
Virginia DOH)

e Exact Match on Client ID

e Exact match on Date of Birth, the register client’s Last Name to existing client’s First
Name, and the register client’s First Name to existing client’s Last Name (to catch name
reversal errors)

If any of the above matches are made to an existing client file, for which you have visibility,
ascreen similar to the following will appear:

Selector n

1o register may already be inthe database. Possible malching Client records are isted below.
you aea the Chent in the ket selact it and clck Oipen’ else chck Tontinue' to proceed with the new registration.

S @kda s, 0AHE

LIRM Ful Hame Gender Diate OF Buth S5NM
METOOF1S721 | Teath , Mark 111-11-1116
'TOTOO715721 | Tooth . Thomas | Male 15720718 111111114
TMTOOT1S721 | Toath . Timathy T. | Male 15720719 111-11-1113
Cpen Continue Cancel

If you believe that one of the clients listed in the duplicate check window is the client you
are trying to register, simply place a checkmark B next to the client and click the Open
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button to go to that Client Profile.

If no match is found that you can see, but the system detects a potential matching client
for which you can see, then an Open Client Request will be submitted to the state.

Open Client Request ot

Open Client Request submitted to VDH. Please allow one business day
to process.

OK

If you believe that none of the clients listed in the duplicate check window are the client
you are trying to register, click the Continue button. This will do a duplicate check within
the system for all of the Virginia Department of Health excluding the clients that were
just shown in the previous screen. The system will look to see your role and determine if
you can register as a new client. If not able to create a new client the system will send it to
the Virginia Department of Health as an Open Client Request.

Otherwise, click on the Cancel button to cancel your new client registration.

If you click the Continue button it will do a duplicate check against the database for all
Organizations within that Program type.

If your security settings allow you to override potential duplicate clients, and you are a
sub-recipient agency for the Virginia Department of Health, the following prompt will
appear.

This dlient appears to already be in the database. W you are confident
that this is a new Client them click Yes below and you will proceed with
the new registration. If not, click Mo and an Open Client Request will
be routed ko Virginia Department of Health with a request that they
registered this person as a new Client and release the record ba you.

e R

If you click Yes, it will create a new registration for that client. If you click No, then an
Open Client Request will be automatically sent to the Virginia Department of Health. If
you click Cancel, the system will cancel out of the submission of the client you are



registering.

If your security settings do not allow you to override potential duplicate clients, the
system will automatically send an Open Client Request to the Virginia Department of
Health.

Completing the Client Profile

This section of the guide will review all of the tabs found within the Client Profile. To edit

the Client Profile, click the A Edt puttonto place the record in “edit mode.” Itis
important to also note that information contained within the Client Profile is also
collected during an Eligibility Assessment, and then copied to the Client Profile
automatically. More details about Eligibility Assessments can be found in the Eligibility
Assessment User Guide.

Profile Tab

The Profile tab of the client file shown in the below image is where you will
find key client information, such as name, date of birth, and SSN:

10



Client Profile - Paper Clip ()
Virginia Department of Health - Care Services : Test User [08/22/2024]

Profle  Demo Address Profiles Care Team Finances Health Benefts  ADAP  Enrollments  Medical  Eligibility

Mert

WARNING: Do not take screenshots or compile lists or reports that contain protected health information (PHI) or personally identifiable information (P11}, such
as client name, address, social securty number, orthe Provide |0 number UNLESS this information is redacted or securely transmitted, such as with email
encryption. Do not send any PHI or Pllin an unsecure email. HIPAA compliance requires secure transmission of PHI and Pl so only use secure platforms or
an email encryption program when sharing PHI or PIl. HIPAA also requires that when using, sharing, or requesting PHI or Pll that you limit the PHI and Pll to
the minimum necessary amount needed for accomplishing the intended purpose of the use, disclosure, or request. Failure to comply with safeguarding PHI
and/or Pll could result in an unauthorized use and disclosure of the data and cause a breach of client corfidentiality, which is subject to the remedies
outlined above, in addition to applicable cortractual remedies.

Status Open
Date of Last Service )
Legal Last Name * |Clip
Leqgal First Name * |Paper
Legal Middle Initial

Name Suffix *
Prefered Name

Pop-up Alet Message

55N -
URN PPCI0B17841
Pravide Client 1D 57906

Old ADAF Client 1D

Surveillance StateMNo

PBM Member ID

RW Consent Date Redcap
Client Intake Date Redcap

Web Account
Web Acccount History

ASRBEdas & Aol

Date © Status Form Email Okay Email Address Text Okay Cell Phone

@.

(_.

EMessaging Setup
Okay to send email? Nao

Okay to send text messages? No

The following fields may be edited.

e Preferred Name: If aclient has a preferred name or alias, enter it here.

o Pop-up Alert Message: The field is used to enter a pop-up alert that will display any
time the Client Profile is accessed by a user.

e Surveillance State No: If the client has a state surveillance ID, it can be used to help
match client records with the state’s surveillance system.

e PBM Member ID: This field can be used to identify the member ID assigned by the
Prescription Benefits Manager (Ramsell).
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Demo Tab

The Demographic section of the client file is where all vital demographic information on a
client is located. Move through each field, filling all available information.

e Race - Check all that apply - If you select “Asian” or “Native Hawaiian/Other Pacific
Islander” extra fields will appear asking you to specify the client’s race (shown in the
image below).

e Ethnicity - If you select “Hispanic”, an extra “Ethnicity - Hispanic” will appear asking you
to specify the client’s ethnicity.

12
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Client Profile : Mary Toolh ()
Vinginia Department of Health - Care Services - Jason Grffindeo [D4/27/7021]

Profle Demo  Sddees Profles Cors Team

* (07191972
|48

Fnences  Healh Benefits ADAF  Madical Dhgibity

|Famale

T Temak

L4

g

<

Address Tab

The Address Tab in the Client Profile holds the client’s current residential address, mailing

address, and phone information.
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4 Closs -1:,;-”,4:,55“ EiCreate v SView v & Acion ~ &Pt ~

Cliert Profile - Mary Tooth ()
Virginia Department of Health - Care Services : Jason Griffin/co [04/27/2021]

Profie Demo Addess Profies Care Team Finances Hesth Benefits ADAP  Medical Eigbiy

Home Address
Chck to update Address ==2

Heusing Type | Ssble/Permaner
Address 1 120 Jessia's Lane
At / Lot / Floar
State VA
Courty Pitavania
Cay Sandy River
Jip Code
Mailing Address
OK To Send Mai? ' -
Address 1
Addreas 2
Chy

Slste

Zp
Comments

Telephone Mumbers

Primary Phane Type [ P
Primary Phane Message o
Secondary Phane Type e |
Secondery Phone Message -

To update the address, you must click on the Update button. When you click on this
button, you will see the following Address screen:



Address : Paper Clip ()

Vimginia Department of Health - Care Services

- Peggy Griffith/GTI/ADMIN [12/02/2024]

Residence  Mail Documentation

Status

Date Effective
Update Type
Housing Type
Housing Status
Street Address 1
Apt / Lot / Floor
State

County

City

Zip

In Progress

Imterim

Renting and living in an unsubsidized room or house or apartment

Stable/Permanent

2901 Office St

VA

Adington

Ardington

47328

Fill in the fields with the client’s current residential address information.

On the Mail tab, the client can choose whether the client wants mail to be sent to an

address. If you choose yes, fill in the address details. If there is address information in the

previous screen and this is the same address the client wants as the mailing address, click

on the user I =! button on the right on “Address 1”.

If the client does not want mail sent to an address select No.

Address - Paper Clip ()

Virginia Department of Health - Care Services

: Peggy Griffith/GTI/ADMIN [12/02/2024]

Residence

Mail Address
OK To Send Mail?

Addressee (Care Of Ling)
Address 1

Address 2

State

Mail City

Zip

Comments
Comments

Deocumentation

*

Yes

Paper Clip

2901 Office St

VA

Ardington

47328
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On the Documentation tab, you can review already existing proof of residency
documentation or you can add new proof of residency documentation.

Address - Paper Clip ()
Virginia Department of Health - Care Services : Peggy Griffith/GTI/ADMIN [12/02/2024]

Residence Mail ; Documentation :
ls existing documentation sufficient 7 Yes
Proof of Residency Document(s)

2 S & Eﬂ - Jb E:|E| (&) Add Scan Document

Date © Type # Delete Flag -~
2024/10/15 Proof of Residency N

Select whether the existing documentation is sufficient. If not, you will need to answer
“Why Not?”. If existing documentation is sufficient, you should add new proof of residency
documentation. To add new proof of residency documentation, see the “Create Proof of
Residency Scan” section below.

When the address update is complete, hit the Submit button to submit your changes.
Since address changes have the possibility of impacting a client’s eligibility, once you
submit the address update, it will be in a Submitted status, and will need to be reviewed by
someone who has access to review and “Complete” the update.

Once the update has been submitted and set to Completed, the final step will be to
Process the updated address record, by a user with the appropriate entitlements.

**Note that if a client has VA MAP, the update request will be routed to VA MAP to be
processed.

**Note that if a client has moved out of Virginia, the client will no longer be eligible for
Ryan White or VA MAP services.

Create Proof of Residency Scan

Click the & Add Scan Document |, tton from the embedded view.
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Scan : Paper Clip ()

Virginia Department of Health - Care Services : Peggy Griffith/GTI/ADMIN [12/02/2024]

Scanned Document

Document Date
Document Type
Proof of Residency - Tier 1
Proof of Residency - Tier 2

Comments

Attachment Type
File Attachments

& Attach Save As Iﬁ' Launch

= [12/02/2024
* | Proof of Residency

& |{inexpired Vinginia Driver License

[] Current Virginia Woter Registration card (curment address)
[ Letter from lease holding reemmate 1

[ ] Copy of public assistance. benefits document

[] Court Comections Proof of Identity

[ ] Homeowners association

[ Military/ Veteran's Affairs

[] Virginia vehicle title or registration cand

[] Cther

@ * | File

Select the Proof of Residency Tier 1 and/or Tier 2 types and click & Attach 10 hrowse and

attach the file.

When finished, click on the Close button and then select Yes to save your changes. You
will then be brought back to the Address Update screen. Or, click on Save and Create
Another to save this scan and open another blank Scan record.

Profiles Tab

This section of the client profile is to view and/or create Client Service Profiles and Client

Service Category Profiles.

Client Service Profiles

Client Service Profile records show whether a client is currently opened or closed to your

agency.
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To create a Client Service Profile, click the New Client Service Profile Record button
above the view.

Profle Demo Address Profies Care Team Finances Health Benefts  ADAP
Client Service Profiles

ER= R B @] [ ] New Client Service Profile Record

|Status T Effective Deleted Agency Client 1D Agency ¢

Fill out appropriate fields as needed.

|| 4 Close "I

| (= Link to Cliert Profile

Client Service Profile - Mary Tocth ()
Virginia Department of Health - Care Services : Jason Griffin/GTI/ADMIN [05/07/2021]

Main

Agency Assigned Client |D [ |
Status

Open |

Status Efective 05/07/2021

Status Reason Mew Client |
First Service Date (auto set nighthy)

Last Service Date (auto set nightly)

First Ambulatory Service Date (auto set nightly)
Last Ambulatory Service Date (auto set nightly)
Client Service Profile History Records

BS BB L, Dl

Date Deleted Field New Values Change Reason Change By

Client Service Category Profile Records
E S Bl & & @] [} New Client Service Category Profile Record
Status * Effective Deleted Agency ¢ Service Category # Assigned Provider Last Service Date

Here, you can see the current status of the Client Service Profile and a history of every
time this Client Service Profile record has been opened or closed.



Depending on the status of the Client Service Profile, you will see either a Close button or
an Open button at the top of the record. You can use these buttons to open or close the
client to your agency.

Care Team Tab

This section of the client profile is where the HIV Care Provider, HIV Case Management
Provider, Pharmacy, Authorized Representatives and Provider Relationships are located.

Alternate Contacts are those relationships that were converted from the prior ADAP
database for visibility purposes. Going forward, Authorized Representatives and
Providers should be entered in the appropriate fields.

Client Profile - Marie Castle ()
Virginia Department of Health - Care Services : Peggy Griffith/GTI/ADMIN [06/30/2021]

Profle Demo Address Profles Care Team Finances Heatth Benefts ADAP  Enroliments Medical Bligibility

HIV Care Provider

Primary HIV Care Clinic/Facility/Practice None
Physician providing HIV Medical Care None
HIV Case Management Provider

HIV Case Management Agency None
HIV Case Manager None
Phamacy

Prefered Retail Phamacy (2] |

Autharized Representatives
Number of authorized representatives |1]

Altemate Contacts

S B Ea s FP = [_] Add Atemate Contact

Status 7 Share Information Contact Name Cliert Relationship Primary Phone Mumber Deleted
' Sandy Castle (414) 5554887

Provider Relationships

BN R B =] [_] Add Provider Relationship Record

Status Relationship # Provider / Deleted

Finances Tab

The Finances tab of the Client Profile is where the client’s financial information is located.
The Finances tab has four subtabs: Household, Income, Adjustments, Totals. On
Household and Income Subtabs, you may view or update the financial data.

19



To update the client’s financial data, you must click on the Update button. This Update
button will be found on two of the Finances Subtabs (Household and Income).

H 4 Close "%

|\_|§]Save @ Create ~ @ View v (@ Acton = @& Pint =

Client Profile : Mary Tooth ()
Virginia Department of Health - Care Services : Jason Griffin/co [04/27/2021]

Profle Demo Address Profles Care Team Finances Health Benefiis ADAP  Medical Bligibility
Household  |ncome Adjustments  Totals

Click to update Household and/or Income Data
=== Update

Total Household Size |
Client Household Members
A5 RE % &S

Status Last Name / First Mame Relationship Emergency Deleted

Summary tab

This tab in the Income History record holds the income history’s status, date effective, and
update type.

|| 4 Close &

| (@) Create Scan  «# Submit

Income History - Mary Tooth ()
Virginia Department of Health - Care Services : Jason Grffin/GTI/ADMIN [05/07/2021]

Summary Household Income Adjustments  Totals

Status * |In Progress |
Date Income Efective * %u
Update Type * | \rterim

Changes Summarny

Fill in the fields as appropriate.

e Status: Defaults to “In Progress” until the income record is submitted.
e Date Income Effective: Enter the date the income became effective.

20



e Update Type: Automatically defaults to the update type.
e Changes Summary: Detail about what was changed.

Household Tab

This tab shows the client’s current household size.

Alternate Contacts are those relationships that were converted from the prior ADAP
database for visibility purposes. Going forward, Authorized Representatives and
Providers should be entered in the appropriate fields.

Client Profile - Marie Castle ()
Virginia Department of Health - Care Services : Peggy Giriffith/GTI/ADMIN [06/30/2021]

Profle Demo Address Profles Care Team Finances Heafth Benefits ADAP  Enmlments Medical  Eligibility
Housshold  |ncome  Adjustments  Totals

Click to update Household and/or Income Data ==>
Update
Total Househeld Size | 1
Client Household Members
S RBEas S, D g
Status Last Name ¢ First Name Relationship Emergency Deleted
Altemate Contacts
S BBEasFh
Status £ Share Information Contact Name ¢ Client Relationship Primary Phone Number Deleted

Click on the Add Household Member button to add an individual to the client’s
household.



¥ Save And Create Another

|| 4 Close ";5;’.5"|

Household Member - Mary Tooth ()
Virginia Department of Health - Care Services : Jason Grffin/GTI/ADMIN [05/07/2021]

Main

Status * | tive R
First Name =

Last Mame *

Relationship to Client ® o
Date Cf Birth = %u
Okay to Contact? * o
Comments

Fill in all fields with the available household member information. When you are finished,
click on the Close button and select Yes to save your changes.

After you add or update any household members records, you should recompute the
household size. To recompute the household size, click on the Recompute button on the
Household Tab in the Income History record. The household size will then be recomputed.

Income Tab

The Income tab is where you document the client’s incomes. Input the total monthly
income of the applicant and all legal household members in the respective fields. Any
income type listed in all caps is not calculated for MAGI, but is a required field. Fill in each
income field with the appropriate amount. The notable fields have been detailed below.

4 Close "% || (@) Create Scan  «# Submit

Income History - Mary Tooth ()
Virginia Department of Health - Care Services - Jason Griffin/GTI/ADMIN [05/0772021]

Cument Monthhy Household Income

Mote: Input the total monthly income of applicant and all legal household members in the respective
fields. Any Income type listed in all caps is not calculated for MAGI, but is a required field of entry.

Click to Document that the Household Has Zero Income
==

Wage Income Calculator Wage Income Calculatar

Household Has Zero Income
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Click the Household Has Zero Income button to fill all fields with $0.00. Then go through
the fields to update the client’s household income.

Wage Income Calculator button is a calculator to help with processing the wages.

¢ Dialog Income Calculator for Mary Tooth — O >

Dialog Income Calculator |

Wage Income Caleulator
Number of Jobs

MNumber of Cumrent Jobs * |D o |

Other
Cther Monthly Wage Income |

Self Employed
Estimated Monthly Income |

Totals
Income Calculation * | $0.00

Comments

e Number of Current Jobs: Select between O and 6 jobs.

Depending on the amount of jobs in the household will determine the next fields. For
information purposes say you select anywhere from 1 to 6 jobs. The form will populate
depending on your selection. Repeat next step for all the jobs selected.

e Job - Pay Frequency: Select whether the client gets paid monthly, weekly,
bi-weekly, 2x month or year to date. This will determine what happens next.
o Monthly: Will ask for two paystubs.
o Weekly: Will ask for eight paystubs.
o Bi-Weekly: This means that the client gets paid once every other week. Will

ask for 4 paystubs.

o 2x Month: This means that the client gets paid twice per month. Will ask for
4 paystubs.

o Year To Date: Will ask for Start Date and Thru Date. Enter Year To Date
Amount.

e Other Monthly Wage Income: Enter any other monthly wage income.

Estimated Monthly Income: Enter any monthly income from self-employment.

e Income Calculation: This field is computed depending on your entries. This field
will be carried over to the “Wages, salaries, tips, etc.” field on the “Income History”
Tab.

e Comments: Enter necessary comments.

23



Click the OK button to continue. You will be returned to the Income tab. Enter any
additional income amounts as necessary in the other income categories.

4 Close % || () Create Scan  « Submit

Income History - Mary Tooth ()
Vimginia Department of Health - Care Services - Jason Grffin/GTI/ADMIN [05/0772021]

Cument Monthhy Household Income

Mote: Input the total monthly income of applicant and all legal household members in the respective
fields. Any Income type listed in all caps is not calculated for MAGI, but is a required field of entry.

Click to Document that the Household Has Zero Income

Wage Income Calculator Wage Income Calculator

Wages, salaries, tips, etc. (Fom W-2) g *
Taxable interest (1095-INT fom)

Tax-exempt Interest (Form 1095-INT box 8)

Ordinary Dividends (1093-D1V box 1a)

Exempt Interest Dividends (Form 1095-INT box 10)

Taxable refunds of stateocal income taxes

Household Has Zero Income

Alimony or Cther Spousal Support Received

Business or Self Employed incomeAoss (Schedule C or
C-EZ)

Adjustments Tab

The Adjustments tab is where you document the client’s income adjustments. Input the
total monthly adjustments of the applicant and all legal household members in the

respective fields. Any income adjustment type listed in all caps is not calculated for MAGI,

but is a required field. Fill in each adjustment field with the appropriate amount.

If the client has zero income, click on the Household Has Zero Adjustments button and
each adjustment field will automatically fill in as $0.00.
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4 Close "5 || (@ Create Scan " Submit

Income History : Mary Tooth ()
Virginia Department of Health - Care Services : Jason Griffin/GTI/ADMIN [05/07/2021]

Summary Household  Income Adustments  Totals

Cument Monthly Household Income Adjustments

Click to Document that the Household Has Zero Household Has Zero Adjustments

Adjustments ===

Educator expenses |$D{PD
Business expenses (Form 2106 or 2106-EZ) |$ﬂm
Health Saving Account (Form 8383) |$|]{H]
Maving Expenses (Form 3903) |$'EIDD

Deductible part of Seff-Employment Tax (Schedule SE) |$'|]D'I]

Self-employed SEP, SIMPLE plans |$ﬂm
Self-employed Health Insurance Deduction |$'I]D'I]
Penalty on eary withdrawal of savings |$|]D|]
Alimony paid |5'I]D'I]
IRA deduction |$I]{FD
Student loan interest deduction |5'I]D'I]
Tuition and fees (Form 8317) |5j]{p|]
DOMESTIC PRODUCTION ACTIVITIES (Form 2303) |5ﬂ_m

Totals Tab

The totals tab will calculate the monthly gross income and the household poverty level
percentage.

After the employment, household, income, and adjustments tabs have been updated as
necessary, you should recompute the client’s income totals. To do this, click on the
Recompute button found on this Totals tab. The income totals will then be recomputed.



H 4 Close &

| (@ Create Scan o Submit

Income History - Mary Tooth ()
Virginia Department of Health - Care Services : Jason Griffin/GTI/ADMIN [05/07/72021]

Summary Household  Income  Adjustments T

Totals

Click to recompute all totals fields below == Recompute
Househald Monthly Gross Income Adjustments ® |

Household Morthly Gross Income - |

Household Poverty Level % = |

Household Monthhy MAGI = |

Household MAG| Poverty Level % = |

Proof of Income Documentation
Proof of Income Document(s)

A9 REd4E s, del

Date Type / Delete Flag #
| |

When the income update is complete, hit the Submit button to submit your changes.

Since income changes have the possibility of impacting a client’s eligibility, once you
submit the address update, it will be in a Submitted status, and will need to be reviewed by
someone who has access to review and “Complete” the update.

Once the update has been submitted and set to Completed, the final step will be to
Process the updated address record, by a user with the appropriate entitlements.

**Note that if a client has VA MAP, the update request will be routed to VA MAP to be
processed.

**Note that if a client’s household income exceeds the FPL limits, the client will no longer
be eligible for Ryan White or VA MAP services.

Create Proof of Income Scan

In the Income History record, click on the Create Scan button.

4 Close || () Create Scan  «# Submit

Income History - Mary Tooth ()
Virginia Department of Health - Care Services - Jason Griffin

Summary Household  Income Adjustments Totals

Totals
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In the Scan record, enter the Document Date, select “Proof of Income” as the Document
Type, select the “Proof of Income”, and then scan in or attach the client’s proof of income
documentation.

|| 4 Close % || 7| Save And Create Another @ View -

Scan : Mary Tooth ()
Virginia Department of Health - Care Services : Jason Griffin/GTI/ADMIN [05/07/2021]

Scanned Document

Document Date * | 05/07/2021 =g
Document Type = w
Comments

Mtachment Type * | Fle >
File Attachments =

& Attach Save As Launch

When finished, click on the Close button and then select Yes to save your changes. You
will then be brought back to the Income Update screen. Or, click on Save and Create
Another to save this scan and open another blank Scan record.

When you have finished entering the client’s current income information on all tabs in the

Income Update, click on the Submit button to submit your changes. After you submit the
Income update, you will be brought back into the client’s Client Profile.

Health Benefits Tab

The Health Benefits tab in the Client Profile is where you can view and update the client’s
private health insurance and public health benefits. The Health Benefits tab consists of
two subtabs: Private Health Insurance and Public Health Benefits.
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4 Close "ﬂi"”t_ESave @ Create ~ (@ View ~ (D Action ~ (O Print

Client Profile : Mary Tooth ()
Virginia Department of Health - Care Services - Jason Griffin/co [04/27/2021]

Fublic Health Benefits  Private Health Insurance
Click to update Health Benefits === Ubdat
pdate

Medicare

Status |
Medicaid

Date Last Verfication Completed |
Medicaid Coverage?
Medicaid 1D
Comments

To update any of the health benefits, you must click on the Update button. You can click
on Update on either of the two Health Benefits subtabs.

When you click on the Update button, you will see a view similar to this:
4 Close || (@) Create Scan  « Submit () Create Health Plan

Health Benefits : Mary Tooth ()
Virginia Department of Health - Care Services - Jason Grffin/GTI/ADMIN [05/0772021]

Summary  Bepefts Insurance Services

Status *

In Progress
Update Type Interim
) . =]
Date Efective Elu
Summary Tab

On the Summary tab in the Health Benefits update, fill in the appropriate fields:
e Status - defaults to “In Progress” until the health benefits record is submitted.
e Update Type - automatically defaults to the update type.
e Date Effective - select the date the health benefits information became effective.

Benefits Tab

Select the client’s Medicare status. If you select any status other than “No Benefits”,
additional fields will show for you to fill in the client’s insurance information.
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q Close " || (2 Create Sean  « Submit () Create Health Plan

Health Benefits : Mary Tooth ()
Virginia Department of Health - Care Services - Jason Grffin/GTIFADMIN [05/0772021]

Summary Benefits  Insurance  Services

Medicare

Status * |ihctive V|
i L1

Effective Date * EI|L|

Medicare Coverage * »

Comments

Medicare Proof of Coverage Documenti(s)

A5 BEa L, Q-

Date * Type Program * Delete Fag *

Medicare Prescription Drug Plan (FDP)

Status *  No Benefits v
Medicaid
Medicaid Checked Mo

Medicaid Status?
Medicaid 1D Mumber
Comments

If the client has Medicare coverage, you need to create a proof of coverage document by
clicking on the Create Scan button.

In the Scan record, enter the Document Date. Select “Health Benefits Documentation” as
the Document Type, “Proof of Coverage” as the Health Benefits Document Type (see
image below).

Then, select either “Medicaid, Medicare, Medicare Part D or Private Medical” as the
Health Benefits Program.
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H 4 Close "% || 7| Save And Create Another @ View -

Scan : Mary Tooth ()
Virginia Department of Health - Care Services : Jason Giiffin/GTIZADMIN [05/07/2021]

Secanned Document

Document Date * | 054072021 %B
Document Type: * | Health Benefits Documentation bl
Health Benefits Document * | Proof of Coverage >
Health Benefits Program *f P
Comments

Attachmert Type * | File

File Attachments =

4 Attach Save Az Launch

Next, scan in or attach the client’s proof of coverage documentation.

When finished, click on the Close button and then select Yes to save your changes. You
will then be brought back to the Health Benefits Update screen.

When you are finished, click the Close button and then select Yes to save your changes.

Insurance Tab

If the client has private health insurance (either through ACA, Employer, or other Private
Source), enter the required information for the policy based on coverage documentation
provided by the client.

Summary Benefits Insurance  Services

Primary Private Insurance

Status * [ adtive |
Date Effective * [01/01/2021 ==
Folicy Source * | Employer |
Insurance Company Name * |CareFirst BlueChoice ||:|
Insurance Plan Name * |PPQ Plus

Private: Member 1D * [s1320211

Family Plan? * Mo ~
Medical Coverage? *Yes v
Mertal Health Coverage * o -
Substance Abuse Coverage * o -
Substance Abuse Residertial Bensfits? * o -
Phammacy Coverage Included? * Mo -~
Comments Verified dlient meds are. not covered

Private Proof of Coverage Document(s)

H S5 Ed Y # (D 9] © AddScan Document

Date © Type © Program * Delete Flag *

2021/08/13 Proof of Coverage  Private Medical N

Dental Care Palicy

Status * | Mo Benefits "‘
Vision Care Policy
Status * [ Ho, Benefts -

Next, scan or attach the Proof of Coverage documentation provided by the client.



If the client also has access to private coverage for dental and/or vision care, enter the
required information for those policies based on the coverage documentation provided by
the client. Then scan or attach the proofs of coverage.

When you have finished entering the client’s current health benefits information on all
four tabs in the Health Benefits Update, click on the Submit button to submit your
changes. After you submit the Health Benefits update, you will be brought back into the
client’s Client Profile.

ADAP Tab

The ADAP Tab shows links to all ADAP enrollment records as well as historical Client
Notes. Permissions related to updating any VA MAP enrollments are limited to the VA
MAP team.

Profile Demo Address Profles Care Team Finances Health Benefts ADAP  Enmolments Medical Eligibility

Medication Assistance Enrollment Records
EESBEE S S [daH

Date Effective ™ Date End © Status Benefit Level Medication Pickup Site Deleted? #
10072 - VA ACAIC Accomack

2021/07/01 2021/08/01 Teminated 10000 - VA Uninsured  Accomack N

Premium Assistance Enrollment Records

AEBREa S, Dl

Date Effective © Date End * Status Policy Type Carmier Plan Name Deleted? /
2021/08/01 Private Medical ~ Anthem HeathKeepers  Anthem HealthKeepers Bronze X 5500 N

Enrollment Links
E S BB d & P @ [§Adunk

Status / Date Linked ™ Date Teminated Primary Secondary Deleted?

HCV Treatment Applications

=) @ & & Jb @ Er|E| DCreae.N)pllcatlon

Start Date © Status

ADAP Client Notes

F S By a2 [ & [ Add ADAP Client Note

Deleted Date Note Type Program Entered By
2021/08/17 Premium Peggy Griffith

Medication Assistance Enrollment Records

An embedded view shows all prior and current enrollments in direct ADAP. To view any
record, double-click on the record to open the detail.
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ADAP Medication Assistance Enrollment

Status Enolled |
Date Envolied 08/02/2021

Beneft Level 10072 VA ACAC |
Beneftt Efective Date = [08/02/2021

Medicare Efective Date

Medicare Carier Name |
Medicare Plan Name |
Medicaid Date Effective

Prvale Effective Date 07/01/2021

i mee Emptry e Anihem HealthKeepers |
Insurance Plan Name Anthem HeallhKeepers Bronze X 5500 |

Enroliment Records Sent to Ramsell

EEELTT ErACE

Date Sent * Status

Changing the Enrollment Record

Click the Change button to change either the Benefit Effective Date, Benefit End Date, or
Pickup Location for the enrollment record.

™

() Change + (@ Create - (D Vig

[ Benefit Effective Date
Benefit End Date

=]

Pickup Location

Terminating the Enrollment Record

Click the & Teminate | tton to terminate the enrollment.

Dialog ADAP i i Terminati |

Dialog ADAP Medication Assistance Temination OK

=] Cancel
L
* | Client did not complete application ~

Date Teminated Effective
Reason Teminated

Enter the effective date of the termination, and the reason for termination. Then click OK.

If the client also has a Premium Assistance enrollment, you will receive a warning message
which will alert you that the Premium Assistance enrollment will also be terminated.
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Warning

Warning: This will also terminate the 1 enrolled Premium Assistance
Enrallment(s) for this client. Are you sure you wish to proceed?

Yes

Premium Assistance Enrollment Records

An embedded view shows all prior and current enrollments in premium assistance (MPAP,

ICAP, HIMAP).

Other embedded views on this tab include:

e Enrollment Links - embedded view allows you to link another client who is covered
under the same family insurance policy.

e HCV Treatment Applications - embedded view shows all prior and current
applications for HCV treatments. To create a new application record, click the

] Create Appiication )\t to submit a new application.
e ADAP Client Notes - embedded view shows historical note entries. ADAP Client
Notes are available only to ADAP users to view, add, and edit notes. To add a new

note, click the L Add ADAP Client Note 1)\ 140

To view any record, double-click on the record to open the detail.

ADAP Premium Assistance Enrollment  Premium Payments

Status
Enroliment Type
Date Enrolled
Policy Type
Policy Source
Caurty of Residence
Health Plan Carrier
Plan Name
Biling ID
Is Client receiving tax credit?
Why is Cliert not receiving tax credit?
. Tax Credit Notes

Policy Coverage Effective Date

Premium Assistance Coverage Start Date
Cliert Premium Amount

Premium Amount

Payment Cycle

Maximum Out of Pocket Amourt

Support Notes

Documentation  Enrollments  Historic Data

Enrolled

New Enrollee

08/02/2021

* |Private Medical

ACA Exchange

* |Anthem HealthKeepers

* | Anthem HealthKeepers Bronze X 5500

0802202103

No

Does not file taxes

07/01/2021

[z

08/01/2021

$250.

Monthly
$1,000.00
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Change Premium Information

To update premium or Maximum Out of Pocket Information, click on Change > Premium

Information.

() Change ~ () Create ~ () Viey

M Premium Information I’
b

[Dialog Change Premium ]
Set Premium Information

Policy Type = [Prvate Medical |

Policy Source = [ACA Exchange |

Is Cliert receiving tax credit? Ne ~
Why is Client not receiving tax credit? Does not file taxes v
Tax Crodt Notes

Policy Coverage Effective Date 07/01/2021 =5

Client Premium Amourt $250.00

Premium Amount $250.00

Payment Cycle Monthly ) ‘

Maximum Out of Pocket Amount $1.000.00

Support Notes ‘ ‘

Terminating the Enrollment Record

Click the & Teminate |, tton to terminate the enrollment.

Dialog ADAP Premium Assi inati |

Dialog ADAP Premium Assistance Temination

Date Temminated Effective blll2/022024] EIE

Reason Teminated * Other Payer Source > ‘

Enter the effective date of the termination, and the reason for termination. Then click OK.

Create Button

Users with appropriate permissions may use the Create button to create additional

records as needed.
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(@) Create ~ (@ View ~

Health Plan
Payment Refund
Paid Premiurn Payment

Scan Document

Create Health Plan

This button allows a user to create a new Health Plan in the Health Plan directory (located
in the View > Reference menu).

Create Payment Refund

This button allows a user to create a premium payment refund record. This may be
needed in cases where the refund was received by check to the client outside of the
Benalytics process.

Payment Refund : Starly Knight ()
Virginia Department of Health - Care Services : Peggy Griffith/GTI/ADMIN [12/02/2024]

Payment Refund

Status Posted
Palicy Type Private Medical
Health Plan Camier Healthkespers.

Policy/Plan MName or Number Anthem HealthKeepers Bronze % DEQ 5500
Member 1D/Palicy Mumber

Refund Reason =k

Received Voucher Date = | |L||;|
Received Voucher ID = |
Refund Amourt =
Date Deposited * | |L||;|
Comments
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Create Paid Premium Payment

This button allows a user to create a premium payment record. This may be needed in
cases where where a binder payment is made outside the Benalytics process.

| Dialog Premium Payment |
Premium Payment oK
Status Paid | Cancel
Woucher Date %lzl
Woucher ID |
Payment Type = ~
Class = ~
Health Plan Carier [FRrE—
Policy/Plan Name or Number Anthem HealthKeepers Bronze X DED 5500
Biling ID 865W7T7E
Commernts

Create Scan Document

This button allows a user to create a Scan Document and attach it to the client profile.

Scanned Document

Document Date * [12/02/2024 =1
Document Type * | Health Benefits Documentation ~
Health Benefits Documert Type * | Proof of Coverage ™
Health Benefits Program * |Private Medical HE
Comments

Atachment Type @ * R -
File: Attachments =

& Attach [ Save As [ Launch

Premium Payments

The Premium Payments tab displays any Premium Payments or Refunds that have been
made by Benalytics for this enrollment.

36




Documentation

This tab displays any insurance-related information (premium statement or proof of

insurance).

Enrollments Tab

This tab contains an embedded view that displays other enrollments where the client may

be enrolled. Instructions for working with these enrollments are documented in the

appropriate user guides supporting those programs.
e VDH Seamless User Guide
e VDH Rapid Start User Guide
e VDH Status Neutral User Guide
e VDH CHARLII User Guide

Create Rapid Start Enrollment

If Rapid Start is available at your agency,

Complete the required information on the enrollment form.

click ] Create Rapid Start Enroliment

Rapid Start Enrollment - Rapid Startster? ()

Health Brigade - Care Services : Peggy CSTest/HB [11/23/2021]

Rapid Start Enrollment  Meadical

Enrollment Status

Entry Status

Date Refermed to Medical Provider
HIV Medical Care Provider Name

Did you make a new contact with client after
intake?

Did you make a second contact with client?
Did you make a third contact with client?
Did you make a fourth contact with client?
Did you make a fifth contact with client?
Did you make a sixth contact with client?
Appointments

ceoEee ©

-

| Pending

New HIV Diagnosis

11/23/2021

@ S a;’ @ E:IEl DMd Appointment

Date / Type Status Provider
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Status - defaults to Pending. Change the status to Enrolled once the client is
enrolled in the Rapid Start program.

Entry Status - select whether the client is newly diagnosed or reengaging in care.
Referral Source - select the source of the referral.

Date Referred to Medical Provider - enter the date the client was referred.

HIV Care Clinic - select the appropriate HIV Care Clinic.

HIV Medical Care Provider - select the appropriate Medical Care Provider.

Did you make a new contact with client after intake? - This is recommended 1 day
after ARV initiation. Select Yes or No.

Date of First Contact - If Yes is selected, enter the date of the first contact.

The remaining fields are intended to track recommended follow up contacts to the client
after ARV initiation.

Second Contact - recommended 5 days after ARV initiation.
Third Contact - recommended 10 days after ARV initiation.
Fourth Contact - recommended 30 days after ARV initiation.
Fifth Contact - recommended 90 days after ARV initiation.
Sixth Contact - recommended 180 days after ARV initiation.

An embedded view shows any prior appointment records that are made for the client. You
may also click “Add Appointment” to create a new appointment.

Medical Tab:

Rapid Start Enroll : Rapid St 2 ()
Health Brigade - Care Services : Peggy CSTest/HB [11/24/2021]

HIV Status

Curmert Disease Stage * “:‘
Estimated Date HIV Diagnosed %
Mode(s) of Transmission [ Blood Transfusion

[ Hemophilia

[ Heterosexual Contact

[ Intravenous Drug Use

[ Men Who Have Sex with Men
[] Mother-at-Risk (Perinatal)

[ Gther

[ Undetemmined
Client received antiretroviral therapy? A |
Date prescribed antiretroviral therapy %
i =]
First ARV Pickup Date =
30-Day Supply? >

Sample Pack Given? o
ARV Medication Prescribed >

Use the Medical tab to record the following:
e Current Disease Stage - enter the client’s current HIV stage.

Estimated Date HIV Diagnosed - enter the date diagnosed.

e Mode of Transmission - select mode of transmission (all that apply).
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Client Received antiretroviral therapy? - enter Yes or No.

First ARV Pickup Date - enter the date of first ARV pickup.

30 day supply? - enter Yes or No.

Sample Pack Given? - enter Yes or No.

ARV Medication Prescribed - select the appropriate medication.

Create Seamless Enrollment

If you have permissions to create a Seamless enrollment, click the

] Create Seamless Enrollment

Date prescribed antiretroviral therapy - enter date of prescription.

Seamless Enrollment : Jerry Mouse ()
Virginia Dk of Health - Care Services : Peggy Griffith/GTI/ADMIN [07/13/2021]

Seamless Enroliment  Notes ADAP  Appoirtments  Services Completion

Enrollment Mumber 1001

Status Pending

DOC A Jail Facility Mame *

Facility Type

Offender ID

Planned Release Date =

Actual Release Date

(i) M

Practice/Hospital /Clinic Name *

Provider Name =

Case Management Agency -

Case Manager

<« |00 83 Ll

Medication Pickup Stte *

Authorized Days Supply

£

Care Coordination Medications Picked up?

£

CHARLI Enroliments

BShGEaLF QcH

Refered Date * Status Facility Name

Required Attachments

BohBas s

Date * Type #

‘08 Client Consent

Complete the required information on the enrollment form.
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Enrollment Number - automatically generated
Status - defaults to Pending
DOC/Jail Facility Name - select the facility from which the client is being
discharged
Facility Type - automatically populates based on the facility chosen above
Offender ID - if included in the discharge summary, enter the offender ID
Planned Release Date - enter planned release date provided in the discharge
summary
Actual Release Date - enter actual release date if known
Practice/Hospital/Clinic Name - select the clinic provided in the discharge
summary

e Provider Name - select the medical provider name provided in the discharge
summary

e Case Management Agency - select the case management agency provided in the
discharge summary

e Case Manager - select the case manager name provided in the discharge summary
(likely Charli Coordinator)
Medication Pickup Site - select the location where client will pick up medications
Authorized Days Supply - select 30, 60, or 90 day supply
Care Coordination Medications Picked Up? - If known, enter Yes or No if
medications were picked up

e Date of Care Coordination Pick Up - if known, enter date medications were picked

up

The signed client consent should appear in the Required Attachments embedded view
from the Client Registration process. If not, use the Create button > Scan to upload the
attachment.

Notes Tab:

Seamless Enroliment : Jerry Mouse ()
Virginia D of Health - Care Services - Peggy Griffith/GTIZADMIN [07/13/2021]

Seamless Enroliment | Notes i ADAP Appointments  Services Completion

Seamless Notes

A RBEE L, QN

Note Date Status Note Type Need Level
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In the Notes tab, enter any additional notes regarding this enrollment. Notes may be
created with type “Follow Up” to identify if follow up is needed for the enroliment.

ADARP tab:

Seamless Enrollment - Jemy Mouse ()
Virginia of Health - Care Services : Peggy Griffith/GTI/ADMIN [07/13/2021]

Seamless Enrollmert  Notes  ADAP  Appointments  Services Completion

ADAP Medication Assistance Enrollment Records

A8 2BdaL s A4

Date Effective © Date End © Status. Benefit Level Medication Pickup Ste Deleted? /

ADAP Prescription Dispense History

B hBdassFAd

Status Prescription 1D Fill Date © Drug Name Drug Name - Generic Drug Strength Fill Number Days Supn

The ADAP tab will show any prior ADAP medication enrollments. The ADAP Prescription
Dispense History section will be available in a later phase of the implementation.

Appointments tab:

Seamless Enrollment - Jerry Mouse ()
Virginia Department of Health - Care Services : Peggy Griffith/GTI/ADMIN [07/13/2021]

Seamless Enrollment  Motes  ADAP  Appoirtments | Services Completion

Medical Appointment History
A5 2B d S P Q0 DA iwonmen

Date © Status Provider Agency Provider

The Appointments tab will display any prior medical appointment history. You may also
use the “Add Appointment” button to document any upcoming appointments provided in
the discharge summary.
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Appointment : Jerry Mouse ()
Virginia D of Health - Care Services : Peggy Griffith/GTI/ADMIN [07/13/2021]
Appointment

Status - ~]
Type * | Ambulatory Outpatient Medical Care |
Provider Agency MCV 1D Clinic (B
Appointment With Ayala-Sims, Veronica a
Appointment Date + [07725/2021 B
Appointment Start Time 215 %

Approve Enrollment
Click the ¥ Approve Enmolment 1+t to approve the client’s enrollment into the Seamless

program.

Complete Enrollment

When Seamless services are complete, navigate to the Services Completion tab.

Seamless Enrcllment - Mouse ()
Virginia Dk of Health - Care Services : Pegay Griffith/GTI/ADMIN [07/13/2021]

Seamless Enroliment Notes ADAP  Appointments  Services Completion

i =T
Date Services Completed IZIE
Services Completion Reason o

Discharged To - Check all that apply Self Management
Case Management
Patient Mavigation
Unknown

Other

NA

The Services Completion tab documents the closure of the client’s case and disposition.

Click the ¢ Complete Enrolment \\oy the client is discharged from the Seamless program.

Medical Tab

The Medical tab in the Client Profile holds the client’s current HIV information such as
current disease stage, risk factors, and whether they are on ARV.
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4 Close "ii"H‘_ESave @ Create ~ (@ View ~ (@ Action ~ (@ Pint ~

Client Profile : Mary Tooth ()
Virginia Department of Health - Care Services - Jason Griffin/co [04/27/72021]

Profle Deme Address Profles Care Team Finances Health Benefits  ADAP  Medical | Eligibility

HIV Status
Cument Disease Stage = 0105 | )

. , =
Estimated Date HIV Diagnosed IZI|;|
Estimated Date 4105 Diagnosed | %u
Mode(s) of Transmission [ ] Biood Transfusion

[] Hemophilia

[] Heterosexual Contact

[] Intravenous Drug Use

[ 1 Men Who Have Sex with Men

[ ] Mather-at-Risk {Perinatal)

[] Cther

[] Undetermined
Cumenthy taking Antiretroviral Therapy? v
Mighthy Updated Data
Date Of Last CD4 Count

Last CD4 Count Result

Date Of Last HIV-1 Viral Load

Last HIV-1 Viral Load Result

Date Of Last Medical Appaintment Kept

Fill in the fields as appropriate. Depending on the client’s “Current HIV Disease Stage”, fill
in their “Estimated Date HIV Diagnosed”, “Estimated Date AIDS Diagnosed”, “Mode(s) of
Transmission” and if the client is “Currently taking Antiretroviral Therapy”.

The fields on the bottom of the form are reference only. These will be populated as data is

entered into the system. These will be updated nightly and auto-populate when you look
at aclient’s profile.

Eligibility Tab

The Eligibility tab in the Client Profile has three tabs “Core”, “Supportive” and “History”.

These tabs have the eligibility data for the client after all information has been submitted.
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|| 4 Close d.r|:= = Qv|ﬁEd'rt (@ Create = (@ View ~ (D Action ~ (@ Print -

Client Profile : Timothy T. Tooth ()
Virginia Department of Health - Care Services : Jason Griffin/GTI [04/13/2021]

Profile Demo Address Profles Care Team Finances Health Benefit=  ADAP  Medical
! Supportive  History

Eligibility

Date Higibiity Effective | 05/05/2021
Date Higibility Expires | 113072021
Last Change Reason Eligibility Assessmert
ADAP Medication Assistance Mo

ADAF Premium Assistance Mo

AlDS Phamaceutical Assistance (LPAP/CPAP) Mo

Health Insurance Premium and Cost Sharing Mo
Outpatient Ambulatory Health Services Mo

Oral Health Services Mo

Early Intervention Services Yes

Home Health Services Mo

Home and Community-Based Health Services Mo

Hospice Mo

Medical Case Management Mo
Substance Abuse Outpatient Services Yes
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Working with the Client Profile

This section will walk through the menus and actions available for working with the Client
Profile.

Create Menu

The Create menu from the Client Profile allows you to create various sub-records related
to theclient.

) Create ~ (O View ~ (O Actior

Appointment
Eligibility Assessment [
Letter

T~ 1

Progress Log

= Referral
Required Action

C Scan

| Service Provided

TB Assessment
Test Result

Appointments
This form is used to document scheduled, kept and missed appointments. It is useful to
record appointments of all status (scheduled, kept, missed, etc.).
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Appointment - Nancy New ()
Health Brigade - Care Services - Peoggy C5Test/HB [11/18/2021]
Appointment

Status * | Scheduled w
Type * | Ambulatory Outpatient Medical Care
Provider Agency Test Agency
.pppﬂlntmeﬂt With Fricel Frlgelﬂ .
Ptidmet Dk * [(11/26/2021 =1
Appointment Start Time |E1}|] AM %

Fill in the appropriate fields.

When finished, click on the Close button and then Yes to save your changes. You can come
back into an appointment at any time and click on the Edit button to update the status of

the appointment.

Eligibility Assessment
This topic will be covered in the VDH Eligibility Assessment User Guide.

Letter
This feature is not used.

Progress Log
This feature is not used at limited agencies. To enable progress logs at your agency,

contact vaprovide@vdh.virginia.gov.

Progress Logs are used to document interactions and notes regarding a client’s progress.

46


mailto:vaprovide@vdh.virginia.gov

Summary Appointments Goals Add d Labs Refemals Services
Status * |In Progress
Provider * |Peggy CaseManagerTest ‘ .
Date = [12/04/2024 =1
Minutes 15
Contact Category * |Medical Case Management l .
Contact Type Cient Contact |
Funding Source Ryan White Part B
Brief Description * | Initial meeting
Full Description
KB 7UA|EEE| &)
I aisdkaid flkai diksf il

When you are finished entering your progress note information, be sure to click the

" Complete ,,ton,

Referral

This feature is used to create and manage referrals to internal and external organizations

for aclient.

4 Close "%

‘ B2 Linkto Client Profle  « Subme

Refemral - Nancy New ()
Health Brigade - Care Services :

Peggy CS5Test/HB [11/19/2021]

Refemal

Refemal Status

Refeming Person

Referal Date

Eligibility Date Expire

Refered To

Refemed for Service Type
Refered To Assignee

Refemed for Service Description

Created By
Date Check Back

Pending

* |Pegay CSTest

* (111972021

06/30/2022

* Test Agency

* [Medical Case Management

Tester, Test

Refemed for MCM.|

Peggy CS5Test/HB

= [12119/2021

e Fill in the appropriate fields:
o Referring Person - This will default to you, but you can select a different person

o Referred To - Select the agency you are referring the client to

o Referred for Service Type - Select the service type

47




o Referred to Assignee - If there is a referred to assignee, select it here

o Referred for Service Description - Enter the description of the referral service
o Date Check Back - Enter the date to check back on the referral.

o Consent Required - defaults to Yes

o Client Consent Obtained? - Confirm that client has signed informed consent

When finished, click on the Submit button to save your changes and submit the referral.
The referrals then can be “Acknowledged” by the receiving agency by clicking on the
Acknowledge button. Acknowledging the referral will inform the referring provider that
the referral has been received.

When areferral is completed, the agency receiving the referral will be able to view the
referral in any of the View\PLWH Activity\Referrals views.

Once areferral is opened, it cannot be edited. However, you can come back to the referral
at any time and click the Close button to close the referral.

Required Action
This feature is not used.

Scan
This feature is used to attach scanned and saved documents to the Client’s profile.

Scanned Document

Document Date = [12/03/2024 =T+
Document Type * Client Consent v
Release Notes
Comments
Attachment Type © * Fle v
File Attachments =
& Attach [ Save As [ Launch

m:‘ Consent Form docx

e Fill in the appropriate fields.
e Click on the Attach button to attach a document that you saved on your computer.
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v
If you would like to save and create another scan, click Save And Create Another

When finished, click on the Close button and then Yes to save your changes.

Service Provided

Services Provided are used to document a tangible service that you provided to the client.
To create a Service Provided, follow the steps below:

Service Provided : Mancy New ()
Health Brigade - Care Services - Peggy CSTest/HB [11/18/2021]

Service Provided
Status * |Pending |
Provider * [Peagy C5Test =
Service Date *111/18/2021 %l;l
Service Category * [Medical Nutrition Therapy [=]
Service Provided * [Medical nutrition therapy
Funding Source * |Ryan White Part B
Units of Service 1
Linit of Measure Uit
Unit Cost of Service
Total Cost of Service [s0.00

Comments

e Fill in the appropriate fields. Depending on the Service Provided, the data entry
fields will vary.

When finished, you can either mark the service as “Completed” or “Not Provided”.

If you do not have time to enter in all the required information in one sitting, you can save
the Service Provided as “Pending” so you can come back to it later. To save it as “Pending”,
click on the Close button and then Yes to save your changes. When you want to come
back and complete the Service Provided, double click into the “Pending” Service Provided
and click on the Edit button.

PLEASE NOTE: It is important to complete each Service Provided. Services Provided that
are not in a “Completed” status will not be included in your reports. You can
see a list of all your “Pending” Services Provided at View\PLWH
Activity\Services Provided Records Pending.
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Marking the Service Provided as “Completed”

Click on the Complete button to save your changes. Once a Service Provided is marked as
Complete, you cannot edit the Service Provided.

Marking the Service Provided as “Not Provided”

Marking the Service Provided as “Not Provided” allows you to document that you had
planned to deliver a service but did not actually deliver the service.

Click on the Not Provided button to mark the Service Provided as “Not Provided”.

_ Dialog Service Not Provided - O X

Dialog Service Not Provided |

Dialog Service Not Provided OK

Reason Not Provided =

Childcare Unavailable

Client Sick
Client Unavailable
Other

Transportation Bamier

Select the reason you are marking the service as “Not Provided” and click OK.

TB Assessment
This feature is not used.

Test Result

This tab documents information related to specific medical tests a client has been given.

Test Result - Nancy New ()
Health Brigade - Care Services : Peggy CS5Test/HB [11/18/2021]

Test Result  Attachments

Test Name * |CD4 Count (=
Test Date * 1171872021 ==
Test Result Status = v
Test Result Numeric Value = |2{N]

Test Result Unit of Measure |J.fu|_ |
Test Result Modifier x| _ —
Test Completed By | =
Entry Mode Manual |

Test Result Comments
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e Fill in the appropriate fields.
e Use the Attachments tab to attach any proof documents.

When finished, click on the Close button and then Yes to save your changes.

View Menu

The View Menu on the Client Profile is a powerful source of information that allows you to
view history and activity that has taken place for the client.

© View v @ Action v © Print ~
Activity

| Address History

i Audit Trail

Case Management Summary

! Client Identification Change History

Eligibility Assessments

[ Eligibility Lockups

' Eligibility Verifications

. EChange History

EMessages

Health Benefits History

HIV History

Income History

Informed Consent History

Medical Summary

Program Enrollment History

Activity

View Activity is very useful for viewing all the activity that has taken place for aclient in
one place. This includes (but not limited to) all Scan Documents, Test Results, Eligibility
Assessments, and Services Provided.
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A3, AAD o o

Form Deleted
Letter
= Required Action
Required Action
= Scan
Scan
=) Service Provided
Service Provided
(= Test Result
Test Result

Summary ©

| 2024/12/03: Psychosocial Assessment

| 2024/12/03 - Reminder to do the thing

| 2024/12/03: Client Consent

: 2024/12/03; Completed - Eary Intervention Services - EIS - Refemal to HIV Medical Care (Health Brigade)

: 2024/12/03: CD4 Count result = 200 /uL - Final

You can double-click on a

ny sub-record to view details and take action.

Deleting a Scan Document

In the event an attachment has been made incorrectly to this client, it can be deleted by

either the user who attac

hed it, or a supervisor.

‘1cose 'QH\:@ Q"XDelete 3 Open Client Profile

Scan : Bowman Bowtie () .

Health Brigade - Care Services - Peggy CaseManagerTest/HB [12/03/2024]

Scanned Document

Document Date
Document Type
Release Notes

Comments

Attachment Type
File Attachments

Attach [ Save As £ Launch

= [12/03/2024

* |Client Consent

. ! Consert Form docx

From an opened Scan document, you may click the 3 Delete button.
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(_ Select reason for deletion: s

| Backdated Client Certification
Incomectly entered for this client

Other

Rewrite of text required

I =

Select the reason for deleting the document, and click OK.

Address History

The Address History displays an embedded view of all address history records that exist
for a client by the effective date. Simply double-click on the record for which you would
like to view the details.

View Address History - Bowman Bowtie ()
Health Brigade - Care Services : Peggy CaseManagerTest/HB [12/03/2024]

Address History
Client Address Records

A5 & Al

Date Hfective © Status Address / Deleted
2024/12/03 Approved 123 Any St N

Audit Trail
The Audit Trail displays an embedded view of all users that accessed the Client Profile.
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View Access Audit Trail

Client Access Audtt Trail

=t i

Audit Date © User Name / IP Address Host Name
2024-12-03 13:34:45 | Peggy CaseManagerTest/HB | 172.16.253.162 | PeggyG

Case Management Summary
The Case Management Summary compiles a variety of records to view and create in one
easy location. Since these records are covered in the “Create Menu” section of this user
guide, please refer to that section for information on each type of record. This Summary
complies the following types of information:

e Eligibility Assessments

e Services Provided

e Appointments

e Test Results

e Referrals

Client Identification Change History
Client Identification Change History displays a record any time the client’s identification
information changes. This includes:

e Legal Last Name

e Legal First Name

e Legal Middle Initial

e SSN

e Birth Date

e Current Gender

e Sex Assigned at Birth

54




Client |dentification Change History

Client Identification Change Records

A5 & A d
Date Change © Change By Last Name First Name M SSN Birth Date
2024/12/04 Peggy CaseManagerTest/HB | Bowtie Bowman 987-00-5412 | 2000/12/03

Eligibility Assessments

View Eligibility Assessments displays records of all eligibility assessments that have been
created for a client. **Note that Virginia Department of Health no longer supports
Eligibility Assessments from the Client Web Portal, but prior records if applicable will also
be displayed.

View Higibility Assessment : Bowman Bowtie ()
Health Brigade - Care Services : Peggy CaseManagerTest/HB [12/04/2024]

Eligibility Assessment
Client Hligibilty Assessment Records
A8 &S Al
Date Submitted © Status Delete Flag Source Submitted By Checked Out? Checked Out By

In Progress | N Provider Peggy CaseManager Test

Client Bigiilty Assessments from Web
A3 & Al

Date Submitted © Status Delete Flag

Web Eligibility Lookups
This feature is not used.

Eligibility Verifications
This embedded view displays records when a verification check is performed for Medicaid
eligibility and enrollment.
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View Hligibilty Verfications
Client Bligibility Verfication Records
A8 & 9

Deleted Date © Status Payor Medicaid Status

Exchange History
This embedded view displays records when a client’s email address and preferences are

changed.

EMessages
This feature is not used.

Health Benefits History
This embedded view displays records when a client’s health benefits information is
changed. This includes health benefit updates and eligibility assessments.

Health Benefit
Client Health Benefit Records
A5+ 024

Effective Date © Status Update Type Medicare Medicare D Medicaid Private Deleted
2024/06/27 Approved Eligibility Assessment | No Benefits No Benefits No Benefits No Benefits | N

HIV History
This embedded view displays records when a client’s HIV History (HIV diagnosis status,

dates, mode(s) of transmission, etc) has changed.
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View HIV History

Client HIV History Records
45 ¢ QA

Efective * Stage of Disease Deleted

2024/06/27 HIV Positive Not AIDS | N
2024/06/27 | HIV Posive Not AIDS | N
2024/06/27 | HIV Postive Not AIDS | N

Income History
This embedded view displays records when a client’s income information is changed. This

includes interim income updates and eligibility assessments.

View Income History

Cliert Income History Records

a6/, 04

Date © Status Update Type Gross HH Income MAGI FPL % MAGI FPL % Deleted
2024/06/27 | Approved Bligibility Assessment $1.000.00| $1.000.00

Informed Consent History
This embedded view displays records when an informed consent has been created for a
client. Aninformed consent is an explicit action to share a client’s profile and sub-records

with another agency or program.

Client Informed Consents

View Informed Consents
A5 & A 90 o o []Addinformed Consent Record

Status / From / Deleted To /
= Active
[= Virginia Department of Health - Care Services
Active Virginia Department of Health - Care Services |N Health Brigade - Care Services |

Adding Informed Consents
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A user with appropriate permissions may add informed consents as needed to coordinate

care for aclient.

Click :] Add Informed Consent Record _

Informed Consent
Type of Release *  Provide Enabled R
Destination Organization * | Fairfax Health District =
Destination Program * |Care Services
Client Signature on File Yes v
Status |Acti1.re
Date Start ~ [12/04/202¢ 5k
Date End =
Reason for Release |Coort|inate care services
Release Client Profile Yes L
Release Client Service Profile Yes v
Release Client Contacts No v
Release Activity Documents Al v

e Destination Organization: Select the Agency/Program combination to release the
client information.

e Client Signature on File: Ensure that the client has signed the appropriate consent
form and select Yes.

e Date Start: Defaults to today’s date

e Date End: You may enter an end date if this access is temporary. Otherwise, the
field may remain blank if no end date is known or specified.

e Reason for Release: enter the reason for the release of information.

e Release Client Profile: Select Yes.

e Release Client Service Profile: This allows the destination org/program to see
Client Service Profile information which shows which agencies may be serving a
client.

e Release Client Contacts: This allows the destination org/program to see any
contacts and/or household members related to the client.

e Release Activity Documents: This allows the destination org/program to see any
sub-records and activity records that have taken place for the client. Choices are:

o All-thisreleases all activity records to the destination
organization/program, and is the most commonly made selection.
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o Selective - this allows you to specify only certain types of sub-records to the
destination organization/program.
o None - this would release the client profile only to the destination
organization/program. No sub-records would be released.
e **Note - an hourly script agent facilitates the release of all records to the destination
organization/program. It may take up to one hour for all records to be released.

Terminating an Informed Consent

To terminate an Informed Consent, open the record, and click the © Teminate pytton, A

message will appear alerting you that the informed consent is set to be terminated. Click
OK.

Once the consent is terminated, the destination org/program will still have a historic view
of the client, but will be unable to serve the client or see any new updates, sub-records, or
eligibility statuses regarding the client.

| PEScript X

This informed consent has been set to terminate on 12/5/2024 10:04:32
AM.

oK

Medical Summary
The Medical Summary compiles a variety of medical records to view and create in one
easy location.

e Condition: Information on to the client’s diagnosis, medical problems, and treatment
records.

e Services: Information regarding services provided to the client. Includes Care
Actions, Services Provided, and Procedure records. Care Actions and Services
Provided can be created in this tab.
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e Medical Appointments: Lists all medical appointments the client has in Provide.
Appointments can be added in this tab.

e Allergies: Information on client’s allergies to medications and other irritants.

e Medications: Information on the client’s current drug protocol, prescriptions, and
allergy records. Drugs, Prescriptions, and Allergy records can be created in this tab.

e Test Results: Displays all labs the client has had completed, including CD4s and Viral
Loads. Test Results and Lab Panels can be created in this tab.

e Vaccinations: Information regarding the client’s vaccinations for Hep A, Hep B, HPV,
Influenza, and Pneumonia.

e Referrals: Displays any Referrals made for the client. Referral records can be
created in this tab.

Condition Services Medical Appts Medications Allergies Test Results Pregnancies Vaccinations Refemals

Diagnosis

2 S ¢ (A ¢ []AddDiagnosis

Deleted / StartDate ™ End Date Code * DiagnosisName *
2024/12/04 Abnomal coagulation profile

Medical Problems

2 & 4 A 4 [ Add Medical Problem Record

Deleted / Status / Problem / Date Started © Date Ended
Active 2024/12/04

N | Active | Hypertension | 2024/12/04

Treatments

A S # A @ [ Add Treatment Record

Status / Type / Started Ended Reason Ended
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Diagnosis
Diagnosis records are used to track medical diagnoses a client may have received. To
create a Diagnosis record, follow the steps below:

e On the Condition Tab in the Medical Summary view, click on the Add Diagnosis

button.
Diagnosis
Diagnosis Status * | Active
Date Diagnosed * 112/04/2024
Comments
Diagnosis Code * |IR791
Diagnosis Description Abnomal coagulation profile
Diagnosed By

Medical Problem

Medical problem records are used to track the client’s medical problems using either generalized
problem names or SNOMED problem list codes. To create a Medical Problem record, follow the

steps below:

e On the Condition Tab in the Medical Summary, click on the Add Medical Problem Record
button.

Medical Problem : Nancy New ()
Health Brigade - Care Services : Peggy CSTest/HB [11/19/2021]
Medical Problem
Problem Class = e
Problem Mame * |Briety
Status = e o
Date Start = (1171972021 =il

e Fill in the appropriate fields.

When finished, click on the Close button and then Yes to save your changes.

Treatment Record

The Treatment Record is used to track when a client undergoes treatment for (or
documents when it is determined that treatment is not clinically indicated) for key

conditions that are monitored and reported on for HIV Care.

Conditions include Chlamydia, CMV, Gonorrhea, Hepatitis A, Hepatitis B, Hepatitis C,
Herpes, HPV, PCP Prophylaxis, and Syphilis. Documentation of treatment for these
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conditions is done within the Treatment record. To create a Treatment record, follow the

steps below:

e On the Condition Tab in the Medical Summary view, click on the Add Treatment

Record button.

Treatment - Nancy New ()
Health Brigade - Care Services :

Peggy CSTest/HB [11/19/2021]

Treatment

Treatment Status
Treatment Type

Date Treatment Started
Drug Name

Drug Name Generic
ARV Count

Strength

Route

Dosage Form

"

* | Active

11/19/2021

=]

]

e Fill in the fields as appropriate.

When finished, click on the Close button and then Yes to save your changes.

Care Action

This form is used to capture some specific clinical activities that are not typically captured
as data points like in CPT4 encoded procedures. These interventions may or may not have
been provided by your agency but should be documented when they occur. They include:

e Adherence Counseling
e HIV Alcohol Counseling
e HIV Risk Counseling

e Mental Health History

e Mental Health Evaluation

e Oral Health Exam

e Substance Abuse Evaluation

e Tobacco Cessation Counseling

To create a Care Action, follow the steps below:
e On the Services Tab in the Medical Summary view, click on the Add Care Action

button.
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Care Action : Nancy New ()
Health Brigade - Care Services : Peggy CSTest/HB [11/19/2021]
Care Action

Date = 11/18/2021 ==
Provider * |F‘eggy CSTest | -
Service Category = | f o
Care Action = | | =
Care Action Result * | Completed v

e Fill in the appropriate fields.

When finished, click on the Close button and then Yes to save your changes.

Appointment
This form is used to document scheduled, kept and missed appointments. It is useful to
record appointments of all status (scheduled, kept, missed, etc.).

To create an Appointment, follow the steps below:
e On the Medical Appointments Tab in the Medical Summary, click on the Add

Appointment button.

Appointment : Nancy New ()
Health Brigade - Care Services : Peggy CS5Test/HB [11/19/2021]

Appointment

Status * Scheduled H
Type * |Ambulatory Outpatient Medical Care
Provider Agency
Appointment With
Appointment Date
Appointment Start Time

"

111972021

Eb
ERILE

e Fill in the appropriate fields.

When finished, click on the Close button and then Yes to save your changes. You can come
back into an appointment at any time and click on the Edit button to update the status of
the appointment.

Drug
Drug records are used to track a client’s medication. It is not required to keep track of a
client’s medications, but it can be a helpful tool as a medical provider.

To create a Drug record, follow the steps below:
e On the Medications Tab in the Medical Summary view, click on the Add Drug button.
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Drug : Nancy New () ‘
Health Brigade - Care Services : Peggy CSTest/HB [11/19/2021]

Drug

Drug Status * | ftive P
Date Started = [11/19/2021 =
Drug Type - Reason Prescribed - o
Drug Name = | n
Drug Name Generic |
ARV Count
Strength |
Route >

Dosage Form >
Frequency >
Instructions

Drug Comments

e Fill in the appropriate fields.

When finished, click on the Close button and then Yes to save your changes.

Allergy
Allergy records are used to track a client’s allergies. It is not required to keep track of a
client’s allergies, but it can be a helpful tool as a medical provider.
To create an Allergy record, follow the steps below:
e On the Medications Tab in the Medical Summary view, click on the Add Allergy
Record button.

Allergy - Nancy New ()
Health Brigade - Care Services : Peggy CSTest/HB [11/19/2021]

Allergy
Status = e o
Date Started = (111972027 =
Alergy Type * | fegication v
Drug Name * | =

Drug Mame Generic |
Diagnosed By | =
Treatment Status A

Allergic Reactions

Comments

e Fill in the appropriate fields.

When finished, click on the Close button and then Yes to save your changes.

Test Result
This tab documents information related to specific medical tests a client has been given.
To create a Test Result, follow the steps below:



e On the Test Results Tab in the Medical Summary view, click on the Add Test Result
button.

Test Result - Nancy New ()
Health Brigade - Care Services : Peggy CS5Test/HB [11/19/2021]

Test Result  Atachments

Test Name * |D
Test Date *[11/13/2021 =
Test Result Status * |Bnal -
Test Result Modffier = |_ o
Test Completed By | =
Entry Mode Manual |

Test Result Comments

e Fill in the appropriate fields.
When finished, click on the Close button and then Yes to save your changes.

Vaccination
To create a Vaccination, follow the steps below:
e On the Vaccinations Tab in the Medical Summary view, click on the Add Vaccination
button.

Vaccine : Nancy New ()
Health Brigade - Care Services : Peggy CSTest/HB [11/19/2021]
Vaccination

Vacecine Status * | Administered Y
WVaccine Mame * o
Date Administered, Refused or Determined NA * 11,/19/2021 %E
Administered By | =
Vacecine Type a
Vaccine Reactions
Waccine Manufacturer o
Vaceine Lot Number |
Vaccine Expiration Date %B

o Fillinthe appropriate fields.

When finished, click on the Close button and then Yes to save your changes.

Create Referral
To create a Referral, follow the steps below:
e On the Referrals Tab in the Medical Summary view, click on the Add Referral button.
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Referral - Nancy New ()
Health Brigade - Care Services : Peggy CSTest/HB [11/19/2021]

Referral

Referral Status * | Pending |
Refering Person = [Peggy CSTest [=]
Referral Date *11119/2021 %E
Eligibility Date Expire 06/30/2022

Refemed To = (=]
Refermred for Service Type = (=]
Refered To Assignes (=]
Refemed for Service Description

Date Check Back = 121972021 =]
Require Consent * |Yes w
Created By Peggy C5Test/HB

Was Client Consent Obtained * [

e Fill in the appropriate fields:
o Referring Person - This will default to you, but you can select a different person
o Referred To - Select the agency you are referring the client to
o Referred for Service Type - Select the service type
o Referred to Assignee - If there is areferred to assignee, select it here
o Referred for Service Description - Enter the description of the referral service
o Date Check Back - Enter the date to check back on the referral.

When finished, click on the Submit button to save your changes and submit the referral.
The referrals then can be “Acknowledged” by the receiving agency by clicking on the
Acknowledge button. Acknowledging the referral will inform the referring provider that
the referral has been received.

When a referral is completed, the agency receiving the referral will receive an email
regarding the referral. Referrals can be viewed in any of the View\PLWH Activity\Referrals

views.

Once areferral is opened, it cannot be edited. However, you can come back to the referral
at any time and click the Close button to close the referral.

Action Menu

The Action menu is used to make updates to the Client Profile. These options will appear
based on your specific user permissions.
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© Action + © Pint ~
Change Agency Client ID

F Change Client |dentification _
: Delete Client i
Document Death
Eligibility Termination
Set URN Suffix '.
Update Client !

L r—— ———

Change Agency Client ID

This feature is used to set an agency identified Client ID for a client profile, which is
separate from the Provide Enterprise Client ID used by the state. This could be an unique
identifier used by your agency such as MRN or Case Number.

4 Enter Mew Client ID X

After you have entered the unique identifier, click OK. This action will update the Client
Service Profile with your agency assigned ID.

Change Client Identification
To change client identifying information, which has potential impacts to URN and other
identifiers, click Action > Change Client Identification.

| Dialog Change Client i
Dialog Change ient Identification
ol Lo N EE
Legal First Name = [Paper

Legal Middle Initial
SSN

Bith Date =~ [08/17/1984 =
Current Gender * [ ale

Sex Assigned at Birth = | Male

<
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A dialog box will appear that allows you to enter and update identifying information for
the client.
Click OK when finished. The Client Profile will be updated.

Delete Client (limited permissions)

If aclient record has been created in error, action can be taken to delete the client record.
You will receive a warning message asking if you are sure you want to delete the client
profile.

Delete Client

This action will delete all documents related to the client Silly Sally.

Are you sure you want to mark Silly Sally for deletion?

Document Death
If you are made aware of a client’s death, you may document it.

Death Document
Date of Death = [12/01/2024 =)
Source of Information Client family / friends b
Notes

Client family presented death certificate |

The client’s status will be changed to Deceased when the update agent is run.

the remedies outlined above, in addtion to applicable contractual remedies.

Status [Dcceased
Date of Last Service @ |
Death Date 12/01/2024

| anal | ast Name * (Ao,
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Update Client

Anytime you update a client, the client’s information will be updated overnight in
Provide®. If you want or need to update the client’s information immediately, click on the
Action - Update Client in the Client Profile.

4 Close “i¥ |LESave @ Create ~ (@ View v (2 Action ~ @ Print =

Client ile - Mary Tooth () Change Client ldentification
Virginia Department of Health - Care Services - Ja Document Death

Profile Demo Address Profiles Care Team Finance Eligibility Termination

Core  Supportive History Set URM Suffix
Date Eligibility Effective 04 Update Client
Date Eigibility Expires |D&f26!2'|]21

This Update Client button will pull changes from the following records:
e Address Update Records
e Income Update Records
e Health Benefits Update Records
e Eligibility History Records
e Death Documentation

Eligibility Termination
This feature is used to terminate a client’s Ryan White eligibility for any reason. Please

note that if a client’s profile is updated to a state which makes them no longer eligible
(such as moving out of state, income above FPL limits), Provide Enterprise will
automatically terminate eligibility and enrollment through a daily agent.

| Dialog Bigibility Terminati |
Dialog Eligibility Temmination 0K
Date Teminated Effective * [12/04/2024 =] Cancel
Reason Teminated * [Other =
Set URN Suffix

In the rare event that multiple “unique” client records exist with similar names and exact
match on date of birth and gender, there may be a need to use a URN suffix to
differentiate the client for the RSR purposes.
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p
_ Dialog Change URN Suffix

H Dialog Change URN Suffix |

b Dialog Change URN Suffix 0K
=]

b URN Suffix [z | Cancel

Once you have entered the URN suffix, it will appear on the client profile in the URN Suffix
field. This will be used to calculate the eURN identifier for the RSR.
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