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Discharge Report Instructions

The Discharge Report has been created to assure that all Mid-South funded clients are discharged from the CareNet system in compliance with State regulations. Clients should be discharged from the CareNet system when they have had no treatment activity for 45 days or longer. There are very few exceptions to this rule. A client file may remain open only if the reason for the treatment lapse has been approved by Mid-South.

Previously, on a quarterly basis, Mid-South has given our Providers a list of clients who have exceeded the 45 day lapse in treatment and require either discharge from the CareNet system, approval from Mid-South to remain open, or some correction to the CareNet file. This process was extremely time consuming and could potentially place Providers in jeopardy of being penalized with multiple delinquencies for one report. 

On a monthly basis, Mid-South will verify each Provider has correctly discharged, updated the CareNet file, or received approval for a file to remain open for each assigned client. It is hoped that by moving to a monthly report, the number of files to be reviewed will be reduced. In addition, Mid-South will no longer send lists of Outstanding Discharges to Providers; rather each Provider may now run the report at their convenience at the beginning of each month. 

To assure your CareNet files are accurate and up-to-date, please follow this recommended procedure:

1) At a time convenient for your agency, but between the first business day and the second Friday of each month, run the Open Clients Summary report, found on the CareNet system under the Reports Menu…

	Report Search Criteria

	Click Help in the navigation bar for documentation

	Provider:
	 Test  Account

	Admission Date:
Include admissions with admission date between this date range
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10/01/1980

 - [image: image3.wmf]

4/5/2005



	Discharge Date:
Include admissions discharged between this date range
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	Service Category:
Pulled from the Admission form
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ALL



	Funding Source:
Pulled from most recent insurance record valid for Admission date
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ALL



	Only Active Admissions:
check box to include only admissions that have not been discharged
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2) Use the following search criteria:

a. Provider:  Your program name will be selected for you.
b. Admission Date:  Use the starting date of 10/01/1980 and the current date as the end date for the date range. (This will insure that all admissions are captured)
c. Discharge Date:  There is no need to enter a date range in this section. Should a date appear in either box, simply delete it.
d. Service Category: Select “ALL”.
e. Funding Source:  Select “ALL”.
f. Only Active Admissions:  Check this box by clicking on it.
The following example represents Search Results for the Open Client Summary Report ran for the month of May, 2006: 

	Search Results

	No.
	Funding Source
	SSN
	Agency
	Last Name
	First Name
	Admission Date
	Discharge Date
	Service Category
	Last Treatment Date
	Treatment

	1.
	Block Grant
	111111111
	Test Account
	Abbey 
	Ben
	2/13/2006
	Not Discharged 
	Outpatient
	4/18/2006 
	90806 

	2.
	Block Grant
	222222222
	Test Account
	Jones
	Lee
	4/4/2006
	Not Discharged 
	Outpatient
	4/6/2006 
	90806 

	3.
	Medicaid
	333333333
	Test Account
	Boston
	Cheryl
	10/4/2005
	Not Discharged 
	Outpatient
	10/24/2005 
	90701 

	4.
	Medicaid
	444444444


	Test Account
	McDonald
	Steve
	10/12/2005
	Not Discharged 
	Outpatient
	3/28/2006 
	90701 

	5.
	Medicaid
	555555555
	Test Account
	Smith 
	Tyler
	10/25/2005
	Not Discharged 
	Outpatient
	10/25/2005 
	90701 

	6.
	ABW
	666666666
	Test Account
	Brown
	Justin
	2/7/2006
	Not Discharged 
	Outpatient
	3/16/2006 
	90806 

	7.
	Block Grant
	777777777
	Test Account
	White
	Tina
	10/5/2005
	Not Discharged 
	Outpatient
	3/28/2006 
	H0001.1 

	8.
	Block Grant
	888888888
	Test Account
	Star
	Shawn
	4/21/2006
	Not Discharged 
	Outpatient
	4/21/2006 
	90806 

	8 client(s) returned in search


Please note: Clients Numbered 3, 5, and 6 indicate treatment lapse of more than 45 days. (45 days prior to 5/01/2006 is 3/17/2006. Any client with a Last Treatment Date falling before 3/17/2006 is therefore outside of the allowed 45 day window.)

3) Compare the Last Treatment Date for each client and flag any file having a date more than 45 days from the 1st of the current month. 
a. EASIER METHOD:  You can easily use Excel, or other spreadsheet programs, to help sort the Open Client Summary Report from CareNet by doing the following:
i. Highlight the data in the report by: 
1. Clicking into the first cell in the first column of the report.
2. Holding down the “shift” key click next into the last cell of the last column of the report.
3. All of the information in the table should now appear highlighted.
ii. Copy the data by either using the combination of the keys “ctrl” and “c”, or using the “copy” command on the “Edit” dropdown menu, or any other copy shortcut your system allows. 
iii. Open a blank spreadsheet and paste the data copied in step ii by: 
1. Clicking into the first cell of the spreadsheet.
2. Paste, using the combination of the keys “ctrl” and “v”, or using the “paste” command on the “Edit” dropdown menu, or any other paste shortcut your system allows.
3. You should now have all the data copied into the spreadsheet.
iv. Set the worksheet formatting to make it easier to read by adjusting the column widths. 
v. Sort the entries by the Last Treatment Date field. This will help you identify any client who is outside of the 45 day lapse window. 
vi. Clients with “N/A” as Last Treatment Date can be found at end of list.
4) Client files that exceed the allowed 45 day lapse in treatment are considered outstanding discharges. One or more of the following steps is to be taken to bring the file into compliance:

a. If the client has not been actively receiving treatment from your agency, he/she should be discharged as of the date of last treatment.

b. If the client has been actively receiving treatment from your agency, those dates of treatment should be entered into the CareNet system to accurately reflect the service provided. 

c. In the event that treatment can not be entered into the CareNet system due to pending payment from another payor (Medicare or private insurance), pending CCC authorization, or other reason, please confirm that the Mid-South Finance Department has been appropriately notified of this and that the client’s name and dates of treatment have been entered on the Delayed Billing Log. 

d. Should a client be temporarily unavailable to attend treatment, but is expected to return with a lapse of no longer than 60 days, please indicate the reason for the absence and the expected date of return. Mid-South will review each case for appropriateness. (Examples of possible appropriate reasons include a client’s medical illness, travel out of area, or short-term incarceration).  It is expected that CCC Utilization Coordinators are informed and the client’s status is reviewed upon return to assure treatment goals remain appropriate. 

5) DUE DATES: The Discharge Report is to be faxed to the Luann LeVeck, CCC Secretary, at (517) 853-0496 on or before the second (2nd) Friday of each month. 

On the Monday following the second (2nd) Friday of each month, Mid-South will run the Open Client Summary report for all Providers.  Mid-South will review the Discharge Report received from each Provider and compare it with the Open Client Summary report to determine compliance with the discharge requirements. 

6) DELINQUENCY PROCEDURE: should a Provider have open clients with no treatment activity within the 45 days prior to the first of the month and not have approval from Mid-South to remain open, a delinquency notice may be generated.  A Provider may be found delinquent if the Open Client Summary report shows one or more clients with a lapse in treatment of 45 days or more AND
· The client does not appear on the Discharge Report OR
· The Reason For TX Lapse on the Discharge Report is not approved OR
· The client does not appear on the Delayed Billing Log OR 

· The dates of treatment on the Delayed Billing Log do not reflect treatment being provided during the lapse period OR
· The reason given for delayed billing on the Delayed Billing Log was not accepted by the Finance Department Or
· No other approval from Mid-South has been given for the file to remain open.

If a Provider is found to be non-compliant with the Mid-South discharge requirements, the usual delinquency process will be initiated. If you have any questions about this procedure or anything else about the Discharge Report, including acceptable reasons for a lapse in treatment or to discuss a specific situation, please contact the CCC Secretary at (517) 853-0495, extension 118.
Note: These instructions and the Discharge Report Form may also be found on our Website @ www.mssac.com under Quality Forms.
DISCHARGE REMINDERS & SUGGESTIONS

To assist you with the Outstanding Discharge Report process we are sending you a few suggestions and reminders:

1. Remember that the 45 day window starts at 45 days before the first of the month the report is due.  So if you are running the report due in July, you are looking for clients admitted before May 17th and having had no treatment since that date.  For August, the date to use will be June 17th, for September it will be July 18th, and for October it will be August 17th.  

2. Client’s with “N/A” in the Last Treatment Date field have had no treatment entered and are considered outstanding discharges if they were admitted prior to the 45 day window.

3. When you run the Open Client Summary Report, be sure to check the box to show “Only Active Admissions”.  Otherwise the report will be extremely long and difficult to deal with. 

4. When you complete the Discharge Report Form, please be sure to give the reason for the client’s lapse in treatment entries.  Remember, simply being behind on entering data or not having a current authorization are not acceptable reasons for a client to remain open.

5. You can easily use Excel, or other spreadsheet programs, to help sort the Open Client Summary Report from CareNet. 

a. Highlight the data in the report by:

i. Clicking into the first cell in the first column of the report.

ii. Holding down the “shift” key click next into the last cell of the last column of the report.

iii. All of the information in the table should now appear highlighted.

b. Copy the data by either using the combination of the keys “ctrl” and “c”, or using the “copy” command on the “Edit” dropdown menu, or any other copy shortcut your system allows.

c. Open a blank spreadsheet and paste the data copied in step b by:

i. Clicking into the first cell of the spreadsheet.

ii. Paste using the combination of the keys “ctrl” and “v”, or using the “paste” command on the “Edit” dropdown menu, or any other paste shortcut your system allows.

iii. You should now have all the data copied into the spreadsheet.

d. Set the worksheet formatting to make it easier to read by adjusting the column widths.

e. Sort the entries by the Last Treatment Date field. This will help you identify any client who is outside of the 45 day lapse window. 

f. Clients with “N/A” as Last Treatment Date can be found at end of list.

6.  Please contact Luann LeVeck, CCC Secretary, at (517) 853-0495, extension 118, if you have any questions or need assistance with any part of this process
Thank you for your hard work and efforts.

Revised/October 2008
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