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ASAIS Discharge Process


	When you have received the information necessary to complete the discharge summary and you are ready to discharge a person’s record in ASAIS:


	
1. Search for that person’s record
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2. Go to the Profiles and Discharge Summaries tab

3. Click “Add Profile or Discharge Summary”
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	4. Set the fields to the appropriate values:

Type = SA Discharge Summary
Review = Discharge
Review Date = Date of Discharge
Fund Code = SA
Status = Complete
Provider = Your Agency Name

5. Complete all of the information in the summary, paying particular attention to the red-starred fields (required fields).
6. Click “Save and Close Profile or Discharge”
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	7. A new Workflow Wizard (WFW) will appear

8. Click on the first item in the WFW, Review Diagnosis


9. Verify the diagnosis is the same as the most recent record in the person’s file. 
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	10. “Cancel” the Review Diagnosis Tickler (by putting your mouse on the arrow pointing right, you will get a drop down box select Cancel).

11. “Add Diagnosis If Needed” or Cancel that Tickler as well
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12. Click on “Close/Discharge the Enrollment Record”

13. Click on the “Open” Enrollment for your agency
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14. Change the disposition of that enrollment to “Discharged” 

15. A “Discharge Date” field will appear, you should enter the last date of service unless they were in residential then you would enter the next day’s date  when the client left residential (i.e. the client’s last night in the residential was 7/14/2015 the discharge date would be 7/15/2015 the client has to stay through the night for you to bill for residential service  for 7/14/2015).

16. Click “Save and Close Enrollment” (if there are still open facility records for that person, the records will be closed automatically).
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You have completed the discharge/termination process for this person. This process does not affect the ability to bill claims, as long as the dates of the service fall between the open date and the discharge date on the enrollment.
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