CLOSING OUT INCOMPLETE ENCOUNTERS GENERATED IN AHLTA 837


AHLTA will be upgrading to version 838 within the next few weeks.  This new version is incompatible with the current 837.12 version.  It is therefore necessary to complete ALL documentation started in AHLTA prior to the upgrade.  Please review this document in its entirety as it addresses ALL statuses of encounters.  The information below addresses encounters that are older than 24 hours (i.e., not actively being worked).  
	AHLTA STATUS
	ACTION REQUIRED
	COMMENTS

	     In Progress
	Complete documentation

And sign, or if encounter documentation was completed by paper SF 600 and coded ADM, send screenshot to Sonia Wagner.
	Follow Step One

	   Checked-in  CHCS I
	No Action Required
	

	   Blank (pending)
	Close out in accordance

With Comments.
	Assumes patient was not seen; ensure status reflects that of EOD

	   Checked-in 
	Send screenshot to Sonia Wagner
	Follow Step Two

	   Waiting
	Send screenshot to Sonia Wagner
	Follow Step Two

	    Updating
	Complete documentation

And sign, 
	

	    Updated
	No Action Required
	

	    Canceled by Patient
	No Action Required
	

	    Canceled by Facility
	No Action Required
	

	     LWOBS
	No Action Required
	

	    Complete
	No Action Required
	


STEP ONE:  Change appointment selections

After logon, select APPTS from folder list.  Then go to CHANGE SELECTIONS.
Under Clinics:  Select ALL MY CLINICS
Under Dates:  Select appropriate date range (For best results, use small time frames not to exceed 2 weeks with each search or an error message may occur)  If an error message is generated, reduce the timeframe and generate a new search.
Under Provider:  Select ME
Under Status Selection: Select IN PROGRESS   
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Click OK
Select IN PROGRESS encounter and:

1.  Complete S/O by either:

a) Annotating relevant comment in a free text box such as “See hard copy in record”, or


b) Documenting the complete note using Medcin.

2. Complete A/P by entering a diagnosis.  If orders were entered using CHCS do not reorder.  Instead enter a comment under the diagnosis code stating what orders were submitted.


3. Complete the Disposition.


4. Sign the Encounter.
Continue this process until all IN PROGRESS encounters have a status of COMPLETE.

STEP TWO:  Change Selection to INCOMPLETE 
Encounters with status of Updating, complete the documentation and sign.

Encounters with a status of Waiting or Checked-in or any that have been documented on a paper SF600 and coded in ADM will need to be administratively closed by MID.  Please provide a screen shot of the appointment list directly from AHLTA (use the Print Screen button to capture the information; then paste (CTRL V) into an e-mail and sent to Sonia Wagner at wagners@pnw.med.navy.mil
NOTE:  If the provider verifies that encounters showing an AHLTA were completed on a paper SF 600s and the coding entered in ADM, then the encounter can be administratively closed. Providers can request to administratively close those AHLTA encounters in lieu of opening the encounters and completing steps 1-4 above. Providers may elect to have support staff generate screen shot of the appointment list that shows all the encounters that the provider wants set to ADMINCLOSE.  
Encounters are ADMINCLOSED by the MHS Helpdesk.  This process may take several weeks.
For any further assistance, please contact Sonia Wagner at wagners@pnw.med.navy.mil
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