Page 1 of 10

[bookmark: _GoBack]Revenue Chain of Custody Guide
(Via Crystal Report)

Log in to MyAvatar by entering “Username” which is your employee’s number and your “Password”. Click on Sign In
[image: ]


· Start by searching for the client. You can either type in the “Search Client” bar or by Clicking on “advanced”
· In the “Search Client” bar, you can search by: 
· Client last name, first name
· Client ID number or Account number


[image: ]Type in here



For an advanced search, you will click on “advanced” that’s next to the “Search Clients” bar.
[image: ]Click here



Once the client is found, you will then go to the “Search Form” bar and type in “Client Ledger”. 
*In the client ledger, you will be able to view the balance if any.*
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The form will open up:
[image: ]
Fill in the following:
Client ID: 					  Enter the Clients ID number
Claim/Episode/All Episodes: 		  Select All Episodes
From Date: 					  Enter 01/01/1999
To Date: 					  Enter the current date
Display Zero Dollar Payments/Adjustments: The check on “yes” should automatically be checked
Ledger Type: 					  Select “Simple”

-Click on Process












The report opens up.  Here you can check for the total balance on the clients self-pay.

[image: ]
Once you have reviewed the ledger, click on the red X Dismiss this will bring you back to the form and will ask the following question
[image: ]
You still want to remain on the form. Click “Yes”.
In the next step, since you have remained in the same form, you will want to go to “Ledger Type” and change the type to “Crystal”.
[image: ]Ledger Type
Crystal

-Click on Process


The report opens up. On this report, you will be able to click on the Blue links to view more information about the services.
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Here, you will click on the most recent date of service. In example, you will click on Date of Service 01/08/2019.
[image: ]








After you click on the blue service date, this report will open which will give you the Providing Program which is the Reporting Unit.
[image: ]
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**Once you have found the reporting unit, this is the final step** 
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COUNTY OF SAN BERNARDINO

303 E. Vanderbilt Way
San Bernardino CA, 94150026

Client Account Ledger
Client Name: RIPLEY.ELLEN Diagnosis History
S = Graph of Charges and Payments By Month
Selected Episode: AL
Episode Date of Fall Guarantor  Guarantor  Claim Tine
Number Service  Service Description  Units Charge  Guarantor Name Lisbility  Payments Number  Balance
Episode 1 Admit Date :08/14/18 E M MODERATE 60.00 § 438.00 Self-Pay MH $ 438.00 0.00 6850 438.00
081072018 Discharge
Date : 10/10/2019
Episode 1 Admit Date :01/08/19 ASSESSMENT-T! 15.00 § 52.50 Self-Pay MH $ 5250 20.00 519 32.50
0810712018 Discharge
Date : 1010/2013 Subreport Guarantordetal
Grand Totals 49050 20.00
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Date Of Service :
Service Code -
Service Description:
Provider Name :
Providing Program :
Providing Location -
Service Duration:
Accounting Period:
Appointment Status :
Charge Category:
Original Service Code:
Data Entry Date :

Data EntryBy:

Detail Service Inform ation

1/8/2019
331
ASSESSMENT-T1
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15.00
1/312019
No Entry
Mode 15 - Outpatient

1/18/2019
Rodriguez, Martha
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