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[bookmark: _GoBack]Revenue Chain of Custody Guide
(via Program Assignment)
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.*
[image: ]







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 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: ]
If you are done reviewing the report click “no”, if you still want to remain on the form click “yes”


The next step, you need go to the “Program Assignment” form to view the reporting unit.
*In the Program Assignment form, this is where you will find the recent Reporting Unit that you will write down on the back of the checks.*
To go to the “Program Assignment”, you can either go back to “Home” and search for the form, or click the green plus sign [image: ]  to select the next form.
  [image: ]                                      [image: ]Type form name
Green plus button








This form will open up:
[image: ]

Here, you will find the Program Start Date, Program End Date, Program Assigned, Clinician, and Physician.
You will look for the most recent program start date that does not have program end date.
If all the programs have an end date, look at the most recent end date. That will be the most recent reporting unit. 

*Once you have found the reporting unit, this is the final step. 
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