To Link FFS Episodes to the MH Financial Episodes

Summary of actions needed to take care of of the financial information for FFS client, assuming the client exists in Avatar and a FFS episode is already open.
NOTES: If an MH Financial Episode already exists, you do not open a new one, you just need to check the financial Eligibility form for the MH Financial episode, and see if the information is up to date.
[bookmark: _GoBack]There should only be one MH Financial episode, and it will never be closed.
IF CLIENT ALREADY HAS A MH FINANCIAL EPISODE:
1. Verify or enter financial information in the Financial Eligibility form for the MH Financial (not the FFS episode)

· With the client’s name selected in the Recent Clients box:
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· Search forms for Financial Eligibility and  open:
[image: ]
Search Forms for Financial Eligibility










· Double click the line for the MH Financial in the Financial Eligibility pre-display:
[image: ]Here


· Review the financial information in the form, if information matches what you have, no action is needed. Update if necessary.
· Rearrange guarantors if necessary (the system will tell you if you need to rearrange).
· They should be: Guarantor #1 OHC listed if they have, #2 Medical, #3 County MH. See below.
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Click Submit-takes you back to the Home screen:

2. Linking the Financial Eligibility of the FFS episode to the MH Financial episode.            
· With client’s name selected in the Recent Clients box, Click on the Financial Eligibility form to open the pre-display.Here
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· Pre-display shows here, double click on the appropriate FFS episode if more than one
         [image: ] 
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· Select YES in the “Link To Financial Eligibility From Another Episode”.
· Below that Select the MH Financial episode from the “Episode to Link to” dropdown that became acquired after you clicked YES in the field above.
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· Click Submit-after these actions, the financial elig of the FFS episode is now linked to the financial elig of the MH Financial episode.
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