
 
 
Menu Item # 11 – Admissions and Discharges 
 
 

  PROVIDER ACCESS 855 

 1. Staff Functions Menu 
 2. STR Menu 

  3. Services by Location Details 

  4. Update Provider Information 
 5. Service Authorization Menu 
 7. Claims Menu 863 

  8. Integrated Service Notes Display 

  9. Inpatient Tracking Display 
 10. Document Import and Viewing 

  11. Admissions and Discharges 

  12. Financial Information 

  13. Slot Management 
 14. Assessments Menu 
 15. Provider Security Officer Menu 
 16. Management Reporting Menu 
 17. BUI Captivate Trainings Menu 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



The last date of contact with consumer will be displayed at the top of the screen along with the 
last STR date. 
 
 

 
 
 
 
 
 
 
 
 



 
 
 

 
 
 
Numbers 12 and 13 now have a button that explains how to define income and family size, click for details. 
 

 
 
 



Income is defined as follows: 
 

 
 
Family Size is defined as follows: 
 

 
 
If the Employment Status is “Employed Full Time, Part Time, Armed Forces or Seasonal 
Migrant Worker” and the Income is zero, users will get an error message warning them that the 
income should be greater than zero according to the NC-CDW definition as shown below: 

.   



 

 
  
After Question # 33 please enter your staff ID if you are a targeted case manager, click on the 
question mark and do an alpha search like you would to look up a consumer name. This feature 
will allow the Targeted Case Manager to receive a copy of the authorization certification or 
denial. 

 
Special Note: If a consumer has been out of services for more than 60 days a 
new STR must be completed, including updating the LME admissions screen. 

 
 
Enter Consumer’s name in A. If the consumer has a nickname the screen now allows you to enter 
it, the new screen will now show the following fields: 

AKA Last:  
 

AKA. First :  
 

AKA Middle :  
 

Pay close attention to the following fields: admit date in item 2, the unique ID in item 21 and 
diagnosis in item 18a not pictured. Every item in RED is a required field!  We have also added a 
button to click to display the target population screen, target pop and diagnosis must match!  
 
If you enter an SA diagnosis, additional SA information will be required. Admitting the client 
also changes their status from closed to active.  The Maiden name is used for women to 
determine the unique ID.  Social Security numbers are needed for CNDS cross reference, but 
clients do not have to give us this.  When finished click the buttons below: 

 
 
If you finish this screen and leave any required item blank, the system will stop and return to it 
until all required data is present. 
 
Note: This screen must be completed before the system will allow you to enter your claims. 
 



Other items on the menu can be used to update the client’s address if they move or have a name 
change (if a woman gets married) or address or diagnosis changes.  The Guardian info screen is 
optional and is typically used for children. 
 
 

Discharge/Terminati on of a Consumer 
 

Discharge Screen 
Discharge Request 
Security Removal Request 
Display Episodes of Care 

Quit  
 
It is important to always discharge consumers through the LME to ensure we have the most up to 
date information on who is serving our consumers. When discharging or terminating a consumer 
access your Menu # 11-Admissions and Discharges and click on Discharge request you will then 
see the following screen: 

Warning: You are about to terminate/discharge this client!  
Make sure all claims are submitted before you proceed!  

You will lose access to display this client's history!  
Staff: 0000   

Email Address: xxxx@xxx.com  
Provider: 99xxx Smoky Mountain Center  

 
CLIENT ID:  

  ?   
 

Next  
Exit  

Enter the Client ID, and then click next,  
 
 
 
 



 

 
Complete all fields and select next, an email will then be sent to the SMC Service Management 
Specialists who will then review your request and make a determination within five business 
days of whether to accept the request or decline it.  
 

Security Removal Request 
 
 
Discharge Screen 
Discharge Request 
Security Removal Request 

 
The next item Security Removal Request is used to request to have your provider name taken off 
the provider access screen. A screen like the one below will prompt you to enter a client ID, once 
entered it will show a screen very similar to the one above but will state you are about to be 
removed from this client’s record and give you a choice of whether to submit the request.  
 

 
After you click submit, an email is sent to the SMC Service Management Department detailing 
the request you have made. The SMC Service Management Specialists will review your request 
and respond to you within five business days. 
 



 
User: Staff name at provider xxxxxxxx IN C requests security removal from 
client 000000 on date 08/21/2008 and time 15:17.  Your Email  
mailto:xxxx@provider.com   A SMC Care Manager  will respond when this 
request is completed.  
 
 

Discharge Screen 
Discharge Request 
Security Removal Request 
Display Episodes of Care 

Quit  
 
 

ADMIT DATE  TERMINATION DATE  

Dsp  04/06/2008   
 

 
 
If you click on “Display Episodes of Care” an admission and termination date field appears. This 
tracking system keeps a record of each consumer episode of care. An episode is defined as an 
admission into the system through discharge.  


