Making Amendments/Changes to a Service Activity Log 

On signed “Inline” SAL forms (Progress Note, Medication Review, etc.)
The Service Activity Log (SAL) is used to collect data for reporting encounters (numbers of services provided) to the state Department of Community Health and for requesting reimbursement for services. This makes amending SAL fields more complicated than amending other data elements in Encompass. Below is a diagram of the process for requesting an amendment: When a SAL field needs to be changed on a signed form, the staff who signed the form will request the change.  Next, a WCHO fiscal review staff person will make the decision on whether or not the amendment will be made.  Finally, the staff making the request will need to sign the form.

[image: image1]
Request and Make Amendments

1. Click the Amend link to the right of the consumer record you wish to correct to go into the Amendment Request form. 

2. Fill in the following information:

	Field:
	Instructions:

	Forms to be amended Identifiers 
	Form name, date record was originally created and current user name will auto-fill. Change if not accurate. 

	Requested Change
	Enter the correction; this text will be the only indication of what the data to be changed originally was in the document, so be specific. For example, “Change end time from 3PM to 3:45PM” is better than “change end time”. What you enter here will be visible in a text box at the top of the amended document. 

	Amendment Performed By
	Current user name will auto-fill. 

	Date
	Today’s date will auto-fill. 


3. Click SAVE to save the request, Encompass will take you to the document. Now you can request amendments to SAL fields (see below SAL amendment request form taken from a Progress Note).  You may also make amendments to non-SAL fields as well.  Note the instructions at the top: [image: image2.png]3 Change Progress Note - Microsoft Internet Explorer provided by Washtenaw County ITS
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To request a change, enter the change in the appropriate field(s).  
	Field:
	Instructions:

	Begin Time 
	If the Begin Time is inaccurate, enter a value on the right under Requested Value.  Otherwise leave this field blank.

	End Time
	If the End Time is inaccurate, enter a value on the right under Requested Value.  Otherwise leave this field blank.

	Billable
	If the data is inaccurate, enter the correction on the right under Requested Value.  Otherwise leave this field blank.

	Place of Contact
	If the data is inaccurate, enter the correction on the right under Requested Value.  Otherwise leave this field blank.

	Service Date
	If the date is inaccurate, enter the correction on the right.  Otherwise leave this field blank.

	Consumer
	If the progress note was entered for the wrong consumer, use the [image: image3.png]


 button to enter the correct consumer.

	Authorization
	If the wrong authorization was entered, use the [image: image4.png]


 button to enter the correct authorization.

	Check here if you would like the Service Activity Log deleted…
	Follow the direction on the screen.  Checking this box will delete the entire SAL. Delete the entire SAL if you need to change the CPT code. 

	Reason for Request
	Explain why a field needs to be changed so that the WCHO fiscal review staff who reviews requests will have enough information to decide if the SAL needs to be changed, especially if it's been billed or sent for approval.


4. Click Request Change button.
5. After the screen reloads, you will see your request in a grey box at the top. See below. If the requested change needs to be removed, use the Cancel link. [image: image5.png]3 Change Progress Note - Microsoft Internet Explorer provided by Washtenaw County ITS
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6. If amendments need to be made to non-SAL fields, for example applicable Outcomes or the Narrative, make the amendement(s) then click Save & Exit.
7. You will not be able to sign the form until the amendment request has been processed by WCHO fiscal review staff.  You’ll receive an email from Encompass informing you of the outcome of your request.  After you receive the email, follow the instructions below to complete the amendment request. The form must be signed even if the request was denied: it’s possible for a form to be accidentally changed by the reviewing staff person, and all amendment requests need to be signed to be completed even if nothing was changed.
Complete Amend Requests
1. Click the Consumer Information link in the Main Menu. 

2. Click the Complete Amendment Requests link to the right of the menu and all amendment records will be displayed.
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3. If you have made an error in amending the form or have failed to make any necessary changes, click the Amend Form link to go back into the document in change mode and make any desired changes. Otherwise, click Complete Request to sign the amendment.

4. Enter your password and click the SIGN button to sign the amendment. 

Troubleshooting
If you attempt to amend a document but get the error “There is already a pending amendment request for this form” because you’re waiting for the notice that the amended form is ready to be signed, do the following:

1. From the Consumer Information menu click Complete Amendment Requests.  
2. Now you’re in the Amendment Request list, find the request that needs additional changes and click Amend Form, 
3. You will be taken to the form in change mode so you can make additional amendments
4. Click Save and Exit
Sign the document.





You will receive an e-mail informing you that the amendment has been made
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Request Change to SAL fields





Request will be processed by WCHO staff








