Amending a Progress Note
On hand-written/hard-copy documents, the medical requirement for making a change is to cross out the error, write in the correct information and then initial.  In electronic records, information is either layered over (creating a new document) or replaced.  

For security, personnel, and liability reasons, once an electronic document is signed, it is considered complete and not changeable.  The Amend function allows for the limited correction of errors such as misspellings, poor grammar, etc.  It should not be used to make wholesale changes or additions to information. 

The Amend function requires that the reason for the change be entered and this reason becomes part of the document.  

For illustration, the Progress Note amendment process is used to illustrate the process, but it is basically the same for all documents that offer the amend function: 

1. request using the Amend link, 
2. add a reason, 
3. go to the document to make changes, 
4. go to the Amend Cue to sign the changes.

The Amend link appears on the Progress Note listing after the note is completed (signed).
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Click on this link to open the Add Amendment Request screen.

Fill in the reason for the amendment in the Requested Change text box and click on the Save icon
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This will open up the Change Progress Note screen.
This is composed of the SAL (if it is a billable note) 
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and the Progress Note.
[image: image7.png]Change Progress Note - Windows Internet Explorer

Ele Edt View Favortes Toos belp

% 40 | @chongeprogress ote [ - -4 @

N/
’)A({ Saginaw County Community Mental Health Authority Eﬂ@!ﬂp&

Back Home || Logout || Help |mimessages Change Progress Note

|Service Activity Log Change Request

Requesta Change
CurrentValue  Requested Value

Begin Time 8:15 AM o o

EndTime 8:30 AM 930 |[am ¥

Billable: Yes ~ Selecta Valie

Place of Contact  Office.

“SekctavVae V.

ServiceDate  02/23/2007

Consumer Saginaw D. Test [Tookup)] [Clear | b
e

Authorization [Tookup)] [Clear |

[ check here if you would like the Service Activity Log deleted (this Form does not refer to a billable:
service or the CPT Code needs to be changed)
Reason for Request

wrong time|

E——

Request Change
Service Date & Time  [Locatio
patd Bsgn ¢ Hospital ¢ Community (- Homeless Shelter
23/2007 Tim: @ Office (= Jail (- AFC/CLS Home
S5 AM

(" School (" Nursing Home (" Emergency Room

[ind Time] M. Pleasant-Intermediate Care Facilty
(" Home (" Other a
30 AT Grgin) " Inpatient Psychiatric Facilty (Local or
State)
Contact et T £l

TIVE-OUT I: 53 Minutes, 54 Seconds (5 / Tsedswes oo -




[image: image8.png]Approve Amendment Reguest - Windows Internet Explorer,

~ [ htplisencompass.sccmha.orglegrbin/WebObjects/SCCAdmin. woajwol675.3.5

Ele Edt View Favortes Toos belp

9 0| @ somove Amendnent Reuest [

N7
R s0inaw County Community Mental Heaith Authority

Back Home || Logout || Help |mimessages

En(ompass

Approve Amendment Request

e **** ATTENTION **** The Encompass system will shutdown at 11:00AM for 15 minutes.  [ciggr)|
138 Pplease logout before 11:00AM to avoid losing any work.

1 Requests

Date Requested By Document Identifier

02/23/2007 Thomas Peck Progress Note 2007-02-23 Thomas Peck Complte Request

Coraimar: Sagian D. Tes (12)

Back Home

Friday, February 23, 2007 10:45 AM Eastern Time.

mend Form

Thomas Peck

TIME-OLT IN: 59 Minutes, 57 Secands

[§ / Trusted stes

# 100%





If it is the SAL, (in the example the time), then this must be noted in the Reason For Request text box.
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Then enter Request Change.

This will then take you back to the Note section to correct the non-SAL sections of the Progress Note.

After making the changes then press the Save and Go To Amendment Cue icon.
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 Select the Complete Request link
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This will open up the form for your signature.  After entering your password, click on the Sign icon.


If the Amendment could not be completed in one session, it will stay in the Amendment Cue.  This can be accessed by going to the Signatures and Approvals screens and using the link for Approve Amendment Request.  From this link you can either approve the amendment or do more changes.
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