ATR |l DISCHARGE INSTRUCTIONS
January 20, 2009

The ATR Il Voucher Management System has been updated to allow providers to enter service level
discharges as well as program level discharges. Below is a guide for submitting each type of discharge and
the situations in which they are relevant.

Discharge Announcement on ATR |l Log-In Page

Once you connect to the www.abhct.com site, and you have navigated to the ATR Il log in screen, you will
see the following message:

The Web-Based System has been updated. Service ledischarges may now be entered on the “Service Reest
Status” page to indicate that a recipient is no loger in services. Providers may continue to enter dcharge GPRA
assessments on the registration screen when a diaafe interview is conducted. A service-level disclnge and a
discharge assessment are required for all recipiest Please go to the ATR Il Resources page under theading
“General Program Information” for more information on discharges.
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Please log in as your normally would; entering your unique “User Id” and “Password”.

Service Level Discharge

Service level discharges should be entered when:

The recipient is engaged in more than one service with the provider and has completed one of the
services but is still engaged in the others.

The recipient has completed services with the provider but has not completed the Follow-up GPRA
Interview.

The recipient stopped coming to services for more than 30 days.



When entering a Service Level Discharge, go to the registration page (the page you see right after you log
in). Locate the recipient that you want to discharge from services. Click on the “VIEW” button under the
heading “Service Request Status”. (See below)

Confirmation #:| Search I

Last Name: | Register New Client ]
First Name:|
SSN:|

Date of Birth:|
Open Registrations: [
Pending Registrations: [
Follow Up GPRA Due Report [

Follow-up GPRAs Due: 4

Follow-up GPRAs Obtained: 4

Follow-up GPRAs Obtained by ABH: 0
Follow-up GPRAs Percentage: 100%

Registered Client Search Results..

5 Service 6 Month
Client Name Reg Status | Initial GPRA | Contact Sheet Re Request Follow-up
due

ervice
quests
Completed EEI

After you click on the “View” button the page below (or a similar page) showing all services approved will
appear. This is the same screen from which you invoice services. You will note that there is now a column
labeled “Last Service Date”.

Service Requests

Encounter#l _______ Status_______| Service Type JFrom Date[To DatelUnit/$]Invoice Last Service Date

0100021 Approved Bup - HOO2OHG  11/10/2007 3/2/2005 4 [Inwoice )
Client Mame:FRED, FRED
SSM:555 22 6415

Service Requests
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0100042 To Be Reviewed Certified Housing 11452007 12542007 $1.00
01 000S0 Approwved Faith-Based ARS (FEINDY 11552007 115122007 2 [(irvaice )
01 00050 Approved Faith-Based ARS (FEIMDY 1122007 11192007 2 (nwoice )
0100050 Approved Faith-Based ARS (FEIMND) 11192007 11262007 1 [(imvwoice )
[nRululul=1u] Approwved Faith-BEased ARS (FEIMNDY 11262007 1222007 1 [(irvoice )
0100050 Approved Faith-Based ARS (FEIMND)  12/3/2007 12102007 1 [(invaice )
0100050 Approved Faith-Based ARS (FEIMND) 12102007 12472007 1 [(woice )
0100050 Approved Faith-Based ARS (FEIND) 1272007 12242007 1 (invaice J
0100050 Approved Faith-Based ARS (FEIMND) 12/24/2007 12:31,2007 1 [(invaice )
0100050 Approved Faith-Based ARS (FEIMD) 12312007  1/72008 1 [(woice ]
0100050 Approved Faith-Based ARS (FEINDY 172008 1142005 1 (invaice )
0100050 Approved Faith-Based ARS (FEIND) 15142008 15212005 1 (invaice J
0100050 Approved Faith-Based ARS (FEIMD) 1/21/2008  1/28/2008 1 [(woice ]
0100050 Approved Faith-Based ARS (FEIMNDY 1282008 205252008 = [(imvoice )

You may click on any of the “Add” buttons to enter the discharge date. The following screen will appear.
Please note that the start of the authorization (authorization from date) and the end of the authorization
(authorization to date) are listed. In addition, if a service was paid the “last paid service date” will be
automatically filled in. The provider will be required to enter the “Discharge/Last Service Date”. The discharge
date would normally be a date on or after the last paid service date.
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User Name: Stepping, Stone
Provider: | STEPFING STONE (345 SHERMAN &VE..,, NEW HBVEN, CT) |

Client Name:FRED, FRED
SSN:555-22-6415

Service Type:Faith-Based ARS {(FBIND)
Encounter #: 0ip00so

Authorization From Date:hmxznn?
Authorization To Date:lzrzﬁxznna
Last Paid Service Date:l

ischarge/Last Service Date:l Cramd dddwyyyd

By Submitting this date, you acknowledge that services after the
DischargellLast service date will not be paid

Once a discharge date has been entered, the date entered will be transferred to all of the other lines of the
authorization (please see below). Please note that you may not invoice for dates of service after the
discharge date.

Client Mame:DUMNKIN, FESTER
SSN:045-45-2118

Service Requests

Encounter#| _ Status | Service Type ___[From Date| To Date [Unit/ $lInvoice |Last Service Date

0100057 To Be Reviewed Faith-Based ARS 12/11/2007 $0.00
0100061 Approved  Faith-Based ARS (FBIMDY 11102007 11472007 2 [Imum_j 01/15/2008
01000E1 Approved  Faith-Based ARS (FBIMDY 114722007 11242007 2 [Imum_j 01/15/2008
0100061 Approved  Faith-Based ARS (FBIMDY 11/24/2007 12412007 1 [Imum_j 01/15/2008
01000E1 Approved  Faith-Based ARS (FBIMNDY 1212007 12/872007 1 [Imum_j 01/15/2008
0100061 Approved  Faith-Based ARS (FBIND) 12/8/2007 121572007 1  [iwoice )  01/15/20084,
0100061 Approved  Faith-Based ARZ (FEIMNDY 12715/2007 127222007 1 [Imm_j lelSIEDDB@
01000E1 Approved  Faith-Based ARS (FEIMNDY 122272007 12292007 1 [Imm_j 01/15/2008
0100061 Approved  Faith-Based ARS (FBIMDY 1272972007 1/5/2008 1 [Imm_j 01/15/2008
01000E1 Approved  Faith-Based ARS (FBIMDY 15520058 11242008 1 [Imm_j 01/15/2008
0100061 Approved  Faith-Based ARS (FBIMNDY 11222008 141972003 1 [Imm_j 01/15/2008
0100081 Approved  Faith-Based ARZ (FBIMNDY 11192008 1/26/2005 1 01/15/2008
0100061 Approved  Faith-Based ARZ (FBIMNDY 1/26/2008  2/2/2005 1 @ 01/15/2008
0100061 Approved  Faith-Based ARS (FBIMD) 22720058 34172008 1 01/15/2008

Program Level Discharge (Discharge GPRA Interview)

The Discharge Interview must be completed and entered when:

The recipient has ended all ATR Il authorized services with a provider.
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To enter a discharge GPRA interview, select “Discharge GPRA” from the registration screen:

Search ]
Register Mew Client ]

Confirmation #:|
Last Mame: |
First Name: |

I

I

SSN:

Drate of Birth:
Open Registrations: [
Pending Registrations: [
Follow Up GPRA Due Report [

Follow-up GPRAs Due: 4

Follow-up GPRAs Obtained: 4
Follow_-up GPRAs Obtained by ABH: 1]
Follow-up GFPRAs Percentage: 100

Registered Client Search Results..

Service EErIEE Discharge = L=y
Client Name Reg Status Initial GPRA | Contact Sheet " Request Rn Follow-up
Reque Status GP due

Completed | Add ] [l

When entering the discharge GPRA the provider will be asked whether the interview was conducted with the
recipient.

Back |

User Hame: Stepping, Stone
Provider: | STEFPING STONE (346 SHERMAN BVE..,, NEW HIVEN, CT) = |

Client Hame:a, b
SSH:011-02-0333

Was the Interview conducted? Yes m 5
-

If the interview was not conducted, the provider will answer two questions:

Back|
User Hame: Stepping, Stone
Prowider: | STEPFING STOME (245 SHERMAN SVE..,, MEW HOWEMN, CT) = |

DISCHARGE GPRA
APPLICANT INFORMATICON

APPLICANT™S 1Dk 20062
APPLICANT™S HAME: a, b
SSHZ= 011-02-0333

A. RECORD MAHNAGEMENT - DISCHARGE INTERVIEW
Wias the Interviewy Conductedy Mo =

J.MSCHARGE STATUS
1. Date of Discharae (mmidoiyy syl I

2. Client Dizcharge Status | |

If Terminated, reason for termination 1 bl |

Ciher Reason for Termination |

u]
I Complete Save
Partial Save

If the interview was conducted the provider will enter GPRA. All fields on a discharge GPRA are required.
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The GPRA can be partially saved at any of the partial save checkpoints.

Clicking on the “Complete Save” button when all of the fields are filled in, and no
errors are found, will save the discharge GPRA.

Note: If a recipient returns to services after disc harge, the provider must submit a written request t 0
ABH and wait for approval before seeing the recipie nt. Written requests must contain appropriate
information to support the request for more service S.
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