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Ohio Living MatrixCare System
Admitting/Discharging Residents and Swapping/Moving Beds

You cannot enter Orders into MatrixCareCare for a Resident unless they are admitted into a
bed. This document explains the process for adding a resident to the system, if they are not
already in it and then admitting the resident.

ADDING NEW RESIDENTS

Adding a new resident is the first step in the admission process in MatrixCare. When you add
a resident, the resident record is saved in the MatrixCare database. However, at this point,
the resident is NOT active nor is the resident included in census or occupancy calculations.
To complete the admission process, you must enter an Admission census record with the date
and time of admission, the primary payer, and unit/room/bed information. In many cases,
the resident will have been added by marketing prior to the admission and you will only have
to review/confirm information on the top of the Face Sheet and then complete the bottom of
the Face Sheet (providers, contacts and allergies).

UNIT ACCESS

The system permits assigning a specific unit or units for viewing and access. This is done for
clinicians to focus on the residents they are working with and their associated messages. You
must be sure that you are accessing all units before you search for a resident to do an
admission. If the resident was previously admitted to a different unit than you are assigned
to, they will not appear in your search.

When you first logon to MatrixCare, you have the option of selecting all units:
1. After you logon, the system will display the unit that you are assigned to. At that time,
you can click on Check all to select all units. Click on Save.

Corp id I (FE RAI | Provider

Select Unit
Check sl | Clear sll
unit(s):| [ Mursing Specisl Care
I Rahabilitation Unit
7 skilled Mursing East
[~ skillad Mursing Morth
7 skilled Mursing West

If you are working in MatrixCare and you need to admit a resident, you must be
sure that you are accessing all nursing units:
2. Go to the Facility Tab and click on Select Unit.

3. At that time, you can click on Check all to select all units. Click on Save.

Check all | Slear all
Unit(s):| ¥ Mursing Special Care
7 Rehabilitation Unit

[T skilled Mursing East

I
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RESIDENT SEARCH
1. From the Resident tab select Search Resident.

2. Enter the first few letters of the last name of the resident.
3. Check all boxes in the Status field.

4. Click on Search.

arporate | Messages IETETITNd Reports | Facility | User | RAIL | Menu id i e

Search Residents

Please enter search criteria and select search.

Last Name: First Name: | |
MR#:

|
unit: | |-- Select One -- | Attending: | Select One
I_

Associated Payer Type: - Select One -- LI Associated Payer Name: I-- Select One -- LI

'ﬁ Status: | ¥ active [¥ Inactive |¥ OQutpatient [V Outpatient Discharged Check all | Clear all

Search R
Search Results - 1 Residents Add resident
“m
Skilled Mot
Panda, Brenda Sue 1501634-01 Mursing Medicare & - Training Sys Discharged

East Assigned

5. Ifyou find the resident, click on their name (if you receive a Duplicate Resident
message, refer to the Duplicate Residents section on page five). Review/Confirm the
information on the Face Sheet. If changes are needed, click on the Update button and
make necessary changes and click on Save at the bottom of the page. Then proceed to
Completing the Face Sheet section on page Six.

Hospice *Medication Kestrnctons
Other Uthgr Treatment
Restrictions

*Items pull te MDS question 410

Alerts
Alerts: | Mone Specified |
—
Providers Add Provider
I I "

6. If the resident is not listed in the Results, click on the Add Resident link.

7/1114 Page 3 of 21



Ohio Living MatrixCare System
Admitting/Discharging Residents and Swapping/Moving Beds

Corporate | Messages RICETLEGS Facility | RAI | Provider

Search Residents

Please enter search criteria and select search.

Last Name: IIShaw ‘ First Mame: I
R [ |
Unit: I—— Select One -- -] Attending: I—— Select One -- 1
Filter search to: ¥ Show anly Qutpatient Residents [ Include Inactive Residents
L
Search Results - 0 Residents Add resident

There were no residents that match your search criteria, Please try again.

COMPLETING THE RESIDENT INFORMATION

1. Fill in the fields completely. The bolded fields are required. Enter the demographics
and
history information. If you have the previous address information, be sure to put the
phone number in the second line of the Previous Address field. In the payer section,
enter the SSN and/or Medicare/Medicaid numbers. Do not enter dashes in the SSN or
in the Medicare/Medicaid numbers. The primary payer is not entered here; it is
selected when you enter the first census record for the resident. The medical record
number will be automatically assigned by MatrixCare. In the Advanced Directives
section select the corresponding check boxes to indicate the resident’s advanced
directives. Every resident must have either Full Code or the appropriate DNR status
selected.

N B el B

Add Resident

Demographics

Nursing Facility: | Westminster-Thurber Mursing
Resident Name: | First: | Middle: | Last: |
Preferred Name: | |
Sex: | [-- Select One -- = |
p.0.8.: | |
Language: | | race: | [-- Select One -- |
Rg""’“’“";:l‘;: — Religion: | [-- Select One —- =1
Marital Status: | [-- Select Gne - =1
History
Previous Address: | | Pravious Occupation: | |
I Maother's Maiden Name: | |
city: | | Military Service: | |
state: | [OH [ =
zies | ]
County: | [
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Ohio Living MatrixCare System

2. Once all information has been added, click on Save at the bottom of the screen.

Payer Information

Primary Bayear:

SSM:

[tz1-12-713121=

hadical Racord #:

Auto incremented record number to be

created by system an save

Madicare #:

[1z11z1131=A

Advanced Directives

rMedicaid #:

Living wrill=

?I

Do not resuscitabe:

Do not hospitalize:

Organ donation:

Autopsy request:

Feeding restrictions:

Medication restrictions:

0100

Other treatment
restrictions:

J10(0(0

Alerts

Alerts:

i 22|

=i

Cancel Save

h

3. You will receive a message that says the Face sheet was added successfully. However,

no census (admission) has been added yet.

Messages JICEELENH Facility | RAI

View Resident
+ Ié Fudd, Elmer

| Face sheet was added successfully

Physician:

Room/Bed:

DUPLICATE RESIDENTS
We are not able to combine resident records in MatrixCare. When adding a resident into
the system, if you receive the following message please carefully consider what to do.

Photo:

Upload photo

The message is alerting you that you are attempting to add someone who is already in the
system with the same name and/or birth date or SSN. You have three options:

1)
2)
3)

Modify will allow you to change the information you are adding
Cancel will stop the process altogether

Save will allow you to continue entering (possibly adding a duplicate resident). The
ONLY time you should click on Save at this point is if you are absolutely certain that
the person you are adding is correct (the name, SSN and/or birth date are the same as

another resident in the system).

If you don’t do any of the above and instead click on the Census link under the Current
Resident you will be able to access the resident’s record that has the same information.
This will take you to the census information for the resident already in the system; you can
then view their Face Sheet to verify if it is the correct resident. The Face Sheet you started
will not be saved and you will not create a duplicate Medical Record.

7/11/14
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Add Resident

Matrizz has identified a possible duplicate rasident record to the one you are currently adding, & resident(s) with a
name similar to 'Berry, Cran' and with a date of birth of '06/13/1960" already exists in the system (see below for
existing resident information), Please choosze one of the following options in order to continue,

Mote: If the resident is found in the current facdility then the Census link will take you to the existing resident's
census and will cancel the face sheet you have started,

Click Modify to edit the new resident being entered. Modify
Click Cancel to stop the entry of the new resident. Cancel
Click Save to add the new resident as entered, Save

Current Residents

OPRS Training Facility Barry Cran 0&6/13/1960 456-234-5634  Discharged Census

COMPLETING THE FACE SHEET
1. Scroll down the page to enter the provider information. The attending physician must
be added as a provider prior to entering the census record for the resident. Click on

Add Provider.

Providers P

Mo providers assigned yer,

Contacts add Contact

Mone Listed

Allergies Add allergy

Categery “ Starthate --

Mo recorded allergies

Current Diagnosis Add Diagnosis

Date e -

Mone Listed

Yiew disgnosis histary | AR claims sequencing | Slinical sequencing

2. Select the type of provider ( providers are physicians, pharmacy, lab, radiology,
hospice, etc. but in this example select physician) from the drop-down list and click on
Search.
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Search Facility Provider
+4 Fudd, Elmer

Provider Role: | | -- Select One -- ;I ‘

Internist -

Laundry Service

MP/PA
Ophthalmologist

Optometrist
Qxygen Service
Pharmac

Psychiatrist

4

Achieve

3. Select the appropriate physician. Then select the appropriate Responsibility
(attending) for the physician. Click on Save. Note: the medical director must be
added to every Face Sheet (Responsibility to be Alternate) unless he/she is the
attending.

- mmew weE ma oW

(riaceages TR aciiy | Rar

Search Facility Provider
+ 5 Fudd, Elmer

Resident

| Provider Role: | [Fhysician =1

Physician Search Results

Physician: -- Select One -- =
--.Select One -- s
Responsibility: Dr. Harvey Benson
Dr. Mathew Blair Sr
Dr. Christopher Flint

Dr. Robert K James - -

Biliy JocEob A —
Dr. Robert Johnsan
army lvnn

Cr. Ivan M Rogers
Dr. Jarmes Srith
Dr. Ruth L Stevens =

Rl A ~hicxne

4. Next add the resident’s contact information. Scroll down and click Add Contact.
Providers

“-

Physician Cr. Ivan M Rogers - Atbending [E54)] 321-5987
Contacts & Add Contact

Maone Listed

allergies Add Allergy

R “ Start Date --

Ma recorded allergies

Complete all fields entering all contact information. When complete click on Save, or
if adding multiple contacts, click on Save & New.
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| + 5 Fudd, Elmer

Contact Information
Relationship: | [-- Select One -- =]
Contact Name: | [ = | Fivse: | mr:[ | Lase | Titde: [

I Primary Phone: | [ | | Eee]
I [FrHene =1 | T 1T lewel |
I [Frene =0 |1 1T Tewel ]
State: | [IL ~ m I—I—I— Ex"—l—

zips || [Frene =0 |1 1T Tewel ]

Addrass:

Responsibilities

Responsibilities:

5. Now add Allergy information. Scroll down and click on Add Allergy. This should be
done even if the resident has no known allergies (select No known Allergies).

allergies add alleray _

it “ Starthate --

Mo recarded allergies

Current Diagnosis Add Diagnosis
e e o]

Mone Listed

6. Enter the appropriate information and start date (this can be the date of admission).
Click on Save.

Messages

Resident

Add Allergy
i Fudd, Elmer

Allergies: | [ Resident has ne known allergies (MKA)
T Resident has no known drug allergies (MED &)

Begin Date: | | ez
Select Category: | |-- Select One -- vl

S Eelect One -
Drugs |

Enwironrnent

S

¢

You are now ready to put the resident in a room. This is done by updating the Census.

7. Do not enter anything in the Diagnosis section (unless an AL resident — see Creating
the Face Sheet Section).

ADDING THE CENSUS

Once a resident has been added into the system via the above process they have to be
admitted into a bed to activate them in MatrixCare. Before you are able to admit the resident
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Admitting/Discharging Residents and Swapping/Moving Beds
into the MatrixCare system, you have to know a few key things, such as where they are

coming from, what type of

admission it will be and what the payer source is. Based on these answers how you admit a
resident is a little different. There are, however, a few things that are always the same.

To get started do the following:
1. With the resident selected, from the Face Sheet Click on Census.

N %A Wl BN

View Resident

4 Fudd, Elmer

Physician: | Dr. Ivan M Rogers

Room,/Bed:

Status: | Unknown

Photo:

2. Select Add.

[ L TN PN

Resident Census

i Fudd, Elmer

Census Records

Mo Cenzus Records.

3. Click on the drop-down box to select the Census Event (always Admission).

[ L TN PN

Resident Census

4 Fudd, Elmer

Cancel Save

Date: [02/02/2007 | [ Time: |[08 =]: [4 =] [am =]
> Census Event: || -- Select Census Event Type -- B2
-- Select Census Event Type --
Primary Payer: || Outpatient
Prefdmission Hald
Unit/Room,/Bed: |PAdmizsion Select bed
Motes: ;I
[

4. Click on the drop-down box to select the Admission Source. The three most used
are- Transfer from Hospital, Transfer from SNF (used if they are coming
from another facility) or Transfer from Other (used if they are coming from

home)

7/11/14
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| + 41 Fudd, Elmer

Cancel Save

Date:

[oz/02/2007 |7

Time:

Census Event:

[ admission

Admission Source:

-- Select Admission Source --

=

-- Select Admission Source --

=
=l

Admission Type:

Physician Referral

Primary Payer:

Clinic Referral
HMO Referral
Transfer from a Hospital

Unit/Room,/Bed:

Transfer from a SMF
Transfer from Other

MNotes:

Emergency Room
Court/Law Enforcement
Information Mot Awvailable

Select bed

Transfer from a Critical Access Hospital ¥

|
||

Cancel Save

5. The Admitted From and Referral Source fields are not required but should be
completed for reporting and tracking purposes. The Admission Type field is
required. Click on the drop-down box to select the Admission Type. This will
always be
Elective.

Census Details

[“Cancel s

Date:

7T

Time:

[08 v]:[33 w]PM V]

——

7/11/14

Census Event: | Admission Vl

Admission Sourca: |Trar|5fer from a Hospital Vl
I:‘ Return to Acute Reporting?

Admitted From: | Doctor's Hospital Vl

Referral Source: | Senior Independence vl

Admission Type: | Elective Vl

6. The next step is the payer source. Click on the drop-down box to select the Payer
Source. This can be the most confusing and the easiest to make a mistake on. This
is where admitting a resident varies. The most commonly used payers are:
Medicare A, Non Entry Fee Private, Entry Fee Private, Medicaid Room and Board,
Medicaid Hospice, and the MNS tab. The Medicaid Therapy tab should never be
used. The simplest admissions are Non-Entry Fee Private & Entry Fee Private. If
unsure of the payer, select Non-Entry Fee Private (billing can correct it

later).
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IDZ;"'DS.-"’ZDD? E ‘

[10=]: [s6 =] [am =]

Date: Time:
Census Event: |-- Select Census Event Type -- ;I
Primary Payer: || Medicare A - Medicare Part A =]

Level of Care:

Non-Entry Fee Private - Private
Payment Plan - Private

Unit/Room/Bed:

Medicaid Room and Board - Medicaid (&
Medicaid Therapy - Medicaid (State)

Notes:

Hospice Medicaid - Hospice
Medicare & - Medicare Park &
anthern - HMO/PPO

Managed Care - HMO/PPO

MNS-Aetna - HMO/PPO
MMS-Emerald Health - HMO/PPO

Anthern Senior Advantage - HMO/RPO |

-

Select bed

[
|

-

Cancel | Save

7. For both the Non-Entry Fee Private & Entry Fee Private, the Level of Care is always
None (which will be the only option). Click on the drop-down box to select the

Level of Care.

IDZ.-"’DS.-"’ZDD? 3 ‘

Date: Time:
Census Event: Indmission ;I
Admission Source: |Transfer from a Hospital -]
Admission Type: I Elective ;I
Primary Payer: |Private - Private -]
Level of Care: FNone S |
Unit/Room,/Bed: I Selectbed

MNotes:

|
||

Cancel Save

8. Now select the Unit/Room/Bed. Click on the Select Bed link.

Admission Type: || Elective Ea
Primary Payer: IF‘I’iVate - Private ;I
Level of Care: I-NDHE |
Unit/Room/Bed: I Select bed :

Motes:

7/11/14

Cancel Save
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9. Scroll to the unit where they are located in the building. Click on the plus sign to
reveal the  beds for that unit.

+ Unit: Windy ¥illas (WY¥)

Building: Skilled Care Center

' Unit: East (E)
Unit: Mearly Deceased Wing (NDW)
Unit: Morth (N)

Unit: South (5)

HH BB E

Unit: West (W)

10. Now select the specific bed you want by clicking on Select Bed.

Room: 404
Bed: & Type: Semi-Private Bed Duwally Certified Bed Select Bed :
Bed: B Type: Semi-Private Bed Dwally Certified Bed Cccupied Byr Blanch, Patella Uwula (L)

Room: 405
Bed: & Type: Semi-Private Bed Duwally Certified Bed Occupied By:  Saunders, Stephen E (M)
Bed: B Type: Semi-Private Bed Dually Certified Bed Cccupied By: Buckeye, Brutus Iama (L)

Room: 406
Bed: A Type: Semi-Private Bed Duslly Certified Bed Occupied By

11. Once you have done that, the screen will take you back to the census page. Click
SAVE if the info is correct. If some of the information is not correct, change
accordingly.

Resident Census
+ 4 Fudd, Elmer

Cancel Save

Date: |[02/03/2007 | 9] Time: |[10 =: [+ =] [am =]
Census Event: |Rdmissi0n d
Admission Source: || Transfer from a Hospital ~1
Admission Type: | Elective d
Primary Payer: |Private - Private d
Level of Care: || Mone ~1
Unit/Room,/Bed: (| Select bed
Motess J
|

cancer [ .. [PTI

WHAT TO KNOW ABOUT MEDICAID ADMISSIONS

For the Medicaid Room and Board or Medicaid Hospice the process is generally the same. It
will have a Patient Liability Tab with a dollar amount in it. Do not do anything with this
blank. It should read 0.00, the billing office will fill that in accordingly. That is the only
difference for the Medicaid admissions. Continue to select bed as usual and save.
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The two most confusing admissions are Medicare and Insurance. They require more
information than the other payer types.

WHAT TO KNOW ABOUT MEDICARE ADMISSIONS
Choose Primary Payer: Medicare A, then check the box New Benefit Period. Enter
Medicare A days used at another facility: Keep that number at O.

Occurrence Span: This is always 70 Qualifying Stay Dates.

Occurrence Span Begin Date and End date: This means hospital days of admission. If they
were admitted on Feb 5t and discharged from the hospital on Feb 8, the begin date is Feb
5th and end date is Feb 8. It is very important that the information is in there and
accurate. If you have a resident

that had a qualifying hospital stay but went home first before coming to your facility, always
use the hospital admission date and discharge date. For example, Resident A went to hospital
on Feb 5th was discharged to home on Feb 9t but came into your facility on Feb 11th. Her
occurrence span begin date is Feb 5t but end date is Feb 9th,

Level of Care is always NONE.

Primary Payer: || Medicare & - Medicare Part & =1

W Mew Benefit Pariod?

Enter Medicare Part A

Days used at another | |0

facility:

Occurrence Span: || -- Select Occurrence Span -- |
DOccurrence Span Begin 02/03/2007 3
Date:
End Date: | |02/03/2007 3

Level of Care: | d

Unit/Room/ Bed: Click on Select Bed, this is the same as before then click on Save.

WHAT TO KNOW ABOUT INSURANCE ADMISSIONS

The actual admission is basic, the confusion lies in which insurance tab to use. If the resident
is AETNA or MEDICAL MUTUAL you always choose MNS - Aetna or MNS - Medical
Mutual. If the resident has another insurance, specific instructions can be given. Itis
uncommon to have a resident with another insurance.

Level of Care: Itisalways LEVEL 1. Insurance residents are the only residents in which you
can select a level for.
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Date: IEIZ;"'DS.-"ZDD? E ‘ Time: IDQ vI:|25 v”MI'\"I 'l
Census Event: |Information Change d
Primary Payer: || MNS-Aetna - HMO/PPO =]
Level of Care: J
-- select Level of Care -- . .
EatientStatus Code: |[Level 1 tpatient services. d
Level 2 =
Unit/Room/Bed: ||LEvel 3 Selectbed
Motes: ﬂ
| |

Unit/Room/ Bed: Click on Select Bed- the same as before and then save.

DISCHARGING RESIDENTS

There are several scenarios where a patient can be discharged. They may be going to the
hospital for an admission or observation, they may be going on a therapeutic leave or they
may be discharged permanently from the facility.

Updating the system for these events is done in the Census area.
1. Select the resident by clicking on the Resident Tab and then Census. Enter the

first three letters of the last name. Click on Search. The results will appear below
search criteria.
2. Select the resident by clicking on the name.
Messages WiCEL NS Facility m
Search Residents

Please enter search criteria and select search.

Last Name: |Queue First Name: ISuzie
MR#: | |
Unit: | Select One -- | Attending: | Select One -- =]
Filter search to: [ Show only Gutpatient Residents [ Include Inactive Residents

Search
Search Results - 1 Residents Add resident
—
Queue, Suzie a263-01 East 20944 Raobert Johnzon In House

3. The Resident Census page appears. Click on Add to update the census.
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Resident Census Teach e [0
5 Queue, Suzie
Census Records Bed Swap m —

Datellll.r““e Le“el Of (:are “ UnitrIIRoon‘lrl‘Bed --

Private East/ 309-4
Frivate Semi-Frivate Bad

02/05/2007 07:51 AM  Admission Mone Edit  [Delete

4. Click on the drop-down box to select the type of Census Event (refer to attached
table of Discharge Reasons).

Messages BEELELIE Facility m
Resident Census

el Queue, Suzie

Cancel Save

Date: IDZ.-"'DS.-"’ZDD? H Time: IDZ vl:|31 v”PM vl
>
» Census Event: || -- Select Census Event Type -- ;I

Primary Payer: || Information Change

Hospital Leave

Level of Care: || Therapeutic Leave

Discharge - Return Mot Anticipated
Discharge - Return Expected
Expired

Unit/Room/Bed: Selectbed

Notes:

=
H

Cancel Save

5. Click on the drop-down box to select the Leave of Absence Code — as appropriate
(refer to attached list of Discharge Reasons). The Discharged To and Discharge
Reason fields are not required but should be completed for reporting and tracking
purposes. Level of Care will default to the admission (always none unless an
insurance admission).

pate: [07/11/2014 | Time: || 08 W ]:[54 v[PM v|

Censns Event: |H05|:|ita| Leave vl

ey Leave of Absence Code: [ 01 Billable LOA v|
Discharged To: | -- Select One -- Vl

Discharge Reason: | -- Select One -- Vl

Primary Payer: | Mon-Entry Fee Private - Private Vl

Level of Care: || None v|

Patient Status Code: | 30 Still patient or expected to return for outpatient services. W
Discontinue Orders: | () ves (®) ng
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6. Click on the drop-down box to select the Patient Status Code (refer to attached
list of Discharge Reasons). Make sure that with Hospital Leave the code is always
30 - still aresident. It is very important to remember to select the correct code. This
appears on the bill and affects the census reporting.

Resident Census

+I[5 smith, Jane [ENKST

Census Details

=1 E3

Date:

oo |78 \

Census Event:

[Haspital Leave V|

Leave of Absence Code:

-- Select Patient Status Code --

01 Discharged to home or self care (routine discharge)

02 Discharged/transferred to hospital for inpatient care

03 Discharged/transferred to SNF with Medicare certification in anticipation of covered skilled care

04 Discharged/transferred to ICF

05 Discharged/Transferred to a Designated Cancer Center or Children’s Hospital

06 Discharged/transferred to home under care of organized home health service organization in anticipation of covered skills care
07 Left against medical advice or discontinued care

20 Expired (or did not recover - Religious Non Medical Health Care Patient)

21 Discharged/transferred to Court/Law Enforcement

30 Still patient or expe pati i
40 Expired at home (hospice claims only)
41 Expired in a medical facility, such as a hospital, SNF, ICF or freestanding hospice (Hospice claims only)
42 Expired - place unknown (hospice claims only)

43 Discharged/transferred to a Federal hospital

50 Discharged/transferred to Hospice - home

51 Discharged/transferred to Hospice - medical facility

61 Discharged/transferred within this institution to a hospital-based Medicare approved swing bed

62 Discharge/Transferred to an inpatient rehab facility including rehab unit of 5 hospital

63 Discharge/Transferred te a Medicare-certified long term care hospital

64 Discharge/Transferred te a nursing facility certified under Medicaid, but not certified under Medicare

65 Discharged/transferred to a psychiatric hospital or psychiatric distinct part unit of a hospital

66 Discharge/transfer to a Critical Access Hospital

69 Discharges/transfers to a Designated Disaster Alternative Care Site

70 Discharge/transfer to another type of health care institution not defined elsewhere in the cods list

71 Discharge/Transferred/Referred to another institution for outpatient services (Discontinued)

72 Discharge/Transferred/Referred to this institution for cutpatient services (Discontinued)

< 81 Discharged to Home or Self Care with a Planned Acute Care Hospital Inpatient Readmission
L~ |82 Discharged/Transferred to a Short Term General Hospital for Inpatient Care with a Planned Acute Care Hospital Inpatient Readmission
Session will expire in approxin 4.Piseharasd/Iransferred to @ Skilled Nursina Fa NF) with Medicare Certification with a Planned Acute Care Hespital Inpatient Rea

Discharged To:

Discharge Reason:

Primary Payer:

Level of Care:

Patient Status Code:

Discontinue Ordars:

Unit/Room/Bed:

MNotes:

7. Select the appropriate radio button regarding discontinuing orders. Orders
should be discontinued with any discharge other than Therapeutic
Leave. If you make a change on the page after you select the Yes button to
discontinue the orders you will have to select Yes again before clicking on Save.

Discharge Reason: || -- Select One -- hd|
Primary Payer: || Non-Entry Fee Private - Private ~|
Level of Care: | None ~|
Patient Status Code: || 30 Still patient or expected to return for outpatient services. v
» - _
» inue Orders: | () ves (® no
Unit/Room/Bed: Select bed
Motes: |
<

Session will expire in approximately 13 minutes.

8. Click on Save at the bottom of the screen.

SWAPPING BEDS

Swapping beds means that you are switching two residents. To swap the assigned bed for a
resident you must perform a bed swap. Please note, this is only done, if you are actually
switching the same two beds.

1. Select the resident by clicking on the Resident Tab and then Census. Enter the first
letters of the last name. Click on Search. The search results will appear below the
search criteria.
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2. Once reS|dent name appears, select the resident by clicking on the name.

Messages BEEELINE Facility m
Search Residents

Please enter search criteria and select search.

Last Name: |Queue ‘ First Name: |Su2ie
MR#: | |
Unit: | Select One -- ] Attending: | Select One -- =]
Filter search to: [ Show only Qutpatient Residents [ Include Inactive Residents

Search
Search Results - 1 Residents fidd resident
: Queue, Suzie 3263-01 East 309/ Robert Johnsan In House

3. The Resident Census page appears. From the Resident Census page, click Bed
Swap.

Messages WIEENNE Facility m
Resident Census

=] Queue, Suzie

Census Records Bed Swap Add
CEEB UL Level of Gare “ Unit/Room/Bed -

Private Easzt/309-A
02/05/2007 07:51 AWM Admission Mene frivare Semierivate fed Ed Delete

The Bed Swap page appears.

4. Enter the Swap Date in MM/DD/YYYY format to indicate the date on which to
swap the beds. You can use the Calendar “tlfeature to select a date.

5. Select the check box next to the residents for which you want to change the bed
assignments. You can select as many residents as necessary. Click Swap

Messages BGCELENTA Facility m
Bed Swap

Swap Date: |[IFf) T8 Time: IDQ vl:|04 v”AM vl Update
Choose Residents To Swap Beds
[T aldrich, Jacab Allen East/310/A
[T Anderson, Adam Victor Wastf104/8

6. The Bed Swap screen appears. In the New Room column, select each resident's new
room and bed assignment from the drop-down list. Click Save.
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Choose New Beds For Listed Residents Swap Dater 02/05/2007 09:04 AN C—
[ Redentiame | comestRom | Newmeom [ |
Price, Wendy Marth/404/A [Unit: East 402/A -
Queus, Suzie East/309/4 Unit: East 309/A I
Unit: East 30974 o~

Unit: East 313/8

Unit: East 401/4

Unit: East 40944
3 Unit: East 409/B
@j\'ch Unit; Foggy Villas 65471 ——

Terms & Conditions | Privacy Polic .
Matrix 6.1 @ Copyright 2002-2007, Achieve H HE:E ngﬂ :gg::g + | Reserved,

7. You are returned to the Bed Swap page for your selected resident.

Messages BELIENE Facility m
Resident Census

] Queue, Suzie

Census Records Bed Swap m

SIEEIEE Level of Gare “ Unit/RoomBed --

Frivate East/309-4

02/05/2007 09:04 &M Information Change  Mane Frivate SemiPrivate Bed Edit Delete
e Frivate East/309-4
02/05/2007 07:51 AM Admission Mone Frivate SemiPrivate Bed Edit Delete

To enter another bed swap, repeat steps 5 through 7. If you are finished, click Cancel to
return to the Resident Census page. The bed swaps are recorded as an Information
Change census event for each affected resident.

MOVING BEDS
To move a resident into a vacant bed, follow steps one and two above then:
1. Click on Add.

Py—

Resident Census

S Queue, Suzie 5
Census Records Bed Swap m e

Date/Time Census Type Level of Care “ Unit/Room,/Bed --

Private East/309-A

02/05/2007 02131 PM Hospital Leave Mone Privare Sermi-Brivate Bad Ed Celete
X Private East/309-A .

02/05/2007 09:04 AM Information Change Mone Frivate Sermi-Private Bod Edit Delete
o Private East/309-A .

02/05/2007 07151 AM  Admission Mone Privare Semirivste Bod Edit  Delete

2. Click on the drop-down box for Census Event and select Information Change.
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Messages BLEELENTE Facility m
Resident Census

= Jueue, Suzie

IDZ vl:|31 v”F‘M vl

Date: IDZ.-"’DS.-"’ZDD? 3 ‘ Time:

Census Event: || -- Select Census Event Type -- =
--.Select Census Event Type --

Primary Payer: || Information Chan
Hospital Leave
Level of Care: || Therapeutic Leave
Discharge - Return Mot Anticip ated

- .||Discharge - Return Expected
Unit/Room,/Bed: Expired

Motes: ;l
[ |

Selectbed

Cancel Save

3. Then click on Select Bed link.

Resident Census

= Jueue, Suzie

IDZ vl:lDl v”F‘M vl

Date: IDZ.-"’DS.-"’ZDD? 3 Time:

Census Event:

Primary Payer: IPr’iVate - Private ;I
Patient Status Code: |30 Still patient or expected to return for outpatient services, B3|
Unit/Room,/Bed: |[East / 309/4 Selectbed <@

Motes: ;l
[ |

Cancel Save

4. Choose the desired bed. Scroll to the unit where they are located in the building. Click
on the plus sign to reveal the beds for that unit.

I Unit: Windy Yillas (VW¥)

Building: Skilled Care Center

}

Unit: East (E)

=]

Unit: Meary Deceased Wing (NDW)

]

Unit: Morth (N)

=]

Unit: South (5)

&

Unit: West (W)

4. Now select the specific bed you want by clicking on Select Bed.

Room: 332

Bed: & Twpe: SMF Semi-Private Duslly Certified Bed Select Bed —
Room: 333

Bed: A& Type: SHF Semi-Private Dwally Certified Bed Occupied By: Buckeye, Brutus (M)
Room: 334

5. Once you have done that, the screen will take you back to the census page. Click SAVE

if the info is correct. If some of the information is not correct, change accordingly.
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....... S— N

Resident Census

=3 Fudd, Elmer

Cancel Save

Date:

oy &

Time:

[107=]: [4a =] [am =]

Census Event:

| Adrnission

Admission Source:

ITransfer fraom a Hospital

Admission Type:

I Elective

Primary Payer:

I Private - Private

Level of Care:

L | L f e L e

INUHE

Unit/Room,/Bed:

[East / 404/

Select bed

MNotes:

=
|

T T
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Discharge Reason

When Used

LOA Codes

Patient Status
Code

MDS & Billing

Therapeutic Leave

If any resident goes to another facility and they are
not admitted or they visit family, use Therapeutic
Leave. For Medicare, if they are out at midnight,
their room is not billable. If they are out a portion of
a day, the room is billable. Even if they are away
from 12:01 am until 11:59 pm, if they are in the bed
at midnight, the room is billable.

01 - Billable LOA
03 - Non-billable
LOA

30 - Still aresident

If you use a Therapeutic Leave, the
system does not require the MDS
Nurse to do Discharge and Admit
MDSs. Billing does not bill at the
default rate, but bills the room
charges appropriately.

Hospital Leave

This is a bed hold. This is used when a resident is
admitted to the hospital and continues to pay for
their room. This would apply to Private Pay or
Medicaid only. Medicare and Medicare HMO
residents would have to show as Private Pay on the
Discharge Census in order to bill for the bed.

01 - Billable LOA

30 - Still aresident

If the MDS nurse is unaware of the
Hospital Leave, it causes the system
to bill at the default rate for as many
days as the system expects to see
MDS assessments.

Discharge - Return Not Anticipated - use when bed [N/A )
is not held, and the resident is not expected to Select appropriate |The MDS nurse completes a
Discharae Return not Anticipated|€turm reason for Discharge - Return not Anticipated
9 P discharge: never |MDS. ARD Date must match census
use 30 - still a Discharge Date. Issue for billing if
resident Discharge Status still 30.
Discharge - Return Expected - use for any resident |[N/A ]
when they are admitted to the hospital and the bed Select afpproprlate Ehe PI:ADS nulgse comEpIetes ad DS
. is not held, but they are expected to return. reason for Ischarge - Return Expecte
Discharge Return Expected discharge: never |ARD Date must match census
use 30 - still a Discharge Date. Issue for billing if
resident Discharge Status still 30.
Expired Resident Expires in our facility N/A MDS Nurse completes an Expired
20 - Expired MDS

Discharge Reason Codes: 01 - Discharged to home or self care, 02 - Discharged/transferred to hospital, 03 - Transferred to another SNF, 04 -
Discharged/transferred to an Intermediate Care Facility, 05 - Discharged to another inpatient facility, 06 - Discharged to home under HHA care, 07 - Left against
Medical Advice, 08 - Discharged to home under Home 1V provider, 20 - Expired, (Medicaid only: 50 - Hospice home, 51 - Hospice - medical facility)
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