Deactivating in Well Sky
1. Complete this report on the last day of every month.
2. Run the “Exited Children” report for the given month range.
a. In BTOTS, select the “Reports” tab near the top right of the screen
b. The “Exited Children” report is under the “Exit Report” section
i. Select the given month range (i.e 7/1/2021 to 7/31/2021)
ii. Group By: None
iii. Select Age Range: All
iv. Select Child Identifier: Child Name
3. Deactivate every kid on the “Exited Children” report in Well Sky.
a. Log in to Well Sky
b. Start typing the last name of each kid anywhere on the Well Sky page and a “Patient Search” window will populate on the screen allowing you to search for any current or deactivated child
i. Note: Well Sky’s search function is very sensitive. You have to enter the name exactly as it’s written in Well Sky or it won’t find the child. 
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c. Once you have typed in the last name for the specific child in the patient search window it will populate with possible options underneath. Click on the appropriate child and push “Select” at the bottom right of the window.
i. Note: Double check to make sure the child you have selected is the appropriate child with the same first and last name, birthdate, and UP#
d.  After selecting a child on the patient select menu, their information will appear in the grey box near the top left of the screen. Click on the toolbox icon that is located on the far left of the grey patient information box
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e. After clicking on the toolbox icon, you’ll be taken to the “Resource Manager” screen. From here, click the “Edit” button next to “Wait List History”. 
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f. The edit button will bring up the “Editing Case” window for the child. 
i. [image: ]On this screen, put the exit date that is found on the exit report in “Date Last Seen”











ii. [image: ]Afterward, select the “Discharge” button which will bring up the “Reason Search” menu with different exit reasons. Select the exit reason on Well Sky that best matches the exit reason listed on the exit report. 
















iii. After entering the exit date and exit reason into Well Sky, select “Save” to finish exiting the child. 
g. Repeat steps for each child found on the exit report.
h. Run the exit report for both the current month and the previous month
i. Service coordinators will sometimes exit children from the previous month later in the next month. The best practice is to run the exit report for both the current month and the previous month. 
ii. Use the exit report from the current month to deactivate all children found on the list from Well Sky
iii. Use the exit report from the previous month to check for any additional children who were exited after the exit report was initially used
1. The easiest way to check to see who has been deactivated already is to type the last name of every child on the exit report from the previous month into Well Sky. 
2. The patient search menu in Well Sky defaults to only showing active children. Any child who has already been deactivated will not show up on the patient search menu. Go through the previous month’s exit report and deactivate every child who shows up on patient search menu and ignore the children who don’t populate on this menu as they would have already been deactivated.

Folder Exiting
Service coordinators pull the folders for their exited children every month and give them to the office staff member responsible for exiting. 
1. Folders in a blue, red, or green folder
a. Pull the permanent (manila) file from the rotating cabinet by conference room 205 for each child
b. Move everything from the working chart to the permanent file based on section (procedural safeguards/IFSP/Assessments/Visit notes/Medical Records)
i. Procedural safeguards: prior notices, consent forms, CHARM, release of records
ii. IFSP: IFSPs (six-month, initial, annual), transition (transition steps 1-5, transition conference, school district release)
iii. Assessments: Protocols for BDI, AEPS etc.
iv. Visit notes: Any paper visit notes
v. Medical Records: Medical records from hospital 
c. The “Access Monitor for Client Records” form should be placed on the top of the left side 
d. Peel the label off the checkout sheet if there are still available checkout slots. Shred the checkout sheet if it is completely used. 
e. [bookmark: _GoBack]Peel the label off the working file and shred the paperwork in the clear front pocket. If the empty working folder is in good condition, save for future use. If it is badly damaged, recycle the folder. 
f. File the perm (manila) folder in alphabetical order in the perm filing cabinets for the current year (between Marla and Sue’s office).
2. Folders already in a permanent (manila) file—after Summer 2020 all new files for incoming children in our program were placed solely in a permanent file instead of a working file. 
a. Organize the child’s perm file if necessary by checking to see that everything is in its appropriate place (i.e. IFSPs are in the IFSP section, assessments in the assessment sect etc.) and securing any loose papers in their appropriate section
i. Procedural safeguards: prior notices, consent forms, CHARM, release of records
ii. IFSP: IFSPs (six-month, initial, annual), transition (transition steps 1-5, transition conference, school district release)
iii. Assessments: Protocols for BDI, AEPS etc.
iv. Visit notes: Any paper visit notes
v. Medical Records: Medical records from hospital 
b. Pull the “Access Monitor for Client Records” form from the back of the procedural safeguard section to the top of the left-hand side of the folder
i. If there is not one of these forms already in the chart, place a new one on the top of the left-hand side
c. Peel the label off the checkout sheet if there are still available checkout slots. Shred the checkout sheet if it is completely used. 
d. File the perm (manila) folder in alphabetical order in the perm filing cabinets for the current year (between Marla and Sue’s office).
image1.png
Preferences  Up to 3 Early Intervention

Log Off Welcome Ryank Kwak!
Last logged inor: 7/14/2021 11:16:09 AM

i WellSky, | Resource anager

Schedulng  Demographics  Wait/RecallList  Checkln  Workflow  DataMaintenance  Reports el

Today, Wednesday, July 14, 2021 000"
[(sa1) Service Coordinator  OT  PT  PIP  ABC/Behavior Speech  BoxElder Classes  Nurse/Interpreter  Evaluator /Admin  Cache Valley Classes  Flex
(€3] @) tommondMary  Rocklis  Speth.Emma  KenwingMolly  DyshnKevn  TherpyRoomi TherspyReom TherpyRoom3 EDITestiGtsS SIS
0
Patient Search X
[ Description v [ starts with v | [l [JUse Smart Search

([ pisplay Case Information (] Show Only New Patients (] Show Discharged Patients

T T S = N
wrrona S e e
< July 2021 > UP19213 R
SuMo TuWe Th Fr Sa
s
S
12 13 @ 16 17
HE S
S
EmEEa
Today - 7/14/2021

EomSersen

e ) (ew (Cancel | TSN

215PM

220Pm

2asPm





image2.png
i WellSky, | Resource anager

Preferences

Log Off

Up to 3 Early Intervention

Welcome Ryank Kwak!
Last logged inor: 7/14/2021 11:51:53 AM

Scheduing  Demographics

Wait/Recall List  Checkln  Workflow

Data Maintenance

Help

b6¢ &
O

MR Number: UP19214

Patient Language: Engiish
CaseD:

UP19214 v] aum

« July 2021 >

T SuMo TuWe Th Fr Sa
123

45678 910
12 3@ 16 17
1819 20 21 22 23 24

25 26 27 28 29 30 31

Today-7/14/2021

P Sereen

Today, Wednesday, July 14, 2021

(o) Senice Coordinator  OT

Speech  Box Elder Classes.

Dyslin, Kevin  Therapy Room 1

Nurse/ Inerpreter

st

Cache Valley Classes  Flex

Evaluator /Ad

Therapy Room2  Therapy Room3  BDITestkit#5  BD

BasAm

500

SasAm

]

s Am

000 A

Tos A

T30 A

o5 A

00 A 5 Activity Day

s A

e01

T30 A

Troes A

T200eM

T2asem

T20em

T2esem

801

0P

Tsem

a0

Tasem

200Pm

215PM

220Pm

3





image3.png
Up to 3 Early Intervention
s Well . ‘ Resource Manager Welcome Ryank Kwak!

Last logged in on: 7/14/2021 12:18:12 PM

Scheduing  Demographics  Wait/RecallList  Checkin  Workflow  DataMaintenance  Reports  Help

—— (Help ] (seect ) [ New | SN

Goto Gridon Save

DEMOGRAPHICS ~ CASES  APPOINTMENTS  INSURANCE  FINANCIAL;

O include Discharged Cases

UP19214





image4.png
Editing Case (UP19214) for: _

CASEINFORMATION ~ CONTACTSANDFILES ~ INSURANCE  AUTHORIZATIONS ~ REFERRALS ~ NOTES  PRIORVISITS

Case Details Diagnosis Domains

casen: Upto 3y menenon
cosconr: [EBI N
Casetype: [ Noms ]

Date First Offered :

e —





image5.png
Reason Search

'Age appropriate on tracking

Completed IFSP before age 3.

Deceased

Duplicate

Individiualized Plan Tracking

Ineligible

Mistake-not in program

Moved in state

Moved out of State

Moved, no forwarding address

Multiple contacts to the family unsuccessful
No longer eligible, prior to reaching age 3

No longer for eligible for part C, prior to reachi
Other

24itemsin pages





