Cancelling Schedules

Log in to EVV - Navigates you to the Home Screen
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Search for the Client that you want to cancel the schedule. Select the blue arrow by client field:
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Select Refresh

Double click on the name that returns in the search result that you want to cancel the schedules
on and this action navigates you back to the Scheduling Overview Screen
Select the date range for the schedules that need to be cancelled
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8. Select the schedules you want to cancel by either pressing and holding the shift key to multi
select or right click and select all. The color once selected with be dark gray
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9. Right click and chose mass edit - status
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10. Pop up comes up -- Select status of Cancelled and then Save
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11. Reason code window opens = Select Reason = Select Save

13 Ad] made, rebill to other Payor Clent A
01 Clhent Cancel Chent
08 MD appt- not hame Clent
09 No answor to Jocked doar Clhent
07 Pt = hospital Chent
REF PCg refused Clent
04 Removed from home by family Clent
12 Duplicate Entry Cther
oe Frequency orders changed Cther
13 Pt changed insurance Other
1] Pt DC Other
03 Pt gypired Gther
03 Schedseling Error Cehar v
SYS Systam Cancel Cther
Neka: |

|
Task mote: [

faes|

12. Returns you to the Scheduling Overview Screen and the Schedules no longer display
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