CENTRALIZED PATIENT CARE DATA MANAGEMENT SYSTEM

CLIENT RECORD UPDATE FORM INSTRUCTIONS


TIME FRAME: Completed at the time of eligibility update by the record owning agency.  The data should be entered into CPCDMS within 14 days of eligibility update. If an exception is needed, a HelpDesk ticket should be submitted with an explanation of why the eligibility update was not entered in a timely manner.

INSTRUCTIONS:
	Client 11-character code
	Enter the client’s 11-character code (AKA clientcode) here. Always use the client’s legal first and last name as shown on their official proof of identification. Refer to section on clientcodes in the training manual.


	ARIES Code (future use)
	Enter the client’s middle initial and the first and third letters of the mother’s maiden last name.

	Client’s Encrypted Unique Identifier
	Enter the client’s encrypted unique identifier here. CPCDMS will provide this information when you enter the client’s 11-character code. The unique identifier is case-sensitive (i.e. capital letters must be entered as capitals, lower-case letters as lower-case).



	Client Status
	There are two choices: Open and Closed. If the client is not currently receiving Case Management (CMSLW, CMLIC, MCM, CCM) services from the record-owning agency the Client Status should be changed to Closed.  In this case, the record-owning agency can still bill for non-case management services provided and other agencies can bill for all allowable services (including all allowable Case Management services) provided. 



	Vital Status
	Enter the client’s vital status at the time of update: Living or Deceased. 

	Client Information
	Enter the client’s legal name, address, date of birth, social security number, phone number(s), and mother’s maiden last name here. Explain to the client that only the middle initial, part of the mother’s maiden name, zip code, and date of birth (as part of the clientcode) are entered into CPCDMS. If the client has no address, enter your agency’s address. 



	Emergency Contact
	Enter the emergency contact’s name, address, date of birth, phone number(s) and relationship to the client here.  Explain to the client that this information is not entered into CPCDMS.

	Annual Income 
	Enter the gross (pre-tax) annual income for the client’s entire household; for this purpose a same sex partner is not considered to be a household member.  This is a 5 digit field, so if the client’s income is $100,000 or more then enter “99999”.



	No. of family members
	Enter the total number of persons in the client’s household; include the client in this number.  


	Lives inside Beltway?
	This is an obsolete field but a choice must be entered.

	Eligibility Update Date
	This is only entered if the client’s eligibility is being updated. Enter the date that all of the new verification documents were provided (mm/dd/yyyy).The new eligibility expiration date is set to one year from this date except for self-affidavits (expire in 60 days) and Social Security Applications (expire in 6 months).



	Verifications
	Note each verification (income, identification, residency) that the client provides and enter the type of documentation provided (e.g. Social Security award letter for “income).   IMPORTANT: if the client does not provide ALL required verifications at the initial registration interview, the client cannot be registered in the CPCDMS (all available choices are listed on page 4 of the Client Registration Form).



	Bus Voucher Information
	If Yes, enter the date the voucher was given to the client and the voucher number. Only one voucher may be issued to a client per year. Bus voucher numbers are 5 digits long but leading zero’s can be omitted.  To be eligible for a bus voucher, a client must reside in the METRO service area and meet all RW Part A eligibility requirements (including the 300% financial eligibility criteria).



	AIDS Medication Program status
	Check the correct answer. Note: the only local AIDS Pharmaceutical Program is through the Harris County Hospital District.

	Homeless status
	Check ONE answer.  If the client is in jail or prison they are considered to be living in an institution.



	Insurance Information
	Check all the types of insurance the client has; at least one box in this section MUST be checked. Note: a Harris County Hospital District gold or red card is NOT considered “public insurance.” Enter the insurance company, if applicable.
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