CCFA HOW TO: EDIT A PLACEMENT

· If there is an Attendance attached to the placement, the Attendance needs to be removed:





















[SCREEN SHOT OF THE ATTENANCE CALENDAR IN CCFA.]

· After removing the Attendance and confirm by clicking on Yes, click on the child's name under Placement, on the top left side of the screen.

· From the Action dropdown menu, click on Edit

· Click on Continue on the Location of Care screen

· Make necessary changes to the Placement, click on Save


[SCREEN SHOT OF THE PLACEMENT INFORMATION SCREEN IN CCFA.]

The Attendance for the child needs to be entered again for the month it was removed.

If the Remove Attendance option is not available, it means that the billing was already submitted and to make the changes, the Placement needs to be VOIDED and Re-Entered.


Can I edit a placement after entering attendance?
Once attendance has been entered against a placement, you will only be able to adjust the end date. If you need to edit any other information you need to remove the attendance before you can edit a placement. To remove attendance, use the Monthly View option available under the Action menu of   the placement details.


CCFA HOW TO: EDIT A PLACEMENT AFTER SUBMITTING


If the Remove Attendance option is not available, it means that the billing was already submitted to the Organization Admin, the CCRR, or EEC.


If the Attendance has been submitted to the CCRR, then the CCRR must be notified to Deny the submission.

If the Attendance has been submitted to the Organization Admin of the agency, then the Organization Admin must be notified to Deny the submission.

Once the Submission has been Denied, the Attendance must be removed.

· Go to Provider and Select Attendance:


















[SCREEN SHOT OF THE PROVIDER DROP DOWN MENU HIGHLIGHTING THE ATTENDANCE CATEGORY.]

















· Click on Remove Attendance:

[image: ]
[SCREEN SHOT OF THE ATTENANCE CALENDAR IN CCFA.]

· After Removing the Attendance and confirm by clicking on Yes, click on the child's name under Placement, on the top left side of the screen.

· From the Action dropdown menu, click on Edit

· Click on Continue on the Location of Care screen

· Make necessary changes to the Placement, click on Save
[image: ]


[SCREEN SHOT OF THE PLACEMENT INFORMATION SCREEN IN CCFA.]

The Attendance for the child needs to be entered again for the month it was removed.


CCFA HOW TO: CHANGE END DATE ON A PLACEMENT



· [image: ]If there is an Attendance attached to the placement, the Attendance needs to be removed:





















[SCREEN SHOT OF THE ATTENANCE CALENDAR IN CCFA.]


· After removing the Attendance and confirm by clicking on Yes,

· Go to the Placement screen by click on the child's name under Placement, on the top left side of the screen, or click on the child's name under the Placement section on the right side of the screen.

· From the Action dropdown menu, click on Change End Date

· Change the End Date, click on Update

The Attendance for the child needs to be entered again for the month it was removed.

If the Remove Attendance option is not available, it means that the billing was already submitted and to make the changes, the Placement needs to be VOIDED and Re-Entered.


What should I do about missing placements?
Although the CCFA team was able to migrate most authorizations and their placements, there are some which could not be moved due to invalid/retired program types, organization relationships, invalid  rates or other reasons. In this case, you will have to re-enter any missing authorizations or placements.
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