CANCELING A VISIT IN
THE TELLUS ADMIN
PORTAL

Step by Step guide to canceling a visit



Canceling a Visit in the Admin Portal

NOTE: You can cancel a visit if it has the status Not Started, Late, or Missed.
If the visit is scheduled to happen in the future, you will have the option to
delete the visit rather than cancel it.

When the visit is canceled, it is NOT REMOVED FROM THE SCHEDULE.
The status of the scheduled visit will change to UNABLE TO COMPLETE.
The UNABLE TO COMPLETE REASON will be CANCELED.

Step 1: Locate and click the Menu icon.
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Step 2: Locate the Visits tab (REMEMBER: You can ONLY cancel a visit if it
has the status “Not Started, Late, or Missed”.) Click the Visits tab.

Click here: Visits

fELLUS Enghsh @ TehusDemo v Blifwvider v @ Camerc Salazwr v

Weekly Visits on 06/21/2020 - 06/27/2020

LAST wiex 2 WEEXS ACO
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Step 3: Locate the three dots on the right of the visit you want to cancel. Click
those three dots.

For example: If you wish to cancel a visit (Medicaid participant: Fernando
Durand), locate the three dots on the right of the schedule you are to visit.

Remember the criteria: You can
= @ TELLUS only cancel a visit if the Status 1S gjprovider v @ cameron salazar v
Not started | Late | Missed!

Select Payer Search Scheduled Date Ran|

Three dots

Search Recipient Name/Last Name Search Visit Status ~  Visit to Claim Status

SearchUser Fernando Durand SearchVisiki

Search Visits

Scheduled Scheduled
End

[ Rrow visitio User/Caregiver  Rdffipients Procedure Codes Start
Time/Date Time/Date

Visit to Claim
Status

Actual Start Actual End

Time/Date Time/Date Visit Status Detail Payer

fernando 2/12/16,11:05 2/12/21,11:05 Not Started,
[[J 1 0848609331 TaraHusband $5125
durand AM AM Late
12/9/18,11:40 12/10/18,

PM 12:40 AM

neeed

I:] 2 4180381259  Monitoring Us...Pedro Gonzalez = S5150

$5150
D 3 818659484  Andrey Buslov Pedro Gonzalez
$§9123

12/10/18, 12/10/18,1:01 12/10/18, 12/10/18,

Completed
12:01PM PM 12:02PM 12:06 PM

12/10/18,7:00 12/10/18, 8:00 Unable To
PM PM Complete
12/11/18,9:00 12/11/18, 12/11/18, 12/11/18, Unable To
AM 10:00 AM 12:30 PM 12:30 PM Complete

D 4 795175197  Chris Pernica... Pedro Gonzalez = $9123
D 5 3442994270 CHRIS PRATA... Pedro Gonzalez =~ 9123
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Step 4: Once you click on those three dots, you will see an image such as this
on the page. Click Cancel Visit.

Visit

Caregiver: Tara Husband
Recipient(s): fernando durand .
HCPCS Code/Mod(s): $5125 Click here to Cancel

Scheduled Start Time: Feb 12,2016, 11:05:00 AM Scheduled End Time: Feb 12, 2021, 11:05:00 Al VlSIt
Actual Start Time: - Actual End Time:

Start Verification Type: - End Verification Type: -
Start Location Variance (Miles): - End Location Variance (Miles): -

Scheduled Start Address: 3651 FAU Boca heduled End Address: 3651 FAU Boulevard
Raton, Florida, 33431 Q Raton, Florida, 334

Scheduled Start Address Type: - Scheduled End Address Type: -

Actual Start Phone Number: - Actual End Phone Number:
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Step 5: Once you click CANCEL VISIT, a message will be displayed to ask,
“Are you sure that you want to cancel this visit?”

If you are certain you wish to cancel the visit, click the Cancel Visit button.

0 Cancel visit

Are you sure that you want to cancel this visit?




Step 6: After you click the Cancel Visit button, the screen will ask you for a
reason why you are canceling the visit.

Drop-down will
display reasons

Cancel visit reason

Type Codes




Step 7: Click the drop-down menu and you will see various types of reasons
why you need to cancel a visit. Select the one which is most appropriate to

you.

You can scroll to see
more reasons why you
cancel the visit!

PAIS Service Authorization Issue
PCAN Provider Cancellation

PERR Scheduling Error due to Provider

)
PNOS Provider No-Show

RCAN Enrollee Cancellation




Step 8: Once you selected a reason, click the SAVE icon and it will
successfully save your reason.

Click here to
save!

Cancel visit reason

Type Codes
OTHR Other




Step 9: Remember, the visit you canceled will NOT be removed from the
schedule! But you will see that you have successfully canceled your visit!

@ TELLUS _=English @ Tellusbemo v Bl Provider v @ Cameron Salazar v

[ H Visits +
o Select Payer Search Scheduled Date Range  From B To a]
= Search Recipient Name/Last Name Search Visit Status ~  Visit to Claim Status v
Search User Search Visit ID
AP Officially Canceled! Visit for
Search Visits
02/12/2016 11:05 AM canceled!
.
- Scheduled Scheduled
Actual Start Actual End
N [J Rrow visitio User/Caregiver ~ Recipients Procedure Codes Tm?:;lr)lale TlmEl.-r/‘ga(e Thria/Dete Time/Date Visit Status Visit Status
fernando 2/12/16,11:05 2/12/21,11:05 Not Started,
Bk 0848609331  Tara Husband §5125 B AETN
=] durand AM AM Late
- 12/9/18,11:40 12/10/18, )
E] 2 4180381259  Monitoring Us...Pedro Gonzalez =~ $5150 Missed - NONE
ey PM 12:40 AM
$5150
12/10/18, 12/10/18,1:01 12/10/18, 12/10/18,
E D 3 818659484  Andrey Buslov Pedro Gonzalez Completed - NONE
$9123 12:01 PM PM 12:02PM 12:06 PM
12/10/18,7:00 12/10/18, 8:00 Unable T
2] [] 4 795175197  Chis Permica.. PedroGonzalez 59123 nREIO orhR AETN
PM PM Complete
12/11/18,9:00 12/11/18, 12/11/18, 12/11/18, Unable To
D 5 3442994270  CHRIS PRATA... Pedro Gonzalez = $9123 RCAN AETN
AM 10:00 AM 12:30 PM 12:30 PM Complete
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It shows, “Unable to Complete”

= @ TELLUS @ Tellusbemo after you cancel the visit.
Even though it is canceled, you can

still see it in your schedule. It will
NOT be removed

Visits

Select Payer

Search Visit Status

Search Recipient Name/Last Name

Search Visit ID

Search User

£ Actions

- Acroarote Ao 5 isit to Claim
OJ Tooedure Codes rm?sgm Tlme/gm Time/Date Time/Date ‘&‘ icxlang
fernando 2/12/16,11:05 2/12/21,11:05 Unable To
[] 1 0848609331 TaraHusband 5125 OTHR AETN
a durand AM AM Complete
[J 2 4180381259 Monitoring Us...Pedro Gonzalez ~ S5150 Missed - NONE - H
5 PM 12:40 AM
5150
12/10/18,  12/10/18,1:01 12/10/18,  12/10/18, .
® [[] 3 818659484  AndreyBuslov Pedro Gonzalez Completed - NONE - H
= 1201PM  PM 12:02PM  12:06 PM
12/10/18,7:00 12/10/18, 8:00 Unable To
= [[] 4 795175197  Chris Pernica.. Pedro Gonzalez =~ $9123 OTHR AETN - H
PM PM Complete
12/11/18,9:00 12/11/18,  12/11/18,  12/11/18,  UnableTo .
[J 5 3442994270 CHRIS PRATA.. Pedro Gonzalez = $9123 RCAN AETN - H
AM 10:00AM  12:30PM  12:30PM  Complete
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THE END!



