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PROGRESS NOTE CORRECTIONS 
MANUALS  



USING THE FLOW CHART IN THE 
MANUALS 

The claim status 
can be found in 
Display Client 
Services. 

Legend for 
the two roles 
during the 
correction 
process. 



USING THE MASTER MATRIX 



This matrix is used to identify which appendix to use for PN Corrections. 

Do not use this in place of the appendix 
instructions!  This matrix does not include 

important items in the appendices. 
Using the matrix you should work from left to right. 



This first column shows the different 
types of common progress note errors. 



This section lists the billing status of the 
claim which you can find out in Display 
Client Services. 



These two columns refer you to the 
appendix in either the Admin or 
Clinical Progress Note Correction 
manual. 



These column headers 
shows what steps to take.  

For each type of error, 
these rows show the 
order in which to take 
the steps and who is 
responsible: admin staff, 
clinical staff, or the 
Optum Support Desk. 



USING THE APPENDICES 



EXAMPLE FOR  
(PAID) TIME DATA ENTRY ERROR 
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EXAMPLE FOR  
(PAID) TIME DATA ENTRY ERROR 



EXAMPLE FOR  
(PAID) TIME DATA ENTRY ERROR 



PROGRESS NOTES 
REPORT 

The report can also be found via Quick View: System button > Menu > 
System Tools > Quick View > Progress Notes Report 



PROGRESS NOTES 
REPORT 

These settings 
show all non-final 
approved notes 



PROGRESS NOTES REPORT 

Under the ‘R’ column, a ‘Y’ means that the note was replicated 



PROGRESS NOTES 
REPORT 

These settings 
show only non-
final approved 
notes that were 
replicated. 



PROGRESS NOTES 
REPORT 

A non-final approved, replicated note indicates a correction has yet to be made. 



MIS-18 
NON-FINAL APPROVED 
PROGRESS NOTES 
WITH SERVICES 

This report is currently distributed monthly to the CORs and has more detail than 
the Progress Note Report. 



PROGRESS NOTES 
LISTING VIEWS 

Default View 



PROGRESS NOTES LISTING 
VIEWS TO SEE VOIDED NOTES 



PROGRESS NOTES LISTING 
VIEWS TO SEE VOIDED NOTES 



PROGRESS NOTES LISTING VIEWS TO 
SEE REPLICATED NOTES 

Right click on the column headers then select Field Chooser.  



PROGRESS NOTES LISTING VIEWS TO 
SEE REPLICATED NOTES 

Click on ‘R’ and drag to the column header. 



PROGRESS NOTES LISTING VIEWS TO 
SEE REPLICATED NOTES 



DISPLAY AUDIT 
EVENTS 

To see details about the history and actions on a note, right 
click on the progress note and click on Display Audit Events. 



Optum voided 

Optum Replicated 

Optum opened note 

DISPLAY AUDIT EVENTS 

Date of Service 

Date note was 
created 

Date note 
was final 
approved 



MIS–20 
F/A PROGRESS NOTES OVER 14 DAYS 
FROM SERVICE DATE 

Take note of these new columns to assist with corrections and 
completing the Progress Note Correction Form.  



RESOURCES ON 
OPTUM WEBSITE 



RESOURCES 



PROGRESS NOTE 
CORRECTION FORM 
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