Closing a Provider Record

It should be noted that duplicate Providers cannot be merged in eWiSACWIS. The following steps
should be used to close a Provider and to close a Duplicate Provider.

1. An assignment to the Provider is required.

2. Click on the Provider Name hyperlink (highlighted in blue on your outliner). This will open the
Home Provider page.
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3. If the Provider is being closed due to duplicate providers in eWiSACWIS, make the following

changes in the Basic group box:

o Select ‘Duplicate-Home’ as the Type

o Click on the Search hyperlink adjacent to the Type dropdown and select the appropriate provider
record you want to link this duplicate record to

e Click the Send Reminder checkbox to generate e-mail notifications to workers that have open
placements with this duplicate provider

e After the 14 day time period, ensure that the placements that were affected have been re-recorded
in the system with the appropriate provider records

e Click the Complete checkbox and save the record
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4. If the provider is being closed because your county simply no longer licenses it or it is no longer
being used, you can close the record as follows:
o Click on the Closing History tab

Click the Insert button in the Provider History group box

Select the appropriate reason from the Reason drop-down

Check the Completed checkbox

Click Save
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5. If the closure has been accepted, the record will be frozen.
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6. If the closure has been denied, the Closure Denial Messages expando will expand and the denial
reasons will be listed.
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7. Once the denial reasons have been fixed, select the Completed checkbox and click Save. If denial
reasons still exist, the reasons will be listed in the Closure Denial Messages group box. If no denials
reasons exist, the closure will occur and the record will be frozen.

8. All open worker assignments to the provider record will be closed. An e-mail will be sent to each
worker letting him or her know the record has been closed.

9. Should your county license this home in the future or work with this provider in any capacity in the
future, a new home inquiry should be created and linked to the existing provider record. This record
will retain all historical information for this provider number.
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