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System Settings (Admin Users only) 

Review your system settings by navigating to Admin > System Settings > Scheduling. 

- If Prompt for Edit Reason is checked, do not modify these settings. 
- If Prompt for Edit Reason is un-checked: 

1. Select the Prompt for Edit Reason check-box. 
2. Select Not Required from the Edit Reason Required drop-down menu. 
3. Click Save. 

Note: This will cause the Reason Code screen to display after a user manually confirms a visit. If the edit reason is 
set to “Not Required” and it is not enable on the payor then user can click out of this screen without entering a 
reason code.  
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Setting up the OMIG Reason Code Crosswalk (Admin Users only) 

1. Determine the OMIG Reason Code Crosswalk: 
o If your agency was provided with a CHHA crosswalk, assign the OMIG codes to the reason codes as 

instructed.  
o If your agency uses agency-defined reason codes when manually verifying visits, determine the 

appropriate OMIG reason code that will represent your agency-defined code.  
2. Then a security administrator can access the Value Items: Edit Reason screen by navigating to Admin > System 

Setup> Value Items, and then scroll down and select Edit Reason under Scheduling 
3. For each agency code used during manual verification, click the drop down menu next the reason code and 

select the appropriate OMIG code. 
4. Select the Notes Required check-box as necessary. Please review the OMIG Reason Codes spread sheet and any 

CHHA specific requirements.  
5. Click Save. 

 

 

Reviewing Current Reason Code and Reason Code Crosswalk 

To review the OMIG Reason Code Crosswalk Report, navigate to Reports > Santrax > OMIG Reason Code Crosswalk 

1. Part 1 of the OMIG Reason Code Crosswalk Report includes agency reason codes that your agency has already 
set to an OMIG code.  

2. Part two of the OMIG Reason Code Crosswalk Report includes agency reason codes that do not have an OMIG 
code selected.  
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**Now you are ready to train your staff on using Reason and Resolution Codes! 

- Refer to the OMIG Reason Code Spread Sheet and page 4 of this document.   

 

Setting OMIG Reason and Resolution Codes as Required at the Payor 

1. A user with security administrator credential should then access the System Payor screen by navigating to: 
Billing > Payors. 

2. Select a contract(s) that is requires a VO, and then select OMIG Reason Code Required.   
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Verification Staff 

Complete the following steps when manually verifying a visit: 

1. After editing the visit select the exit icon, the Change Notes screen will display.  
Select the note type: Client, Employee Agency or Service. The reason codes for that note type will then display 
in the Reason drop-down menu.  

2. Select the Reason code that applies from the drop-down menu.  
New functionality: If the reason code is mapped to an OMIG code, the resolution code field will pre-populate 
with the allowable resolutions for the code selected.  
Note: The resolution code field will only display if the client is under a contract that uses OMIG codes. 

3. Select the Resolution code that applies from the drop-down menu. 
Note: If an OMIG reason code is selected, you must select a resolution code before exiting and saving the 
verification. 

4. Best Practice: It is also a best practice to enter verification note.  
Note: Certain Reason Codes require notes. In addition certain Payers may also require reason codes always be 
entered upon verification.  
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OMIG Reason Code Reporting 

Use the following reports to review reason codes. 
- OMIG Reason Code Crosswalk Report 

Discussed in page 2 of this handout. 
- OMIG Visit Reason Code Report 

The OMIG Visit Reason Code report displays the Client schedule and actual hours and the reason code entered 
for that visit. The OMIG reason code may be mapped to an agency defined reason code. To review agency 
defined code review the Visit Reason Code report.  
To review the OMIG Visit Reason Code, navigate to Reports > Scheduling > OMIG Visit Reason Codes. Select the 
Date Range and the Group By option.  
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- OMIG Individual Client Activity Report 
The OMIG Individual Client Activity report displays the Client schedule and actual hours, tasks and the OMIG 
Reason and Resolution code entered for that visit. The OMIG reason code may be mapped to an agency defined 
reason code. To review agency defined code review the Individual Client Activity report.   
To review the OMIG Reason Code Crosswalk Report, navigate to Reports > Scheduling > OMIG Visit Reason 
Codes. Select the Date Range and the Group By option. 

 

 


