How to Submit a Letter
of Termination (LOT)
through PICIS

Mental Health &
?ﬁt Substance Abuse



Select the LOC/LOT Tab in PICIS

Navigation " Collaboration Letter of Termination " Email Notifications
Home
CDC Search
PA Adjustment LOT Type: CCBHC LOT w
_> LoC/LOT Contact Information: | Robert Clark v

First Name: [ |
ASAM Last Name: [ |
Reports Email: [ |
Admin Phone: [ |
View LOT A : Recipient ID: [ |

ew pprova Member Search
Add LOT Paperwork | Choose File | Mo file chosen
Submit LOT




Select Letter of Termination

NE‘IUig ation _ Letter of Termination
Home
CDC Search
PA Adjustment LOT Type: |CCBHC LOT w|
LOC/LOT Contact Information: | Robert Clark »

First Name: [ |
ASAM Last Name: [ |
Reports Email: [ |
S Phone: [ |

) : Recipient ID: [ |

View LOT Approva Member Search

Add LOT Paperwork | Choose File | Mo file chosen

Submit LOT




The Standard LOT is selected by default. If
interested in using the CCBHC LOT select it in
the LOT Type Drop-down.

Letter of Termination

LOT Type: | CCBHC LOT |
Contact Information: | Robeart Clark V|
First Name: |

Last Name:
Email:

Phone:
Recipient ID:
[Member Search|

Add LOT Paperwork | Choose File | Mo file chosen

Submit LOT




Select Contact information for
your agency

'~ Collaboration Letter of Termination © Email Notifications

LOT Request

LOT Type: | CCBHC LOT |
Contact Information: | Raobert Clark V| h

Select contact information or fill
out your personal information if
you prefer.

First Name: |

Last Name:

Email:

Phone:
Recipient ID:
[Member Search|

Add LOT Paperwork | Choose File | Mo file chosen

Submit LOT




Enter the Recipient ID and Select
Member Search

'~ Collaboration Letter of Termination "~ Email Notifications

LOT Request

LOT Type: | CCBHC LOT +|
Contact Information: | Robert Clark » |

First Name: | |

Last Name: | |

Ehm::L I : Enter the recipient ID

Recipient ID: | | <= (Medicaid number)and search

[Member Search to verify client information.
Add LOT Paperwork Mo file chosen

Submit LOT




Select Choose File and find the LOT
saved on your computer

"~ Collaboration Letter of Termination "~ Email Notifications

LOT Request

LOT Type: | CCBHC LOT v |

Contact Information: | Robert Clark v |

e ame: : : Make sure to upload the necessary

ds dime: . .

Email: | | paperwork detailing the reasoning for
Phone: | I the client’s discharge from the current
Recipient ID: | |

CCBHC along with the client’s or legal
guardian’s signature.

[M ember Se arch]

Add LOT Paperwaork | Choose File | Mo file chosen

Submit LOT




Complete the form and attach the LOT

~ Collaboration Letter of Termination © Email Notifications
LOT Type: | CCBHC LOT w|

Contact Information: | Robert Clark w |

First Name: | |

Last Name: | |

E | | This contact information is auto
Phone: | | lated f il
T | populated from your emai

Member Search| notifications for LOC/LOT

Add LOT Paperwork [ Chooss File | No il chosen contacts. You can modify the

contact information if needed.
Submit LOT




Select Submit when done

Letter of Termination

LOT Type: | CCBHC LOT v |
Contact Information: | Robert Clark + |

First Name: [

Last Mame:

Email:

Phone:
Recipient ID:
[Member Search|

Add LOT Paperwork | Choose File | Mo file chosen

Submit LOT




After the LOT is Submitted

»  We will process the LOT and respond to the contact person
attached to the LOT.

« The LOT is worked within 5 business days.

 LOC/LOT Training- PowerPoint Training



http://www.odmhsas.org/picis/TraningInfo/LOCLOT_training.pdf

Questions?

» If you have any questions about this process, please contact the PICIS
HelpDesk at the below information.

Email: gethelp@odmhsas.org
PICIS HelpDesk Phone: 405-248-9326



mailto:gethelp@odmhsas.org
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