Amendment Appendix

Please follow these interim instructions while we are working on a fix to the “bug” in
WellSky planned services (as of 7/7/2025).

Please note: In Plan Information, a detailed note must be entered into the comments
section. The comments should include changes to planned services. See draft guide for
more information.

Example: AMENDMENT EFFECTIVE 8/1/2025-5/31/2026. Change from agency
services to self-directing. Goals are staying the same but updated to reflect SD
staff. Not plan form changes. All changes are in planned services. Terminating
planned services with X for Y and Adding SD services (see PO).

Update Existing Planned Services

1.

While there is a “bug” in planned services, changes to planned services will be
reflected in an updated PO. The PO will be uploaded as an attachment in the Plan
Notes and Follow Up section. In the note, please detail any changes to Planned
Services including any termination of planned services, changes to units, and new
planned services to be added.

a. InPlan Notes and Follow Up, click File, Add Note
Note Type = Financial
Note Subtype = leave blank
Description = Updated PO for Amendment [dates of amendment]
In Note section, detail any changes to planned services.
Under attachments, click on the Add Attachment hyperlink

meooo0c0T

i. Upload the new, revised PO to reflect changes to planned services

ii. Upload the old PO or printed planned service page, noting change in
services (termination, change in units, etc.) — see #2.

g. Keep Status in Pending

h. Click File, Save and Close Notes
Please print the current planned service page or PO used to create planned
service/auths and make a note of changes to services (termination or change). The

printed planned service/PO with changes noted will also be uploaded in a note in
Plan Notes and Follow Up.



