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Adding Guardianship in AVA 

1. Add the court order by clicking “+Guardianship” 
a) If you do not have your order yet, you cannot move forward 
b) Even if you have a verbal, wait until you have the paperwork in hand 
c) AVA will ask if you want to enter a placement; if you do need to add a placement see page 9   

2. This screen will apear giving direction, click next 
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3. Select client name    
4. Select the type of guardianship 
5. Enter a brief summary of why DHS took guardianship in “recommendation reason” 
6. If this was a 72-hour order, it will be classified as an “Emergency”   

7. Select Pleading Type 
8. Next Hearing Date/Time: Enter the next hearing date 
9. Order Date/Time: The date you received a verbal will go here   
10. Effective Date/Time should be left blank 
11. Expiration Date (the expiration for 72 hour is the date of your hearing) 
12. Type of Contact: is who you spoke with to obtain the 72 hour 
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13. Enter name of counsel representing DHS 
14. “Court” is the county of the district court 
15. Court contact phone 
16. Did judge grant guardianship?   
17. Order number (PG number or case court number) 
18. Comments or Conversation ( if the Judge ordered something specific or did not grant guardianship; 

comments and directives) 
19. Next 

20. Select appropriate “Court Order” tab to go back to court order screen & select the order you just added 
to check for any system errors   
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21. Check for errors, ensure the following fields ported over correctly in the system: 
a. Dates   
b. Judges (sometimes council moves to judges area) 
c. District Attorney (enter ADA or DHS council for APS) 

22. Click the “Related” tab 
23. Click “Upload Files” and upload:   

a. Court order 
b. Good Cause Letter 
c. PMSE (Physical Mental Social Evaluation) for 180-Day Order   
d. Accounting for 180-Day Order 

**all court orders, exhibits, PMSE’s etc. are uploaded in AVA in this section and NOT in Files. 

YOU ARE DONE ADDING YOUR INITIAL GUARDIANSHIP ORDER 
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Adding Subsequent Orders 

1. Click Actions and follow add guardianship instructions to add 30 /180 day or other orders. 

2. Click dropdown and select “New Court Order” and click next 

  



7 

3. Select Client name and click next 

4. Choose pleading type and click next 

**CONTINUE AS SHOWN ABOVE – 

REFER TO “ADD GUARDIANSHIP IN AVA” STEPS 7 THROUGH 23 
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Entering a Placement 

1. Click “+ Guardianship”   

2. Click next 
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3. Select client 
4. Guardianship type 
5. Recommendation reason 
6. Is this an emergency? Y or N   

7. Refer to “Entering Guardianship in AVA” steps 7 – 23 to add all court order details 

8. Placement (Y) 
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9. Facility: Start typing the name to find facility   
10. Placement Type: select nursing home or assisted living 
11. If nursing home, follow nursing home protocol 
12. Check all the boxes indicated you completed these steps 

13. Level of Harm: Numerical 1-4 
14. Deficiency Category: document categories pertaining to level of harm from medicare.gov inspection   
15. Comments: This information must be entered for approval/denial. example: 

“Medicare.gov= there were no deficiencies above a Level 2.   There were x number of #2 Level of Harms, 
and x number level #1.   
Ombudsman= Worker spoke with Ombudsman Jane Doe and she reported no problems with the facility, 
they have a new administrator and the facility is much cleaner.......state what Ombudsman told you. 
LTCI=There have been 0 substantiated Long Term Care Investigations at this facility in the last 12 
months.” 
OR “LTCI=There have been 1 substantiated Long Term Care Investigations for caretaker neglect in the 
last 12 months” 

  

16. Submit for approval comments: example comments 

  

https://Medicare.gov
https://medicare.gov
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17. Placement request is now complete- you should be able to view from home screen 

18. The DD or PFR will now go into the system to approve 

19. After placement is approved, home screen- click placements 

20. Select appropriate placement 
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Once approved, enter date of actual placement. 

 

  

12 12 12 

 

Once approved, enter date of actual placement. 

 

  

21. 

 
21. This will open placement record, ensure the comments are included- this is necessary for supervisor 

approval 
This will open placement record, ensure the comments are included- this is necessary for supervisor 

approval 

Once approved, enter date of actual placement. 
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Ombudsman told you 
LTCI=There have been O substantiated Long Term 
Care Investigations at this facility in the last 12 
months 

� Ki mberlyHarris, 11/24/2020 3:15 PM 
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Alternative way to add Initial Placement or Change 
in Placement  

1. Actions 

2. Submit placement record 

3. Select Client Name 
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+Guardianship 

[ sHERw000 MANOR 

Steps for Protocol: Check for Completion 

1. Check OSDH Survey Reports 

2. Check LTCI Investigations 

3. Check vith iacility LIC Ombudsman 
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How to Add a Guardianship Note 

**Once guardianship is obtained, create a guardianship note to document all details related to guardianship.   
Guardianship notes are used to document all occurrences (updates, changes, or conversations) related to the 
guardianship.   For example, calls related to the current health of the client, changes to finances, conversations 
with insurance or social security, are included.   However, this does not replace Monthly guardianship 
assessment.   

1. On the appropriate referral, click “Guardianship Note”. 

2. In the description box describe the occurrence in detail.   Please see example below. 
3. Once you are finished describing the occurrence for the guardianship note.   Click next. 
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How to Complete Guardianship Tasks 

1. How to document a completed Task/Activity   
a. Click “Activities” at the top or “Task” 

b. This will bring up a list of activities/tasks, select the appropriate subject under activities 
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c. Select “status” dropdown   

d. Select appropriate option from status dropdown. 
e. Change the date and time to the actual date and time that the task was completed. 
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f. Comments: Specialist must enter details of what steps were taken to complete the task. With 
each task, the comments should include details on how, when and where the task was 
completed 

g. Click save 

h. All guardianship tasks are completed the same way as shown above 
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How to Cancel Guardianship Tasks 

SUPERVISOR ONLY STEP 

1. Click “Activities” at the top or “Task”   

2. This will bring up a list of activities/tasks, select the appropriate subject under activities 
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a. Select “status” dropdown   

b. Select cancel task. 
c. Change the date and time to the actual date and time that the task was canceled. 
d. Comments: Supervisor must enter details of why a task is being canceled   
e. Click save   
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How to Create an Initial Guardianship Assessment 
1. Click assessment 
2. Arrow down to select “Initial Guardianship Assessment” under “New Assessment Record Type”   
3. Click Next 

4. Fill out the assessment.  Every question for initial guardianship assessments is required to be answered. 
5. If the assessment is ready to be submitted, click “submit for approval” and click next.   This will submit 

the assessment to your supervisor for approval.    

**If the assessment is not ready for submittal to your supervisor, you can click Next without 
selecting to submit.   This will create and save the assessment and you must come back to complete and 
submit the assessment on a later date. 
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How to Document a Monthly Guardianship Follow-
Up 

There are 2 different types of guardianship follow up forms (nursing home/hospital placement OR in 
home/group home/RCF placement). Choose the appropriate form based on the client’s placement.   

1. Click “Assessment” 
2. Arrow down to select appropriate assessment. 
3. Next 

4. Follow up Type: Select appropriate type of follow-up 
5. Date of Follow-up: Enter the date of the actual follow up NOT the date the form is completed 
6. Fill out assessment as applicable 
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7. Follow-up Details: Who you talked to, any concerns with the client. See example in screenshot below.   
8. Select Submit for Approval   
9. If the assessment is ready to be submitted, click “submit for approval” and click next.  This will submit 

the assessment to your supervisor for approval.    

**If the assessment is not ready for submittal to your supervisor, you can click Next without 
selecting to submit.   This will create and save the assessment and you must come back to complete and 
submit the assessment on a later date. 

24. Click the “Related” tab 
25. Click “Upload Files” and upload: 

a. Nursing Notes 
b. Incident Reports 
c. Medication List 
d. Trust Statements 

Do not use this text field  
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Asset Management  
Creating a New Account 

1. Click “Asset Mgmt.” 

***In some cases, your screen may not show all of the options.   You may have to select the “More” 
option on the very right side of the screen and use the drop down and select “Asset Mgmt.” 

  



25 

2. Asset Owner: Select client’s first name, last name 
3. Starting balance: Enter $0 
4. Current Balance: This will update automatically when new transactions are added 
5. Type of Account: Select: checking, savings or other 
6. Financial Institution Name: Type Name of finical institution 
7. Name on Bank Account: Type in client first name, last name and guardianship account 
8. Bank Account Number: Account number from the bank 
9. Financial Institution: Select appropriate institution 
10. Click Next 

11. Account is now created in AVA 
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Enter a Transaction: Debit & Credit 

1. Go to Asset Management tab on the referral. (*Alternative Method: Click quick link “Asset 
Management” at the top of page.   This only works if the account is already created) 

2. Go to the correct account that you are looking for. 
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3. Under “APS Transactions” area, make sure that you have selected the appropriate “Transaction Type” 
dropdown. This will be either a debit or credit. 

* A debit is a withdrawal from an account & and Credit will be a deposit into an account. 

4. Enter in all information that is required for this transaction 
5. In the comments you can be more descriptive on the purpose of the transaction.   
6. Click Next (you should get a notification on the screen saying that you were successful.   

Please see below for more direction on how to complete a Debit & Credit   

  

7. Asset management page for the account that you are adding information in, go to related tab. 

CREDITDEBIT 

When entering a credit you must enter 
something in “Check/Transaction Number”   

Recommend entering a Period. 
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8. Scroll down to the “Asset Line items” 
9. select the transaction that you just entered in. 

10. Go to the related tab on this asset line item. 

11. Select “upload Files” under the Files area 
12. Upload the appropriate receipt, invoice, and copy of check or corresponding documentation that 

matches this transaction.   

File types: Pdf, Jpg, Png 

13. Once the file is uploaded select “done”.   



29 

Reconciliation of Bank Accounts-  

For supervisors only 

This is to be done once a month by the supervisor, corresponding with the statement ending 
date.   

See example bank statement: 

1. Go to Asset Management tab on the referral. (*Alternative Method: Click quick link “Asset 
Management” at the top of page.   This only works if the account is already created) 
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1. Select the account to reconcile   

2. Select Related tab 
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3. Scroll down to “Asset Line Item” then select “view all” 

4. Place a check mark in the box to the left of each asset line item that corresponds to the transaction 
listed on the bank statement. 
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5. Click “Clear Selected Assets” in the top right corner 

  

6. Click “click here to return to items”   
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7. The Items that you have cleared should now reflect as “Cleared” in “Transaction Status” column 

8. Add sum of pending transactions and subtract them from the ending balance of the bank statement. 
If this calculation matches the balance that is associated with the last transaction of the appropriate 
month in AVA, then you have successfully reconciled this statement. 
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9. Enter a new transaction to show that you have reconciled the asset management account with the bank 
statement. 

• Amount: $0 
• Transaction Date/Time: Banks statement “ending date” 
• Debit type: N/A 
• Payee: “balanced with bank statement dated X/XX/XX. List any outstanding checks see following 

images 
• Comments: Include ending balance listed on the statement 
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10. Go to the related tab on this asset line item. 

11. Select “upload Files” under the Files area 
12. Upload the appropriate reconciled bank statement.   

File types: Pdf, Jpg, Png 

13. Once the file is uploaded select “done”.   
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