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Overview 
If an OASIS has been marked as exported in Billing, it needs to be unlocked prior to making changes 

in Clinical.  Failure to do so will cause the OASIS to decline in the Clinical Integration log with a 

message “OASIS has already been sent to State.” 

If the OASIS has not been marked as Exported in Billing for transmission to the State (assessment is 

in a ‘Locked Awaiting Export’ status), go straight to Clinical to make the changes and re-export the 

OASIS to Billing. There is no need to unlock the OASIS in that instance.  

 

Unlock Process 
Go to Patient > Admit/Maintain (or press the Patients button). Press Find to search for and select 

the patient. 

Click the Certify tab.  Select the cert record under which the assessment was done. 

On the OASIS/HIS tab on the lower half of the window, click on the assessment to be unlocked. 

Click the  Unlock button to the lower right. 

 

Press Yes to unlock the assessment and enter the Master Password (check with your System 

Administrator for the password if unknown). 
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Select the Unlock reason. 

• Correction Requiring State Correction Count Increment: Use for non-key field changes if 
assessment accepted by the State (see list of key fields listed below). 

 

• Correction Not Requiring State Correction Increment: Use to correct internal mistakes prior to 
sending to State or if assessment was rejected by the State. 

 

• Inactivate Selected Assessment: Use to inactivate an assessment due to wrong RFA chosen or to 
remove/delete the record from the State database. 

 

 

 
Press OK once you’ve made the selection and press Save. The assessment will be in ‘Awaiting 
Validation’ status. 
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Correct the assessment in Clinical, re-validate, and re-export it to Billing. The corrected record comes 
over in ‘Locked Awaiting Export’ status and is ready to be picked up in an OASIS export file for 
transmission to the State.  If you Inactivated the assessment, you will end up with 2 records – the 
original Inactivated record and a new record with the changed information. Both need to be exported to 
the State. 
 
Example: 

 
 
Follow the steps in the OASIS Export FAQ to upload corrected assessments to iQIES. 
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