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Providers
Enter a Provider

From the Provider Information page, you can:

Enter a New Provider

Change an Existing Provider

Delete a Provider

To Enter a New Provider
1. Display the Provider Contracts (###) list page. Tell me how...

The Provider Contracts (###) list page is displayed. View field definitions.

Provider Contracts (0) % "M 1k
=2 To @ [Atinsree v [Tee v show curment contrcts oy [Ra s Ll
Lol | [nRxer Iype Lortradt darw Start v peraton [yt

2. Click the New Item ) icon in the task bar.

The New Provider window is displayed. View field definitions.

SmartCarn X

New Provider
Provider Information
Active Data Entry Complete
Type ® Facility () Individual g ey
Non-Network Provider Authorizations cannot be created if data entry is not complete
Provider Name Uses Provider Access
Provider Comment
Substance Uise Provider
External 1D
Wabsite

3. Complete the New Provider window.

4. Click the Save button when you are done.

The Provider Information page is displayed with the General tab active. View field definitions.




Providers

10.

Provider Information "o v
Cignoral Sites Contact Porsons.
T Feeity Trncivichus b T reated i data & ke
Moy Netrork Pr
e
. - Credertial Aporascting Exg
Provider C:l Tnen -
Complete the General tab.
Click Save when the General tab is complete.
Click the Sites tab to activate it.
The Sites tab is displayed. View field definitions.
Provider Information vo v
Genesel Sies Contack Persons.
Site Information
Business 2 [¥) g

Print e Provider 1D

Handlcap Actess Adults

S Pyl ik

Complete the Sites tab.

Click the Save button in the task bar when you are done.

Click the Contact Persons tab to make it active.

The Contact Persons tab is displayed. View field definitions.
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Provider Information N U "0 v
Caneral Stes Contact Persons

Cartact Person Informaticon

Fredte .
v [Fastlama Last Mamo Sutfex

Phone Murbers Work

el
Phona

e

Contact Parsons
Contact Work Phone | Mobile Phone | Tithe Prienary Contracting | E-Mall

11. Complete the Contact Persons tab.

12. Click the Save button in the task bar when you are done.

13. Click the Exit * icon to leave the Provider Information page when it is complete.
The Provider Contracts (###) list page is displayed.
To Change an Existing Provider
After a provider is set up in the system, use this procedure to make changes to the provider’s information.
1. Click the Open this Provider drop down arrow on the title bar.

Notice the red rectangle in the screen image below identifying the Open this Provider drop down
list.

@ Streamiine: Healthcere Solutions | Carelink | Katie Hersley Open this Provides ¥ I Quick ACTIC i I Open tis Client ¥ I Create Serdce/otes ' m

2. Select the provider whose information you want to change from the list. Type the first letter of
the provider’s last name to move quickly to that location in the list.

3. Click on the name of the provider whose information you want to display.

The Provider Summary page is displayed. View field definitions.

Provider Summary

Affickad with: Mate: [Comment] - TICAATER G416 4254 BIND 550540105018
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4. Click on the Provider Name hyperlink to display the Provider Information page.

The Provider Information page is displayed with the General tab active for the provider you
selected. View field definitions.

Provider Infarmation B Ox e v

Stes | Contact Persons

Mo Netiwork Provider

TET

5. Make changes to the General tab, if needed.
6. Click the Save button in the task bar.
7. Click on the Sites tab to make it active.

The Sites tab is displayed. View field definitions.

Provider Information Bl aoxveoe v

Genesal Sites Contack Parsons

8. Make changes on the Sites tab, if needed.
9. Click the Save button in the task bar.

10. Click on the Contact Person tab to make it active.
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The Contact Person tab is displayed. View field definitions.

Provider Information Bl ux w0 v

Genwral | Sites | Contact Persons

Cartact Person Informaticon
Frofh

v [Fastlama Last Mamo Sutfex

o
e

Contact Parsons

Contact Work Phone | Mobile Phone | Tithe Prienary Cortracting | E-Mall

11. Make changes on the Contact Person tab, if needed.

12. Click the Save button in the task bar.

13. If you are finished making changes to this provider, click the Exit # jcon to exit to the
Provider Summary page.

To Delete a Provider
While it is possible to delete a provider from the system, it is very important that you do not delete a
provider for whom services have been billed and/or paid. If the provider has been involved in processing

of claims in the system, it will cause problems if you delete the provider.

1. Click the Open this Provider drop down arrow on the title bar.

Notice the red rectangle in the screen image below identifying the Open this Provider drop down
list.

& Stresamline Heafthcere Solutions | Carelink | Katie Heswsley Open this Provides a I Ouick Acticn i I Open this Client i I Create Serdce/Notis ¥ m

2. Select the provider you want to delete from the list. Type the first letter of the provider’s last
name to move quickly to that location in the list.

3. Click on the name of the provider whose information you want to display.

The Provider Summary page is displayed. View field definitions.




Providers

Provider Summary 4
Summary
Provider Name: Hlgiiard BiriGe Healr Prowider Statiss. fufive Nefwork Brovider: Yes Provider Type: Eariily
Controct Expiration Dete: 9030/2018 Tresarer: YEH
Site Type:
Paryable:
P > B

Affickad with: Mate: [Comment] - TICAATER G416 4254 BIND 550540105018

4. Click on the Provider Name hyperlink to display the Provider Information page.

The Provider Information page is displayed with the General tab active for the provider you
selected. View field definitions.

Provider Information BN Ox e v

General | Sites | Conkact Persons

Proidor Name Treurer Name:

Associated Clincia v Associated Pcemert Family:

5. Click the trash can W icon in the task bar.
6. Click the Yes button in the Confirmation Message window.
The Dashboard page is displayed and the provider is deleted.

Why can’t | access these screens?
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Enter Address Details for a Provider

1. Display the Provider Information page with the Sites tab active. Tell me how...

2. Inthe Address section, click the drop arrow ! to define the address you are entering. Your
choices are Main, Office or Office 2.

3. Click the Details button.

The Address Details window is displayed. View field definitions.

Address Details

§ 1920 S Highland T )
Street | suite 316
City Lombard " Cancel |
State lllinois v
Zip 60148

4. Complete the Address Details window.

5. Click the OK button.

The window is closed and the Provider Information page is displayed with the Sites tab active.

Why can’t | access these screens?
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Add an Associated Insurer to a Provider

An associated insurer identifies insurers who will pay for charges submitted by the provider.
1. Display the Provider Information page. Tell me how...

The Provider Information page is displayed with the General tab active. View field definitions.

Provider Information BN Oz e v

Ganer Stes | Contact Persons

MarNatiwork Brovider

2. Click the Associated Insurers button.

The Insurer Name window is displayed. View field definitions.
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InsurerName
Available

Barry County CMH Authority
Berrien Mental Health Authority
Pines Mental Health Authority 4
Summit Pointe

SWMBH MH

Van Buren County CMH

3. Select the insurer you want to associate with the provider you are setting up.
4. Click the OK button.
The window is closed and the insurer’s name is listed in the Associated Insurers list box.

5. To associate more insurers with the provider you are setting up, repeat steps 2 through 4 until
you have added all the insurers you need to add.

Why can’t | access these screens?
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Delete an Associated Insurer

While you can delete an associated insurer, if claims have been billed to and paid by the insurer, you
should not delete the insurer. When the insurer information is connected to a claim, charge or service in
the system, deleting the insurer can cause problems.

1. Display the Provider Information page. Tell me how...

The Provider Information page is displayed with the General tab active. View field definitions.

Provider Information BN Ox e v

Ganer Sites | Contadt Persons

& Active
b

Mo Metiwork Erovider

Associated Clincia v Associated Pcemert Family:

3. Note the Associated Insurers button with the selected insurers listed in the box below the button.

Associated Insurers

Insurer Name

X SWMBH SUD
X Venture SA (DO NOT USE)

4. Click the delete X icon to the left of the insurer’s name that you want to delete.
5. Click the OK button in the Confirmation Message window.

6. Click the Save button to save your changes.

7. Click the Exit * icon in the task bar when you are done.

10
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Add an Associated Provider to a Provider

An associated provider is one who provides services to clients at a facility which bills the services to the
MCO. Use this procedure to set up the providers who give service to clients and will bill under the
providers information.

1. Display the Provider Information page. Tell me how...

The Provider Information page is displayed with the General tab active. View field definitions.

Provider Information 1IX B G Vv

Ganer Stes | Contact Persons

2. Click the Associated Providers button.

The Provider Name window is displayed. View field definitions.

12
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ProviderName

Available

1800 Wheelchair

Abel, Tracy

Ability In Home Care

Ability Investments LLC

AbleNet, Inc

Abney-Cunningham, LMSW, Gwendolyn
Above and Beyond Care, LLC

Absolute Homecare & Medical Staffing
A-City Cab Inc

Adapt Inc.

Adapt St Joe Inc.

Adapt Technologies, Inc

Advanced Adult Foster Care Inc
Advanced Care Pharmacy Services-Jackson
Advocate lllinois Masonic Medical Center
Affinity Health Management LLC

Agnus Dei AFC Home Inc

Ahmed, Mosaid

Airway Oxygen

Airway Oxygen,

Alaska Northern Lights

Alavi, Zakia

Albert, LMSW, Patti

Albion Cab Company

Al-Guboori, Nadia

Allawala, Shahzad

Allegan County CMH Services

Allegan General Hospital b

"ok | Cancel

3. Select the provider you want to associate with the provider you are setting up.
4. Click the OK button.
The window is closed and the provider’s name is listed in the Associated Providers list box.

5. To associate more providers with the provider you are setting up, repeat steps 2 through 4 until
you have added all providers you need to add.

Why can’t | access these screens?

13
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Delete an Associated Provider

While you can delete an associated provider, if the claims and services have been billed by or for the
associated provider, you should not delete the provider. When the provider information is connected to a
claim, charge or service in the system, deleting the provider can cause problems.

1. Display the Provider Information page. Tell me how...

The Provider Information page is displayed with the General tab active. View field definitions.

Provider Infarmation B Ox e v

Stes | Contact Persons

TET

2. Note the Associated Providers button with the selected providers listed in the box below the
button.

Provider Name

X Ailabouni, MD

3. Click the delete X icon to the left of the provider’s name that you want to delete.
4. Click the OK button in the Confirmation Message window.

5. Click the Save button to save your changes.

6. Click the Exit * icon in the task bar when you are done.

Why can’t | access these screens?

14
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Export a List of Providers to Excel

1. Display the Provider Contracts (###) list page. Tell me how...

The Provider Contracts (###) list page is displayed. View field definitions

Provider Contracts (4891) 3 r A'AIX
a1 Stases k Al e . A5 Contracts ] Mo Cap Linit St - Aty Fitor |
Provides @
D prowder I Ligansaz
106 IBO0 Whslchal O
1w Aty Cab Ioc Orther
7 ALty Cab Ing Ocher
Ay Ceb e, Oby G- S Pui = . PO Box 2477, Battle €. Othes
ALty Cab [ S . PO Bex 2177, Batthe C Orhor
”w Aty Ceb [ PO Box 2177, Battle C Ottwn
] A000 [1)AFC 34673 M40, Covert, ML Growp Homne:
89 Aone (1) AFC 34673 M-140, Covart, MI Growp Homa I

e Aone [1)AFC . 673 M 140, Covert, ML Growp Home 260 76 2072004

L g (1) A1 346F3 M-I, Covert, ML Growp Home 254 B0
5 G 464 Kalmeazoo Street, Growp Home 2 fTatrn ]
5 464 Kalomazoo Stroct,

o7 v Helly Aarchema

30 ABC Wirshous ABC Wiaroho - Sugmmit P, 5700 Beckley Rosd, Bat.

155 bl Teowy Tracy Abel

26€  Ablity InHome Core  Adilty In - Voo Buren - Asility In Hoene Core
#e  phiwy InHome Care Aty In - Van Buren
156 Akl Iyestments .

156 Sbiiey [wosteants . Al -

167G Abdebet i

123430618210 Next Lt

2. Click the Export H icon in the task bar.

The Export file tab is displayed in the lower left corner of your screen.

5 ExportData (3).xls

3. Click on the ExportData.xls file icon in the task bar in the lower left corner of your browser
window to open the file in Microsoft Excel.

4. In Excel, you can Save the file with a new name and Print the file.

Why can’t | access these screens?

16
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Select a Provider or Site to Associate with a Contracted Rate

You can specify which providers and sites are associated with the contracted rate you are setting up. You
can specify all providers or certain providers. Use this procedure to specify certain providers or sites to
associate with the rate.

1. From the Contracted Rates Detail page, select the Code requires an associated provider to
deliver services check box.

Notice the red arrow pointing to the check box in the screen image below.

Contracted Rates Detail s EEx 90 v

Create] Moddy Rate
Modfy StartjEnd Dato

Slig G | 9077290772 V] Rae 7500 Satfete o010 BT Edoae  oeam0r7 |

Mod 1 Meod 2 Mod 3 Mod 4

Al assocloted provides

Cily spacied assnciaked providers may oeller sanice

Modified Stert | Modfied End | Associated
[ Dt

Rate | Code + is) e Ui tract Fusbas L Shent
Rate D Code + Modifier(s) | Heme Flatey Ui Contract Rate(s] | Stes Chen ekl

a5e0n T Biadlion Acen 1.0 ems 7500 D616/ 2016 06152017 N

2. Select the Only specified associated providers may deliver service option.
3. Click the Specify associated Providers button.

The Select Provider / Site(s) window is displayed. View field definitions.

Select Provider / Site(s)
Provider/Site(s)
Show Only Selected Provider/Site(s) @) Show All
Provider Name Website
Brown, LMSW, Julie Brown, LMSW, Julie
Poppe, Jean Marie Poppe, Jean Marie
Manley, Paula Manley, Paula
Lindberg, Edwin Lindberg, Edwin
Wright, Linda Wright, Linda
Battani, LMSW, Rina Battani, LMSW, Rina
Sutton, LMSW, Kathleen Sutton, LMSW, Kathleen
Meyer, Tim Meyer, Tim
Gustin, LMSW, Barbara Gustin, LMSW, Barbara
Steinhauer, LMSW, Lynn Steinhauer, LMSW, Lynn
Remmert, Heather Remmert, Heather
Liss, LMSW, Peggy Liss, LMSW, Peggy
Shaw, LMSW, Jessica Shaw, LMSW, Jessica =
~cae "™ Close "

17
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4. Select specific providers from the list to display or select the Show All option to display all
providers.

5. Type all or partial name in the Provider/Site(s) field to narrow the list of providers that is
displayed.

6. Click the Save button to save the list of providers that you selected.
7. Click the Close button to close the window.

Why can’t | access these screens?

18
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View the Provider Summary Page

1. Click the drop down arrow in the Open this Provider drop down in the title bar. Notice the red
rectangle in the screen image below for the location of the drop down list.

& Stresamline Heafthcere Solutions | Carelink | Katie Heswsley Open this Provides a I Ouick Acticn i I Open this Client i I Create Serdce/Notis ¥ m

2. Highlight the provider you want to view and click on the name once it is highlighted.

A provider tab is opened and the Provider Summary page for the provider is displayed. View field
definitions.

Provider Summary

Summary

Provider Name: Hlgiiard BiriGe Healr
o e 2018

Address:

Lzt Chethe

et Acthoe Sites: Afffictad with: Mote: [Comemmnt] - FICAPED 416 4254 BICD 5505401 05E18

From the Provider Summary page, you can display the:

e Provider Information page

e Contract Details page

e  Checks list page

o  Claim Lines (####) list page
Why can’t | access these screens?

19






Contracts
Add a New Provider from the Provider Tab

The providers, both institutions and professionals, who bill the Care Management organization for
payment of services, are added to the Care Management system through the Provider Contracts module
or from the Open this Provider drop down list.

The contract is the document that defines the relationship between the provider and the MCO to receive
payments for services. The contract spells out rates, billing time spans, allowed procedures and the billing
process.

Using the Open this Provider drop down list, you can:

Add a New Provider

Change Existing Provider Information

Delete a Provider

Add a New Provider from the Open this Provider List
You can access provider information from the Open this Provider drop down list on the title bar.

(£} Streamline Healthcare Sohfions | Carelink | Katie Hansley (Open this Provider b I Quick Action v I Open this Chent L l Create Servica/Nobes .,

Notice the red rectangle in the screen image above. This red rectangle identifies the Open this Provider
drop down.

To Add a Provider from the Open this Provider List
1. Click on the drop down arrow shown in the screen image above and select any provider from
the list.

The Provider Summary page is displayed with the provider’s information. View field definitions.

Provider Summary 4
Summary

ot Exgiration Dote: 902042018

Last Cheeck:

Other Active Sites: Affilicked with: Mote: [Comment] - FRCAATER 0416 4254 SOCD 550540105018

2. Click the hyperlinked provider name.

The Provider Information page is displayed with the selected provider’s information. View field
definitions.

21
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Provider Information

Genoral | Sites || Conkact Persons

Activg
Type Feciity & Individusl
Mo Mstotk, Provvider

Ireuser Hame

Associted Clinician v

Dita Entry Complete

# Authorizstions cannot te creeted If data entry b not complete

Lo
Bllngs
Name “
Crasrtial Aporosching Exphation
External 1D ‘Website

Pronider Comment

Associated Pacemert Famiy:

lIx B a v

3. Toadd a new provider, click the New Item J icon. Tell me how...

The New Provider window is displayed. View field definitions.

— — == =

New Provider

Provider Information

Activi

Type '® Facility Individual

Provider Name

Provider Comment

Non-Network Provider

Data Entry Complete

Uses Provider Access

Substance Use Provider

External 1D
Website

Authorizations cannot be created if data entry is not complete

3. Complete the New Provider window.

4. Click the Save button when you are done.

The Provider Information page is displayed with the General tab active. View field definitions.

22
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The Contact Persons tab is displayed. View field definitions.

Provider Information "o v
5. Complete the General tab.
6. Click Save when the General tab is complete.
7. Click the Sites tab to activate it.

The Sites tab is displayed. View field definitions.

Provider Information vo v
8. Complete the Sites tab.
9. Click the Save button in the task bar when you are done.
10. Click the Contact Persons tab to make it active.

23
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Provider Information N U "0 v
Caneral Stes Contact Persons

Cartact Person Informaticon

Fredte
v [Fastlama Last Hame Sutfex

Phone Murbers Work

el
Phona

e

Contact Parsons
Contact Work Phone | Mobile Phone | Tithe Prienary Contracting | E-Mall

11. Complete the Contact Persons tab.

12. Click the Save button in the task bar when you are done.

13. Click the Exit * icon to leave the Provider Information page when it is complete.
The Provider Contracts (###) list page is displayed.
To Change an Existing Provider
After a provider is set up in the system, use this procedure to make changes to the provider’s information.
1. Click the Open this Provider drop down arrow on the title bar.

Notice the red rectangle in the screen image below identifying the Open this Provider drop down
list.

@ Streamiine: Healthcere Solutions | Carelink | Katie Hersley Open this Provides ¥ I Quick ACTIC i I Open tis Client ¥ I Create Serdce/otes ' m

2. Select the provider whose information you want to change from the list. Type the first letter of
the provider’s last name to move quickly to that location in the list.

3. Click on the name of the provider whose information you want to display.

The Provider Summary page is displayed. View field definitions.

Provider Summary

Affilicked with: Mate: [Comment] - TICAATER G416 4254 BIND 550540105018

24
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4. Click on the Provider Name hyperlink to display the Provider Information page.

The Provider Information page is displayed with the General tab active for the provider you
selected. View field definitions.

Provider Infarmation B Ox e v

Stes | Contact Persons

& At

TET

5. Make changes to the General tab, if needed.
6. Click the Save button in the task bar.
7. Click on the Sites tab to make it active.

The Sites tab is displayed. View field definitions.

Provider Information Bl aoxveoe v

Genesal Sites Contack Parsons

8. Make changes on the Sites tab, if needed.
9. Click the Save button in the task bar.

10. Click on the Contact Person tab to make it active.

25
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The Contact Person tab is displayed. View field definitions.

Provider Information Bl ux w0 v

Genwral | Sites | Contact Persons

Cartact Person Informaticon
Frofh

v [Fastlama Last Mamo Sutfex

o
e

Contact Parsons

Contact Work Phone | Mobile Phone | Tithe Prienary Cortracting | E-Mall

11. Make changes on the Contact Person tab, if needed.

12. Click the Save button in the task bar.

13. If you are finished making changes to this provider, click the Exit # jcon to exit to the
Provider Summary page.

To Delete a Provider
While it is possible to delete a provider from the system, it is very important that you do not delete a
provider for whom services have been billed and/or paid. If the provider has been involved in processing

of claims in the system, it will cause problems if you delete the provider.

1. Click the Open this Provider drop down arrow on the title bar.

Notice the red rectangle in the screen image below identifying the Open this Provider drop down
list.

& Stresamline Heafthcere Solutions | Carelink | Katie Heswsley Open this Provides a I Ouick Acticn i I Open this Client i I Create Serdce/Notis ¥ m

2. Select the provider you want to delete from the list. Type the first letter of the provider’s last
name to move quickly to that location in the list.

3. Click on the name of the provider whose information you want to display.

The Provider Summary page is displayed. View field definitions.

26
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Provider Summary 4

Mote: [Comment] - FICA4TED ©416 4254 BOCD 5505401 05E10

4. Click on the Provider Name hyperlink to display the Provider Information page.

The Provider Information page is displayed with the General tab active for the provider you
selected. View field definitions.

Provider Information BN Ox e v

General | Sites | Conkact Persons

Proidor Name Treurer Name:

Associated Clincia v Associated Pcemert Family:

5. Click the trash can W icon in the task bar.
6. Click the Yes button in the Confirmation Message window.
The Dashboard page is displayed and the provider is deleted.

Why can’t | access these screens?

27
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Add a Contract to a Provider

After you have added a provider to the Care Management system, you are ready to add the contract for
the provider. The contract is the legal document defining the relationship between the Care Management
group and each provider.

Before You Begin

Before you can set up the contract for the provider, set up the provider in the system. Refer to Enter a
Provider. Once the provider is set up, you are ready to add the contract.

To Add a Contract to a Provider

1. Click the drop down arrow in the Open this Provider drop down in the title bar. Notice the red
rectangle in the screen image below for the location of the drop down list.

@ Streamiine: Healthcere Solutions | Carelink | Katie Hersley Open this Provides ¥ I Quick ACTIC i I Open tis Client ¥ I Create Serdce/otes ' m

2. Highlight the provider you want to view and click on the name once it is highlighted.

A provider tab is opened and the Provider Summary page for the provider is displayed. View field
definitions.

Provider Summary

Mote: [Comment] - FICA4TED ©416 4254 BOCD 5505401 05E10

Notice the provider tab and banners are displayed.

My Office Program Administration Dawn Caretaking (27) X

Provider Summary

Contracts

Credentialing Summary

Provider Documents
Provider Name: Dawn Caretaking
Provider Information
Contract Expiration Date:
Provider Summary P

Primary Site:
Paid YTD:
Pended:

Lact Chock:

Rates
Site Review

3. Click on the Contracts banner to select it.

The Provider Contracts (###) list page is displayed. View field definitions.
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Provider Contracts (0) 1| n
=3 To ALl Tyt Sthows curment contracts oty (K aatlied
Cowat D | lome Iipe Cortran Nar Sy Qe zorstcn Dute

4. Click the New Item L icon in the task bar.

The Contract Details page is displayed with the Contract Details tab active. View field
definitions.

Contract Details 88 X =
Corfract Detalls Cordricted Rates Edling Code Rudes

Contract Details
Stabus Al

¥ | Cortract Stwt Dite  05/14/2016 ="  Expiration Dete 06/14/2015 =

5. Complete the Contract Details tab.
6. When the Contract Details tab is complete, click the Save button in the task bar.
7. Click the Contracted Rates tab to make it active.

The Contracted Rates tab is displayed. View field definitions.

Contract Details selA B X v
Corttract Detalls Corkricted Rates Edling Code Rudes.
Inrer vEn Contract Mame | Darwn Carot - VR - 201505 Efective fs OF =
ate Al S v o L Staet Dt Ao G Boeton (047142018
BatelD | Code = Mocifiets) | blame Falellok  CotmctBale | Shes Qliect Mocifisd Stat Diate | Modied End Dule | Assocleter] Providess

8. Complete the Contracted Rates tab.

9. To add a new Contracted Rate to a contract, click the New Contracted Rates ~ 'icon in the
task bar.

The Contracted Rates Detail page is displayed. View field definitions.
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Contracted Rates Detail

Create/ Madity Rate

Moy Seaitfind O
By Caxe ¥| Rate Shart Diafe =" B Dete =
Mad | Mod 3 " Mod 4

Code roguiros an associatod providar & dolvor s
Al e

Conknct Fafefs)  Shes Cliert e e

10. Complete the Contracted Rates Detail page.

11. Click the Save button in the task bar when the Contracted Rates Detail page is complete.

The Contract Details page is displayed.

12. Click the Billing Code Rules tab to make it active.

The Billing Code Rules tab is displayed. View field definitions.

Contract Details

Contract Detals  Contracted Bates | Bileg Coce Huls

Inawer |VEH Crekiad Hasm

Ste Al Siles Contract Date EE | Expiration 06/14/2018 =
Bibng Code Ryl (D Plng Code e )

13. Complete the Billing Code Rules tab.

14. To add a new Billing Code Rule, click the New Billing Code Rule B icon in the task bar.

The Billing Code Rules Detail page is displayed. View field definitions.

Billing Code Rules Detail

CreateMedify Rule

Bifing Code

Dualy Uniivited
Westkdy Ungnited
Mankhly Unimited
voa it

Frevdous Payer EOB Required ' Yes = No

BT x v

15. Complete the Billing Code Rules Detail page.

16. Click the Save button in the task bar when the Billing Code Rules page is complete.

17. Click the Exit * icon in the task bar to close the Contract Details page.
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Why can’t | access these screens?
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Add a Contracted Rate to a Provider

From the Contacted Rates tab on the Contract Details page, you can:

Add a New Contracted Rate to a Provider

Change a Contracted Rate for a Provider

To Add a New Contracted Rate to a Provider

1. Click the drop down arrow in the Open this Provider drop down in the title bar. Notice the red

rectangle in the screen image below for the location of the drop down list.

A Stresamiline Healthcese Solutions | Carelink | Katie Hensley Dipen this Priwides L I Duick Action

¥ I Dpen this Client

L I Create SerdcelNotes

'm

2. Highlight the provider you want to view and click on the name once it is highlighted.

A provider tab is opened and the Provider Summary page for the provider is displayed. View field

definitions.

Provider Summary

Summary
Peovider Naie: Egliiard RERE Hogdr Providar Type: Eocliy
ion Digke: R0I0/201
Addre
Last Check:
Other Acthve Sites: Affced vith: Mot [Cormvmmnt] - TICAATED S416 4254 GICD SA0SA01DSC10

3. Click on the hyperlinked Contract Expiration Date to display the Contract Details page.

The Contract Details page is displayed. View field definitions.

Contract Details

Cortract Detalls Cordricted Rates Edling Code Ruubes

Contract Details
Stabus

¥ | Cortract Suwt Date  05/14/2016 S5 Expiration Dute 06/14/2015 =2

Tyoe ¥ | Payment Terms

4, Click the New Contracted Rates ~ 'icon in the task bar.
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The Contracted Rates Detail page is displayed. View field definitions.

Contracted Rates Detail f | save BB 9 v
Create/Modify Rate

By Cxhe v| Rete Steit Diste = Ered Diehe

Mod | Mod 2 Mod 3 Mod 4

Code racuires an associatod providar B dobver sa7dces

Al psociel

RateID | Code + Mocfierds) | Name RatejUnk ContmctRate(s)  Shes Clert e e

5. Select the Modify Start/End Date check box to enter the Start Date and End Dates.
6. Complete the Contracted Rates Detail page.

7. Click the Save button to save the contracted rate you just added.

8. To add another contracted rate, click the New Contracted Rates g icon. Repeat steps 5
through 7.

9. If you are finished adding a new contracted rate, click the Exit ¥ jcon in the task bar.
To Change a Contracted Rate

1. Click the drop down arrow in the Open this Provider drop down in the title bar. Notice the red
rectangle in the screen image below for the location of the drop down list.

& Stresmiline: Healthcere Solutions | Carelink | Katie Hersley Open this Provides l I Quick Acticn i I Open this Client ¥ I Create ServceNotes i m

2. Highlight the provider you want to view and click on the name once it is highlighted.

A provider tab is opened and the Provider Summary page for the provider is displayed. View field
definitions.

Provider Summary 4
Summary
Provider Name: Hlgiiard BiriGe Healr Prowider Statiss. fufive Network Provicer Yes Provider Type: Earllily
arntion Diske: 012002018 Tresres: VEH
" i S Stafus Address:

Affickad with: Mate: [Comment] - TICAATER G416 4254 BIND 550540105018

3. Click on the hyperlinked Contract Expiration Date in the Provider Summary page to display
the Contract Details page.

The Contract Details page is displayed. View field definitions.
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Contract Details

Cortract Detalls Cordricted Rates Edling Code Ruubes

Contract Details

Curtent cialms approved and pakd

% of Cap used

dartiaked alsa the clalm wil ba pandad
be credentisied else the dsim il be pended

ey from the dete of service. Oider cleims will be ' Pendied ) Denied

Stabus v
T ¥ | Cortract Suwt Date  05/14/2016 3" Expieation Dute 06/14/2015
Contract Hame Tioe ¥ | Payment Term

4. Click on the Contracted Rates tab to make it active.

The Contracted Rates tab is displayed. View field definitions.

Contract Details

Conrant ety | Contrectod Ratos | Biling Cocke Rukis

Inearer ¥ County CHH CONRFBCt Narne,  Adaers, Ch - Baery Coun - 20360
« 3 S v Chort 0
Babe I Cogde - Modfers) Hame Bxent | CowiaciBate | Stes et
a5t L Commmuity He.
4508 2 Comumity e
1599

Effictivg ks OF

ol ENGOGx 0 v

eoiet Dt I IE e Expration 06/16/010
Mooiied Siat e Modfed End Cate | Assaciated provders |

ho

016/ 2016 O 162016 hio

0616/ 2015 06/ 16/2017 ho

5. Click on the hyperlinked rate ID in the Rate ID column for the rate you want to change.

The Contracted Rates Detail page is displayed. View field definitions.

Contracted Rates Detail

Create/ Modify Rate

S x v o v

Slig Gk | 90772 - 90772 V] Rae 7500 St D Fral Diater =
Mod 4

s o o L i o iy Modfied Stk | Modfied End | Assoclated

Rate ID | Code + Modifierts) | Neme Foto/Unk | Confract Rate(s) | Stes Clent = e et

P Pt Adin 1,00 Nems s7500 615,206 [

6. Make changes to the rate as needed.

7. To change the Start and End dates, first, select the Modify Start/End Date check box just above

the Start Date and End Date fields.

8. When you are done making changes, click the Save button in the task bar.
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9. Click the Exit * icon in the task bar to close the page.

Why can’t | access these screens?
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Select a Provider or Site to Associate with a Contracted Rate

You can specify which providers and sites are associated with the contracted rate you are setting up. You
can specify all providers or certain providers. Use this procedure to specify certain providers or sites to
associate with the rate.

1. From the Contracted Rates Detail page, select the Code requires an associated provider to
deliver services check box.

Notice the red arrow pointing to the check box in the screen image below.

Contracted Rates Detail s EEx 90 v

Create] Moddy Rate
Modfy StartjEnd Dato

Slig G | 9077290772 V] Rae 7500 Satfete o010 BT Edoae  oeam0r7 |

Mod 1 Meod 2 Mod 3 Mod 4

Al assocloted provides

Cily spacied assnciaked providers may oeller sanice

Modified Stert | Modfied End | Associated
[ Dt

Rate | Code + is) e Ui tract Fusbas L Shent
Rate D Code + Modifier(s) | Heme Flatey Ui Contract Rate(s] | Stes Chen ekl

a5e0n T Biadlion Acen 1.0 ems 7500 D616/ 2016 06152017 N

2. Select the Only specified associated providers may deliver service option.
3. Click the Specify associated Providers button.

The Select Provider / Site(s) window is displayed. View field definitions.

Select Provider / Site(s)
Provider/Site(s)
Show Only Selected Provider/Site(s) @) Show All
Provider Name Website
Brown, LMSW, Julie Brown, LMSW, Julie
Poppe, Jean Marie Poppe, Jean Marie
Manley, Paula Manley, Paula
Lindberg, Edwin Lindberg, Edwin
Wright, Linda Wright, Linda
Battani, LMSW, Rina Battani, LMSW, Rina
Sutton, LMSW, Kathleen Sutton, LMSW, Kathleen
Meyer, Tim Meyer, Tim
Gustin, LMSW, Barbara Gustin, LMSW, Barbara
Steinhauer, LMSW, Lynn Steinhauer, LMSW, Lynn
Remmert, Heather Remmert, Heather
Liss, LMSW, Peggy Liss, LMSW, Peggy
Shaw, LMSW, Jessica Shaw, LMSW, Jessica =
~cae "™ Close "
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4. Select specific providers from the list to display or select the Show All option to display all
providers.

5. Type all or partial name in the Provider/Site(s) field to narrow the list of providers that is
displayed.

6. Click the Save button to save the list of providers that you selected.
7. Click the Close button to close the window.

Why can’t | access these screens?
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Add a Billing Code Rule to a Provider

For each billing code that a provider can use, you can set up use rules for the code. The rule controls the:

Number of occurrences in a specified time span

Action to take on a claim if the rules are exceeded

Dollar amount cap

Whether or not authorization is required for the code
e Whether or not previous payer EOB is required.

From the Billing Code Rules tab in Contract Details, you can:

Add a Billing Code Rule to a Provider

Change a Billing Code Rule for a Provider

To Add a Billing Code Rule to a Provider

1. Click the drop down arrow in the Open this Provider drop down in the title bar. Notice the red
rectangle in the screen image below for the location of the drop down list.

& Streamiine Healthose Soutions | CoreLink | Katie Hershey pen this Provide d I Quck ACTIon ¥ I Dpen this Cllent ¥ I CIEANE SEMMCE TS i m

2. Highlight the provider you want to view and click on the name once it is highlighted.

A provider tab is opened and the Provider Summary page for the provider is displayed. View field
definitions.

Provider Summary x
Summary
Providkr Name: Highiand Birige Heer Prowkder Statis. St Metwork Drovider: Yeg Provides Type: Earllly

Contract Expiration Diste; 02/30/2018 e V)

Affickad with: Mate: [Comment] - TICAATER G416 4254 BIND 550540105018

3. Click on the hyperlinked Contract Expiration Date to display the Contract Details page.

The Contract Details page is displayed. View field definitions.
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Contract Details Eie x =

Cortract Detalls Cordricted Rates Edling Code Ruubes

4. Click the New Billing Code Rules B icon in the task bar.

The Billing Code Rules Detail page is displayed. View field definitions.

Billing Code Rules Detail o EEx v

CreateMedify Rule
Bifing Code

Frevdous Payer EOB Required ' Yes = No

5. Complete the Create/Modify Rule section of the page.

6. When you are done, click the Save icon in the task bar.

7. To add another Billing Code Rule, click the New Billing Code Rules B icon in the task bar.
Repeat steps 5 and 6 in this procedure.

8. When you are done adding Billing Code Rules, click the Exit ¥ jcon in the task bar.
To Change a Billing Code Rule for a Provider

1. Click the drop down arrow in the Open this Provider drop down in the title bar. Notice the red
rectangle in the screen image below for the location of the drop down list.

& Stresamline Heafthcere Solutions | Carelink | Katie Heswsley Open this Provides a l Ouick Acticn i I Open this Client i I Create Serdce/Notis ¥ m

2. Highlight the provider you want to view and click on the name once it is highlighted.

A provider tab is opened and the Provider Summary page for the provider is displayed. View field
definitions.
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Provider Summary 4
Summary
Provider Name: Hlgiiard BiriGe Healr Provider Statiss. glive

Contract Expiration Diste; 02/30/2018 e V)
Site Type:
Paryable:
Punchid > B

Affickad with: Mate: [Comment] - TICAATER G416 4254 BIND 550540105018

3. Click on the hyperlinked Contract Expiration Date to display the Contract Details page.

The Contract Details page is displayed. View field definitions.

Contract Details 88 X =
Cortract Detalls | Corkracted Rates | Eiling Code Rukes

Contract Details

Stabus v

Insurer ¥ | Cortract St Date  |05/24/20156 06/14/2016 =\
Cox Tyoe v
Clabwrs muzst be recebed within | 365 deys from the debe of service. Oider clsims will be ™ Pended = Denied

alss the cakm wil 5 pandsd
redenfisied else the clim wil be pended

4. Click on the Billing Code Rules tab to make it active.

The Billing Code Rules tab is displayed. View field definitions.

Contract Details snf ENEGx§0 ¥

Contract Dotalls | Contractod Rates | Bding Codo Fulos

Insurer |Samy County CMH Authority ContractName | Adams, O = Banry Coun = 201608 [~y v |

Ste | Al Sfes * | Condroct Doke G/ 12016 v Epuotion 0giea07 |22
Eling Codo Rulo [0 | ESing Codg tamg Daly | Weolly | Monthy  Yeaty | AmountCop ﬁ:‘—“— Auth Hequirod ECS Roguired
15367 0832 Indv Therapy 1. 1 DCenied Yeas Yes

5. Click on the hyperlinked billing code rule 1D number in the Billing Code Rule ID column.

The Billing Code Rules Detail page is displayed. View field definitions.
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o EE X v

Billing Code Rules Detail

CreateModify Rule
Bifing Code

6. Make changes to the billing code rule.

7. When you are done, click the Save icon in the task bar.
8. When you are done changing Billing Code Rules, click the Exit # jcon in the task bar.

Why can’t | access these screens?
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Export a List of a Provider’s Contracts to Excel

1. Click the drop down arrow in the Open this Provider drop down in the title bar. Notice the red
rectangle in the screen image below for the location of the drop down list.

& Stresmiine Healthcore Sohutions | Carelink | Katie Herskey CIpen this Provider o, I Quick Action ¥ I Cipen this Client ¥ I Cregte Service/Notes

2. Highlight the provider you want to view and click on the name once it is highlighted.

A provider tab is opened and the Provider Summary page for the provider is displayed. View fiel

definitions.
Provider Summary 4
Summany
Providkr Name: Highiand Birige Heer Prowider Statiss. fufive Network Provicer Yes Provides Type: Earllly
Contract Exgiration Dike: 09/20/2018 e YEH
s - T S
Afflictad with: MNote: [Comment] - TICA4PTE 0416 4254 SOCD 550540105018
Notice the provider tab and banners are displayed.
My Office | Program | Administration Dawn Caretaking (27) X
F—— Provider Summary
Credentialing Summary
Provider Documents
Provider Name: Dawn Caretaking
Provider Information e ]
Provider Summary Contract Expiration Date:
Rates Primary Site:
Site Review Paid YTD:
Pended:
Last Chack-
3. Click on the Contracts banner to select it.

The Provider Contracts (###) list page is displayed. View field definitions.
Provider Contracts (1) 1A
L - 1, M [ anwsuses T e v Shan carrent contracts on'y (ML
P Barry County CMH Authority Sigred Contract Adarms, Ohr - Barry Coun - 201606 06/ 162016 DG6/16/2017

4. Click on the Export H icon in the task bar.

The Export file tab is displayed in the lower left corner of your screen.
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s ExportData (3).xls

5. Click on the ExportData file icon in the task bar in the browser window to open the file in
Microsoft Excel.

6. In Excel, you can Save the file with a new name and Print the file.

Why can’t | access these screens?
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Field Definitions

Address Details Window Field Definitions

L —SSSSSSSSSSSSSSS==
Address Details
) 1920 S Highland R
Street | Suite 316] S
City Lombard Cancel
State lllinois v
Zip 60148

A Yes in the Required? column below identifies those fields that are required in the Core SmartCare
system. Your system may have been customized to require additional fields.

Field Required? |Description
Identifies the number and street name. You can enter up to three lines in the field.
Street 'You can enter 30 characters in the first two lines and 10 characters in the third
line. Press the Enter key to control the line breaks.
City Identifies the city in the address. You can enter up to 210 characters on one line.
Identifies the state for the address. Select the state name from the drop down list
State or type the first 2 or 3 characters of the state name to display the states that
match.
Zip Identifies the ZIP code in the address. You enter a five-digit ZIP code. You can
also add the hyphen and the four-digit ZIP+4 code.
Identifies which address is the mailing address for the provider. Display the
Mailing mailing address in the panel and select the Mailing check box to identify the
mailing address.
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Billing Code Rules Detail Page Field Definitions

Create/Modify Rule
Billing Code

Billing Code Rules Detail

Dally * Unlimited

A Yes in the Required? column below identifies those fields that are required in the Core SmartCare
system. Your system may have been customized to require additional fields.

Field

|Required?

Description

Create/Modify Rule

Billing Code

Identifies the billing code you are creating the rule for.

Daily

Identifies whether or not there is a limit on the number of occurrences for the
time span. Select Unlimited if there is not limit or if there is a limit, select the
other radio button and enter the number of occurrences that are allowed each day.

Weekly

Identifies whether or not there is a limit on the number of occurrences for the
time span. Select Unlimited if there is not limit or if there is a limit, select the
other radio button and enter the number of occurrences that are allowed each
week.

Monthly

Identifies whether or not there is a limit on the number of occurrences for the
time span. Select Unlimited if there is not limit or if there is a limit, select the
other radio button and enter the number of occurrences that are allowed each
month.

Yearly

Identifies whether or not there is a limit on the number of occurrences for the
time span. Select Unlimited if there is not limit or if there is a limit, select the
other radio button and enter the number of occurrences that are allowed each
ear.

IAction If
Exceeded

Identifies the action the system takes on a claim if the number of occurrences
exceeds the limits set. Options are to:

e Deny the claim

e Pend the claim

IAmount Cap

Identifies if there is a dollar amount limit on how much can be billed for the code.

Standard Rule

IAuthorization
Required

Identifies whether or not authorization is required from the insurer for whether or
not the claim will be processed and paid if all other billing rules are met.

Previous Payer
EOB Required

Identifies whether or not Explanation of Benefits (EOB) information is required

to be entered if the client is covered by multiple insurers.
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Contract Details Page Billing Code Rules Tab Field Definitions

Contract Details

Contract Detalls

Insurer  [VBH

Site Al Sites

Billing Code Rule 1D

Contracted Rates

Contract Name

¥ Contract Date

Biling Coda Mame

Billing Code Rules

i g Expiration 06/14/2018 iz
Daily Weekly | Monthly | Yearly | Amouwtt Cap ‘-“-MLEF Auth Required Requi

A Yes in the Required? column below identifies those fields that are required in the Core SmartCare
system. Your system may have been customized to require additional fields.

Field Required? |Description
Filter
Insurer Identifies the insurer that the provider is contracted with for payment. The entry

defaults in this field.

Contract Name

Identifies the name entered for the contract.

Site

Select from the drop-down list to filter records to display in the List area of the
page. Options are:

e All Sites

e Choose a site set up for the provider in the system

Contract Date

Identifies the start date of the contract entered on the Contract Details tab.

Expiration

Identifies the expiration date entered for the contract on the Contract Details tab.

List

Billing Code Rule
ID

Identifies the number assigned by the system when the billing code rule was
created.

Identifies the billing code entered into the system for which the billing rule was

Billing Code

set up.
Name Identifies the descriptive name of the billing code.
Dail Identifies the number of times a day the service can be provided and be covered

y by the insurer.

Identifies the number of times a day the service can be provided and be covered
\Weekly .

by the insurer.

Identifies the number of times a day the service can be provided and be covered
Monthly .

by the insurer.

Identifies the number of times a day the service can be provided and be covered
Yearly .

by the insurer.
IAmount Cap Identifies the dollar amount limit that can be claimed for this billing code.

Identifies the action the system takes when processing claims, if the amount
Action If exceeds the limits set in the rule. Options are:
Exceeded e Deny

e Pend

IAuth Required

Identifies whether or not authorization is required for providing the service.

EOB Required

Identifies whether or not Explanation of Benefits (EOB) information is required
to be entered in the system when the client is covered by multiple insurers.
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Contract Details Page Field Definitions

Contract Details

Contract Detalls Contracted Rates. Billing Code Rules

Contract Details

Status Active ¥

Insurer ¥ | Contract Start Date | 06/14/2016 ™ expiration Date 06/14/2016
Contract Name Type ¥ | Payment Terms
Claims must be received within | 365 days from the date of service. Older claims will be ®' Pended ) Denied

The total dollar value of this contract may not exceed

Current claims approved and paid

% of Cap used

Conlract Notes

Provider/Site must be credentialed efse the claim will be pended
Rendering provider must be credentialed else the claim will be pended

Cannod add or moadify 5 been Lipdaded

Cannot adkf o rmodify rates v

A Yes in the Required? column below identifies those fields that are required in the Core SmartCare
system. Your system may have been customized to require additional fields.

Field Required? [Description
Contract Details
Status 'Yes Identifies the status of the contract process in the system.
Insurer 'Yes Identifies the insurer who will pay the charges submitted by the provider.
gg?etract Start Yes Identifies the start date for the contract to become effective.
Expiration Date [Yes Identifies the expiration date of the contract.
Contract Name  Nes Identifies the contract name assigned by the system. You can edit this name, if
needed.
Identifies the type of contract being put in effect. Choices are:
e Addendum to Signed Contract
e Letter of Intent
Type Ves e Non-Par Conversion Agreement
e Other
e Signed Contract
e Verbal Agreement - By Phone
e Verbal Agreement - Face to Face
Payment Terms [Yes Where does this come from???
Claims must be
received within —Nes Identifies the time span that is required to submit claims for processing from the
days from the date date of service.
of service.
Older claims will Identifies what happens to claims that miss the number of days received from the
be date of service entered in the previous field. choices are:
'Yes
Pended e Pended
Denied e Denied
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contract may not
exceed

Field Required? |Description
The total dollar
\value of this Identifies a total dollar amount that can be paid to the provider for the duration of

the contact.

Current claims
approved and paid

Identifies the current dollar total of claims that have been approved and paid. This
value is provided by the system.

% of Cap used

Identifies the percentage of the payment cap that has been paid so far. This value
is provided by the system.

Provider/Site must
be credentialed
else the claim will
be pended

Identifies whether or not the provider and/or site need to be credentialed to have
claims approved. If the check box is selected, then claims are pended if the
provider and/or site are not credentialed.

Rendering
provider must be
credentialed else
the claim will be
pended

Identifies whether or not the contract specifies that the rendering provider must be
credentialed. If this check box is selected, then the rendering provider must be
credentialed or the claims is pended.

Contract Notes

Identifies any comments entered about the contract. You can enter an unlimited
number of characters in the Notes field. When the notes are entered, you can run
spell check on the notes that are entered. Tell me how...
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Contracted Rates Detail Page Field Definitions

Contracted Rates Detail - b 3 v
Create/Modify Rate
Maodlfy Start/End Date
Eilling Code ¥ | Rate Start Date i End Date fiithd
Mod 1 Mod 2 Mod 3 Mod 4

Cinde requires an associated provider to deliver services

All associated providers may deliver service

Oy specified associated providers may defiver senvice

Modified Start | Modified End Assoclated

. i fUni y ate(s) ;
Rate ID | Code + Modifier(s) | Name Rate/Unit Contract Rata(s) Sites Clienk Dot Date Evovidacs

A Yes in the Required? column below identifies those fields that are required in the Core SmartCare
system. Your system may have been customized to require additional fields.

Field Required? [Description

Create/Modify Rate

Modify Start/End Identifies whether or not the Start Date and End Date fields are active or
Date grayed out. Select the check box to change the start and end dates.
Billing Code Identifies the Billing Code you are setting the contracted rate for.

Identifies the dollar amount of the charge for the billing code. You can enter up

Rate to 8 digits. The system adds the dollar sign, a decimal point and 2 trailing zeros.
Select the Modify Start/End Date check box to make this field active. Use the
Start Date .
calendar icon to select a start date for the contracted rate.
End Date Select the Modify Start/End Date check box to make this field active. Use the

calendar icon to select an end date for the contracted rate.

If the billing code selected in the Billing Code field has modifiers added to it,
Mod 1 the modifiers are displayed in this field. Up to four modifiers can be added to
the billing code.

If the billing code selected in the Billing Code field has modifiers added to it,
Mod 2 the modifiers are displayed in this field. Up to four modifiers can be added to
the billing code.

If the billing code selected in the Billing Code field has modifiers added to it,
Mod 3 the modifiers are displayed in this field. Up to four modifiers can be added to
the billing code.

If the billing code selected in the Billing Code field has modifiers added to it,
Mod 4 the modifiers are displayed in this field. Up to four modifiers can be added to
the billing code.

Site(s) button

Use the Site(s) button to select the site where the billing code and rate applies.
Client button . .

Use the Client button to select a client who uses the code and contacted rate.
Code requires an Select the check box to indicate that the contracted rate requires an associated
associated provider to provider to provide the service at the specified rate. Once this check box is
deliver services selected, select one of the other options.
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Field

Required?

Description

All associated
providers may deliver
service

Use this radio button to indicate that all associated providers set up in the
system can provide the service for this contracted rate.

Only specified
associated providers
may deliver service

Use this radio button to indicate that only the selected associated providers can
provide the service at the listed rate. To specify an associated provider, click
the button and complete the Select Provider / Site(s) window. Tell me how...

Specify associated
Providers button

Specify associated Providers

If you select the Code requires an associated provider to deliver services check
box and then select the Only specified associated providers may deliver service
option, use the Specify associated Providers button to select the providers to

associate to deliver service for this contracted rate.
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Contracted Rates Tab Field Definitions

Contract Details

Contract Details

Iresurer VEH

Sike All Sies

Contracted Rates

Rate [D Code + Modifier(s) Hame

Billing Code Rules

Contract Name | Dawn Caret - VBH - 201606 Effective As Of e "oty Fifter
£ = LR, o6/140016 | e Expiration | 06/14/2018

Pl
Rate/Unit | Confract Rate | Sites Cllent Modified Start Date | Modified End Date | Associsted Providers

A Yes in the Required? column below identifies those fields that are required in the Core SmartCare
system. Your system may have been customized to require additional fields.

Field Required? |Description
Filter
Insurer Identifies the insurer with whom the contract defines the business relationship

with the MCO.

Contract Name

Identifies the name of the contract. The name is assigned by the system when the
contract is added, but can be revised by the user.

Effective As Of Identifies the effective dates of contracted rates to filter the list.
Site Identifies the site where the contracted rates apply.

. If a contracted rate is assigned to a specific client, identifies the client you want to
Client . .

filter the list for.

Start Date Identifies the start date of the contract with this insurer.
Expiration Identifies the expiration date of the contract with this insurer.
List
Rate ID Identifies the 1D assigned by the system when the contracted rate was added.
Code + Identifies the procedure code and any modifiers for which the contracted rate was
Modifier(s) set up.
Name Identifies the name of the procedure code.
Rate/Unit Identifies the number of units the contracted rate applied to.

Contract Rate

Identifies the dollar amount that is contracted to be paid for the service.

Sites

Identifies the site where the service and rate can be assigned.

Client

If the contracted rate is set up for a specific client, identifies the client the rate is
for.

Modified State
Date

If the start and end dates have been modified on the contract details page,
identifies the modified start date.

Modified End If the start and end dates have been modified on the contract details page,

Date identifies the modified end date.

IAssociated Identifies whether or not providers have been associated with this provider and
Providers contract.
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Insurer Name Window Field Definitions

InsurerName
Available

Barry County CMH Authority
Berrien Mental Health Authority
Pines Mental Health Authority
Summit Pointe

SWMBH MH

Van Buren County CMH

"ok | Cancel

Names

A Yes in the Required? column below identifies those fields that are required in the Core SmartCare
system. Your system may have been customized to require additional fields.

Field Required? |Description

Available

List of insurers set up in the system. Select the insurer you want to add as an
associated insurer on the Provider Information page General tab.
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New Provider Window Field Definitions

New Provider

Type (® Facility

Provider Name

Provider Comment

i Provider Information

Active

Individual

Non-Network Provider

Data Entry Complete
Authorizations cannot be created if data entry is not complete
Uses Provider Access

Substance Use Provider

External ID

Website

A Yes in the Required? column below identifies those fields that are required in the Core SmartCare
system. Your system may have been customized to require additional fields.

Field

Required?

Description

Provider Information

Type

Select either the Facility or Individual radio button to identify what type of
provider you are setting up.

e Facility
e Individual
Active If checked, identifies the provider is actively seeing clients and billing for

services.

Non-Network
Provider

If checked, identifies the provider is a non-network provider. Informational use
only.

Provider Name

Identifies the provider throughout the SmartCare system. You can enter up to 30
characters.

Identifies information that you enter amount the provider. You can enter

Provider unlimited number of characters in this field. This information does not appear
Comment -

anywhere else in the system.
Data Entry Identifies the data entry to set up this provider is complete. When you check this
Complete check box what happens in the system?

I/Authorization
cannot be create if
data entry is not

Identifies that services cannot be paid since authorization cannot be created
unless the Data Entry Complete check box is selected.

complete
Uses Provider Identifies that this provider has access to the Care Management system to enter
IAccess claims, review and fix denied claims and view payments.

Substance Use
Provider

Identifies that this provider is a substance abuse provider. Being identifies as a
substance abuse provider allows records to be created for a client separate from
the master record and unique to the provider. If the provider is a designated as a
substance abuse provider, can have multiple records that contain information for
specific providers.
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Field Required? |Description
IAn 1D that you can enter for a provider that is not assigned by the system. For
External 1D example, if you have an existing set of IDs for providers before you implement
(Care Management, you can enter that ID for the provider.
\Website Identifies the URL for the provider’s website. Information only field.
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Provider Contracts List Page Field Definitions

B Snuses v

Prevekles

[i+}

Provider Confracts (4891)

Al e v

e Aniity n - Van Buren

Gaft 1 furen - .

Contmst Lceme#

A Yes in the Required? column below identifies those fields that are required in the Core SmartCare
system. Your system may have been customized to require additional fields.

Field

Required?

Description

Filter

IAll Statuses

Select from the drop-down list to filter records to display in the List area of the
page. Options are:

All Statuses

Active Only

Active and Complete Data Entry

Active and Incomplete Data Entry

Incomplete Data Entry

Inactive Only

All Insurers

Select from the drop-down list to filter records to display in the List area of the
page. Options are:

e All Insurers

e Choose an insurer to display the contract record

IAll Contracts

Select from the drop-down list to filter records to display in the List area of the
page. Options are:

e All Contracts

Contracts past due

Current Contracts

Contracts expiring in 7 days

Contracts expiring in 14 days

Contracts expiring in 30 days

Contracts expiring in 60 days

Contracts expiring in 90 days
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Field

Required?

Description

No Cap Limit Set

Select from the drop-down list to filter records to display in the List area of the
page. A cap limit identifies a dollar amount limit allowed annually. The cap limit
identifies how close the paid services total is to the cap limit. Options are:

e No Cap Limit Set

Cap limit currently 75%

Cap limit currently 80%

Cap limit currently 85%

Cap limit currently 90%

Cap limit currently 95%

Cap limit currently exceeded

Provider Enter all or some of a provider’s name to search for the specific provider.

Eraser icon -

(7 Use the Eraser € icon to erase data entered in the Provider field.

List

D Identifies the system-assigned ID number for the provider when the provider was
entered into the system.
Identifies the name of the provider as it appears throughout the system. Click the

Provider hyperlinked name to view the Provider Summary page and access the Provider

Information page.

Contract Name

Identifies the name of the provider as it appears on the contract. Click the
hyperlinked contract name to the view the Contract Details pages.

Primary Site Type

Identifies the primary site where services are rendered to clients.

Identifies the type of provider. Types are:
e Clinic
e Crisis Residential

Type e Drop-In Center
e Group Home
e Hospital
Phone# Identifies the contact phone number for the provider.
Identifies the date the contract was activated. Click the hyperlinked date to view
Contract .
contract details.
License# Identifies the license number for an individual professional provider.
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Provider Information Page Contact Persons Tab Field Definitions

Provider Information EN Ox 9o ¥

Ganeral Stes | Contect Persons

Cortact Person Information
B

Fst Narmar Last bame Suffes

Work Phoe | Mobile Phone | Tl Prisnary Contsacting | E-Mai

A Yes in the Required? column below identifies those fields that are required in the Core SmartCare
system. Your system may have been customized to require additional fields.

Field Required? [Description

Contact Person Information

Prefix Identifies the prefix the provider prefers or leave blank.

First Name Identifies the provider’s first name. You can enter up to 30 characters.
Last Name Identifies the provider’s last name. You can enter up to 30 characters.
Suffix Identifies the suffix preferred by the provider or leave blank

Eg::;?{ Provider Identifies whether or not this is the contact person for the primary provider.
List As Identifies the name as it will appear throughout the system.

E-mail Identifies the providers email address.

\F/)\?gpuf Numbers Identifies the provider’s contact person’s work number.

Contracting Identifies whether or not this person is the person to contact regarding the
Contact provider’s contract.

Cell Phone Identifies the contact person’s cell phone number.

Title Identifies the contact person’s title.

Fax Identifies the contact person’s fax number.

IAssociated with

L Identifies the sites the contact person is associated with.
the following sites

Identifies any comment entered about the contact person. You can enter an

Comment unlimited number of characters. When you are finished entering comments, you

can run spell check on your entry. Tell me how...

Contact Persons List

Delete item icon

% Use the delete X icon to delete provider contact person from the list panel.
Radio button icon Use the radio button “ icon to select a record to change information on the
provider.
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Field Required? |Description

Contact Identifies the contact’s name as shown in the List As field.

\Work Phone Identifies the contact’s work phone number.

Mobile Phone Identifies the contact’s cell phone number.

Title Identifies the contact’s title.

Primary Identifies whether this contact is affiliated with the primary provider.

Contracting

Identifies whether the contact is associated with the provider’s contract.

E-mail

Identifies the contact’s email address.

59




Field Definitions

Provider Information Page Field Definitions

Provider Information

General Sites Conkact Persons
o Active
Type Facility ® Individual
Non-Network Provider
First "
Hesfiss:
Kame ol
Primary Site:

EE O x oo

Deta Entry Complete

o Authorizations cannot be created if data entry is not complate
Uses Provider Access
Substance Use Provides

Last
Name

Billings

Provider Name

Associated Chnician:

Trsurer Nane

Credential Approaching Expiration

Extemal 10 Website

Prowvider Cormmuent

Associated Placement Family:

A Yes in the Required? column below identifies those fields that are required in the Core SmartCare
system. Your system may have been customized to require additional fields.

Field

Required? [Description

General Tab

Type

Select either the Facility or Individual radio button to identify what type of
provider you are setting up.

o Facility
e Individual
Active If checked, identifies the provider is actively seeing clients and billing for

Services.

Non-Network
Provider

If checked, identifies the provider is a non-network provider.

Provider Name

Identifies the provider throughout the SmartCare system. You can enter up to 30
characters.

Primary Site

Identifies the primary site where the provider provides services to clients.

Data Entry
Complete

Identifies the data entry to set up this provider is complete.

IAuthorization
cannot be create if
data entry is not

Identifies that services cannot be paid since authorization cannot be created
unless the Data Entry Complete check box is selected.

complete
Uses Provider Identifies that this provider has access to the Care Management system to enter
IAccess claims, review and fix denied claims and view payments.

Substance Use
Provider

Identifies that this provider is a substance abuse provider. Being identified as a

substance abuse provider allows records to be created for a client separate from
the master record and unique to the provider. If the provider is a designated as a
substance abuse provider, the client can have multiple records that contain

information for specific providers.
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Field

Required?

Description

IAssociated
utton

roviders

Use the Associated Providers button to list the providers who provide services
with or for the provider you are setting up. Tell me how...

IAssociated Providers list

Delete item icon

X

Use the delete X icon to delete an associated provider from the list panel.

Provider Name

Identifies the provider name entered when the provider was set up in the system.

IAssociated Insurers
button

IAssociated Insurers

Use the Associated Insurers button to display the list of insurers that the
provider can bill for services to clients. Insurers listed in this field are needed to
set up a contract for the provider. Tell me how...

list

Delete item icon

X

Use the delete X icon to delete an associated provider from the list panel.

Insurer Name

Identifies the name of the insurer that was entered when the insurer was set up in
the system.

Credential If checked, identifies the provider’s credentials are nearing the expiration date.
Approaching This information is displayed on the Dashboard and can be used to run a report
Expiration that lists those providers whose credentials are expiring.

External 1D Identifies that an external ID has been assigned to the provider.

\Website Identifies the provider’s website for informational purposes.

Provider Comment

Identifies additional information about the provider. This comment is displayed
on the Provider Summary page. You can run unlimited number of characters in
this field. You can run spell check on this field after you finish entering text.
Tell me how...

IAssociated Clinician

Identifies the clinician name used to bill for the provider to other insurance
lans.

IAssociated

Placement Family

Identifies the placement family that is associated with this provider for foster

care.
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Provider Information Page Sites Tab Field Definitions

Provider Information | X 9@
General Sites. Contact Persons.
Site Information
Name Active Primary Site
Start Dake - End Date =
Phone Numbers Address
—_— = Main [+] L
Business [
Homez [¥]
Business 2 [¥] Mailing
Program Y Tax 10 */ EIN L s8N Usa for all sites
Type v NP1 Use for all sites
Print on Check as Provider 10 Use for all sites
Capacity Taxonamy Code v Lise for all sites
Current Openings A Of B Pplace of Service v Use for all sites
Weskiend Hours Handicap Access e I')I'!- i;p\.l:utln'\ Adulis 1005
Evening Hours SUD Population Ml Population Children
Site Contacts
Site Comments
A Yes in the Required? column below identifies those fields that are required in the Core SmartCare
system. Your system may have been customized to require additional fields.
Field Required? |Description
Site Information
Name 'Yes Identifies the name of the site for this provider. You can enter up to 80 characters.
Start Date Identifies the start date of coverage for this provider’s clients.

Identifies whether or not this provider is active in the system and the Care

IActive 'Yes AR . .
Management organization is processing claims.

Primary Site Identifies whether or not this site is the primary site for the provider.

End date If the provider is no longer active, identifies the date when the care management
organization no longer processes claims.

Phone Numbers

'You can enter up to 4 phone numbers for this provider and choose the type of phone number you are entering.

Click the drop down arrow and choose a label to identify the phone number you
are entering in the field. You can enter up to four phone numbers with different
labels. Choices are:

e Home

Business

Home 2

Business 2

Mobile

Mobile 2

Fax

School

Other

Drop down arrow

id

IAddress
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Field

Required?

Description

'You can enter up to three addresses for the provider. Use the drop down arrow to display each address that you add.

Main drop down
arrow

Use the drop down arrow to enter up to three addresses for the provider: Main,
Office and Office 2.

Select the address you want to enter. Then, click the Details button to enter the
address for the provider.

Mailing

Select the Mailing check box to indicate which address, Main, Office or Office 2
is the mailing address for the provider.

Details button

Use the Details button to display the Address Details window where you enter the
up to 3 addresses for the provider. Tell me how...

Site Details

Program

Identifies the program that the MCO bills for payment of the services provided to
the client.

Type

Yes

Identifies the type of facility where the services are provided. Choices are:
e Clinic

Crisis Residential

Drop-in Center

Group Home

Hospital

Print on Check as

Yes

Identifies the name printed on the checks in the "Pay to the order of" field when
paying for services claimed. You can enter up to 90 characters in this field.

Capacity

Identifies the number of clients that can be admitted to the facility. You can enter
up to 4 numbers in this field.

Current Openings

Identifies the number of open positions in this facility as of the date in the As Of
field. You can enter up to 4 numbers in this field.

As Of

Use the calendar icon to select the date when the current openings number was
posted.

Tax 1D

Yes

Identifies the tax ID number of the facility or individual who is a provider
submitting claims for payment. Select the User for all sites check box to indicate
the information can be applied to all sites set up for this provider.

NPI

Yes

Identifies the National Provider Identifier number assigned by the Centers for
Medicare and Medicaid Services (CMS). This field provides space for the 10-
digit number assigned to the provider. Select the User for all sites check box to
indicate the information can be applied to all sites set up for this provider.

Provider ID

Identifies the 1D assigned to the provider as needed by the MCO. For example,
this could be a provider ID from the previous system that is entered as part of data
migration. You can enter unlimited characters in this field. Select the User for all
sites check box to indicate the information can be applied to all sites set up for
this provider.

Taxonomy Code

Identifies the code system used to categorize providers by specialty. Taxonomy
codes are set up as part of Global Codes in the Administration banners. Select the
User for all sites check box to indicate the information can be applied to all sites
set up for this provider.

Place of Service

Identifies where the service is provided for this provider site. Select the User for
all sites check box to indicate the information can be applied to all sites set up for
this provider.

License #

Identifies the provider’s licenses number.

\Weekend Hours

Identifies whether or not the site offers weekend hours.

Handicap Access

Identifies whether or not the site offers handicap access.

DD Population

Developmentally disabled population. Identifies whether the provider provides
services to this population.

Adults

Identifies whether or not the provider offers services to the adult population.

1099

Identifies whether or not the provider is a 1099 provider.

Evening Hours

Identifies whether or not the provider offers evening hours.
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Field

Required?

Description

SUD Population

Identifies whether or not the provider offers services to substance user disease
population.

MI Population

Identifies whether or not the provider offers services to the mentally ill
population.

Children

Identifies whether or not the provider offers services to children.

Site Contacts

Identifies the contact information entered for this site on the Contact Persons tab.

Site Comments

Identifies comments entered about the provider’s sites. You can enter an
unlimited number of characters in this field. When you are ready to save the
information you enter on this tab, you can run spell check to find misspelled
words in the free-form comment fields. Tell me how...

Sites

Delete item icon

X

Use the delete X icon to delete an associated provider from the list panel.

Radio button icon

Use the radio button
rovider.

icon to select a record to change information on the

Site Name Identifies the name assigned to the site.
Type Identifies the type of site as selected when setting up the site.
Phone Identifies the phone number for the site.

Identifies the type of phone number that was designated with the drop down
Phone Type .

arrow when entering the phone number.
Primary Identifies whether or not the site was designated as the primary site.
Program Identifies any program associated with the site. The program is used to bill

services to a payer.
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Provider Name Window Field Definitions

ProviderName

Available

1800 Wheelchair

Abel Tracy

Ability In Home Care

Ability Investments LLC

AbleNet, Inc

Abney-Cunningham, LMSW, Gwendolyn
Above and Beyond Care, LLC

Absolute Homecare & Medical Staffing
A-City Cab Inc

Adapt Inc.

Adapt St Joe Inc.

Adapt Technologies, Inc.

Advanced Adult Foster Care Inc
Advanced Care Pharmacy Services-Jackson
Advocate lllinois Masonic Medical Center
Affinity Health Management LLC

Agnus Dei AFC Home Inc.

Ahmed, Mosaid

Airway Oxygen

Airway Oxygen,

Alaska Northern Lights

Alavi, Zakia

Albert, LMSW, Patti

Albion Cab Company

Al-Gubeori, Nadia

Allawala, Shahzad

Allegan County CMH Services

Allegan General Hospital %

A Yes in the Required? column below identifies those fields that are required in the Core SmartCare
system. Your system may have been customized to require additional fields.

Field Required? |Description
Available

List of providers set up in the system. For individuals, last name, first name.
Names Select the provider you want to add as an associated provider on the Provider
Information page General tab.
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Provider Summary Page Field Definitions

Provider Summary

Summary

Frimary Site:
Paid YTD:
Pended:
Lask Check:

Other Active Sites:

Provider Name: Highland Ridge Hospital

Contract Expiration Date: 09/30/2018

Site Type:

Payable:

Pended > than 60 days:

Affiliated with: Nobe: [Conm

Network Provider: Yes Provider Type: Facility

Site Status: Address:

Contact:

Phone:

Credit/Recelvable:

pent] - FACAATER-0416-4254-RBCD-SE05481ROELS

A Yes in the Required? column below identifies those fields that are required in the Core SmartCare
system. Your system may have been customized to require additional fields.

Field

Required?

Description

Summary

Provider Name

Identifies the provider’s name. Click the hyperlinked provider name to display the
Provider Information page.

Provider Status

Identifies the current status of the provider in the system. Status choices are
Active or Inactive. Click the hyperlinked word to display the Provider
Information page where you can deselect the Active check box, if needed.

Network Provider

Identifies whether or not the provider is a network provider. A network provider
is one that who is a member of the network. Click the hyperlinked word to
display the Provider Information page.

Provider Type

Identifies whether the provider is a facility or an individual provider. Click the
hyperlinked word to display the Provider Information page.

Contract
Expiration Date

Identifies the date when the contract with the MCO expires. Click the hyperlinked
date to open the Contract Details page where contract information is stored.

Insurer

Identifies the insurer who is responsible for paying for claims submitted by the
provider for clients who are covered under an appropriate plan. Click the
hyperlinked insurer name to display the Provider Information page where
associated insurers are set up for the provider.

Primary Site

Identifies the site where the provider gives service to clients. If there are multiple
sites, one of the sites is marked as primary. Click the hyperlinked site name to
display the Provider Information page.

Site Type

Identifies the type of site that is the primary site. Click the hyperlinked site type
name to display the Provider Information page. Select or change the site type on
the Sites tab.

Site Status

Identifies the site where the provider gives service to clients. If there are multiple
sites, one of the sites is marked as primary. Click the hyperlinked site status to
display the Provider Information page. Select or change the Site Status on the
Sites tab.

IAddress

Identifies the address entered for the primary site. Enter or change the
information on the Sites tab.

Paid YTD

Identifies the total dollar amount paid to the provider for the current year-to-date.
Click the hyperlinked dollar amount to display the Checks list page.

Payable

Identifies the amount owing to the provider that has been processed for payment,
but not yet paid. Click the hyperlinked dollar amount to display the Claim Lines
(###H) list page.

Payable Past 30
Days

Identifies the dollar amount processed for payment in the past 30 days. Click the
hyperlinked dollar amount to display the Claim Lines (####) list page.
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Field Required? |Description
Identifies the name of the contact person for the provider. Click the hyperlinked
Contact contact name to display the Provider Information page. The contact’s name is
displayed if the contact is marked as the primary contact.
Pended Identifies the total dollar amount of pended claims.
Zz;;jed > than 60 Identifies the total dollar amount of pended claims that are older than 60 days.

Credit/Receivable

Identifies the total dollar amount of ???

Identifies the contact person’s phone number for the provider. If the contact
person is designated as the Primary Contact, the person’s phone number is

Phone displayed. Click the hyperlinked phone number to display the Provider
Information page.
Identifies the dollar amount, date of the check and the check number for the last
Last Check check paid to the provider. Click the hyperlinked check information to display the

Check Details page.

Other Active Sites

Identifies other active sites set up for the provider. Click the hyperlinked site
names to display the Provider Information page. Click the Sites tab to display the
other active sites information.

Affiliated with

Identifies the providers who provide the services being billed for. Click the
hyperlinked provider names to display the Provider Information page. The
associated providers are displayed in the list panel beneath the Associated
Providers button on the General tab.

Note

Identifies the Provider Comment added on the Provider Information page on the

General tab.

67



Field Definitions

Selected Provider / Site(s) Window Field Definitions

Select Provider / Site(s)
Provider/Site(s)

Show Only Selected Provider/Site(s) ® Show All

@X

Provider Name
Brown, LMSW, Julie
Poppe, Jean Marie
Manley, Paula
Lindberg, Edwin
Wright, Linda

Battani, LMSW, Rina
Sutton, LMSW, Kathleen
Meyer, Tim

Gustin, LMSW, Barbara
Steinhauer, LMSW, Lynn
Remmert, Heather

Liss, LMSW, Peggy
Shaw, LMSW, Jessica

Website

Brown, LMSW, Julie
Poppe, Jean Marie
Manley, Paula

Lindberg, Edwin
Wright, Linda

Battani, LMSW, Rina
Sutton, LMSW, Kathleen
Meyer, Tim

Gustin, LMSW, Barbara
Steinhauer, LMSW, Lynn
Remmert, Heather

Liss, LMSW, Peggy
Shaw, LMSW, Jessica

A Yes in the Required? column below identifies those fields that are required in the Core SmartCare
system. Your system may have been customized to require additional fields.

Field Required? |Description
Provider/Site(s) What does this field do???
Show Only fter you have selected providers or sites, select this check box to display onl
Selected After you have selected providers or sites, select this check box to display only
. . the selected providers and sites.
Provider/Site(s)
Selected this option to display all providers and sites entered in the Care
Show All
Management system.
List
Check box Select the check box by the name of the provider or site you are choosing.
Provider Name Identifies the provider’s name.
. Identifies the provider’s web site entered when adding the provider to the system.
\Website . . - .
[True??? this appears to display the providers name again.
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Role Definitions Page Field Definitions

Role Definition

Select Permission Type

Default Permissions for Selected Role

L

[ Sove J

Permission Utilities
Select a role to use the utilities below

Copy permissions from one role to selected role...

from selected role..,

Grant complete a s to sel role...

Select Parent

A Yes in the Required? column below identifies those fields that are required in the Core SmartCare
system. Your system may have been customized to require additional fields.

Field Required? [Description

Roles
Al roles defined in the system. A role defines a collection of permissions to make
it easier to assign permission to each staff member who will use the system.

Roles o ; : . ;
Permissions are assigned to staff to give them permission to access list pages,
screens and windows in SmartCare.
Click the Add Role button to add a new role to the system and assign permissions

IAdd Role

to that role.

Default Permissions for Selected

Role

Select Permission

Use this drop down list to display one permission type for the selected role.

Type
Select Parent Use this drop down list to select a specific parent type to view.
Al Use this drop down list to select to view all permissions, Granted permissions or

Denied permissions for the selected role.

Permission Utilities

Selected Role

This field appears if you have selected a role in the Roles section.

Copy permissions
from one role to
selected role

Click the hyperlink to copy permissions set up for one role to the Selected Role.
When you click the Save button, all permission are copied from the role you
select in the Copy Permission from... drop down list. However, If there are
permission already set up on the Selected Role, these permission are not
overridden.

Remove
permissions from
selected role

Use this option to remove all permissions from the selected role.

Grant complete
access to the
selected role

Use this option to grant all permissions in the system to the selected role.
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Check for Spelling Errors in a Free-form Comment Field

When you have entered text in free-form comment fields on a page or window, if the spell check icon is

present in the task bar, you can check for spelling errors in the comment fields.

1. Complete all comment fields on a page or window.

2. Click the spell check ¥ icon in the task bar.
Spell Check searches all comment fields.
If a misspelled word is found, the Spell Check window is displayed.

3. Notice that the misspelled word is bolded and underlined with a red dotted line in the Not in

Dictionary panel. Suggestions for correct spellings are listed in the Suggestions panel. View field

definitions.
[=] spell Check a
Not in Dictionary: |
to alleviate anxiety, and to teach skills for dealing with chaning C
maladaptive behavior. We spent time hearing successes and |
encouraging ]
Ignore
Ignore All
. Add Custom
Suggestions:
chining
chaining %
shining
chinning Change All

Close

_Or_

If the Spell check is complete window is displayed, the spell check is complete.
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6 The spelling check is complete.

4. Click the Yes button in the Spell check is complete window.
The page you started the Spell Check from is displayed.

Why can’t | access these screens?
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Spell Check Window Field Definitions

E Spell Check

Not in Dictionary:

Suggestions:

chining
chaining
shining
chinning

A Yes in the Required? column below identifies those fields that are required in the Core SmartCare
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maladaptive behavior. We spent time hearing successes and
encouraging

Ignore
Ignore All
Add Custom
Change

Change All

Close

system. Your system may have been customized to require additional fields.

Field

Required?|Description

Not in Dictionary

<text>

Displays the text that contains a misspelled word(s). The first misspelled word
is bolded and underlined with a red dotted line.

Suggestions

Words suggested by Spell Check to replace and correct the misspelled word. If
no suggestions are listed, place your cursor in the misspelled word in the Not in

word list Dictionary panel and correct the spelling. Click the Change or Change All
button to correct the spelling.
Buttons
Ignore Click the Ignore button to accept the spelling as it is shown in the comment
button field. Spell check displays and highlights the next misspelled word, if there are
Ignore any.
Ignore All . . A
button Click the Ignore All button to accept all incidents of the currently highlighted
. misspelled words as shown in the comment field.
gnore All
Click the Add Custom button to add the word to the system dictionary. If you
add the word with its shown spelling, it will not no longer be shown as a
misspelled word. Use this function for words, such as brand name words, or
IAdd Custom Lo L .
button commqnly used abbreviations in your facility. By adding these custom words,
I they will no longer be shown as misspelled.

When you click the Add Custom button, a message window asks if you want to

add the word to the dictionary. Click Yes to save the word.
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Field Required?[Description
Change In the Suggestions panel, highlight the correctly spelled word and click the
button Change button. The next misspelled word is displayed and highlighted in the
Change Not in Dictionary panel.
Change All In the Suggestions panel, highlight the correctly spelled word and click the
button Change All button to correct all instances of this same misspelled word. The
Change Al next misspelled word is displayed and highlighted in the Not in Dictionary

anel.

Close button

Close

When you have finished correcting misspelled words, click the Close button.
The Spell Check Complete window is displayed if all misspelled words have
been corrected or ignored.

Undo button
Change All

Click the Undo button to undo the last action that you took in the Spell Check

window.
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Filter a List Page

A list page displays a list of all the content categories on the page. Using the filters you can narrow the list
of information that you view. The filters vary depending on the content of the list.

1. Follow a path from a banner selection to display a list page.
The list page is displayed

2. Inthe drop-down lists in the Filter box, select the items in each drop-down list to limit what is
displayed on the page.

3. Click the Apply Filter button.

Note: The filter that you apply to that page remains until you change the filters and click the Apply
Filter button again.

4. When the list is displayed, click on a hyperlinked item to view the detail page for that item.

75



Miscellaneous

Why Can’t | Access a Screen?

You can only access screens that your user sign on has been granted access to. This property is referred to
as Permissions. Use the table below to find the screen you need access to and determine the Permissions
that are needed. To solve this, you need to discuss this issue with your system administrator to have the

Permissions changed.

To access Permissions:

1. Follow this path: Administration » User/Role Setup » Role Definition.

The Role Definition page is displayed. View field definitions.

From the Permissions page, you can:

Determine Which Permissions Are Needed for the Care Management Pages

If you can’t access this
screen...

You Need Permission
Type

Parent

Permission Item

Care Management

Application Dropdowns

Clients

Application Dropdowns

Create Service/Notes

Application Dropdowns

Providers

Banners

Administration

IAdjudication Rules Setup

Banners IAdministration Billing Codes

Banners IAdministration Care Management - Admin
(Care Management)

Banners IAdministration Insurers

Banners IAdministration Staff Database Access

ClientAccess Rules All clients

Document Codes (Edit Subcontractor Network

Screen (New Mode) 837 File Details Reprocess

Screen (New Mode) A/R by Plan Export

Screen (New Mode) IAuth Codes Export

Screen (New Mode) IAuth Codes New

Screen (New Mode) IAuth Documents Export

Screen (New Mode) IAuthorization Codes Export

Screen (New Mode) Claim Entry - Institutional |[Delete

Screen (New Mode) Claim Entry - Institutional |Delete

Screen (New Mode) Claim Entry - Institutional |[New

Screen (New Mode) Claim Entry - Institutional |[New

Screen (New Mode) Claim Entry - Institutional |Update

Screen (New Mode) Claim Entry - Institutional |Update

Screen (New Mode) Claim Entry - Professional |Delete

Screen (New Mode) Claim Entry - Professional |Delete

Screen (New Mode) Claim Entry - Professional [New

Screen (New Mode) Claim Entry - Professional [New

Screen (New Mode) Claim Entry - Professional |Update

Screen (New Mode) Claim Entry - Professional |Update
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If you can’t access this

You Need Permission

Parent Permission Item

screen... Type

Screen (New Mode) Claim Lines IAdjudicate

Screen (New Mode) Claim Lines Denial Letter

Screen (New Mode) CM Authorization Details  |Delete

Screen (New Mode) CM Authorization Details  |Delete

Screen (New Mode) CM Authorization Details  [New

Screen (New Mode) CM Authorization Details |[New

Screen (New Mode) CM Authorization Details [Save

Screen (New Mode) CM Authorization Details  [Save

Screen (New Mode) CM Authorization Export

Screen (New Mode) CM Authorization Export

Screen (New Mode) CM Authorization New

Screen (New Mode) CM Authorization New

Screen (New Mode) Contract Details Delete

Screen (New Mode) Contract Details New

Screen (New Mode) Contract Details Update

Screen (New Mode) DSM 5 Diagnosis Delete

Screen (New Mode)

DSM 5 Diagnosis

Move Document

Screen (New Mode)

DSM 5 Diagnosis

New

Screen (New Mode) DSM 5 Diagnosis Print
Screen (New Mode) DSM 5 Diagnosis Save
Screen (New Mode) DSM 5 Diagnosis Sign
Screen (New Mode) My Caseload Export
Screen (New Mode) My Documents Export
Screen (New Mode) My Preferences New
Screen (New Mode) My Preferences Save
Screen (New Mode) My Services Export
Screen (New Mode) Treatment Plan Addendum _ Print
Screen (New Mode) Treatment Plan Annual Print
Screen (New Mode) Claim Lines Deny
Screen (New Mode) Claim Lines Do Not Adjudicate
Screen (New Mode) Claim Lines Pay
Screen (New Mode) Claim Lines ReAdjudicate
Screen (Update Mode) 837 File Details Reprocess
Screen (Update Mode) A/R by Plan Export
Screen (Update Mode) Auth Codes Export
Screen (Update Mode) IAuth Codes New
Screen (Update Mode) Auth Documents Export
Screen (Update Mode) IAuthorization Code Detail |Delete
Screen (Update Mode) IAuthorization Code Detail [New
Screen (Update Mode) Authorization Code Detail [Save
Screen (Update Mode) IAuthorization Codes Export
Screen (Update Mode) Authorization Codes New
Screen (Update Mode) Claim Entry - Institutional |Delete
Screen (Update Mode) Claim Entry - Institutional |Delete
Screen (Update Mode) Claim Entry - Institutional |[New
Screen (Update Mode) Claim Entry - Institutional |[New
Screen (Update Mode) Claim Entry - Institutional |[Update
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If you can’t access this
screen...

Type

You Need Permission

Parent

Permission ltem

Screen (Update Mode) Claim Entry - Institutional |Update

Screen (Update Mode) Claim Entry - Professional |Delete

Screen (Update Mode) Claim Entry - Professional |Delete

Screen (Update Mode) Claim Entry - Professional [New

Screen (Update Mode) Claim Entry - Professional [New

Screen (Update Mode) Claim Entry - Professional |[Update

Screen (Update Mode) Claim Entry - Professional |Update

Screen (Update Mode) Claim Lines Detail View Claim Form
Screen (Update Mode) Claim Lines IAdjudicate
Screen (Update Mode) Claim Lines Denial Letter
Screen (Update Mode) Claim Lines Deny

Screen (Update Mode) Claim Lines Do Not Adjudicate
Screen (Update Mode) Claim Lines Pay

Screen (Update Mode) Claim Lines ReAdjudicate
Screen (Update Mode) Claim Lines Revert

Screen (Update Mode)

Client Account

Button_GenerateClaims

Screen (Update Mode)

Client Account

Button_GenerateStatements

Screen (Update Mode)

Client Account

Button_PostPayment

Screen (Update Mode)

Client Account

Button_ViewPastStatemens

Screen (Update Mode)

CM Authorization Details

Delete

Screen (Update Mode) CM Authorization Details  [Delete
Screen (Update Mode) CM Authorization Details  [New
Screen (Update Mode) CM Authorization Details  [New
Screen (Update Mode) CM Authorization Details  [Save
Screen (Update Mode) CM Authorization Details  [Save
Screen (Update Mode) CM Authorization Export
Screen (Update Mode) CM Authorization Export
Screen (Update Mode) CM Authorization New
Screen (Update Mode) CM Authorization New
Screen (Update Mode) DSM 5 Diagnosis New
Screen (Update Mode) DSM 5 Diagnosis Print
Screen (Update Mode) DSM 5 Diagnosis Save
Screen (Update Mode) DSM 5 Diagnosis Sign
Screen (Update Mode) My Caseload Export
Screen (Update Mode) My Documents Export
Screen (Update Mode) My Preferences New
Screen (Update Mode) My Preferences Save
Screen (Update Mode) My Services Export
Screen (Update Mode) Treatment Plan Addendum [Print
Screen (Update Mode) Treatment Plan Annual Print

Screens

Administration

IAdd/Modify Payer

Screens

Administration

IAdjudication Rule Detail
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If you can’t access this
screen...

You Need Permission
Type

Parent

Permission ltem

IAdjudication Rules Insurer

Screens IAdministration
Pop up
Screens IAdministration IAdvanced Billing Code
. . IAdvanced Claim Formats
Screens IAdministration
for Plan
Screens IAdministration Ad\{ar)(?ed Provider 1D
Definition for Plan
Screens IAdministration IAvailable Codes
Screens IAdministration IAvailable Plans
Screens IAdministration Banner Detail
Screens IAdministration Procedure Code Details
Screens IAdministration Procedure Code Details
Screens IAdministration Procedure Code Details
Screens IAdministration Quick Actions Popup
Screens Client IAuthorization Details
Screens Client IAuthorization Details
Screens Client IAuthorization Reasons
Screens Client Claim Entry - Institutional
Screens Client Claim Entry - Institutional
Screens Client Claim Entry - Professional
Screens Client Claim Entry - Professional
Screens Client Client Authorizations
Screens Client Client Information General
Screens Client ICM Authorization Details
. ICM Client Authorization
Screens Client .
Details
Screens Client ICM Client Search
Screens Client Provider Search
Screens Client Provider Search
Screens Client Providers
Screens My Office 837 Batch Details
Screens My Office 837 Claim Line Details
Screens My Office 837 File Details
Screens My Office 837 File Import
Screens My Office 837 File Text
Screens My Office 837 Import Claim Lines
Screens My Office Appe:al Authorizations
Detail Popup
Screens My Office IAppeal Details
Screens My Office IAppeal Letter Detail Popup
Screens My Office Claim Entry - Institutional
Screens My Office Claim Entry - Institutional
Screens My Office Claim Entry - Professional
Screens My Office Claim Entry - Professional
Screens My Office Client Payment
Screens My Office ICM Checks Validate
Password
Screens My Office Consumer Appeal
Screens My Office Provider Search
Screens My Office Provider Staff Details
Screens Provider IAssociated Providers
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If you can’t access this

You Need Permission

Parent Permission Item
screen... Type
Screens Provider Contact Person Information
Screens Provider Contract Details
Screens Provider Contract Rates
Screens Provider Contract Rules
Screens Provider Contracts Rates
Screens Provider Credentialing Billing Codes
Screens Provider Credentialing Details
Screens Provider New Provider
. Provider Information
Screens Provider
General
Screens Provider Site Information
Screens Provider Site Review Detail
Screens Utilization Management IAuth Codes
Screens Utilization Management IAuthorization Code Details
Screens Utilization Management.  |Authorization Details
Screens Utilization Management IAuthorization Documents
Staff List Clinician
Staff List Prescriber
Staff List Program Manager
. Care Management New

Widgets Alerts/Messages
Widgets New Alerts/Messages
Widgets Provider Authorizations
Widgets Provider Claims
Widgets Provider Contracts
Widgets Providers

80




	Providers
	Enter a Provider
	To Enter a New Provider
	To Change an Existing Provider
	To Delete a Provider

	Enter Address Details for a Provider
	Add an Associated Insurer to a Provider
	Delete an Associated Insurer
	Add an Associated Provider to a Provider
	Delete an Associated Provider
	Export a List of Providers to Excel
	Select a Provider or Site to Associate with a Contracted Rate
	View the Provider Summary Page

	Contracts
	Add a New Provider from the Provider Tab
	Add a New Provider from the Open this Provider List
	To Add a Provider from the Open this Provider List

	To Change an Existing Provider
	To Delete a Provider

	Add a Contract to a Provider
	Before You Begin
	To Add  a Contract to a Provider

	Add a Contracted Rate to a Provider
	To Add a New Contracted Rate to a Provider
	To Change a Contracted Rate

	Select a Provider or Site to Associate with a Contracted Rate
	Add a Billing Code Rule to a Provider
	To Add a Billing Code Rule to a Provider
	To Change a Billing Code Rule for a Provider

	Export a List of a Provider’s Contracts to Excel

	Field Definitions
	Address Details Window Field Definitions
	Billing Code Rules Detail Page Field Definitions
	Contract Details Page Billing Code Rules Tab Field Definitions
	Contract Details Page Field Definitions
	Contracted Rates Detail Page Field Definitions
	Contracted Rates Tab Field Definitions
	Insurer Name Window Field Definitions
	New Provider Window Field Definitions
	Provider Contracts List Page Field Definitions
	Provider Information Page Contact Persons Tab Field Definitions
	Provider Information Page Field Definitions
	Provider Information Page Sites Tab Field Definitions
	Provider Name Window Field Definitions
	Provider Summary Page Field Definitions
	Selected Provider / Site(s) Window Field Definitions
	Role Definitions Page Field Definitions

	Spell Check
	Check for Spelling Errors in a Free-form Comment Field
	Spell Check Window Field Definitions

	Miscellaneous
	Filter a List Page
	Why Can’t I Access a Screen?
	Determine Which Permissions Are Needed for the Care Management Pages



