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Logging Into the SmartCare System

After opening the application via a desktop icon or entering the URL — a login
screen will appear.

Enter your User Name and Password

Click the Login button

Security Questions:

* You will set Security Questions and Answers at the first login.
e You may also have to answer a security guestion

o See the First Time Logging in User Guide for help.
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« My Office Tab: Contains overall information on all clients records

assigned to you based on your permissions

e Client Tab: Contains the client record

& Streamiine Healthcans Solutions | Kalamaroo CHMHSA Services: - Migrate | A1 Provider

AppainmEnt Seanch
My Preferences
Dashinoard

My C3sekad

My Documents
My Cakencdar

My Sandces
Au Documents
Meszages

Wy AuShartzation
Alerts

noulrkes
Scaming
Provider St

BEI‘II-'IBI'S

Dashboard
| Caseload 08 | Services (2 of howrs face to face permenth) 46
. 100
Curment Mot Seenin 3 Mos Last Yea o
Primary a a a G0
a g .
Total a g a 20
o
] 14 o N D 1 F M oA
| Dotuments 48 | Service Needing Mtention i
Mot Tx Plan Per Rew an o~
In Prigress il 3 1 5 L Vi A0 0
To Sign 2 2 2 2
Tor Cov-Sigri a ] i i =
To q a a 3
e - - — — -
g

| Mew Mlertsf Messages (9
1 - . N




Banners

e Banners are on the left side of the page. They are quick buttons
to open parts of the system quickly.

e Banners exist on the My Office Tab, Client Tab, and
Administration Tab
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* The Dashboard is the central page of the system. From

the dashboard you can quickly view pertinent information
and access the detailed screens of this information.

 Information includes:
e Caseload
» Atrack of your face to face services
e Documents coming due or in progress
 Services that cannot be billed due to an error
e Messages that are not yet read

 Services scheduled for you today in the SmartCare calendar

SmartCare Dashboard
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rge (1) X | Utilization Management Administration
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» Throughout the system, List Pages are used to provide information.
* The My Office tab contains list pages to help you organize your caseload

and quickly access information.

» The Client tab contains list pages to list services, documents, disclosures

and other information

Use the Filters at the top of the List Pages to search for specific
Information in a list

 Click on the column headings to sort the list by the selected column —
click the same column heading again to reverse the order of the list

based on the selected column.

List Pages




List Pages (Continued)

o List pages include caseload, non-completed documents, services,

documents due
 Filter Selections remain even after log-out
« Export a list to Excel with the “Export” button

B

* Quickly jump between pages with the page buttons at the bottom

of the screen.
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EHR Basics: Toolbars

e Toolbars:

» Toolbar Is located in the upper right section of the screen.
 Toolbar items will change based on what screen you are on.

. n RBC
Client Information EE x 0 v
General | Demographics Release of Information Log Contacts QI Reporting Financial Referral Hospitalization
General Information
ClientID 18478 S5M Modify Status In Treatment Medicaid ID 75103222
Prefix - - First Name |Charles Last Mame |Kent Middle Name Suffix -
HEC

El X 0 v

SRR

Close client
information

View information of
created and last
modified details

Saves changes to the
client

Run Spell Check

Training Tip: Tools are permission based, so if a tool is disabled that the user

needs, they need to have their permissions updated.




Unsaved Changes

 Located in the lower left section of your screen
e Click the hyperlink to view the document

 If changes are not saved, you may see a pop up regarding these
changes. You can discard these changes by clicking “Discard All”” or
leave the changes unsaved by clicking the “Review Now’ button.

 Allows for viewing of each individual change

Unsaved Changes

HEM Assessment (Taylor, L...
; HRM Assessment (Kent, (o

Billing diagnosi:

9 There are unsaved changes, please review or discard .

[ -
Mountain, =
ompson, Jena Amerson, Jos
‘oumans, John
is, Patsy

Be Cautious when choosing Discard All. This will remove any data and it cannot be recovered.




» Here are some other tips on how to use the system quickly and
efficiently:

Use the tab or mouse to move through pages, especially detail screens
with multiple fields. You will find sometimes pressing tab is faster
and sometimes the mouse is faster.

Use the Save button before moving off a screen.

Use the My Preferences page to set preferences for

» My Office homepage

o Client Tab homepage

e Quick Actions — A drop down that allows for quickly accessing parts of the
system

If the user’s permissions or some other information from the
administrative tab has to be modified, you will need to refresh your
Instance of the application or log out and log back in to see the
changes.

System Quick Tips




CLIENT RECORD OVERVIEW




e You can also use the Opening a Client guide in the manual for
step by step instructions

» Besides using the My Caseload widget to open a list of clients
assigned to you, there is also a Client Search drop down at the
top right of the screen.

» Click on the drop down. The list of clients assigned to you as the
primary clinician and/or primary program will appear.

e Quick Tip: To move down the list quickly, type the first letter of
the client last name.

» Click the client name to open the client record

» Click “Client Search” at the top of the drop down to open the
Client Search pop up and search all clients.

Open this Client
Open this Client

Bley, Ashley
Baldridge sr., Sherry
Brackett, Marihyn
Brainerd, Army
Cardinal, Cai

Cook, Ann

Decker, Amny

Finney Brink, Shelby

Opening aClient File




* In the Client Search pop up — Enter search criteria in the
top fields, click the search button next to the field text is
entered into.

1

Name Search

[y —a——— | [ ———— |
Broad Search ‘Namow Search

Lzst Name First Name

Other Search Strategies

‘S5NM Search nne # Search
OB Search S 1111

e ——— [ P |
Primary Clinician Search El Master Client ID"'Search

Opening aClient File




Opening a Client File

 The client files meeting the search criteria entered above
will appear in the Records List below.
 Select the client file using the radio button next to the ID

 Click the Select button to open the client file.

Name Search

‘Broad ‘Search ‘Mamow Search

Last Name test First Name
Other Ssarch Strategies
DI'IE # Search
= Client ID Search
[ Master Client 1D Search %
Records Found
jin} Master 1D First Name Last Name S5N DoE Status City Primary Clinician
(5) smo2 One Test 0000 01/01f1366  Active Hastings  Clinicizn, A
9703 Georg Test 1111 O5/05/1579  Active Battle Cres Clinician, B

D=



» Client Summary provides a snap shot of the record.
» Use the hyperlinks to open to the page that contains the information selected.
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Viewing Client
Information

e Use the banners In the

Client’s File to view any g
other information e —
regarding the Client.

e Medications opens the
SmartCare Rx record




CLAIMS ENTRY




Claim Lines and Client Claims List Page Changes

Test, Sam (326561) X e W]

VP oAlE BHIX

Al Insurers v Al = 2l s [~] All Sites 2

Entered From E Entered To E DOS F E DOS To =

Clzim Line | Client Mame Provider A| DOS Status :_ran";:l_al_:‘l!; Insurer Pracet BI"II'Ig code re...

2008460  Test Sam Adapt Inc. 10/27/2014 Entry Complate SWMEH Billing codre-..

2008459  Test Sam Advanced Adult Fost..  09/01/2014 Entry Complete Summit Paintz Billing codé 2= 1

2008461 Test Sam CEI Community Men... 10/28/2014 Entry Complete SWMEH . - E 0] OO
Billing cods

Eilling code re=s

Eilling code re_..

You can create claims from the My Office Claims list page or the Client
Claims list page in the client record.

The tools ‘PP’ and “PI’ are used to create claims as a provider.

* ‘PP’ =Provider Professional

o ‘PI’=Provider Institutional

In Claims list page of my office, hover over the denial reasons to view
the reasons from the list page.

From the claims list page, with permission granted, you can mark
multiple claim lines at one time as “To Readjudicate’ or ‘Do not
adjudicate’ and can revert multiple claim lines at one time across claims.




] Revert

@D ' Re-adjudicate

Do not
Adjudicate

ol |G el |

New Professional for

MCO Staff
®

New
Institutional for MCO
Staff

New Professional for $
Providers

New
Institutional for
Providers

Deny

Adjudicate

Pay

Create Denial Letter

All buttons have been replaced with Tool Icons in the Tool Bar

Claim Lines

Tools In the Claim Lines List Page




‘| | / DBA Chemical Dependency Serviced|| 1| All Sites ] ﬁ
| | [ Barry County Substance Abuse Servi | [+] Detail Repori
[ ] Harbortown Treatment Center
12014 |EET ]
Claim Lines (59)
SWMBH ‘v | |Pended "~ | | All Providers [= ] [ Sites [v]
All Bank Accounts | % | | All Populations | EE;;E ji;'-h:« enial Reasons B
Pended/Credit Bal Filter |~ | Batch # a0sa2:HAHF-HH ﬁ#
O0E3ZHFHAHG
Recsived From > Received To B g0&32HF HAHG: HH To G
B0E3ZHFHG
B0E32:HFHGHH %
B0832:HFHH

Salact: Al Al e Dan
[ ]

20834 HAHF

The Tfilter of All Providers has been modified to allow the staff to choose

multiple providers but not all. All Providers is the default and will search
for all assigned providers to the staff. But one or more can be individually
selected using the check box next to each provider name

list of claim lines.

Filter for a specific billing code and modifier combination to narrow the

Claim Lines List Page —Filters




Ability to Batch Revert Claim Lines

» On the Claim Lines list page, filter for a status of Denied, Pended

or To Be Worked and click Apply Filter.

» The Revert tool is now enabled. It is in the top right of the screen,
a white piece of paper with a black arrow pointing left.

» Click on the claim lines you want to revert and then click on the

tool.

* In the pop up, the claim lines selected will display. Click Revert
to revert the selected claim lines.

Claim Lines (11145)

All Bank Accounts

reneacrest oo e R

Received From

Select: all. All on

Claim Line £

[ | 538354
[ | 36377
[ | 538411
[ | 538420

[T s3s421
[0 e3se23
[ s3s427
[ s3s4ss
[l 538464
[] s38438
[ 538545

LI beﬁied

|~ | Al Providers

| % | | 4l Populations

| | | Al Billing Codes and Modifiers

[=]|[ar sites
| | |All Denial Reasons

a3

Revert Claims

You have salected daimlines to be reverted Th w||| reversa all of the actions against the line

and set the

T |

e a
Revert

(&

status back ko 'Entry Complete’. If you wish to click "Revert’.

E‘jr\rine =13 Client Name Provider Dos gz}"ichfgﬁ Rev Cod Uni Status Insurel Claimed Amt | Payabl

636354 | - | | 01,102/ 2DDE| HO0O0S 120 | | 1 | Denied | | =45.00 | 50,00 |
| 636377 | n | | 01,03/ 2DDS| HO00S &0 | | 1 | Denied | 1 - | £20.00 | £0.00 |
| 636411 ‘ ‘ . —— - ‘ 01,104 2006‘ HO015 ‘ | 1 ‘ Denied | i ‘ S95.00 ‘ 50,00 ‘
| 6368420 | um | | 01,04/ 2DDE| Q0808 | | 1 | Denied | == | S75.00 | 0,00 |



Ability to Batch Mark Claim Lines to be Readjudicated

» On the Claim Lines list page, filter for a status of Pended, Denied or ‘Denied
and Partially Approved’ and click Apply Filter.

» The Readjudicate tool is now enabled. It is in the top right of the screen in the
tool bar. It is in blue, the letters ‘ADJ’ with a circle around it.

» Select the claim lines to be marked as Readjudicate and click on the tool.

 Inthe pop up, click Readjudicate. The system will mark all claim lines in the
pop up as to be Readjudicated. (Claim Line Detail page — Readjudicate
check box will be checked.)

Claim Lines (11145) i [ E |2 IJI |
v | [Denied | 1| Al Providers [« ] 20 Sites ﬂ

All Bank Accounts [~ | | Al Papulstions [ | ANl Billing Codes and Madifiers (] |1 Denial Reasons I~

Pended/Credit Bal Filter “ | Bgbch 2 Claim ID Lins =

fa)
= - - ) T ——— |
Select: all Al Readjudicate Claims Readjudicate
You have selected dlaimlines to be readjudicated. If you wish to continue, dick 'Readjudicate’.
Claim Li
[ 538354
A g3g3r7
Service Line | } CPT/HCPCS ) i
E 636411 d Client Mame Provider Dos Code+Modes Rev Code Units Status Insurar Claimed Amt Payable
520120 536354 | | ‘ n1,-'u2,f20|35| HODOS 120 ‘ ‘ 1 ‘ Denied ‘ $45.00 | $0.00 ‘
= &3g421 ol
O esa 538377 |— [— | ‘ n1,.'o3j20|35| HOOOS &0 ‘ ‘ 1 ‘ Deniad ‘ $20.00 | £0.00 ‘
[ s3g427 535411 | | — ‘ |:|1,-'co4j20|36| HOO1S ‘ ‘ 1 ‘ Deniad ‘ $55.00 | $0.00 ‘
n
L] s3sase 536420 |. = | o= -‘ nl,.'o4j20|35| 20808 ‘ ‘ 1 ‘ Deniad ‘ 75.00 | £0.00 ‘
[ s3s4e4




Ability to Batch Mark Claim Lines to Do Not Adjudicate

* Open the Claim Lines list page, filter for a status of Pended, Denied or ‘Denied
and Partially Approved’ and click Apply Filter.

e The Do Not Adjudicate tool is now enabled. It is in the top right of the screen in
the tool bar. It is red with the letters ‘ADJ’ with a circle and a line through the
letters.

 Select the claim lines from the list to mark as Do Not Adjudicate and click on the
tool.

 In the pop up, click the Do Not Adjudicate button. It will modify the claims lines
so that in the Claim Line Details page, the ‘Do Not Adjudicate’ check box will be

Claim Lines (11145) i [ R [2 'D-
[v][Denies L] | All Providers [=] [0 Sites [v]
All Bank Accounts [\ [#1 Populations [\] [ Billing Codes snd Medifiers || ANl Denisl Ressons v
Pended/Cradit B f-SSSr s ,:z, b4
Recsived From
Lo
= - - [ B [ ——— = ]
Do Not Adjudicate Claims |
Select: all, all

You have selected daimlines to be do not adjudicated. If you wish to continue, click 'Do Mot Adjudicated'.
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Claim Ling
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838377 Sanice Line | et Name Provide DOs [ RevCode | Units Status Insurer Claimed Amt | Payable
538411 1d Code+Modes
j02f .
7 caea20 ‘636354 |- . ‘ - n1,02,2ons‘Houc-5 120 | ‘1 |Den|ed | |545.[:-:| ‘su.on |
[] sasazs | 636377 | | o n1,.'03,fzons| HOOOS 60 | | 1 | Denizd | “— | $20.00 | $0.00 |
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e 837 Upload process is done via the 837 Import banner in
the My Office tab. See the user manuals for step by step
details on how to do this.

e Providers must be set up with SWMBH to be an 837 sender.
e Claim From Entry directly into the system is also possible

e Institutional Claim Entry page

o Professional Claim Entry page

Claim Entry




I\/Ianual Elalm cntry

« Search by Authorization number to populate provider and
Insurer. Or enter in Provider and Insurer.

Claim Entry - Professional

General Custom Fields

Client and Provider Claim Information

Cannot proceed without a client and a provider Claim Recsived i
Auth Clean Clzim Date HEi
_E! Name. First Name Clzim Status ] Entry Complets
= o

Insurer = B

e Claim Header now only has necessary fields for manual
entry.

Claim Header

Patient Account Mo,

Diagnosis 1. 2. 3.




Manual Claim Entr

* In the Code drop down, choose a bi¥in9 code and
modifier combination from the provider’s contract or type
In a billing code and modifier combination.

 Note the billing code is based on the Insurer and Provider in
the header as well as the from and to dates in the Service
Lines and will only display what is in the contract.

» Note the Charge amount will auto-calculate with the
contract amount. If Rendering Provider is used to determine
the contract rate, this field must be filled out to populate the
Charge field automatically to the contract amount.

Service Lines
From H#* 1o = Code [=] Modifiers

Units Charge U POS B2 Rendering Provider B3




Manual Claim entry

In Estimate Line Billing — You can vary the units and charges
for each day and click Reallocate. It will enter in the total
amount entered in this pop up in the allocated Charges and
Units. If this varies from the original total charge and units,
when update/close is clicked, the claim line information is
entered based on what is entered in the pop up.

SmartCare 7 X
Estimate Line Billing s ~
| ‘ ng Units ‘ Charges "E:Dde."l"ﬂodlﬁer - . — -
rom 9/1/14 [ Ta /3014 ]|
X v osjoty2014_|2 2 Total Charge 500.00 Total Units 50
¥ FH~ 09fozjz014 |2 20 )
¥ pe——— 10.00 Allocated Charges 300.00 Allocated Units 50
> = 0gfodj2014 |1 10.00
X T3~ 0s/os/z014 |1 10.00
X Tl ogfosiz014 |1 10.00
X T~ ogfo7jzo18 |1 10.00 L\s
¥ T oofosf2014 |1 10.00
> T ogjo9j2014 |1 10.00
of X T o9/10/2014 |1 10.00
X = o9/11/2014 |1 10.00
X Evogf1zjz014 |1 10.00
o W TH 09/13/2014 |1 10.00
1 [ E o9/14/2014 |1 10.00
X EHv|09/15/2014 |1 10.00
X THv|09/1s/2014 |1 10.00
X EEv 09172014 |1 10.00
¥ T o9/1sf2014 |1 10.00 "
' e nofiainea 4

( 1, N )



Manual Claim entry

» Footer does not allow editing of total charge, previous amount
paid, adjustments or balance due. This is modified by
modifying the claim lines above.

» Footer was simplified for what is needed for manual entry.

Claim Footer
Tax10* O ssn O EIN Total Charge
Rendering Provider B3 Previous Amt Paid
Adjustments
Balance Dus
32. Name and Address of Facility where Services were Rendered 33. Physician, Supplier Billing Name, Address, Zip code &% Phone 2

Barry County Community Mental Health Authority

Comment {e.g. if daim is mot clean, why not?)




AUTHORIZATIONS




uthorizations List Page

* The list page in My Office shows each authorization for
clients individually.

 You can search by a specific client, billing code, or end date
of an authorization.

 You can see for each auth the units requested, approved

and used.

Activities
Appointment Search
Checks

Claims

Clhent Motes

Clents

Dashbozrd

Denial Letters
Grievances! Appeals
Hospitalizations
Messages Interface
Provider Contracis
Reception

Refunds

Substance Abuse Screen

Services

- X | program | Admin

CM Authorizations (19898)

All Statuses |v| Start Date
All Review Types | Allinsurers

All Providers ﬂ All Sites

Dus Date Start; 28" Due Dat= End:

Fag | Id Clisnt A | Provider-Site
262829
262631 — o
291468 .
310485 u - -

171854 e
151675 el

151058 T NN

0" EndDate

" authe

L»| |All Biling Codes

g e
N .

El* [ show Urgent Requests Only

Billing Code

HO0D1
50853
50834
HO0D1

HO0DS @
: TG
: TF

HOO0DS
HO0OS

1 tg

120

Status

Approved
Approved
Approved
Closed

Approved
Approved
Approved

From

11/18/2011
12/22/2011
02/27/2013
12/31/2013
03/04/2008
10/23,2007
01/11/2008

To

11/18/2011
01/31/2012
05/27/2013
01/01/2014
06/04/2008
01/20/2008
04/0%/2008

Auth Due

0.00
3.00
1.00
1.00
1.00
0.00
0.00

1.00
5.00
2.00
1.00
6.00
4.00
5.00

1.00
6.00
2.00
1.00
6.00
4.00
6.00

Auth#
20120125-009
20120125-011
20130417-018
20140102-009
2008325-35
3152008154510...
11420081625320...




Authorizations Detal

e The requested and approved are in separate sections.
Claims against the auth are tracked in Services/Claims.
You can see the information above for the authorization
selected in the list below.

CM Authorization Details

S Page

Authorization Details

Messages and Notes

Authorization Document

Requestor

e

Client
Event
Lzst Reviswed By™

Last Reviswsd On”

Authorization Regquests

02/22f2012

o

B

Serviczs/ Clzims

Treatment Information

Reguesting Provider

Provider/Site | Peychological Consultants of Mizhigan / DBA Chemical Degende ﬂ

Requested
Billing Code
Units

From
Frequency
Total Units |6

Unit = 15 min

i (@ T
Weskly

e ——
Copy To "Approved”

Used
Scheduled/Show

Authorization

Billing Code

20 Completad

Units

Populztion
Loc
Tx Plan Start
Tx Plan End
Documentation History Reports Attachments
Approved
4| Billing Code
Units 1 15 Minutes
0312012 |[@@" | From iy/zzr0i1 |EE- To
4 Fraguency Weekly
Total Units
Auth # 20120125-011
333323333333333 Total 20
Us=d From To Totzl Status

Caps
Code

“

01/31/2012 | ER~
[+

Unit Requestad

Type Reg YTD LCM
Status
Status Approved L]
Review Level
Comments

[ This request is urgent (=xp=dited)

From Reguested To Regquested Total Requested



Authorizations Details Page

e Use the Documentation tab to see Events assoclated with
the Authorizations.

o Use the Attachments tab to scan or upload a document so
that it Is assoclated to this authorization. -- This tab will
not be used for Duals.

CM Authorization Details

Authorization Details

Authorization Document

Regusstor

Clienz - -
Event

Last Reviewsd By™ Bolden, Donn

Last Reviewed On™ 022/2012 |EEv

Authorization Requests Services/ Clzims

.

Record Description

Meszages and Notes

aCumentation

Treatment Information Caps
Code

Requesting Provider

Population
LC

T Plan Start
Tx Plan End

Atrached Date

Type Req ¥YTD LCHM CCM



Authorizations Details Page

* The Messages and Notes functionality Is associated to
Care Management authorizations.
e Messages can be sent to others using this tab.

» Notes can be entered and seen that are pertaining to this
authorization.

CM Authorization Details




AUTHORIZATION REQUEST




 |n client record, create an ‘SU/Duals Authorization’ event
 Scan supporting documentation as an Event
 This will create the authorization request for UM staff to

review
 Authorization status and approval will be tracked in CM
Client Authorizations.

Process for Request




Creating Authorization Event

1. Open the client you want to request an authorization for

2. Open CM Events banner and click the New tool in the tool
bar.

] B X

3. Inthe new event, choose the ‘Event’ of ‘SU/Duals
Authorization’, confirm the date and time, enter a ‘Status’ of
‘In Progress’ and ‘Insurer’ based on your contract. Provider
name defaults based on the provider associated to you as a
primary provider.

Details

Event l Iv

Date 04/21/2015 4% Time 9:27 PM

Staff CM, Administrator
Status e

Insurer

{

Provider |1300 Wheelchairz v




Creating Authorization Event

4. Click on the Note Tab.

5. Choose the Insurer and Provider based on the
authorization(s) you are requesting.
6. Enter authorization information in the ‘Authorizations’ fields.

* Note that the “Code’ field is dependent on the contract based on
the insurer, provider and dates of service.

* Note that ‘Add Code’ will add an additional grouping of the fields
for the additional codes needing to be authorized.

7. Enter Requester’s Rationale

8. Enter Women’s Specialty question. Note if you are providing
services for SWMBH MH then this field will always be
answered No. It only applies to SED services.




Creating Authorization Event

Ewvent Mote

Authorization Request

Insurer

Insurer ﬂ Provider ﬂ Insurer and Provider Applies to all authorizations listed below |
Authorizations

Start Date Eii\d End Date v site v

Code ﬂ Req Units How Often ? ﬂ
Modifiers Total Units Add Code ¥

Requestor's Rationale

Women's Speciality

i (If yes to any of the following questions — Mark Yes for Women's Spedialty Program: Is client a
Women's Speciality Program * () Yes () No pregnant woman? Does the client have dependent children? Is the client trying to regain
custody of hisfher child(ren)?)




Creating Authorization Event

» Use the Save tool to save changes made to the event but
not complete it. The event can then be returned to by
opening the client and opening the CM Events banner.

(v|E _J »

 To finish/complete the event, click the Sign button.

Authorization Request

GoTo
e Status  New Effective 04/21/2015 Author  Administrator, CM V|

......




Creating Authorization Event

* |f rules are note met, then the validation pop up will appear.
Two common rules are:

« Admission Event is required for non-admission authorization
requests — this applies for providers who are a substance abuse
provider that the authorization(s) are being requested for.

* Request start date and end date should be either prior or post to
today’s date — the date of each request can only be prior to or post
to today’s date and up to today’s date. If a billing code is needed
for both prior and post, then it needs to be added as an additional
code with two date ranges, one prior and one today’s date to post.

e Ex: Authorization is needed for 90834 from 3/1/15 to 5/31/15 and
the date the authorizations are requested is 3/31/15. There need to
be two requests for 90834 — one from 3/1/15 to 3/30/15 and
another from 3/31/15to 5/31/15.

Vahdations I

Authorization Request - An Admission Event is required for non- H
assessment Authorization Requests [
Authorization Request - Requested start date and end date should be 1
either prior or post to today's date.

B (KA P hant Aothanratinne || IEEEEERT. T I ST | ceaden



Creating Authorization Event

SmartCare ® Y

e Once all rules are o
met, when you click
Sign, the signature
pop up will appear.
Enter your password
and click the Sign
button to complete ] . X

the event.




SCANNING IN DOCUMENTATION

See the user manuals for details on this

Process.




Scanning or Uploading

 To start either scanning or uploading, choose the
Scanning banner in My Office tab.

 Click on the tool to start scanning (printer) or uploading
(PDF symbol).

MyOffice ] Test, Sam (344597) X | Admin | Test Provider (1971) X

-
Inquiries Scanned Medical Records (0) B X
Messages Interface
PA Checks All Associations ﬂ All Recerd Types ﬂ Apply Filter
PA Clients Show Scanned/Uploaded [ v | |Administrator, CM [v] Not Completed (v Other v]

Provider Contracts
Refunds Effective Dates Between i~ and it Created Between 03/22/2015 | (I~ And 04/21/2015 | ™

Substance Abuse Screen
My Caseload
CM Authorizations

Associated With D Name Record Type Created 7 Effective Scanned By Status

My Documents No data to display

My Authorization
Messages
Alerts

My Preferences

T

Unsaved Changes

Claim Entry - Profes...
Contract Details



Scanning or Uploading

 If you scan — the system will pull up your scanning page
for you to scan via your scanning hardware.

 If you upload- the system will give you a pop up to
browse your files and choose a file to upload. The file
must be saved as a PDF. The system will give you a green
circle next to the file you selected if it can be uploaded.
Red circle means it cannot be uploaded.

SmartCare ® R

Please select a file.

o Test.pdf = Remove

| Select




Scanning or Uploading

The document will be viewable on the detail page that then
opens.

Enter in the first drop down the option “‘Client (Events)’

Use the blue square to open the Client Search pop up and find
the client you want to associate the scanned record to.

Enter the Effective date of the document (this determines the
order it will appear in on the CM Events list page)

Enter the name of the document in ‘Record Type’ drop down

Use the ‘Description’ box to give details to the record type.
This field Is not required.

Click Save In the tool bar to save the document. Once the
fields are completed and you click save, the document can now
be seen in the CM Events banner.




Scanning or Uploading

Upload File Detail

[E=E]) o x

Record Type

Image Details

7 Effective I

ﬂ Description

-' "Reload File '] Reload Al " -' Append File [v] of o

Scanned or uploaded document will appear in this space fore a preview.




Scanning or Uploading

If you need to correct a document you scanned in:

e Click on the Created date on the Scanned Medical Records
list page.

 This will open the details page. Make the changes in the
fields at the top and click Save to save the changes made.

» Or use the garbage can tool to delete the document from the
system.

Scanned Medical Records (1)

All Associations ﬂ i All Record Types ﬂ -' E fter
Show Scanned/Uploaded | v | | Administrator, CM | v | |Completed |~ | |Other v
Effective Dates Between ™ and FE i Created Between 03/22/2015 |H™ And 04/21/2015 | =
Associated With D Name Record Type Created W | Effective Scanned By Status
-' AU Client (Events) 335844 TJ04£2012015 | p4/20/2015 Administrato...

Completed



CLIENT COVERAGE PLANS




« SWMBH staff are entering plans for new clients
o |f the plans need to be modified the plans to select:
o MI Health Link Meridian
e MI Health Link Meridian SUD
e MI Health Link Aetna
e MI Health Link Aetna SUD

Business Process




Client Coverage Plans

 Insurance information is in the Client Plans and Time Spans
banner of the client tab.

* Plans already entered will appear on the list page. For a plan to
be active, It has to appear in the Plan Time Spans area at the

bottom of the page.
e Click a Plan name to open the Plan Detalils page.

Client Plans And Time Spans (1)

Client Plans .
Plan Mame A Insured Co-Pay Start Date End Date COB | Service Area
MEDICAID-STATEPL..  Self i g Gikiing General [~]
Pt Thee Spme ™, Show Curren t Plans Only Genera E|
04/01/2012 - No End Date g er...
%  MEDICAID-STATE PLAN 3299 GULL ROADNazareth, MI 43074 Eiing




e To enter a Plan, perform the following steps:
» Click the New tool on the Plans and Time Spans details page.

» Enter information on the General tab

* Note: The Plan drop down contains all plans entered in the
Administration tab, Plar (C0)x

* You cannot access the Copayment and Monthly Deductible tabs
until it is indicated on the general tab that the client has a copay or
deductible.

 Click the Update button to save the information entered.

» Click the close button to return to the Plans and Time Spans
details page.

Chient Insurance Plans —
Entering a Plan




General Tab of Client Plans

e Plan and Insured ID are required to Save.

 Plan is the list of coverage plans that can be entered in the
system for a client.

e Click green Save tool in the tool bar at the top right of the
screen to save the information changed on the page

Client Plans ﬁl

Ganzrs | Claim Information Copayment Manthly Deductible
Plan Insured Information
L M o Cliant is Subscribar ®ves ) No
Insured ID I
Group #
Employer/ Group Mame
Contact Number %
Copayment
Authorization Overrida ‘ Laiiaiiz |
| [ Authorization is Required [] Mo Awthorization Required |
Monthly Deductible
Comment [] The Client Has Monthly Deductible
Manthly Deductible Last Met |
COB History
Start Detz | End Dt COB Usar Madified On
Eligibility Verification
Diate Last Varified i
Werified By [»] ‘




Client Plans — Making the plan active

 After saving the Plan Details Page, click the Red X tool in the tool bar
to return to the Client Plans and Time Spans page. The plan is now

listed on the Plans and Time Spans page, enter the Start Date, COB
Order, and Service Area and click the Add button.

e The plan will now be entered in the Plan Time Spans below.

Client Plans And Time Spans (1)

Client Plans

Flan Mame & Insured Co-Pay Start Date End Date COB | Service Area

MEDICAID-STATEPL..  Self il - General (=] @




Client Plans —Ending a Plan

e To remove a plan from the Plans Time Spans section:

In the Plan Time Spans section, enter the end date for the plan you
want to end.

e Click Set End Date. This will end date the plan in the history.

e To view a plan that is not active on this page, click ‘Show current
plans only’ checkbox so that it is not checked.

Client Plans And Time Spans (1)

COB Service Area

m- ]

MIHealthLin Meridian

Add|

Show Current Plans Only

Maximize Time Spans

Plan Time Spans

(T ————
Change COB Order...

02/01/2015 - No End Date

MIHealthLin Meridian

| Set End Date '|




e Look around the environment
 Practice what you generally do in the current environment
e Claim Entry

* Reviewing Authorization information and Exporting to
Excel

e Reviewing provider information
e Opening a client

Practice Time
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