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Chapter 1 INTRODUCTION

The Kansas Department of Aging (KDOA) uses KS AuthentiCare for home and community based
services (HCBS) clients (consumers or customers) receiving care under the Frail Elderly Waiver.

The Kansas Department of Social and Rehabilitation Services (SRS) uses KS AuthentiCare for
HCBS clients (consumers or customers) receiving care under the Physical Disability (PD) Waiver,
the MR/DD Waiver, the Traumatic Brain Injury (TBI) Waiver and the Technology Assisted (TA)
Waiver.

Providers of selected services (procedures) under each waiver are required to use KS
AuthentiCare to capture and bill for services provided to clients. (See Appendix A.1 for the list
of included services.)

KS AuthentiCare is a web-based electronic scheduling, tracking, reporting and billing system
that:

e Automatically captures and invoices accurate services provided to clients,

e Provides the ability to automate scheduling, time and attendance, billing and reporting
functions,

e Assists in identifying and responding to unmet client needs (missed and late visits), and
e Provides KDOA and SRS with data to assist in making policy decisions regarding the delivery
of home and community based care.

1.1 COMMON TERMINOLOGY/ACRONYMS

Users must be familiar with the terms and acronyms used in KS AuthentiCare in order to take
full advantage of the functionality and follow the instructions in this User Manual. These
include:

Term/Acronym Meaning/Use

835 The electronic remittance advice (RA) that KMAP/MMIS provides to each provider
reporting the adjudication status of each claim submitted

837 The electronic billing file that KS AuthentiCare submits each weekday morning to
KMAP/MMIS on behalf of each provider

Activities Those specific tasks that a worker performs for the client that make up the service
(procedure). For a list of services that require activity codes and the specific
activity codes, see Appendix A.2 of this User Manual.
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Term/Acronym

Meaning/Use

Case Manager

Responsible for assessing eligibility, referring to needed services, monitoring
services, follow-up, and Plan of Care (POC) entry into KMAP/MMIS to create the
authorizations for services to be provided to the client. (Includes Targeted Case
Managers)

Claim Each episode of service captured in KS AuthentiCare. Each will have a unique
claim number auto-assigned by the system. Claims may be entered into KS
AuthentiCare by the IVR, web or mobile device.

Client The individual receiving services under the applicable waiver; usually known as the

consumer, the customer or the beneficiary.

Client Services

The First Data help desk that can assist KS AuthentiCare users. Contact
information for them is located in Chapter 14 of this User Manual.

Event For those providers who use the Scheduling functionality in KS AuthentiCare, an
event is a visit scheduled in advance for service for a client.
First Data The company that operates KS AuthentiCare for the State of Kansas.
IVR Interactive Voice Response system used by KS AuthentiCare; pre-recorded

information that the Worker interacts with via touch tone phone when calling a
designated toll-free number. For more information, see Chapter 10 of this User
Manual.

Mobile Device

A GPS enabled mobile device (smart phone) can be used to record services
provided for a client. For more information, see Chapter 11 of this User Manual.

MMIS

Also known as Kansas Medical Assistance Program (KMAP) or HP; the entity that
maintains information on enrolled clients and providers and that processes claims
submitted for payment. Much of the data in KS AuthentiCare is from the
KMAP/MMIS system. KMAP/MMIS updates data in KS AuthentiCare each week
night via secure file transfer.

Provider

The provider agency or FMS provider that is authorized to provide services for a
client. Each provider has a unique Medicaid provider ID (9-digit number plus a
letter). If a provider company has multiple locations, each is considered a unique
provider as each has a unique Medicaid provider ID + service location indicator
(letter suffix).

Service

The procedure provided for the client under the waiver. For a list of the services
where the provider must use KS AuthentiCare, see Appendix A.1 of this User
Manual.
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Term/Acronym

Meaning/Use

State Staff or
State

State staff who will have access to information in KS AuthentiCare are staff at the
KDOA and SRS who oversee the Physical Disability (PD), MR/DD, Traumatic Brain
Injury (TBI) and Technology Assisted (TA) Waivers.

Sub-Role

The KS AuthentiCare initial administrator user at each provider location/FMS
provider will create additional users and assign them a sub-role which defines what
information they can access and what actions they can perform on the KS
AuthentiCare website. The sub-role each one uses is assigned allows them to do
their designated work while assuring that all data is maintained in a private and
secure manner. For a description of each sub-role, see Appendix A.4 of this User
Manual.

Worker

The Worker is the employee of the provider who actually provides the service to
the client. May also be known as Attendant, PA (Personal Assistant) or Direct
Support Worker (in self-directed care). Each worker is assigned a unique 5-digit
Worker ID number for each provider and/or provider location where they work to
use when recording services via the IVR, web or mobile device.

1.2 OVERVIEW OF KS AUTHENTICARE

The core of KS AuthentiCare is a database containing information on the clients, services,
authorizations, providers and workers. This information is updated each week day via file
transfer from KMAP/MMIS or web entry as needed by provider staff. The basic use of KS
AuthentiCare requires these steps:

1. The worker goes to the home of the client to provide a service.

2. The worker uses the client’s touch-tone phone to call the toll-free KS AuthentiCare
number or uses a GPS enabled mobile device.

3. Using caller ID or GPS technology, KS AuthentiCare identifies the client and the services
authorized for that client and prompts the worker to enter his/her Worker ID number
and verify the service to be provided.

4. The system verifies the information and advises the worker that he/she is “checked in”
as of the time the contact was initiated.

5. When the worker completes the service, the worker calls the same toll-free number or
uses the GPS enabled mobile device to “check out” and record the activities performed
as appropriate. The worker is advised that he/she is “checked out” as of the end of

the contact.
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6. From that telephone/mobile device interaction, KS AuthentiCare creates a claim. After
the provider reviews and approves it, the claim is submitted to KMAP/MMIS
electronically for adjudication.

7. Claims are submitted for processing in the early morning of each week day.
KMAP/MMIS makes payment directly to the provider on their normal payment schedule.

In situations where the IVR system cannot be used (example: the phone is out of order) and
the worker does not have a mobile device or situations where the worker makes an error
(example: forgets to check out); the worker notifies his/her supervisor and provides the
information about the visit. The provider enters the visit information into KS AuthentiCare via
the web, thus creating a claim for the service provided.

1.3 ORGANIZATION OF THE DATA

The data in KS AuthentiCare is organized under four main areas:

1. Entities - includes people or agencies that are involved in providing care as well as
individuals receiving care. In KS AuthentiCare, the Entities are: Providers, Workers and
Clients.

2. Services - those procedures defined by KDOA and SRA for reporting through KS
AuthentiCare are listed in Appendix A.1.

3. Authorizations - specify the types and amount (units) of service that
providers/workers are pre-authorized to provide based on the client’s Plan of Care.

4. Claims - each occasion a service was provided to a client by a worker. (Also known as
a visit, this does not always equate to a claim submitted to KMAP/MMIS. Under certain
pre-defined circumstances several visits may be combined to create on claim for billing
purposes.) Each claim created in KS AuthentiCare has a unique claim number.

1.4 KS AUTHENTICARE USERS

The user of KS AuthentiCare is assigned one of several different roles. This User Manual is
designed to provide each user, regardless of role, with the ability to maximize use of the system
on a daily basis.

While the client is the heart of any in home and community based care system, clients do not
interact directly with KS AuthentiCare. Those who do have active roles in KS AuthentiCare are:

e The Worker who calls the IVR or uses a GPS mobile device to check in upon arrival at a
client's home and again to check out after completing services.
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e The Provider Staff who use the secure website to
o Manage worker information
Schedule workers’ visits to clients’ homes (optional)

Add claims for services where the use of the IVR or mobile device was not feasible

© O O

Modify a claim that was incorrectly entered by the worker using the IVR or mobile
device

o Confirm claims for billing prior to their submission to KMAP/MMIS
0 Acknowledge and provide an explanation of missed visits
o0 View reports of real-time information to assist in record keeping and management

e The State Administrative Staff use the secure website to monitor care being provided to
clients

KS AuthentiCare helps to reduce paperwork and gives the user tools to assist in managing staff
resources, service delivery and reimbursement through access to real-time information via the
Internet at any time.

1.5 SECURITY

KS AuthentiCare maintains extensive security protocols to protect the information available via
the website while at the same time making it readily available to authorized users. There are
two levels of security controlling access to the data:

The first level of security is dependent on the role that the user has in the system. The roles
in KS AuthentiCare are Provider, KDOA Administrative User and SRS Administrative User.

Each Provider can designate sub-roles within their agency. Each sub-role
| has the ability to perform specific functions within the system. See
Appendix A.4 for a description of the sub-roles.

The second level of security is referred to as data scoping. Data scoping restricts what
information the user has access to within their role.

e A Provider user has the access only to information associated with his/her provider Medicaid
ID. A provider is not able to view the data of other providers for confidentiality reasons.

e The KDOA Administrative users can view all data in KS AuthentiCare related to clients in the
Frail Elderly Waiver.
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The SRS Administrative users can view all data in KS AuthentiCare related to clients in the
four SRS Waivers.

1.6 USING THIS WEB APPLICATION

The KS AuthentiCare web component is accessible from any computer that has a connection to
the Internet. Examples of unique functions:

Hyperlinks - a hyperlink, or link, is a connection from your current location in the
application to another page in the application or another web site or web application. When
the mouse is placed on a hyperlink, the text may change, and the cursor changes from an
arrow to a hand. Hyperlinks only require a single click. Below is an example of a text
hyperlink in KS AuthentiCare.

Entities

Add New = Cliept
Proé ler
Worker

CaseManager

The text is now red
and the arrow is
now a hand. This
is a hyperlink.

Search =

Pictures, graphics, or icons can also be used as hyperlinks. If the cursor arrow changes to a
hand, then there is a link. In the example below, the graphic does not change in
appearance but a pop up box indicates what the hyperlink does and the arrow changed to a
hand.

Graphic

Event Actions

e hyperlink
Units Remaitdg: 655 —
u 417

Web applications use a web browser. The web browser has the ability to maintain the
web addresses of your “favorite” websites, to add an address to your favorites, to enter a
web address (also known as a URL), to go back to the previous page, to go forward to the
next web page assuming you have viewed it previously, to reload or refresh the current
page, and to cancel the loading of the current page.
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“_LS http: . google.comy %, iy |[2]-
i Peipy Favortes T R .
@sreoe @ OF| Back || Forward || web adaress I Stop/Cancel
Ry Frvgl Y Goole liw v B s v [hPags - () Tanks -

AVG - o v | search || o TotalProtecton | &l AVGInfo - |zl - @ Identity Guard

Favorites

e Web applications can use breadcrumbs to assist in navigation. As the name suggests, this
provides you with a history of the web pages you used in getting to your current page in the
event that you wish to return to any of the previous web pages. The web pages identified
in the breadcrumb are hyperlinks, and by clicking on them, you will be returned to that web
page.

KansaV mecorseoaeus 1o v AUthentiCare

click on it to return to the previous page.

Home Scheduling Account Custom Links | Logout
Entities = ROWHEAD WEST INC

e Hover Text - additional information is displayed when the mouse cursor is placed over the
hover link. This functionality is utilized in KS AuthentiCare to provide additional information
rather than having to navigate to another page in the application to get the same

information.
By placing the cursor over the
information icon, additional
03 information about the claim displays.

(McLain Ward) TZJZ87200 2009

Additional Information
Group ID: 425
Client: McLain \Ward (023456896)
Provider: Sooner Healthcare (427)
Worker: Jennifer Alfano (40961)
Service: Respite In-Home (T1005)
Service Type: Time Based

LEYSIIUY wviLe) —

023456896

(McLain Ward) 12/30/2009 - 12/30/2009 = |
023456896

(McLain Ward) DR a4

e There are also several icons unique to KS AuthentiCare that you will see on the web pages.
These include:

Schedule Event icon E - used on the Authorizations page to schedule an event for
the authorization
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Looking Glass icon - provides the ability to look up values for fields linked to other
existing data in the system

Information icon - provides the ability to display more detailed data when you
place the mouse over the icon (hover text)

Entity icon - provides a link to view the associated data for the value displaying in a
certain field

Exceptions icon - provides an ability to view the exceptions on a claim

Run Report icon - provides the ability to run a report from a previously created
report template

1.7 USING THIS MANUAL

This manual is designed to provide the information you need to use KS AuthentiCare.

Each section within a chapter provides step-by-step instructions. Each section may also have
one of the following boxes:

Notes — The information provided in these boxes is intended to assist and
@\ further explain the material. It may include an important tip or hint to using
the system.

Important — The information provided in these boxes highlights specific rules
that are critical to the proper functioning of the system.

Caution — The information provided in these boxes highlights actions that if
taken in the system may have an adverse affect.

The information provided in all of these boxes is essential when using the system and should
not be ignored.
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Chapter 2 GETTING STARTED

This chapter is designed to help you begin using KS AuthentiCare by walking through the
provider registration process, adding new users, logging in, logging out, and changing your
password.

The KS AuthentiCare website is www.authenticare.com/kansas. The use of an Internet Explorer web
browser is preferable.

2.1 ESTABLISHING A USER ACCOUNT

To log into KS AuthentiCare, you must have a user account which consists of a username (emalil
address) and a password. There are several ways that a user may obtain a username and
password.

e For all providers, an initial user account for an Administrator user is created by First Data
and provided to a manager. Proceed to Section 2.2 for instructions on logging into KS
AuthentiCare. After logging in, the Administrator user can create user accounts for other
users for that provider (refer to Section 2.1.2 for further instructions).

e For state administrators, user accounts are created by First Data when authorized by the
KDOA or SRS. The registration process is not required. First Data will provide your
username (email address) and password so that you are able to log into and use KS
AuthentiCare. Proceed to Section 2.2 for instructions on logging into KS AuthentiCare.

2.1.1 ADDING NEW USERS

KS AuthentiCare allows providers with the Administrator sub-role to create additional user
accounts, including another user with the Administrator sub-role.

Important — A State Administrative User cannot add another user. To add
a new State Administrative User, contact KSAuthentiCare@aging.ks.gov.
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Upon successful completion of logging into KS AuthentiCare, the Home page displays.

Kansas AuthentiCare @

Kansas

Home | Creste | Reports | Scheduling | Dashboards | Visits | Administrstion | My Account | Custom Links | Logout

Entities

Claims

Add New> Client

Add New> Claim (Standard)

Provider Add Mew> Claim {Exprass)
Worker
LaseManager

Representative

search=[ |

G Clzim
Search Typa: O Confirm Billing -Wisw

=1 & Cenfirm Billing - Bulk

ClsmGrowpmo| ]
Services and Authorizations Cleimof ]
o

Add Mew = Service Claim Start .

Osanice e
SeerehTvpe sevics |

O Autherization HlzEs

Seice[ | Auherizationta |
seiceTyee ] e
Authorization Startl:l Worker:l:l
Autherization End{ v CaseManager{:l
bovizer | ressawsGoss| |
Prssawscoss| | —_—

1. Enter the name of your provider or some portion of the name in the Entities Search >

field.

Entities

Add New = Client
Provider
Worker

CaseManager
Representative

Search =

2. Click Go!

November 14, 2011

The Provider Entity Settings page displays with the information about this provider.

KS AuthentiCare User Manual

Page 16 of 168



Kansas

Provider Entity Settings Entity Addresses/Phones
* Indicates a required field.

Add Address

* Ik 1000273994
PINE 15060 Address Type: Work

First Name: * AddressLine 1: PO BOX 1417

Middle Name: AddressLine 2 1100 EWYATT EARP BLVD
Last Name: * City DODGE CITY
* Company Name: ARROWHEAD WEST INC * State: KS *Zip 678011417
SSM:
FID:
Gender
Birth Date:

Phone Type Phone Number

* Communication Emaihl

Wark (620)227-880Z 125
Begin Date: 7/1/1991
End Date: 1D Card Number
Language: Status:
Status: Active Registerad Users
* Entity Qualifier:
User Hame Role Registered On Enabled Delete

provider@arrowhead.com KS_Administraterl0/31,/2011 [F]

3. Click Add User.

User Name Role Registered On Enabled Delete

provider@arrowhead.com KS_A&dministraterl0/31,/2011 [Fl

The Register page displays.

Register

Useyourzssigned ID and PIN plus your e-mail addrass and 2 passwerd you cheoseto registerfor access to the websita

* Email Address | |

* Password: | |

* Confirm Password: | |

Right=

Add Claims -~
Edit Claims
View Claims
Delete Claims
WView Clients
Add Weorkers
Edit Workers
View Workers >

* User Roles
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4. Choose a Sub-Role from the list. When you choose the sub-role, the screen will
refresh to display the list of rights for that sub-role on the right. See Appendix A.4 for a
description of the functions each sub-role can performed. Available provider sub-roles:

e KS_Administrator

e KS_AdminAssistant

e KS_Payroll/Billing

e KS_Human Resources

e KS_Payroll/Billing/Human Resources

e KS_Scheduler/Coordinator

KS_Intake & Referral

There can be only one sub-role per email address. If the person needs to be assigned
to more than one sub-role, he/she will need to be added again with another email
address.

5. Enter an Email Address.

This email address serves as a User Name and is not used to contact the
@\ provider. It does not have to be a valid email address, but it must be in the
format of an email address.

For example, a provider with a facility called. “Special Care, Inc.” may wish
to type in the User Name: specialcare@inc.com.

6. Enter a Password. The password must have at least 1 uppercase letter, at least 1
lower care letter, at least 1 number and must be at least 6 characters in length.

7. Re-enter the password in Confirm Password.

This password is used in the future along with the email address to access the
@\ website so it is important to write them down and store them in a secure
place.

The Register page displays with the entered information.
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Register

Useyourzssigned ID and FIN plus your e-mail address and 2 password you choose to registerfor access to the website

* Email Address |BEIS"C'LI’ECS|ippEFS.CCI‘I1 |

* Password: |onon

* Confirm Password: |onon

Right=

* User Roles

|G

Add Claims
Edit Claims
View Claims =
Delete Claims

View Clients

Edit Workers

bt View Workers

|

8. Click Register.

View Providers >

[_Register | Cancel |

You are returned to the Provider Entity Settings page. A message in the top left hand
corner informs you that the registration was completed successfully. The user you just
registered displays in the Registered Users section of the Provider Entity Settings page
specifying the email address, the sub-role assigned and that he is enabled.

Provider Entity Settings
* Indicates a required field.
*ID: 1000273994
PIM: 15060
First Hame
Middle Name:
Last Name:
* Company Name: ARROWHEAD WEST INC
S5N:
FID:
Gender:
Birth Date:
‘q e
Begin Date: 7/1/1991
End Date:

Language:
Status: Active

* Entity Qualifier:
NPI:

* Provider Services:

November 14, 2011

Entity Addresses/Phones
Add Address
Address Type: Worl
* AddressLine 1: POBOX 1417
Address Line 2 1100 EWYATT EARP ELVD

* City: DODGECITY
* State: KS *Zip 678011417

Phone Type Phone Number

Work (620} 227 es0 Ty
ID Card Number:

Status:

Registerad Users

User Name Rale Registered On Enabled Delete
Betsy@redslipperscom KS_Payroll/Billing  11/05/2011 @l
provider@arrowhead.com KS_Administrater  10/31/2011 @

Ruby@redslippers.com KS_HumznResources11/03/2011 i
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2.2 LOGGING IN TO KS AUTHENTICARE

1. Navigate to the KS AuthentiCare website at https://acr.fdgs.com/Kansas.

The Welcome page displays.

Kansas AuthentiCare @

Kansas

Custom Links

Welcome to AuthentiCare
Plzas= enteryour AuthentiCars email address and password to access the system

Reqgister for Access

* Email Address | |

Password: | |

Privacy Policy

2. Enter your KS AuthentiCare Email Address and Password.

3. Click Submit.

Welcome to AuthentiCare
Please enter your AuthentiCare email address and password to access the system.

Register for Access

= Email Address: |saonel’@healthcare.com ‘

Password: [ssssssss | |

[ Submit

The Home page displays and varies in appearance based on the user’s sub-role. Your
view of the Home page may be different from what is displayed in this User Manual as
this is the Provider Administrator’'s view. From the Home page, you can access the
functionality available in KS AuthentiCare.
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Home | Creste | Reparts |

| visits | istration | My Accoun t | Custom Links | Lagout

Entities

Claims

AddMNew> Client
Provider
Woaorker
CaseManager
Representative

search= [ |

Services and Authorizations
AddNew> Service
S
sEarch'rype:@ Ereies
O Autherization
sevicel |

SevicaType ]
AuthorizationStzrt  v|
AutherizationEnd]  v|

e —

S —

ProcedureCode| |

2.3 LOGGING OUT OF KS AUTHENTICARE

For security and privacy reasons, it is important for users to log off KS AuthentiCare when
leaving the work station. After a 20 minute period of inactivity, KS AuthentiCare automatically

logs the user off.

Click on Logout from the Main Menu

Kansas

Kansas AuthentiCare

AddNew > Claim (Standard
AddNew> Claim (Express)

@ Claim
Search Type: O Confirm Billing -Wiew
O Confirm Eilling - Bulk

CaimGrowptn| |
gsmo

Claim Start b

Cleimend[  +|
seviee[ ]
Authorizationto[ |
N
Worn[ ]
Representative |
ProcedursCodes |
=3

Home | Creste | Reports | Scheduling | Dashboards | Visits | Administration | My Account | Custom Links Qu_g_uu_{_)

The Welcome page displays and you are logged out of KS AuthentiCare.

Kansas

Custom Links

November 14, 2011

Kansas AuthentiCare

Welcome to AuthentiCare

Plaase enter your AuthentiCare email address and password to access tha systen.

Reaister for Access
* Emall Address:

Password:
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2.4 CHANGING PASSWORD

There are several reasons why a KS AuthentiCare user would want or need to change their
password:

e Password Expiration.: The password expires every 30 days and a new one needs to be
chosen. There is a password rotation of 12 passwords which means that you cannot use
any of your previous 12 passwords when creating a new password.

e Security: A user may want to secure their password by creating a new one if they feel this
information has been compromised.

e Account Lockout: After 10 failed attempts to log-in in a single session the account is
automatically disabled. To re-establish access:

1. Providers — someone with an Administrator sub-role can manage registrations and
change the password for the locked out user.

2. State Administrators — contact First Data Client Support services at 1-800-441-4667 or
clientsupport@firstdata.com.

When creating a new user account, you cannot use the same email
N address as the account that has been locked out.

Follow the steps below to change your password.

1. Place your cursor on My Account in the Main Menu, and when Change Password
displays below, click on it.

Kansas AuthentiCare

Home | Creste | Reports | Scheduling | Dashboards | Visits | admimstretifh | My Account | Costom Ligks | Logout
Change Password

The Change Password page displays.

Change Password
Please enter your existing password, then enter your new password and confirm to change your current password.

= Existing Password:
* New Password:

* Confirm New Password:

2. Enter your Existing Password.
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3. Enter a New Password.

e The Password must have at least 1 uppercase letter, at least 1 lower
@\ case letter, at least 1 number and at least 6 characters in length.

e This password is used in the future along with the email address to
access the website so it [s important to write them down and store

them in a secure place.

e The password entered cannot be the same as any of the previous 12
passwords you have used.

4. Re-enter the password in Confirm Password.

5. Click Submit.

Existing Password: | esssssssscss
= Mew Password: | esssssssssees

= Confirm New Password:  esssssssscss

The KS AuthentiCare Home page displays with a confirmation that you successfully

changed your password.
Kansas

Home | Create | Reports | Dashl

assword was updated successfully

2.5 DISABLING A USER
2.5.1 PROVIDERS

If an employee of the provider has left the company and that person had access to KS
AuthentiCare, it is critical that the user account is disabled immediately. Because you can log in
to KS AuthentiCare anywhere you can access the Internet, a former employee would still have
access to your agency’s information. Only someone with the Administrator sub-role can disable

an account.
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1. Navigate to the Provider Entity Settings page by entering the name of the provider or
some portion of the name in the Entities Search > field and click Go!

Entities

Add MNew > Client

Provider
Waorker
CaseManager
Representative

Search> |Zyhawh |

The Provider Entity Settings page displays with the information about this provider.

Kansas

Kansas AuthentiCare

Home | Creste | Reports | Scheduling | Dashbosrds | Visits | Administretion | My Account | Custom Links | Logout

Provider Entity Settings Entity Addresses/Phones
Indicates a required field. Add Address
* ID: 1002605894
PIN: 45708 Address Type: Wark m
First Name: * Address Line 1: 2510 SWTOPEKA BLV]
Middle Name: Address Line 2
Last Name: * City: TOPEKA
* Company Name: JAVHAWK AREA AGENCY ON AGING * State: KS * Zig 66611
SSN:
FID:
Gender
Birth Date:

Phone Type Phone Number

* Communication Email:l

Begin Date: 1/1/1957

End Date
Language: Status:
Status: Active Registered Users

wark (7e5)235-1267 0l

ID Card Number

2. Click the Enabled checkbox and the check mark will disappear.

November 14, 2011

KS AuthentiCare User Manual

Page 24 of 168



Kansas

Registered Users

| Adduser |

User Name Role Registered On Enabled Delete
Betsy@redslippers.com KS_Payrell/Billing 11/09/2011 [F]
provider@arrowhead.com KS_Administrator 10/31/ [#] O
Ruby@redslippers.com KS_HumanResources11/05/2011 [F]

3. Click Save.

You are returned to the Home page which displays a message that the provider was saved
successfully.

Home | Creste

o

Kansas AuthentiCare
Kansas

=

Visits | Administration | My Account | Custom Links | Logout
ulby szved Provider - ARROWHEAD WEST INC(IC: 1000273594)

This user will no longer be able to log into KS AuthentiCare.

f Do not click the “delete” check box to disable the user. That will hamper

the functions in KS AuthentiCare that automatically track by user name
(email) actions that were taken in the system.

2.5.2 STATE ADMINISTRATIVE USERS

If a user should no longer have access to KS AuthentiCare, contact First Data Client Support
Services at clientsupport@firstdata.com to have the account disabled.
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Chapter 3 AN INTRODUCTION TO NAVIGATING KS AUTHENTICARE

KS AuthentiCare provides several “starting points” from which to navigate through the system.
All users will see the Home page when first logging in to the system. From this point, the user
can access all data and functionality allowed by the assigned role or sub-role.

For providers with the sub-role of Administrator, AdminAssistant, Payroll/Billing or
Payroll/Billing/Human Resources, there are two additional navigation tools that are listed on the
top tool bar, Provider Dashboard and Worker Dashboard. These are short cuts to data that is

essential to daily operations.
3.1 HoOME PAGE
The Home page is the central location in KS AuthentiCare. From this page you can navigate to

any of the other areas of the system. This page differs depending on your role, and therefore,
controls the information you can access in the system.

Kansas Kansas AuthentiCare $))
Home | Creste | Reports | Scheduling | Dashbosrds | Visits | Administration | My Accoun t | Custom Links | Logout Logg=d in a3: aor_sdmin@acr.com
Entities Claims
Add New> Client &dd New> Claim (Standard
Provider AddNew> Claim (Express)
Worker
CaseManager
Representative
EClaim
Search> Search Type: O Confirm Billing -Wisw
[ Go! | O Confirm Billing -Bulk

Claim Group 1D

Services and Authorizations Claim ID:

Clzim Status b

Add New > Service Claim Start b
Search Type .

O Authorization Service
Service Autharization 1D
Authsrization ID Client
Service Type ~ Pravider
Autherization S[ar:lzl Warker
Authorization End] | CaseMznagar
Cliant: Representative
Provider Brecedurs Code

Waorker UserOption w

[ Go! |

Procadurs Code

The user name is displayed in the upper right-hand corner of the Home page. All actions taken
by the user are tracked in KS AuthentiCare to maintain an accurate record of activity.
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Kansas AuthentiCare @

e —— e

\dministration | My Account | Custom Links | Logout Qu:g_ged inas: Euzie@genHE_.@

The Main Menu on the tool bar across the top of the page allows the user to navigate to
different pages to perform different tasks. The Main Menu functions are discussed in detall

throughout this manual. The options on the main menu differ depending on the user’s role and
appear on every page in the system.

dnsads Kansas AuthentiCare

Home | Create | Reports | Scheduling | Dashboards | Visits | Administration | My Account | Custom Links | Logout

All users have a Custom Links option on the tool bar that links to sites
& or information that is outside of KS AuthentiCare. These links include
the KDOA and KDOA provider websites, the SRS website, the KMAP
website and the Kansas Self-Directed Services website.

Kansas Kansas AuthentiCare

Custom Links
KOO A publlc webslte

KOO & provider webslts Welcome to AuthentiCare
KMAP Provider wabshe Plzaz= anter your AvthentiCar
ERE

= =maill address and pazsword o access The system.

Register for Access
Saif-Directad

* Email Address | |

Password: | |

November 14, 2011 KS AuthentiCare User Manual

Page 27 of 168



Kansas

The Home page is divided into three sections:

Entities Claims

Add New > Client Add New > Claim (Standard
Provider Add New > Claim {Express
Worker

CaseManager
Representative

& Claim
Search = | | Search Type: ) Confirm Billing -Wiew
[ Got | ) Confirm Billing -Bulk
Claim Group ID| |
services and Authorizations Claim 1D |
CIaimStatu5| vl
AddMew >  Service Claim Start >
@Service Claimene| v
Search Type: S |
) Authorization Srvics
Service] | Autherization 10|
Auth-:-rizati-:-nIDl | Clientl
Service Typs| vl Brovider:|

Authorization 5tart|:| Warker: |
Lutharization End* W CEEEManagEri

Clisnt | | Hepresentativei
Provider:| | Procedure Codes|
Waorker: | | User Optiong w|
|

Procedurs Cu:u:lel

1. Entities — Entities is a broad category within KS AuthentiCare that designates people
and agencies involved in the care giving experience including:

o Clients (which is the consumer or customer in Kansas)
o Providers (each provider agency and FMS provider)

0 Workers (both those employed by a provider agency and those working for
an FMS provider)

2. Services and Authorizations — This section of the Home page allows the user to
perform detailed searches for existing services and authorizations by clicking on Go!
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3. Claims — While most claims are created using the IVR phone system or the GPS
enabled mobile device, designated provider sub-roles can also create claims using the
website. All claims, whether they were created using the IVR, mobile device or the
website, can be viewed from the website. Providers may perform detailed searches for
existing claims from the Home page. Refer to Chapter 11, Managing Claims.

The Search and Create functions are described in more detail throughout the manual.

3.2 PROVIDER DASHBOARD

In addition to the Home page, KS AuthentiCare includes a Provider Dashboard where
information is presented in a graphical format and provides easy navigation to the source data
represented in the dashboard. The Provider Dashboard is only available to users who have the
Administrator, AdminAssistant, Payroll/Billing or Payroll/Billing/Human Resources sub-roles in

the system.

Place your cursor on Dashboards in the Main Menu and click on Provider.

Kansas ‘==

The Provider Dashboard displays with real time information.

November 14, 2011

ABC Home Health April 16, 2009
Provider No.: 1234567 11:22 am
Unsubmitted Claim Status #Chims Unsubmitted Claims
100
Ready to 36 %0

80
70

Export

Needs
Confirmation i bk 50
40

30

[

Critical 10 List
Exception =

10

.....

Today's Schedule Status Today’s Schedule
Checked In
On Time 51

Checked In
On Time
Scheduled 82
ul
( ) Not Due 82 L3 Late or
Missed

Late or 14
Missed

Scheduled
Not Due

L
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The Unsubmitted Claim Status section provides information on the number of claims that fall
into the following categories:

o Ready to export — This gives the number of claims that have been confirmed by the
provider, but have not yet been submitted to KMAP/MMIS for adjudication. These claims
may have informational exceptions, but they do not have any critical exceptions. In the
next routine system export, these claims will be sent to KMAP/MMIS. Click on the List
button to view these claims on the Claim Search Results. Refer to Section 12.1 for more
information.

e Needs Confirmation — This represents the number of claims that are ready to be confirmed
for billing to allow submission to KMAP/MMIS. In other words the only critical exception on
these claims is billing confirmation. Once a claim has been confirmed for billing, it will be
moved to the “ready to export” group. Click on the List button to view the Confirm Billing
page where you can confirm these claims. Refer to Section 12.6 for more information.

o Critical exception — This represents the number of claims with one or more critical
exceptions in addition to billing confirmation. A critical exception means the claim did not

pass one of the system edits that are based on KDOA, SRS and KMAP/MMIS business rules.

These exceptions prevent the claim from being confirmed for billing and exported to

KMAP/MMIS. Click on the List button to view the Claim Search Results which will list these
claims and provide a link to the claim so that details about the exception can be viewed and

addressed.

The Today's Schedule Status section provides information for the events scheduled for the
current day only if the provider is using the scheduling functionality of KS AuthentiCare. Refer
to Chapter 9, Scheduling for further information. The information in this section of the
dashboard is divided into the following three categories:

o Checked In On Time — This represents the number of events (visits) where the worker has
checked in on time. (On time is defined as checking in between 60 minutes prior to the
scheduled event start time and 60 minutes after the scheduled event start time.) For
further information about these events, click List to view the Worker Dashboard which will
display all events identifying the worker, the check in time, and the check out time (if the
visit has been completed). Refer to Section 3.3 for further information.

e Scheduled Not Due — This represents the number of events scheduled for later in the day.

To view these scheduled events, click List to view the Worker Dashboard which will display
the scheduled events and the worker assigned to each event scheduled to occur later in the

day. Refer to Section 3.3 for further information.

o Late or Missed — This represents the number of scheduled events where the worker either
checked in Late (between 60 and 120 minutes after the scheduled start time of the event),
has not yet checked in and the current time is between 60 and 120 minutes after the
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scheduled start time of the event, or the worker did not check in within 120 minutes of the
scheduled start time of the event.

e |f a worker checks in more than 60 minutes before the scheduled start time of the event or
120 minutes or later after the scheduled start time of the event, the check in will not match
to the scheduled event and the event status will be “Missed”. For further information about
these events, click List to view the Worker Dashboard which will display all late or missed
events for the current day. Refer to Section 3.3 for further information.

In your provider agency or FMS provider does not use the scheduling functionality in KS
AuthentiCare this part of the Dashboard will be blank.

3.3 WORKER DASHBOARD

In addition to the Provider Dashboard, KS AuthentiCare also includes a Worker Dashboard to
facilitate quick access to information about the current day’s schedule. The Worker Dashboard
is accessible to users with the Provider Administrator, AdminAssistant, Payroll/Billing,
Payroll/Billing/Human Resources, and Scheduler/Coordinator sub-roles.

In your provider agency or FMS provider does not use the scheduling functionality in KS
AuthentiCare the Worker Dashboard will be blank.

Place your cursor on Dashboards in the Main Menu, and when Worker displays below, click
on it.

Kansas

Paslhibesigi | THAE | A
Fregasler Hasbiard
l“ = g | el o e
R T

The Worker Dashboard displays with real time information about the scheduled events for the
current day.
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S

ABC Home Health
Provider No.: 123

4567

April 16, 2009
11:22 am

Today's Scheduled Actual

Scheduled Worker Check-In Check-In Client
A Workers v AIDY aATimew ATimey A Namew AChentIDv a Statusw

Boop. Betty 80244 08:30 am 08:35 am Fudd, Elmer 987654 g:e%'::g o

Bunny, Bugs 19827  02:00 pm walker, Jay 678345 e
Cotton, Cand 50822 07:00 am 06:50 am Nasium, Jim 256356 e
Lotton, Candy N = b e S On Time

Devil, Tasmanian 44987  08:00 am Padd, Lily 576879 . et

A Late or ™

Copyright @ 2010 by First Data

Each column has a sort option. By default the Worker Dashboard displays the scheduled events
in ascending alphabetical order of the worker’s last name.

To change the order of the sort, click on the arrow in the column name on which you wish to
have the information displayed. For instance if you click on the up arrow in the Worker ID
column, the information will be sorted in ascending worker ID order.

ABC Home Health
Provider No.: 1234567 /

April 16, 2009
11:22 am

Today's Scheduled Actual
Scheduled W ker Check-In Check-In Client
A Workers v ADvy ATimevwy ATimevy ANamew AClentlIDv A Statusw
Boop, Betty 80244 08:30 am 08:35 am Fudd, Elmer 987654 8""“%':2 o
Bunny, Bugs 19827  02:00 pm Walker, Jay 678345 Schadrnd
Cotton, Cand 50822 07:00 am 06:50 am Nasium, Jim 256356 ELErEIL
Cotton, Candy 20822 H 06:50 am 256356 On Time

The Status column displays one of the following three statuses:

e Checked In on Time — This means the worker checked in between 60 minutes prior to the
scheduled event start time and 60 minutes after the scheduled event start time.

e Scheduled Not Due — This means the event is scheduled to occur later in the day based on
the current time in AuthentiCare.

e Late or Missed — This means either the worker checked in late (between 60 and 120
minutes after the scheduled start time of the event), has not yet checked in and the current
time is between 60 and 120 minutes after the scheduled start time of the event, or the
worker did not check in within 60 minutes prior to the scheduled start time of the event.
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Each of the data items displayed on the Worker Dashboard is a hyperlink.

Clicking on the worker name or worker ID will take you to the Worker Entity Settings page.
This allows you to view the information about the worker. Refer to Section 4.4 for further
information.

Clicking on the scheduled check in time will take you to the Scheaduled Event page. This
allows you to view the information about the event. Refer to Section 9.2 for further
information.

Clicking on the actual check in time (if there is one) will take you to the Cla/m page. This
allows you to view the information captured for the claim. Refer to Section 12.1 for further
information.

Clicking on the client name or client ID will take you to the Client Entity Settings page. This
allows you to view the information about the client for whom the event is scheduled. Refer
to Section 4.3 for further information.

November 14, 2011 KS AuthentiCare User Manual

Page 33 of 168



Kansas

Chapter 4 SEARCH AND VIEWING PEOPLE AND/OR AGENCIES

The extent to which a user is able to view people and/or agencies depends on his/her role in
the system.

e The KDOA Administrative users can view all data in KS AuthentiCare related to clients in the
Frail Elderly Waiver.

e The SRS Administrative users can view all data in KS AuthentiCare related to clients in the
following SRS Waivers: Physical Disability, Technology Assisted, MR/DD and Traumatic Brain

Injury.

e A provider user can view the information about his/her agency as well as information about
all clients served by the agency and all workers who work for that agency.

4.1 SEARCHING FOR PEOPLE AND/OR AGENCIES

1. Enter a name, partial name or ID in the Search field and click Go!

Entities

Add New > Worker

Search =

@\ If nothing is entered in the Search field, then all entities will be
returned in your search results. This could take awhile and it will also
make it difficult to find the entity.
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The search results display all Entities which match the search criteria entered on the
Home page. If there is only one entity that matches the search criteria entered, then
that entity is displayed immediately rather than the Entity Search Results page.

Entity Search Results

D Name User Type
414 Enid Worker's Co. Provider ﬂ
56331 Delmon Young Waorker ﬂ
097097097 Joe Mauer Client ﬂ
777777777 Joe Medwick Client = |
418 Sooner's Provider Provider ﬂ
94964 Walter Alston Worker ﬂ
421 Johnny Keane CaseManager [
010925904 Enos JaneTest Slaughter Client ﬂ
80172 Shawn Chacon Worker ﬂ
434 Teller's Maid Sevice Provider ﬂ

2. Note the columns displayed in the search results:
o ID - Click this link to go to the Entity Settings page for this entity
o Name - Identifies the name for the Entity
0 User Type — Identifies the type of Entity: Provider, Client or Worker

3. Click the column heading for the search results to sort using a different column. Click
the heading once to change the sort to ascending order for that column. Click the
heading again to change it to descending order for that column.

4. Position the cursor over the Information icon to display a pop-up to view more
detailed information.

Custom Links | Logout Additional Information 1gec
1D: 987A54321
Entity Search Results Full Name: Wendy Brawn
Home Address:
Home Phone: (712) 905-0993
D N 1] Typ
= — =l = Work Address:
421 Ryan Howard CaseManager [ ‘Work Phone:
Date of Birth: 04/05/1920
427 Sooner Healthcare Provider Bl Effective Date Start:
Effective Date End:
023456896 McLain Ward Client B wedicaid o 07654321
. Email:
12156 Betsy Jones Worker ﬂ S5N:
23424 Wendy Brown Worker ﬂ (P
Status: Active
987654321 Wendy Brown Client ﬂ ™1
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5. Click the ID number in the first column next to the entities name to view the Entity
Settings page. The Entity Settings page that displays is dependent on the type of entity.

Entity Search Results

1D Name User Type
414 Enid Worker's Co. Provider =
56331 Delmon Young Warker = |
097097097 Joe Mauer Client ﬂ
oe Medwick Client = |
418 Sooner's Provider Provider ﬂ
94964 Walter Alston Worker [ |
421 Johnny Keane CaseManager [
010925904 Enos JaneTest Slaughter Client = |
80172 Shawn Chacon Waorker ﬂ
434 Teller's Maid Sevice Provider ﬂ

4.2 VIEWING PROVIDERS

If you click on a provider, the Provider Entity Settings page displays.

Provider Entity Settings Entity Addresses/Phones
# Indicates a required field. Add Address
* [ 1002605834
PINE 45706 Address Type Wark m
First Name: * AddressLine1: 2310 5w TOPEKA BLVI
Middle Name: Address Line 2:
Last Name: * City: TOPEKA
* Company Name JA&YHAWK AREA AGENCY ON AGING * State: KS * Zip 66611
S5
FIDx
Sender
Birth Date:

Phone Type Phone Number

work (785)225-1267 Il

* Communication Emai |:|

Begin Date 1/1/1997

ID Card Number

End Date:
Language: Status:
Status: Active Registered Users
* Entity Qualifier
NPl Holidays [ Days Off
* Provider Services:
[eonemyere I 7 | remove |
* Mobile Enabled ©1ves &N From Diate ToDate
lobile Ena 1%es (= No
| | || Add |
Messaging Enabled:
Murhar Mavira Td Bccinnmant  Work Hours
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This page provides information on the provider, the services enrolled to provide, the provider’s
workers, address and phone information, holidays, and work hours. This information is data
scoped (restricted) to match the rights of the user who is logged in. A provider can only see
information specific to that provider agency. Only the provider can edit this information via the
web. State administrative staff can see (but not change) provider information.

4.3 VIEWING CLIENTS

If you click on a client, the Client Entity Settings page displays.

Client Entity Settings

* Indicates a required field.

Il 22222222220

PIM:

* First Name: Minis

Middle Name: Z

* Last Nama Mouse

Company Name:

Entity Addresses/Phones

Address Type Home m

* AddressLine 1@ 123 MAIMST
Address Line 2
* Citys COLDWATER
* State: KS * Zip 670230284

S Longitude:
e Latitude:
* Gender: Femazle m
* Birth Date: 7/23/1945
Email Address

Begin Date: 2/10/2011

Phone Type Phone Number
End Datee 10/31/2012 ¥P

Home | (399 555-9955 |
Language: English

Status: Active ID Card Humber:

Status:
Diagnosis: 123405

Greater Than Age 65:
Waiver Admission Date: 02/10/2011

* Waiver: FE

This page provides client information required for claims processing, scheduling and using the
IVR/mobile device. The client's name and Medicaid ID must be an exact match to the
information in KMAP/MMIS in order for a claim to process and be paid without exception. Only
the provider can add or edit client information on the web.

4.4 VIEWING WORKERS

If you click on a worker, the Worker Entity Settings page displays.

November 14, 2011 KS AuthentiCare User Manual

Page 37 of 168



Kansas

Worker Entity Settings Entity Addresses/Phones
* Indicates a required field. Add Address
Ik 23322
| Add Phone |
PIN: | | e
*FirstNarnE:|Jc | ID Card Numbers
Middle Narne:l | Status:
* Last Name: [Worker | Holidays [ Days Off
Company Name:
ssw[ ]
o[ ]
Gender o
* Birth Dates |2/3/1358

Email Address |
Begin Date: » I—v m m
. From Date To Date
n e v
I 8| )l Add |
Status: |Active W Work Hours

StartTime End Time Def|Off|Cust

ExternalWorkerID:l:I Sun l:l l:l LO

Family Member hd Monl:l l:l &
Li ith a client

Level 2 Attendant Care - FE .
Self Directed Attendant Care - FE wed [ [ | @
* Worker Services: (BN RIS L0 S .
Adult Day Care - FE The [ ]
Personal Emergency Response - Install - FE Eri l:l l:l © ®)

* Mobile Enabled: i ves & No

This page provides information about the worker that is required for scheduling and capturing
service activities via the IVR. This information is entered and maintained by the provider.
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Chapter 5 MANAGING PROVIDER INFORMATION

5.1 EDITING PROVIDER INFORMATION

Providers are created and updated in KS AuthentiCare by a file transfer from KMAP/MMIS. Each
provider can only access information associated with their Medicaid ID. State Administrative
staff can also view a provider’s information but cannot change any of a provider's information

on the web.

When first signing on to the system, the Provider Administrator user must view their
information in KS AuthentiCare to verify that it is correct. If it is not correct, contact
KMAP/MMIS so that corrections can be made and then transmitted to KS AuthentiCare.

Providers must also add an Email Address to their provider page. This is the email address

used for notification of late and/or missed visits.

You may also enter holidays and working hours for your agency if you wish. If entered, this will
drive some of the pop-up messages in the Scheduling system.

Providers should verify their information in the system on a regular basis to make sure that it is

up-to-date and no changes are required.

1. Follow the Search and View instruction above to access your Provider Entity Settings

page.

Provider Entity Settings
* Indicates a required field
* Ix 1002605894
PIN: 45706
First Name:
Middle Hame:
Last Name:
* Company Name: J&YHAWK ARES AGENCY ON 2GING
S5N:
FID:
Gender

h Date:
—
* Communication Email:
Begin Date 1/L/155
End Date:

Language:
Status: Active

* Entity Qualifier:
NP1

* Provider Services:

Taxonomy Code:

* Mobile Enabled: 1 ves @ No

Messaging Enabled:

2. Verify the existing data is correct.

November 14, 2011

Entity Addresses /Phones
| AddAddress |
Address Type: work [T

* AddressLine 1: 2910 SW TOPEKABLWYI
Address Line 2
* City: TOPEKA
* State: KS * Zim 65611

Phone Type Phone Number

Work (785) 23513670
1D Card Number:

Status:

Registered Users

[ AddUser |
Holidays { Days Off

I Add || Remove |
From Dars ToDats

&  ~ed

Work Hours
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3. Enter the Email Address. This is where KS AuthentiCare will automatically send alerts
for missed and late visits.

Unlike the emalil address you use for your user name, KS AuthentiCare
& uses this address to automatically send an alert if a worker is late
checking in for a scheduled service and/or if a worker does not check in
at all to provide a scheduled service (missed visit).

There can only be one email address but it can be an individual or an
address that distributes the email to multiple employees within your
agency.

4. Schedule information.

A) Providers may choose to add Holidays/Days Off for the agency. These are days
that the agency does not provide services to clients, not days that the office is
closed.

o To add a single day: Type in the Date OR choose a date from the calendar
then click Add.

0 To add a date range for a multi-day agency closure: Enter a From Date and
To Date OR choose the dates from the calendars, and then click Add.

Holidays [/ Days Off
Friday, January 01, 2010

Sun Mon Tue Wed Thu Fri sat:| VT

3 4 5 & 7 g kl
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27z 2% 20

) Today: 12/30/200%

B) Providers may choose to enter Work Hours. These are the hours that workers
from your agency may provide services for clients and does not reflect the office
hours of the agency.
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o To apply the default hours (12:00 AM to 11:59 PM), no change is
needed.

Work Hours

Start Time End Time Def|Off|Cust

Sun |12:00 AM| [11:59 PM| & O

Mcnlmlm (oI Al &
Tue [1zz00 aM| [i159 PM| & € €
wed [12:00 aM| [i1:50 M & O €
Thu [12:00 am| [i159 PM| & € €
Fr\lmlm (O Al o
sat [12:00 aM [1150PM] & O O

o To enter specific service hours for one or more days of the week:
o Click the radio button in the column labeled “Cust” (for Custom)

o Enter the Start Time and End Time in the fields provided. Be sure to
indicate AM or PM for each entry.

Work Hours

Start Time End Time Def|Off|Cust

Sun |12:00 AM| |11:58pPM & O O

Mon lm IW (ol SN O
Tuemm & OO
wed [12:00 am| 159 Pm & € €
Thu [12:00 aM| iz pv| @ € 0
Fii [12:00 aM| [1150 P & € 0
sat [12:00 am| [1:59 PM| & €0 ©

o To establish days of the week (for every week) that the agency’s
workers do not provide services (for example on Sunday):

e Check the circle in the column labeled “Off”.

Work Hours

Start Time End Time Def|Off|Cust

Sunl (SN
Mor‘IISJUUAM 8:00 PM (el el O

Tue [12:00 aM| [11:50PM] & € ©
wed [12:00am [iisapM & ©
thu [1z:00 am| [11:50PM] & € €
Fri[12:00 am| [1150 PM| & 0 &
sat [12:00am [11:50PM| & €
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Entering detalls in this section causes warning notices to display if the
provider attempts to schedule a worker for a time that falls outside of the
agency'’s work hours. However, you are not prevented from scheduling a
visit outside normal work hours. Refer to Chapter 9, Scheduling.

5. Click Save.

Add Note

A successful save message displays at the top of the page indicating the provider information
was saved successfully.

Kansas AuthentiCare

Kansa

Home | Create

Repio Visits | Administration | My Aceount | Custom Links | Legout

sfully s3ved Provider - ARROWHEAD WEST INC(ID: 100027399A)

5.2 835 ELECTRONIC REMITTANCE ADVICE FROM KMAP/MMIS

KS AuthentiCare submits claims on the provider's behalf to KMAP/MMIS in a HIPAA compliant
837 electronic file in the early morning hours of each week day. KMAP/MMIS provides
adjudication results to the provider in a HIPAA compliant 835 electronic remittance advice file.

Each provider must decide whether or not to load the 835 remittance advice into KS
AuthentiCare. The advantage to loading it into KS AuthentiCare is that you will have a complete
history of each claim in one system; from the worker’s IVR call/mobile device contact or claim
web entry through adjudication with the amount paid linked to each service episode.

If you choose to not load the 835 remittance advice into KS AuthentiCare, many of your reports
will be incomplete; having no information about a claim beyond the date it was submitted to
KMAP/MMIS for adjudication.

If you choose to load the 835 loaded into KS AuthentiCare, use the process outlined below.
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5.3 UPLOADING THE 835 INTO AUTHENTICARE

Providers can upload the 835 files they receive from KMAP/MMIS into KS AuthentiCare
whenever they want to do so, 24/7. The ability to upload the file is a right assigned to the
person(s) with an Administrator role in the system. KS AuthentiCare will accept the 835 file
with an “.edi” extension, as a zip file having a “.zip” extension or with an “.rsp” extension.

Once uploaded, the 835 file will be queued in the background for the remittance data to be
imported. The provider will be notified by email when the processing is complete. The provider
can enter up to three email addresses to be used to report file processing results.

e If the file is successfully processed, providers will be able to run the remittance reports to
see the data processed from the 835 files.

o If the file is unsuccessful, the reason will be provided in the email along with contact
information for Customer Support for assistance in resolving the issue.

To begin the upload process, hover over the Administration tab on the tool bar and click on
the 835 Import tab when it appears,

Kansas Kansas AuthentiCare

Home | Create | Reports | Scheduling | Dashboards | Visits I Administration | My Account | Custom Links | Logout

The screen below displays where you can upload your 835 file.

Home | Creste | Reports | Scheduling | Dashboards | Visits | Administretion | My Accoun t | Custom Links | Logout L=gg=4 in a=: Suzie@g=rHl.czm
Do not close your browser or move away frem this page until you get a confirmation message that the file has been successfully
uploaded.
* Indicates a required field.
* Select File ST Attachit
November 14, 2011 KS AuthentiCare User Manual

Page 43 of 168



s Lt

Kansas

A 90 day rolling history will be displayed that shows details about the files uploaded (date, time,
uploaded and processed, success/failure, payment date in the file, Medicaid ID in the file).

=

835 Import History
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Chapter 6 MANAGING WORKER INFORMATION

A worker is all the provider’s staff members who will be providing services for a client (does not
include staff who use the web only). Prior to implementation, worker information for each
provider is pre-populated in KS AuthentiCare. Prior to implementation, providers must verify
that the worker information is correct and add additional information for workers if appropriate
such as serving a family member or living with the client being served.

Workers hired by the provider after the files were sent to First Data for pre-populating must be
added via the web.

Worker information requires regular maintenance to add new workers, update current worker
information and inactivate workers that no longer work for your agency. The following sections
describe how these maintenance activities are accomplished.

6.1 ADDING A WORKER

Your workers are vital to the KS AuthentiCare process. In order for the IVR system to
document services provided by a worker, the worker must be in the system and have a system-
generated ID number. This will enable accurate scheduling, use of the IVR and billing for
services provided.

Prior to adding a new worker, it is recommended that a search be performed to determine if the
worker has already been added. For details on searching, refer to Section 4.4.

1. Click Create in the menu bar and select “New Worker”.
OR

1. Click Worker adjacent to “Add New >" in the Entities section of the Home page.

Kansas Kansas i

Home | Create | Reports | Scheduling | Dashboards | Visits | Administration | My Acc

Entities

Add blauie Worker

Search >
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The Worker Entity Settings page displays. The Worker Entity Settings page is similar to

the Client Entity Settings page.

Worker Entity Settings
* Indicates a required field.
IC:

PIMN: |

* First Name: |

Middle Name: |

& LastNamE:l

Company Name:

Gender |j
*BirthDat= | v
Email Address |
BeginDate |  ~
End Date: liv
Language:
Status: @‘

Entity Addresses/Phones

Add Address

ID Card Humber:

Status:

Holidays [ Days Off

External Worker ID:l:l
Family Member '

Live with a client you
serve:

Rl Add || Remove |
Fram Date To Date
|| Add |

| 3 |

Work Hours

Start Time End Time Def|Off[Cust

s [ ] @ooO
Mmen| [ @00
we[ [ ] @00

Slwe[ [ ] @0O
e [ @00
2= Yl m [ @00
s | ] @00

* Worker Services:

* Mobile Enabled: ) ves G Ne

2. Enter the worker’s First Name and Last Name.
3. Select the worker’s Gender from the drop down box.
4. Enter the worker’s Birth Date in mm/dd/yyyy format.

5. If the provider chooses, an External Worker ID can be entered. Many providers
already have an ID number for their workers and want to capture that information here.

6. Consider if the worker is working for a Family Member (parent, adoptive parent,
grandparent, spouse, ant/uncle, sibling, first cousin) and indicate the correct relationship
from the drop down box if appropriate.

7. Consider if the worker Lives with the Client he/she serves. If so, change the box
from the default “no” to “yes”.
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8. Select the Worker Services. You must select at least one service this worker may
provide, but may select more than one if needed. To do so, hold down the Control key
(Ctrl) on the keyboard while clicking the selections in the list.

9. Enter additional information in the appropriate fields if desired.

Provider /s automatically populated with the name of the provider that
@\ corresponds to the user that is presently logged into KS AuthentiCare and
. creating this worker. Do not use the Add Provider button.

6. Enter the following schedule information, if desired.

Holidays [ Days Off
Friday. January 01, 2010

CITTTTIC) ras | remove
From Date To Date
\ v | 4 Add |

Entering details in this section causes warning notices to display if the
provider attempts to schedule a worker for a planned day off. For details on
scheduling, refer to the Chapter 9, Scheduling.

A) Providers may choose to add Holidays / Days Off for each worker to assist with
scheduling.

= To add a single day: Type in the Date OR choose a date from the calendar then
click Add.

= To add a date range: Enter a From Date and To Date OR choose the dates
from the calendars, and then click Add.
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Friday, January 01, 2010

Sun bon Tue Wed Thu Fri sat || [JLFT

2 4 5 ) 7 g 9
10 11 1z 13 14 15 18
17 18 19 20 21 2z 23
24 25 26 27 28 29 30
31 O O

) Today: 12/30/2009

B) Providers may choose to Work Hours for the worker.

= To apply the default hours to the worker, no change is needed.

Work Hours
Start Time End Time Def|Off|Cust
Sun ® 00
Mon [ONeNe]
Tue ® O O
Wed ® O O
Thu ® O O
Fri ©®© C O
sat ®C O

The default hours are the work hours of the provider and KS AuthentiCare
@\ automatically checks the circles in the column labeled “Def” for each day.

7o see the hours set for the provider, click on the link icon next to the
provider's name. Clicking this icon displays the Provider Entity Settings page.

Provider ARROWHEAD wesT IR IEEEH

* To enter hours that differ from the provider’s work hours for one or more days of
the week:

e Check the circle in the column labeled “Cust” (for Custom)

o Enter the Start Time and End Time in the fields provided. Be sure to
indicate AM or PM for each entry.
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Work Hours
Start Time End Time Def|Off| Cust
Sun [ONeNe)

Mon |3:00 PM | |7:00 PM

Tue 9:00AM | |12:00 PM

Thu

O
O
Wed ®
®
Fri ®

®

O O O O O O
O 0 0O 0 @ @

Sat

= To establish ongoing days off (for example if the worker never works on
Monday or Tuesday):

e Check the circle in the column labeled “Off”.

Work Hours

Start Time End Time Def|Off|Cust
Sun ® 0O

Mon
Tue
Wed
Thu

Fri

®©@ @ @ @ O O
o 0 0 0 ® 6
o o o Q. O O

Sat

7. Click Save/Create Another at the bottom of the page, to save the worker and create
another worker.

OR
8. Click Save, to save the worker and return to the Home page.

A successful save message displays at the top of the page indicating the worker was
saved successfully.

Custom Links | Logout
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The worker ID appears in this message. The worker must use this ID when
@\ calling the IVR from the client’s home. Be sure to record this ID on the

Worker Instruction sheet to be supplied to the worker. The ID can also be
found by viewing the Worker Entity Setting page.

6.2 DELETING A WORKER

If a worker is entered in error, the worker can be deleted from the system, but this must be
done immediately after the mistake is made. As soon as an event is scheduled or a claim is
created for this worker, the worker cannot be deleted.

1. Search for the worker you wish to delete according to the instructions in Section 4.4.

The Worker Entities Settings page displays.

Waorker Entity Sethings Entity Addresses fPhomes
* Indecates & reqguered Seld m
1D: 19222
=T — 19 ot mome
I Sate
= Loat Hama: Holidays j Days OFF
Compary Nama:
e —
e —
S
Sarth Datec |4747 557 v
tmad Addreas:
& - EEmEE
erd ﬂlh:,—v - -
R : =

matom: Az W Work Hours

Proader: Anscwdeas west v @ N

2. Click Delete.
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Mobile phone number:
Device ID:
Office Phone:

v

vider: ARROWHEAD WEST INC [

The system asks you to confirm the deletion. By clicking OK, the worker is permanently
deleted from the system. If you do not wish to proceed with permanently deleting the
worker, then click Cancel.

Windows Internet Explorer le

\:;':/ Are you sure you wank to delete this?

[ ol H Cancel ]

3. Click OK to permanently delete this worker.

You return to the Home page. A message displays in the upper left hand corner
confirming the deletion. If the worker you attempted to delete had any other
relationships in the system, then an error message will display informing you that the
deletion was not completed.

Kansas

Home | Create | Reports | My Account | Custom Links | Logout

Entity deleted successfully.

OR

1. Enter a name, partial name or ID in the Search field and click Go!

Entities

Add New » Worker

Search = |
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The Entity Search Results page displays with the results of your search.

Entity Search Results

1D Name User Type Delete Selected
472 Sooner Healthcare Provider ﬂ
123456789 MclLain Ward Client ﬂ O
24684 Betsy Jones Worker ﬂ @
987654321 Molly Ashe Client ﬂ [~
75771 Brett Johnson Worker ﬂ [~
908765432 Wendy Brown Client ﬂ [~

2. Click the checkbox in the Delete Selected column.

Entity Search Results

ID Name User Type Delete Selected
472 Sooner Healthcare Provider ﬂ
123456789 MclLain Ward Client ﬂ [F
24684 Betsy Jones Worker ﬂ O
987654321 Molly Ashe Client ﬂ a
75771 Brett Johnson Worker a —
908765432 Wendy Brown Client ﬂ "1

3. Click the Delete Selected column heading to delete the worker you wish to delete.

Entity Search Results

‘,/

D Name User Type Delete Selected
472 Sooner Healthcare Provider ﬂ
123456789 McLain Ward Client ﬂ il
24684 Betsy Jones Worker ﬂ O
987654321 Molly Ashe Client ﬂ 1
75771 Brett Johnson Worker ﬂ
908765432 Wendy Brown Client ﬂ -1

The system asks you to confirm the deletion. By clicking OK, the worker is permanently
deleted from the system. If you do not wish to proceed with permanently deleting the
worker, then click Cancel.

Windows Internet Explorer.

\_‘.:/ Are you sure you wank to delete selected entities?

[ OK H Cancel ]
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4. Click OK to permanently delete this worker.

You return to the Home page. A message displays in the upper left hand corner
confirming the deletion. If the worker you attempted to delete had any other
relationships in the system, then an error message will display informing you that the

deletion was not completed.

Kansas

Home | Create | Reports | My Account | Custom Links | Logout

Entity deleted successfully.

6.3 EDITING WORKERS

1. Search for the worker you wish to edit according to the instructions in Section 4.4.

The Worker Entities Settings page displays.

Worker Entity Settings
* Indicates a required field.
I

e
* Last e

pany Name:

—-—k Gender: @‘
= oihoae [z 9
T
Begin Date: '—V|
EndDatz [ |
Language:
Status: @

External Worker ID:I:'
Family Member |

Live with a client you
o W
e Mo ]

* Worker 52%:

Level 2 Attendant Care - FE

Self Directed Attendant Care - FE
Level 1 At
Adult Day Care- FE

Entity Addresses/Phones

[ Add Adress |

ID Card Number

Status:

Holidays [ Days Off

Frem Date ToDate
| 3| Q) Add |
Work Hours

Start Time End Time Def|Off|Cust

sm[ [ Jeoo
Mmen[ ][ | @00
we[ [ @00
wed ][ ] @00
[ @00
R I @00

2. Verify, and if needed, update the appropriate fields such as First Name, Last Name,
Gender, Birth Date, Worker Services, Family Member, Living with a Client and

scheduling information.
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3. Click Save at the bottom of the page to save the worker and return to the Home page.

A successful save message displays at the top of the page indicating the worker was
saved successfully.

6.4 SUSPENDING/INACTIVATING/END DATING A WORKER

A worker cannot be deleted once there are any relationships created for the worker. In other
words, if a worker has been scheduled for an event or if a claim has been created for which the
worker provided the service, then the worker cannot be deleted from KS AuthentiCare. If the
worker no longer works for the provider or simply will not be providing services any longer,
there are three options for editing the worker file:

1. Change the worker’s status to “suspend”. The worker cannot use the IVR but claims
can be entered via the web. All claims (pending and new) will show a critical exception
that the worker is not eligible.

2. Change the worker’s status to “inactive”. The worker can still use the IVR and have
claims entered via the web but all claims (pending and new) will show a critical
exception that the worker is not eligible.

3. Populate the “End Date” field on the worker’s screen. The worker can still use the IVR
and have claims entered via the web. Claims with a Date of Service (DOS) prior to the
end date will be processed normally. Claims with a DOS after the end date will generate
a critical exception that the worker is not eligible.

At any time the “End Date” can be removed or the worker’s status changed back to active,
making the worker again eligible to provide services and/or removing the “worker not eligible”
critical exception from pending claims.

To change suspend/inactive/end date a worker:
1. Search for the worker you wish to inactivate according to the instructions in Section 4.4
The Worker Entities Settings page displays.

2. Change Status to Suspend or Inactive or enter an End Date.
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Worker Entity Settings
* Indicates a required field.
Ik 58745

PIN: [eses

* First Name |Eric

Middle Name: |

|
|
|
* Last Name: |Burtcn |
Company Mame | |

* Gender @

* Birth Date: | 1/4/ 1387 o

Email Address: |
Begin Date: ~
End 8232010 ~
_—Sauge[inactive ¥|

3. Click Save at the bottom of the page to save the worker and return to the Home page.

A successful save message displays at the top of the page indicating the worker was
saved successfully.

Custom Links | Logout

pocesshulhy sawved Worker - Paul Bryant (10 19444)

If a worker is rehired, that worker should not be re-entered because the
worker still exists in the system. [Instead, the Status should be changed
back to Active and/or the End Date removed.

November 14, 2011 KS AuthentiCare User Manual

Page 55 of 168



Kansas

Chapter 7 MANAGING CLIENT (CONSUMER OR CUSTOMER) INFORMATION

Consumers or customers are referred to as clients in KS AuthentiCare. Clients are created in KS
AuthentiCare by file transfer from KMAP/MMIS. You must verify your client list and confirm that
a correct telephone number(s) is provided (unless the client does not have a phone).

1. Search for the client you wish to edit according to the instructions in Section 4.3.

The Client Entity Settings page displays.

Client Entity Settings Entity Addresses/Phones
* Indicates a required field. m
IDe 222223232222
PIN: Address Typer Home Il
* First Name: Minie * AddressLine 1: 123 MAINST
Middle Name: Z Address Line 2:
* Last Name Mouse * Cityy COLDWATER
Company Name: * Gtate: KS * Zip 670230284
SSI: Longitudes
FID: Latitude:
* Gender: Female | ViewMap |

* Birth Date: 7/23/1345
Email Address
Begin Date: 2/10/2011
End Dater 10/31/2012

Phone Type Phone Number

Home ™| (399 595-9995
Language: English

Status: Active i}

Status:
Diagnosis: 1224%.05

Greater Than Age 65:
Waiver Admission Date: 02/10/2011

* Waiver: FE

2. Verify the Phone Type and Phone Number for the client. If the client does not have
a phone, then this field should be populated with 999-999-9999.

You manage the client’s telephone information. You can correct or delete an incorrect
number and add a correct or additional numbers. The number(s) listed is the one KS
AuthentiCare will use to verify if the worker is calling from the client's home.

3. Click Save at the bottom of the page to save the client and return to the Home page.

A successful save message displays at the top of the page indicating the client was

saved successfully.
Kansas

Home | Create | Reports | Scheduling | Dashboards

[o— .
uccessfully saved Clenf-Minie Z Mouse (ID: 22222223237
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Chapter 8 SEARCH AND VIEW AUTHORIZATIONS

A service to be provided for a client must have a valid authorization documented in KS
AuthentiCare in order to be scheduled and for the claim to be submitted for payment.

A worker can use the IVR to record services without a valid authorization in
@\ KS AuthentiCare. A claim will be created but will have a critical exception and
. will not be submitted for payment until the authorization is in place.

All authorizations for clients are loaded into KS AuthentiCare by file transfer from KMAP/MMIS.
The provider cannot add a new authorization or edit an existing authorization.

To search and view an authorization:

1. Click the Authorization radio button in the Services and Authorizations section of the
Home page.

2. Enter search criteria in any of the fields, if desired and click Go!

Services and Authorizations

O service

Search Type: o

——p (%) Authorization
Service:
Authorization ID:
Scheduling Status:

Service Type:

Authorization Start:
Authorization End:

Client:

Provider:
Worker:
Procedure Code:

Modifier:

Billing Location Code: |12 Home

B Go! | clear |

The search results display all authorizations which match the search criteria entered on
the Home page.

Authorizations

Event Actions D Service ID Client Provider Worker Effective Dates
|+ | Personal Assistant Services Mouse, Minie Z  General Health Care - _—
15 ¥y 11/01/2011 - 11/30/2012
Units Remaining: 3000000 (HCDDT1013) (22222222222) (4628800004) Uil LIS ﬂ
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If nothing is entered in the Search fields, then all authorizations will be
returned in your search results. This could take awhile and it may also
make it difficult to find the authorization.

3. Note the columns displayed in the search results:

(0]

(0]

Event Actions — Click the Schedule Event icon to schedule an event
for this authorization. Refer to Chapter 9, Scheduling, for further
instructions. This column also indicates how many units remain in the
authorization by comparing the total number of units authorized and the total
number of units scheduled. This is not a comparison with the units actually
provided to date but with those scheduled to date.

ID — Click the ID hyperlink to view/edit the Authorization Settings page for
this Authorization. Proceed to Step 7.

Service ID - Identifies the service and its service code
Client — Identifies the client and the Medicaid ID
Provider — Identifies the provider assigned to the authorization

Worker - Field is blank as authorizations are issued to the provider, not the
provider’s individual workers.

Effective Dates — Identifies the start and end dates of the authorization

4. Click the column heading if you wish for the search results to sort using a different
column than the default, which is the ID (Authorization) column in ascending order.
Click the heading once to change the sort to descending order for that column. Click the
heading again to change it to ascending order for that column.

5. Position the cursor over the Information icon to display an Additional Information
pop-up about the authorization.

6. Click on the ID hyperlink in the ID column to view the authorization.

The Authorization Settings page displays.
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Authorization Settings
* Indicates a required field.

Service Information

Service ID: HCDDT1019 Service Type:  Time Based
Hame: Personal Assistant Services Procedure Code: T1019
Description: Personal Assistant Services - MRDD

ID: 415
Client: Mouse, Minie Z E
Provider: General Health Care E
Worker:
Effective Date Start: 11/1/2011
Effective Date End: 11/30/2012

* Total Units: 3000000
* Rate: 3.6500

7. Click Cancel to return to the Authorization Search Page.
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Chapter 9 SCHEDULING

Providers may use KS AuthentiCare to schedule workers’ visits to clients’ homes. A scheduled
visit is called an event. Each event must be linked to an authorization. Events may only be
scheduled for authorized client/service/provider/worker combinations. KS AuthentiCare tracks
the number of units available for scheduling in each authorization and notifies the scheduler if
an event exceeds the number of units available for scheduling. KS AuthentiCare also allows
providers to schedule back up workers for events.

KS AuthentiCare compares the scheduled events to the actual check in and checkout times of
the worker and alerts the provider via email if a worker is late or if an event is missed.

KS AuthentiCare automatically identifies for the scheduler any conflicts the scheduled event
creates with the worker’'s schedule. For example, if a worker is scheduled for an event on a
regularly occurring day off, KS AuthentiCare displays a warning message alerting the scheduler
to this conflict. The scheduler may choose to change the event or to save it even though a
conflict exists. KS AuthentiCare’s scheduling warnings are meant to assist schedulers but not
prevent the scheduler from scheduling an event with a conflict.

This chapter is designed to help you schedule non-recurring and recurring events. Additionally,
it helps you search for an event, view an event, maintain events, and acknowledge a missed
event when a worker misses a scheduled event.

9.1 USING THE CALENDAR

KS AuthentiCare allows you to view your calendar of events by the month, week or day. This
section describes the three views.

1. Select Scheduling from the Main Menu on the Home page.

KﬂﬂSﬂS \ Kansas AuthentiCare

Home | Creste | Reports | Scheduling | Dashboards | Visits | Administration | My Account | Custom Links | Logout

2. The Event Scheduling page displays with the calendar.

November 14, 2011 KS AuthentiCare User Manual

Page 60 of 168



Kansas

Event Scheduling | CreateNew Event |
Search Schedules

Date: Client Provider: Worker Service:

| v L L ° & | ° B search | Clear |

Calendar Views Monthly | Weekly | Daily

The default view of the calendar is the monthly view.
9.1.1  MONTHLY

The Monthly view of your calendar enables you to view all of the events scheduled for your
agency for one month at a time. This is the default setting and the view you initially see when
navigating to this page.

1. Position the cursor over the event and a pop-up box with additional detail displays.

29 20
Clhient:|| Respita In-Home Worker: Wandy Brown Client:
B:00=m Respite In-Home Worken: Brett Johnson
1:00pm Respitz In-Home WoRespite In-Hame
Worker: Wendy Erown
Client: McLain ward |

2. Double click on an event to view all of the event information.
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The Scheduled Event page displays.

Scheduled Event

* Date * Start Time  * End Time * Duration
Event: |12/26/2009 |~|[11:00pM  |[o1:00aM | [02:00

[JRecurring Event 12/30/2009

“Authorzatons:
417 ﬂ

Client: McLain Ward E
Provider: Sooner Healthcare E

Primary Worker: Wendy Brown E

N
* Service: Respite In-Home
E

3. Click Eventscheduling in the top left corner of the page to return to the calendar or
click the Back button on the browser.

4. Click the left and right arrows in the date display bar to view the month before or the
month after this date.

Calendar View: Monthly | Weekly | Daily

~ Mon Tue Wed Thu Fri Sat/5un
| Nov 23 ‘ 24 25 26 27 28

9.1.2 WEEKLY

The Weekly view of your calendar enables you to view all of the events scheduled for your
agency for one week at a time.

1. From the Monthly view, click a day in the week you would like to view.

2. Click the Weekly link above the calendar.

Calendar View: Monthly | Weekly | Daily

Nowv 23

November 14, 2011 KS AuthentiCare User Manual

Page 62 of 168



Kansas

The week schedule that includes the day you selected displays.

Calendar View: Monthly | Weekly | Daily

7

December 28 - January 3
Monday, December 25

B
Thursday, December 31|

Tuesday, December 23

Respite In-Home Worker: Wendy Brown Client: McLain Ward 4:00am - 5:00am Respite In-Home Waorker: Jennifer Affano Client: Joshua Waters

Friday, January 01

Wednesday, December 30

Respite In-Home Worker: Wendy Brown Client: McLain Ward

8:00sm - 5:00am Respite In-Home Worker: Brett Johnson Client: Joshua Waters
1:00pm - 2:00pm Respite In-Home Warker: Brett Johnson Client: McLain Ward

Saturday, January 02

Sunday, January 03|

3. Position the cursor over the event and a pop-up box with additional detail displays.

Wednesday, December 30

Respite In-Home Worker: Wendy Brown Client: McLain Ward |

8:00am - 3:00am Respite In-Home Werker: Brett Johnson Client: Jos|Respite In-Hame

. ) ) . — Warker: Wendy Brown
1:00pm - 2:00pm Respite In-Home Worker: Brett Johnson Client: Mc client: MeLain Ward

4. Double click on an event to display the Scheduled Event page and see the details of the

event.

Scheduled Event

* Date * Start Time  * End Time * Duration
Event: [12/29/2008 |v|[11:00pM  |[o:00aM | [0z:00
[JRecurring Event 12/30/2009

e
417 ﬂ
Client: McLain Ward
Provider: Sooner Healthcare
Primary Worker: Wendy Brown

Backupworker:| [

* Service: Respite In-Home

[ Delete | save | Cancel |

5. Click Eventscheduling in the top left corner of the page to return to the calendar or

click the Back button on the browser.
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6. Click the left and right arrows in the date display bar to view the week before or the
week after this date.

Calendar View: Monthly | Weekly | Daily

December 28 - January 3

Manday, December 25

9.1.3 DALY

The Daily view of your calendar enables you to view all of the events scheduled for your agency
for one day at a time.

1. From the Monthly view, click a day you would like to view. Or from the Weekly view,
click a day you would like to view.

2. Click the Daily link above the calendar.

Calendar View: Monthly | Weekly | Dail
Mon

| ‘ Now 23‘

The day displays in hourly increments.

Calendar View: Monthly | Weekly | Daily

7
Wednesday, December 30

g Respite In-Home
bimriceioe Rlorett Abioan
g

10 oo
12
1% fRespremntome

Q00
]

A

53

3. Position the cursor over the event and a pop-up box with additional detail displays.
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g Respite In-Home
Blmelemes Men L

o0 &:00am - 9;00am
9 Respite In-Home
‘wiorker: Brett Johnson
10 00 Client: Joshua Waters
1 1 ili}

4. Double click on an event, to see the details and display the Scheduled Event page.

Scheduled Event

* Date * Start Time  * End Time * Duration
Event: [12730/2009 | v|[08:004M  |[02:00 AM  |[01:00
[JrRecurring Event 12/30/2009

*muthoriatons: |
420

Client: Joshua Waters &4
Provider: Sooner Hea\thcare@

Primary Worker: Brett Johnson E

acapworker:

* Service: Respite In-Home

| oelete | Save | Concel |

5. Click Eventscheduling in the top left corner of the page to return to the calendar or
click the Back button on the browser.

6. Click the left and right arrows in the date display bar to view the day before or the day
after this date.

Calendar View: Monthly | Weekly | Daily

!l Wednesday, December 30

12 IResplte In-Home i

9.2 SEARCHING FOR SCHEDULED EVENTS IN THE CALENDAR

After an event has been scheduled, you are able to search for this event in the calendar. KS
AuthentiCare provides a variety of options for searching for an event in the calendar.

1. Navigate to the Event Scheduling page.
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Home

Creste | Reports | Scheduling | Dashboards | Visits | Administrastion | My Account | Custom Links | Logout Logged in as: grant@n=w.com
Event Scheduling Create New Event

Search Schedules
Date:

Client Provider Worker Service
¥ | 1> ! | & | | ° R Search | Clear |

Team Assignment e

(Calendar View: Monthly | Weekly | Daily
June 2011 F
o Tue Wed Ty Fri Zat/Zn
" 18 e = z

21

23

2. Enter at least one of the following search criteria to locate event(s) in the calendar.
Each search criteria field is described below:

a. Enter a Date (mm/dd/yyyy) or click the down arrow and select the date from the
calendar, then click Search.

Event Scheduling

CreateNew Event
Search Schedules
Date:

Client Providern Worker Service:
| v | | | & | °BN Search | Clear |
The calendar displays events from this date forward.
b. Enter the Client ID, full name or partial name and click the Looking Glass icon &
to find the client, and then click Search.
Event Scheduling

Create New Event
Search Schedules
Date: Client Providen Worker: Service

| “ | I & | ° B

The calendar displays all the events scheduled for this individual.
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c. Enter the Primary Worker ID, full name or partial name and click the Looking
Glass icon to find the worker, and then click Search.

Event Scheduling

Search Schedules
Date: Client Provider Worker Service

| "’i | E | ]n L E o n mm
The calendar displays all the events scheduled for this person.

d. Enter the Service name or partial name and click the Looking Glass icon to
find the services, and then click Search.

Event Scheduling

Search Schedules
Date: Client: Provider Worker Servioe

[ ¥ | il ° & [ /& [ & ENETS

The calendar displays all the events scheduled for this Service at your agency.

The more search criteria you enter, the more narrow the search results. Be
@\ aware, there is the potential no results will display because some of the
criteria may conflict.

Click Clear, if you have entered incorrect information in the search criteria
@\ fields at any time or would like to start a new search.

9.3 SCHEDULING AN EVENT

Events are the visits the worker makes to the client to deliver an authorized service. Events can
be of varying durations, at any time of the day and on any day of the week. An event may be a
one-time service (non-recurring) or a service that is provided on an ongoing, regularly
scheduled basis (recurring).

9.3.1 SCHEDULING AN EVENT USING THE AUTHORIZATION

An authorization has been entered in the system and now you are ready to schedule the visit
for this client. Follow the instructions below to add the event. These instructions assume you
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are viewing the Authorizations page. Refer to Chapter 8, Managing Authorizations if you need
further instructions about authorizations.

1. Click the Schedule Event icon for the appropriate authorization on the

Authorizations page.
Authorizations
Event Actions ~ ID Service ID Client Provider Worker Effective Dates
[+ Personal Assistant Services Mouse, Minie 2 General Health Care 01/ a0/
ELES (HCDDT1018) (22222222222)  (4628800004) 11/01/2011 - 11/30/2012 [l

Units Remaining: 3000000

The Scheduled Event page displays.

Scheduled Event

* Date *Start Time * End Time * Duration

Ewvent: b

[JRecurring Ewvent

* Authorizations

41560

Client Mouse, MinieZ B4
Provider General Health Car<igf

Primary Worker e

Backup Worker E

* Service: Persenal AssistantServices

The Authorization ID number is populated below the Authorizations field.
@\ Additionally, the Client and Service are completed since you navigated to

this page from the Authorizations page. The Provider is populated based
on the provider agency associated with the current log in.

2. Enter the Date of the event or select a Date from the drop-down calendar.

3. Enter Start and End Times. Start and end times must include AM or PM. The
Duration is automatically calculated by KS AuthentiCare.
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Scheduled Event

* Date *Start Time * End Time * Duration
Ewent: |11/17/2011 W [S9:2044 10:20.4M 01:00
[JRecurring Event (11/17/2011)

When a worker visits a client one time, or a variety of times not in a normal, repeated
schedule, this is considered a non-recurring event. For these types of events, proceed
to Step 4. When a worker visits a client on a regular basis, at the same time of the day,
this is considered a recurring event. Refer to Section 9.3.3 for further information.

Enter the Primary Worker. You ma‘enter the worker ID, a full name or partial name.

Then click the Looking Glass icon . Select the worker from the list displayed. You
may leave this field blank if you do not know who will be conducting the service.

Enter the Backup Worker, if applicable. Enter a worker ID, full name or partial name
and click the Looking Glass icon .

Click Save.

If KS AuthentiCare discovers scheduling conflicts or issues, a message displays at the
top of the page advising the user of the conflict. In this example the event scheduled
for January 4, 2010 exceeds the total units remaining for this authorization. The
authorization for this event has 1 unit remaining (15 minutes) and the event scheduled
requires 4 units; therefore, the message indicates that the event will exceed the total
units allowed on the authorization.

Event Acknowledgment

Authorization 421: This event will exceed the total units allowed on the authorization.

Start End
Jan 04, 2010 1:00 PM Jan 04, 2010 2:00 PM

Recurrence
None

Client Provider Primary Worker Backup Worker
Wendy White (987654321)  Sooner Healthcare (427)  Jennifer Alfano {40961} None

Authorization Service

421 Respite In-Home (T1005)

| Discard | Accept | Change |
o Click Change to return to the event and change the information, OR

0 Click Accept to accept the event with the conflict, OR
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o Click Discard to discard the event and return to the Scheduled Event page.

Messages you may receive when scheduling an event.

e This event will exceed the total units allowed on the authorization.
e This event occurs outside the effective dates of the authorization.
e This event falls on the worker's day off.

e The status of the primary worker is inactive or the event date is outside the
effective date range.

e The status of the client is inactive or the event date is outside the effective date
range.

e This event falls outside the range of the worker's assigned business hours.

e This event falls outside the range of the backup worker's assigned business hours.
e This event will exceed the worker's assigned hours for the week.

e This event falls on a provider holiday.

e The status of the provider is inactive or the event date is outside the effective date
range.

e This event falls on the backup worker's day off.

e The status of the backup worker is inactive or the event date is outside the
effective date range.

If no scheduling conflicts or issues arise, the Authorizations page displays a note at the
top of the page indicating the event was scheduled successfully.

Kansas

Home | Creste | Reports | Scheduling

Suooessty Ny’ SChedEd avean

9.3.2 SCHEDULING A RECURRING EVENT

When a worker visits a client on a regular basis, at the same time of the day, the provider can
establish an event that occurs repeatedly. This is considered a recurring event. This is an
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efficient way to schedule as you only have to enter the basic information one time but can use
it to populate multiple days.

A recurring event can be created for as long as necessary within the limits set by the
authorization.

1. Complete Steps 1 - 3 from Section 9.3.1 or Section 9.3.2.
2. Click the Recurring Event check box.

Scheduled Event

* Date * Start Time * End Time * Duration

Event: | ~ || | |

[JRecurring Event

R —
4156

Client Mouss, Mini=Z B4
Provider General Health CarEE

I'-'rimar\rWDrker.IZl e

Backup Worker I:l e

* Service: Persenal Assistant Services

The page expands to display scheduling options.

Scheduled Event

* Date * Start Time * End Time * Duration
Event: 11/17/2011  ~|[3:3044 | [10:20am ] [o1:00
Recurring Event [11/17/2011])
@ Daily
@ even| k)
O weskly _ ot
L} Ewery weekda
O Manthly i o
® End a&erDrences
1 End by b
e —
PR |

Client Mouse, Mini=Z 84
Provider General Health Careﬂ

PrimaerDrker-.l:| e

Backup Worker: I:l e

® : . .
Service Personal AssistantServices
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3. Follow the steps outlined below to create a Daily, Weekly or Monthly recurring event.

Daily Recurring Event

KS AuthentiCare defaults to Daily recurrence. To schedule an event to occur more than once
in the same week, use the Daily occurrence option.

a. Select the frequency of the recurring event by entering the number of times the
event should occur (every 2 days or every 3 days for example) or by choosing every
weekday.

b. Enter the number of occurrences of the event or enter an End by date for the
event.

Scheduled Event

* Date * Start Time * End Time * Duration
10:20.AM 01:00

(11/17/2011)

{2 Bwvery 5)
O Weekly . " lc::l.
L) BEvery weekday
) Monthly r\,. ¥
{2 End after|5  frences
(1 End by b

Weekly Recurring Event

To schedule an event to occur on the same day or days for multiple weeks, select the Weekly
occurrence option.

a. Select the frequency of the event by entering the number of times the event
should occur (every week, every 2 weeks for example).

b. Select the day or days of the week the event should occur.

c. Select the number of times the event should occur or enter an End by date for
the event.
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Scheduled Event

* Date *Start Time * End Time * Duration
Ewent: 111772011 || S:2 04 10:20.4M 01:00
[ Recurring Event (11/17/2011)}

Recuravery Hslon:

OSunday 0O Monday O Tuesday [ wWednesday
) Manthly O Thursday O Friday [ Saturday

) End after rrences

& End by |2242012

Monthly Recurring Event

To schedule an event to occur on a monthly, bi-monthly or quarterly basis, select the Monthly
occurrence option.

a. Select the frequency of the event by entering the calendar day of the month (the
15th day of every month or the 1st day of every 2nd month, for example) or by
entering the weekday of the month (the 1st Monday of every month or the last
Friday of every 3rd month, for example).

b. Select the number of times the event should occur or enter an End by date for
the event.

Scheduled Event

* Date * Start Time * End Time * Duration
Ewent: 11/17/2001  »| (3204 10:20.4M 01:00
[ Recurring Event (11/17/2011]

Dail
Doy @ Dayls)

! The|First  ™q Menday hal

O Weekly

) End aftar rrences

@ End by |224/2012  w

4. Proceed with Step 4 in Section 9.3.1or in Section 9.3.2.
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9.4 EDITING AN EVENT

If the date or time of a scheduled event has already passed, the event cannot
be edited or deleted.

When information changes for an event, KS AuthentiCare allows you to make adjustments up to
the last minute. The following instructions discuss editing an event Date, Time, Client,
and/or Worker.

1. Click on Scheduling from the Main Menu on the Home page.

2. Find the event on the calendar that needs to be changed (use Search or various views
available to do so). Double click on the event on the calendar to display the details in

the Scheduled Event page.

I Scheduled Event

Man

Dec 28 This is a recurring event. Do you want to edit only this occurrence or the series?
O Edit this occurrence
22 O Edit the series
4 * Date * Start Time ¥ End Time * Duration
1:00pm Respite In-Home Warker: Betsy Janes Event: | 1/1/2010 ~||01:00 PM 02:30 PM 01:30
! [“]Recurring Event 01/01/2010

1:00prn - 2:30pm
Respite In-Home

warker: Betsy Jones i
Client: McLain Whard O Daily Recur every |2 week(s) on:
2 ® weekly [Jsunday [¥IMonday [(JTuesday []wednesday
O Monthly [Othursday [JFriday [JSaturday
& End after |2 occurrences
O Endby
* Authorizations: |+
418 B

Client: McLain Ward E
Provider: Sooner Healthcare E

Primary Worker: Betsy Jones E

Backup Worker: H

* Service: Respite In-Home

[ Delete | Save | Cancel |
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If this is a recurring event, KS AuthentiCare asks you to confirm whether you
are editing the single event or the whole series.

Click Edit this Occurrence or Edit the Series in the Scheduled Event page.

Scheduled Event

This is a recurring event. Do you want to edit only this occurrence or the series?
(& Edit this occurrence
(C Edit the series

3. Click on the field for the item to be corrected. Initially it looks like the fields are not
editable, but once you click on the field it changes to an editable field.

Client: McLain Ward &1
Provider: Sooner Healthcare
Primary Worker:
Backup Worker: E

* Service: Respite In-Home

4. Enter the new information.

Client: McLain Ward &5

Provider: Sooner Healthcare
Primary Worker: Brett Johnson &%
Backup Worker: H

5. Click Save.

If this is a recurring event, and you have forgotten to select whether you are
editing the single event or the whole series, a message displays.

a. Click Edit this Occurrence or Edit the Series in the Scheduled
Event page.

b. Click Save again.

Must select whether you aie editing the single ocunente o the seis,
f Scheduled Event
This Is & recurring event. Do you want to adit only this soourrence or the seress|
. O Edit thes oocurrence
D Edit the series
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If KS AuthentiCare discovers scheduling conflicts or issues, a message displays at the
top of the page indicating the conflict the system has found. Refer to Section 9.3.1 for
further instructions. Along with the message are three options from which to choose for
how the system should proceed. Select one of the following three options:

o Click Change to return to the event and change the information, OR

o0 Click Accept to accept the event with the conflict, OR

o Click Discard to discard the event and return to the Scheaduled Event page.

If no scheduling conflicts or issues arise, a message displays at the top of the page
indicating the event was scheduled successfully.

Kansas

Home | Creste | Reports | Scheduling

Coesshy My SChedUed avean

9.5 CANCELLING AN EVENT (DELETING)

If you need to delete an event that means it was either entered in error or needs to be
cancelled. Cancellations must be done prior to the start time of the event. Once the event

start time has passed, the system will not allow you to cancel (delete) the event.

1. Double click on the event on the calendar to display the details in the Scheduled Event

page.
Scheduled Fvent
* Date ® start lime  * End Time * Duration
Fvent: | 12302009 %! (01:00 PM 02:00 PM 0
[ Recurring Event 12/30/2009
* Authorizations: [+]
417 u
Cheat: McLain Ward @5
Provider: Sooner Healthcare ﬁ
Primary Worker: Bratt Jobnson 89
Backup Worker: o]
" Borvices Regpite In-Home
—_— o
B
2. Click Delete.
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Once you click Delete, the event is permanently deleted. There is no pop up
dialog box asking you to confirm the deletion, so prior to clicking Delete, be
sure this is the event you want to delete.

The Event Scheduling page displays with a note at the top indicating the event was
deleted successfully.

Home | Create | Reports | Scheduling
Successfully deleted the scheduled event.

If this is a recurring event, and you have forgotten to select whether you are
deleting the single event or the whole series, a message displays.

Must siect whether you are ediing the sngls occurence o Uhe series.

/ Scheduled Event
This ks a recurring event. Do you want to edit only this occurrence or the serles?|

. ) Edit this ocourrence

() Cdtt the senes

a. Click Edit this Occurrence or Edit the Series in the Scheduled
Event page.

b. Click Delete again. If you selected Edit this Occurrence, then only
the specific event you chose will be deleted. If you selected Edit
the Series, then all of the recurring events will be deleted.

9.6 ACKNOWLEDGING MISSED VISITS

When a worker uses the IVR or the GPS mobile device either to check in or check out, the
information is captured in KS AuthentiCare immediately. You may need to refresh your screen
for updates to display depending on what you are doing in the system.

KS AuthentiCare links worker check ins and check outs to scheduled events continuously and
provides notice of late and missed visits to providers via email so that back-up coverage can be
initiated. In addition to email message, these late and missed visits are posted on the Late and
Missing Events page of the system.

Definition of a Late Visit: The worker does not check in within 60 minutes of the event
start time. The Late Visit is either removed because the worker checks in or it becomes a
Missed Visit if the worker does not check in within the next 60 minutes (120 minutes after the
event start time).
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Definition of a Missed Visit: The worker does not check in within 120 minutes of the event
start time.

The late and missed visits are recorded in three ways:

1. The Late and Missing Events page lists all scheduled events that are late or missed.
This page is available from the menu bar to the following sub-roles: Administrator,
AdminAssistant and Scheduler/Coordinator.

2. The Late/Missed Visits Report. Refer to Chapter 12, Reporting for more information.

3. An email is sent to the email address on the provider’s record each time an event is late
and/or missed. Examples of these emails are included below.

Late:

This is a KS AuthentiCare late visit notification. Worker John Jones (1D Number) for
provider Senior Helpers (WMIS 1D) was scheduled to provide service Level 2 Attendant
Care (Service ID) on 01/05/2012 at 09:00 PM. A KS AuthentiCare visit is considered late
when the service is not provided within 60 minutes of the scheduled start time. To view
this scheduled event in more detall, log in to the AuthentiCare website at:
https://acr.fdgs.com/Kansas.

Please do not reply to this email as it is intended for notification purposes only.

Missed:

This is a KS AuthentiCare missed visit notification. Worker John Jones (1D number) for
provider Senior Helpers (WMIS 1D) was scheduled to provide service Level 2 Attendant
Care (Service ID) on 01/04/2012 at 09:00 PM but missed the appointment. A KS
AuthentiCare visit is considered missed when the service is not provided within 120
minutes of the scheduled start time. To view this scheduled event in more detail, log in
to the KS AuthentiCare website at: https://acr.fdgs.com/Kansas.

Please do not reply to this email as it is intended for notification purposes only.

4. To view the list of late and missed visits, place your cursor on Late and Missed Visits
in the toolbar of the Main Menu, and when Late and Missed Visits displays below,
click on it.
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Kansas

Kansas AuthentiCare

Kansas

Home | Creste | Reports | Scheduling | pasnpoards | visits | Agministretion | My Account | Custom Links | Logout
Late And Missed Visits
Crvidine g BT

You will see a selection criteria screen that allows you to choose the visits you want to
work. If you do not choose, all visits will be displayed.

Start Date: | |

Endl Date: - -:-l
Client: : ﬂ
Prowvider: i ﬂ
Worker: ﬂ
Service: H

The Late and Missing Events page displays if there are scheduled events for this
provider which have been identified as late or missed.

5. Select the appropriate missed visit code from the missed visit code dropdown list for
each of the missed visits listed on the Late and Missing Events page. Do not choose
missed visit codes for events that have a status of “Late”. There is a note section for
each missed visit for additional documentation if needed.

. Kansas AuthentiCare (T
Kansas \ D
Sakn et B ||l /i Fetamreigt ) e frmary  Aacke —— el netes

o il
- LRI SLALIOLE B ! CHRTRAL FLADM
L - pe L = '

Description Code
Hospital 1
Nursing Facility temporary 2
Consumer refusal 3
Consumer not available — justify in notes 4
Family voluntarily provided temporary service instead 5
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Other (consumer driven) — justify in notes 6
Consumer deceased

No staff available

No staff willing

Natural disaster

Late plan from Case Manager

Other (provider driven) — justify in notes
Not a Missed Visit

ZImmoOo|lw| >N

6. Click the Save Missed Visit Code link column heading. This saves the missed visit
codes which can be viewed on the Late and Missed Visits Report (refer to Section 13.5.6
for further information). A missed visit will remain on the list until it is acknowledged by
the provider.

Late and Missing Events

If you have not received emails informing you of these late / missed visits, please click here and veri

Primary Backup Save

Status Start Date/Time End Date/Time Recurring? Client Provider Worker Worker Service ———— pisced Visit Code

Missed g%/ég”g’am gé%gf’am No McLain Ward iz;lr;rcare Betsy Jones E:rf;"al Hospital (1) v
Missed 03/01/2010 po/0lr0te Yes ;acg'amey SO Betsy Jones Persenal [ ot a Missed Visit (M) -
vissed SYSOR0I0 SOOI e e Seomer ety dones Pl | R

You return to the Home page which displays a message in the upper left hand corner
that the missed visit codes have been saved successfully.

= AuthentiCare - Windows Internet Explorer provided by H

T
@._ y - G‘ hittp: ffint-web01 . govean. goveonnect. com: G084/ kansa
File Edit Yiew Favorites Tools Help

A = | €2 AuthentiCare | & Bugzila Main

Kansas

Home | Create | Reports | Scheduling | Dashboards |

Successfully updated late and missed visit(s) codes.
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Chapter 10 THE KS AUTHENTICARE IVR

Much of the functionality and data described in Chapters 2 through 9 leads to in-home workers
using the Interactive Voice Response (IVR) to record services provided for the client by calling
in from the client's home when service begins and calling out from the client’'s home when
service is completed. Each worker has a 5-digit worker ID number that identifies him/her as a
worker for a specific provider location. That worker ID is recorded in the IVR each time the
worker makes a call.

Important — If a worker works for more than one provider location, he/she is
assigned a different number for each location. Caution workers to make
sure they use the correct Worker ID for each client visit.

10.1 IVR FLow

The IVR (available in English and Spanish) is designed to capture the information required to
create a claim for the service being provided. Section 10.3 below walks the worker step-by-
step through what he/she can expect to hear when calling KS AuthentiCare.

If the phone number the worker is calling from matches the number for the client as recorded
in KS AuthentiCare, then the client's name will be read by the IVR. If the system does not
recognize the number, then the worker must enter the Medicaid ID number of the client.

When checking out, if the IVR reads more than one name, that means the
@\ worker has not checked out for previous claim(s) for which he/she had

checked in. In order to resolve this, the claim(s) must be completed on the
web with the appropriate check out times.

The IVR then reads the list of services that the worker could potentially be providing for this
client. For consistency, the services for a specific provider are read in the same order on all
calls. This same list also applies during check out calls. Additionally, during check out the
worker must specify activities (tasks) completed during the visit if the services provided
required activity codes.

A worker can use the IVR even if there is no authorization yet for the client.
& However, the client must exist in KS AuthentiCare in order for the call to be
completed.

The IVR then reads back all of the information in order for the worker to verify its accuracy. If
there are any errors, the worker has the option to start over and correct the errors. If the
information is correct, then the call is completed and the worker is checked in or out depending
on the option chosen at the beginning of the call.
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If the worker is there to provide services for more than one client, the
& worker must check in for the first client and at the end of the call when
given the option to return to the main menu, choose that option and check
in for the second client. The worker can repeat this process as many times
as necessary.

When checking out, the worker will need to follow the same process —
check out for the first client, return to the main menu as needed to check
out for additional clients.

Each time the worker returns to the main menu on either a check-in or
check out call, the beginning time of the call is reset.

10.2 EXTRA SAFEGUARD FOR WORKERS WITH MORE THAN ONE WORKER ID

Workers who have more than one worker ID because they work for more than one provider
cannot accidently sign in using the ID not matched to the client. If they try, the IVR will play
the following message “You have entered an incorrect worker ID. Please enter a different
worker ID followed by the pound sign.”
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10.3 WORKER INSTRUCTIONS FOR USING THE IVR

Worker Worker ID

Instructions to Check-in

1 Dial 1-800-903-4676 from the client’s touch-tone phone.

2 Enter your worker ID number followed by the pound (#) sign when prompted.

3 Press 1 for Check-in

4 You will then hear the name of the client you are there to serve. If it is correct, press 1.

If KS AuthentiCare does not recognize the phone number you are calling from, you will be
asked to enter the client’s ID number (Medicaid number) followed by the pound (#) sign.

5 You will hear a list of services available for the client and be asked to choose the one you
are there to perform by pressing the appropriate number on the phone key pad.

6 KS AuthentiCare will then repeat back your name, your agency’s name, the client’'s name,
and the service to be provided. If this is all correct, press 1. If the information is not
correct press 2 and you will be able to correct the information before you finish the call

7 If the information is correct you will be told that the check-in was successful at (states
the time). At this point you will be instructed to press 2 to end the call.

Instructions to Check-out

1 Dial 1-800-903-4676 from the client’s touch-tone phone.

Enter your worker ID number followed by the pound (#) sign when prompted.

2
3 Press 2 for Check-out
4

If you failed to check in, the IVR will read the client back to you or, if it does not
recognize the phone number you are calling from, you will be asked to enter the client’s
ID number (Medicaid number) followed by the pound (#) sign. You will also be asked to
select a service.

5 Some services will require the entry of activity codes. You will be prompted to enter the
activity codes one at a time. After the entry of each code, press the pound (#) sign. KS
AuthentiCare reads the activity code, asks you confirm it is correct and then asks you to
enter another activity code if needed. Once you have entered all activity codes, press 8
to continue to the next step.
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6 KS AuthentiCare will repeat back your name, your agency’s name, the client's name and

the service you provided. If this is all correct, press 1. If the information is not correct
press 2 and you will be able to correct the information before you finish the call

7 If the information was correct you will be told that you have successfully filed your claims

and the time and press 2 to end your call.

Whatdo l doif. ..

. . . | forget my worker ID or my
client's Medicaid ID?

Call your supervisor who has both numbers on file.

. . . I check-in but forget to
check-out?

Call your supervisor and let him know what client you were
serving and the time you left the client’'s home.

. . . | forget to check-in?

If you are near the beginning of your visit, go ahead and do
a check-in. Then let your supervisor know the check-in was
phoned in late and what time you started providing care. If
you don’t remember until the end of your visit, go ahead
and check-out when you leave. Let your supervisor know
you forgot to check-in and what time you arrived at the
client’'s home.

. . . | forget to check-in and
check-out?

Call your supervisor and explain what happened.

. I 'am in the process of
checking in and realize | have
made a mistake?

KS AuthentiCare will let you change the information before
you complete the check-in. You can go back by pressing 2
at the confirmation heard during Step 6 of the Check-in
process or Step 6 of the Check-out process. Re-enter the
correct information when prompted.

. .. I have already checked in
and realize | made a mistake?

Go ahead and check out but call your supervisor and explain
what happened.

. .. .1 have checked in and
checked out and realize | have
made a mistake?

Call your supervisor and explain what happened.

. . . the client does not have a
touch-tone phone, refuses to let
me use the phone, or the phone

is out of order?

Call your supervisor and explain what happened.
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10.4 AcTIVITY CODES REQUIRED FOR SPECIFIED SERVICES

The table below lists the services (procedures) by Waiver for which an activity code must be
documented for the claim to be complete. The Activity Code lists are in Appendix A.2 of this
manual.

Waiver Service Code Name

Frail Elderly HCFES5125 Level 2 Attendant Care

Frail Elderly HCFES5125UD Self-Directed Attendant Care

Frail Elderly HCFES5130 Level 1 Attendant Care

MR/DD HCDDT1019 Personal Assistance Services

MR/DD HCDDT1000 LPN Specialized Medical Care

MR/DD HCDDT1000TD RN Specialized Medical Care

Physical Disability HCPDS5126U6 Personal Services

Traumatic Brain Injury HCTBIS5126UB Personal Services

Technology Assisted HCTAT1019 Personal Service Attendant
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Chapter 11 GPS ENABLED MOBILE DEVICE

User instructions to be added
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Chapter 12 MANAGING CLAIMS

A claim contains all of the information required for submission to KMAP/MMIS via a HIPAA
compliant electronic billing file (837). Every service captured by the IVR, mobile device or
entered via the web automatically creates a claim. Each claim within KS AuthentiCare is
assigned a unique claim number which can be fully tracked in the system.

Providers must confirm each claim before KS AuthentiCare can submit it to KMAP/MMIS for
payment. This involves reviewing each claim for accuracy and approving the claim for billing.
Only confirmed claims are exported to KMAP/MMIS to be adjudicated for payment.
Unconfirmed claims remain in KS AuthentiCare until they are confirmed or deleted.

Claims can be confirmed one at a time (see Section 12.6) or in bulk (see Section 12.7). Bulk
confirmation is a function that you initiate on the website and then it is performed by the
system after hours.

KS AuthentiCare exports claims to KMAP/MMIS for adjudication in the early morning hours
Monday through Friday of each week. Claims confirmed by 11:59 PM the night before will be
included in that morning’s file submission.

If it is determined that there is an error in the claim that requires a correction, you can make
those corrections using the procedures outlined in Section 12.2.

12.1 SEARCHING AND VIEWING CLAIMS
1. Click the Claim radio button in the Claims section of the Home page.

2. Enter search criteria in any of these fields, if desired. You can also choose to filter
claims and confirm billing by date or user name (log in) as shown at the bottom of the
screen. If you do not enter any search criteria, all claims will be listed.

3. Click Go!
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Claims

Add Mew> Claim (Standard)
Add Mew > Claim (Express)
& Claim
Search Type: O Confirm Billing -Wiew
) Confirm Billing -Bulk

Claim Group 10| |

Clzim 1D |
Claim Etatusi Vl

Claim End bt

EEr'.fical |

Authorization ID| |

Client;|

Provider:|

Worker: |

CasEManagerl

Fepresentative |

Procedure Code:|

Travel Time|

Mileage:|

Useertinn| Vl

The Claims page displays with the results of the search up a maximum of 300 claims.

Claims

GroupID  ID Status Client 1D Client Name Date Range
725 306 InfoExceptions 111111111  Aniston, Jennifer 03/29/2010-03/29/2010
728 309 CenfirmBillingFerClaim 111111111 Aniston, Jennifer 03/20/2010-03/20/2010
733 917 InfoExceptions 111111111 Anisten, Jennifer 03/31/2010-03/31/2010
734 918 InfoEsxceptions 111111111 Aniston, Jennifer 03/31/2010-03/21/2010
655 754 InfoExceptions 111111111 Aniston, Jennifer 03/09/2010-03/03/2010
724 305 InfoExceptions 111111111 Anisten, Jennifer 03/20/2010-03/30/2010
744 935 Autharize, Calculate, ConfirmBillingFarClzim 033006586 BOSSE, HARRY A 03/20/2010-03/20/2010
855 1093 ClientEligibility, ConfirmBill laim 0262352675  Brocklan, Bradley 07/02/2010-07/02/2010
855 1092 ClientEligibility, ConfirmBillingForClaim, ProviderEligibility 026352675  Brocklan, Bradley 07/10/2010-07/10/2010

4. Note the columns displayed in the search results:
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0 Group ID - Identifies a claim. Each claim is assigned to a claim group ID as
well as a claim ID. Individual claims may be entered into the system as part
of a group which is why there is a group ID and a claim ID. If the claim is
not part of the group, then the group ID and claim ID will be the same.

o ID - Identifies a claim
o Status -

o Displays as NMoExceptions or InfoExceptions if the claim has been sent to
KMAP/MMIS or is ready to be sent.

OR

o Displays the name of the critical exception (if there are any). The critical
exceptions are: Authorize, Calculate, AuthExhastedBefore,
AuthExhaustedOn, IneligibleWorker, IneligibleProvider, DuplicateClaim,
ConfirmBillingForClaim, MissingActivityCode and
UnenrolledProviderServices. You could see any combination of these
critical exceptions listed under status.

o Client ID - ldentifies the client who received services
o Client Name - Identifies the client who received services.

o Date Range — The date or dates of the service. This indicates if a claim
spanned more than one day.

5. Claims are automatically listed alphabetically by client last name. Click the column
heading if you wish for the search results to sort using a different column than the
default. Click the heading once to change the sort to descending order for that column.
Click the heading again to change it to ascending order for that column.

6. Position the cursor over the Information icon to display an additional Information
pop-up about the claim.
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Claims
Group ID pi] Status
. Additional Information
725 306 InfoExceptions Geoup 10: 725
728 309 ConfirmEillingForClaim Clierit: Amston, Jannifer (111111111)
Provider: Brangeling Inco (253)
733 917 InfoExceptions Warker: Pitt, Brad (48315)
. Service: Respite In-Home (T1005)
e e B Sarvica Type: Tima Based
655 754 InfoExceptions LLLILLLLL  AIlSLUNJEe UoUTEUIUTUSUTLUIY ol

724 905 InfoExceptions 111111111 Anisten, Jennifer 03/30/2010-03/20/2010 ﬂ

7. Click the Group ID hyperlink for the claim you wish to view.

Claims
Group ID i) Status ClientID Client Name Date Range

735 S06 InfoExceptions 111111111 Aniston, Jennifer 032/29/2010-03/29/2010 ﬂ
718 3 ConfirmBillingFerClaim 111111111 Anisten, Jennifer 03/30/2010-03/30/2010 ﬂ

517 InfoExceptions 111111111 Aniston, Jennifer 02/21/2010-03/21/2010 ﬂ
734 918 InfoExceptions 111111111 Anisten, Jennifer 03/31/2010-03/31/2010 &
655 754 InfoExceptions 111111111 Aniston, Jennifer 03/09/2010-03/09/2010 ﬂ
724 305 InfoExceptions 111111111 Anisten,Jennifer 03/20/2010-03/30/2010 &
pL!! 935 Autherize, Calculate, ConfirmBillingFarClaim 022006586  BOSSE HARRY A 03/30/2010-03/30/2010
855 1093 ClientEligibility, ConfirmBillingForClaim 026352675  Brocklan, Bradley 07/02/2010-07/02/2010
855 1092 ClientEligibility, ConfirmBillingFarClaim, ProviderEligibility 026352675  Brocklan, Bradley 07/10/2010-07/10/2010 ﬂ

The Claim page displays and includes the Client, Provider, Worker, Service, Check in
date and time, Check out date and time and the time Amount (if required). The box on
the right side notes whether the claim was created via the IVR, mobile device or web
and identifies the calculated amount which takes the total time after applying rounding
rules and computes the dollar amount using the rate identified on the authorization. This
is the amount that KS AuthentiCare submits to KMAP/MMIS for payment. When the
claim is adjudicated by KMAP/MMIS, the actual amount paid may be different.

* Client Provider Worker Group 1D: 427
McLain Ward Ha Sooner Healthcare G5 Jennifer Alfano @5 Filed On: VR
* Service Date Time Amount Date Time Printer Friendly
Respite In-Home &5  |12/29/2009 |~ 08:53 AM 00:23 e EE | 12/29/2009 v 09:16 AM Show All Claims
Mileage: Click here |1 more service(s) Total Claims: 1
Travel Time: Total Calculated Amount:
$10.00
Total Lines: 1 Total Claims: 1 Total Amount: $10.00 Total Autharized: $10.00 Total ALt horetl Amount
10.00
|ﬂcﬁﬁcal Exceptions Delete | Add Lines Above | Add Lines Below | Move Up | Move D:wn| $
Total Hours: 00:23
Note: Add Note [ silling Confirmed
Delete All
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As specified by KDOA and SRS, KS AuthentiCare follows normal rounding
@\ rules for biflable units of service. Normal rounding causes 0.5 or half a unit
to always round up.

For Example: For a 15 minute increment time-based service, 7 minutes of
acutal time rounds down to 0 minutes and 8 minutes of actual time rounds
up to 15 minutes. So If a service Is performed for 53 minutes
(15+15+15+8,) then we round up to 60 minutes or 4 units of service.

KS AuthentiCare calculates based on minutes, not seconds.
Rounding Rule for Adult Day Care:

o [f the length of the Adult Day Care is 0-59 minutes, the claim
calculates 0 units.

o [f the length of the Adult Day Care is 1-5 hours (60 — 300 minutes),
the claim calculates 1 unit.

o [f the length of the Adult Care is more than 301 minutes in a 24
hour period from check in, the claim calculates 2 units.

8. Click on the Entity icon adjacent to the Client, Provider, Worker or Service if you
wish to view the respective record for the entity.

9. Note if there are any Exceptions.

* Client Provider Worker Group 1D: 427
McLain Ward |+ Sooner Healthcare Jennifer Alfano Filed On: VR
* Service Date Time Amount Date Time Brinter Friendly
Respite In-Home 12/29/2009  ~ 08:53 AM 00:23 R | 12/29/2009 v~ 09:16 AM Show All Claims
Mileage: Click here |1 more service(s) Total Claims: 1
Travel Time; Total Calculated Amount:
$10.00
Total Lines: 1 Total Claims: 1 Total Amount: $10.00 Total Authorized: $10.00 Tl At A e
- n . 10.00
|mcrltll:a| Exceptions «fp—————"""" Delete | Add Lines Above | Add Lines Below | Move Up | Move Dc',vr|| $
Total Hours: 00:23
Note: Add Note [IBilling Confirmed
Delete All

10. Position the cursor over the Exceptions icon to view the pop-up that displays the
exceptions for the claim, if there are any.

When business rules are not met, a claim is marked with an exception. Exceptions are
classified as Critical or Info.
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Critical Exception example:

* Client Provider Wi
McLain Ward E u Sooner Healthcare E Jer
* Service Date Time Amount Date Ti
Respite In-Home B9 [12/29/2009 ~| [08:53 AM 00:23  |####(1229/2009 ~| [0
Position Cursor over SETE
icon to display list of Travel Time:

exceptions here.

Total Lines: 1 Total Claims:

Delete | Add Lines Abo

1
Critical Exceptions ¥

McLain Ward .
Note c

Billing has not been confirmed for this claim.

This claim check in number does not match the authorized
nurmber for the client.

e This claim check out number does not match the authorized
nurnber for the client.

Claims with Critical Exceptions cannot be submitted to KMAP/MMIS for payment until the

identified problem has been corrected. Critical Exceptions are listed in Appendix A.3.

Info Exception example:

* Client Provider
Chris Kappler E Sooner Healthcare E
* Service Date Time Amount Date Time
Respite In-Home [g9  12/29/2009 07:19 AM 00:20##:## 12/29/2009 07:39.
Mileage:
Travel Time:

Chris Kappler

=
=]
.

No n

Audit Data

Total Lines: 1 Total C

This claim does not have a matching event,

This claim check in number does not match the autharized
number for the client.

This claim check out number does not match the authorized
nurmber for the client,

Info Exceptions or non-critical exceptions do not prevent a claim from being processed,
but serves as a notice of some problem associated with the claim creation which may
warrant further investigation (e.g. a check-in from a phone number not associated with
the client). These exceptions are informational only and are listed in Appendix A.3
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If a worker checks in more than 60 minutes prior to the start time for the
scheduled event, the claim indicates an Event Matching Info Exception. For
example, if the event was scheduled from 11:00 AM to 11:30 AM and the
worker checked in at 9:59 AM, KS AuthentiCare is not able to match the
scheduled event to the actual event and an Info Exception results.

11. Click Cancel to return to the Claims page which lists all of the search results.

~ s10.00

al Claims: 1 Total Amount: $10.00 Total Authorized: $10.00 il Rt Amiouants
2 ; $10.00

Lines Above | Add Lines Below | Move Up | Move Down
Total Hours: 00:23

[ silling Confirmed

?  Cancel

Additional Functionality on this paqge:

Click Printer Friendly to view the claim in a format that prints well.

November 14, 2011

Waorker Group ID: 427
£ r\q Jennifer Alfano E Filed On: VR
Date Time —p Printer Friendly
#2(12/20/2009 || [00:16 AM Show All Claims
Click here |1 more service(s) Total Claims: 1
Total Calculated Amount:
$10.00
Total Lines: 1 Total Claims: 1 Total Amount: $10.00 Total Authorized: $10.00 Total Authorized Amount:
10.00
Delete | Add Lines Above | Add Lines Below | Move Up | Mowe Down %
Total Hours: 00:23

[JBilling Confirmed
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The Claim Acknowledgment page displays.

Kansas Kansas AuthentiCare N @

Home \ Creste | Reports | 1 | Visits | istration | My Accaunl t | Custom Links | Logout

=ved ClaimGroup (1D 2921)

Brint
Claim Acknowledgement
Claim Group ID: 3931
November 10, 2011
Client Provider . Worker ] ]
Mouse, Minie Z (22222222222, Genzral Health Care [4628800004) Mouse, Mickey (71978)
Claim ID Service Authorization Start End Rates Units Amount
- i . Nov 02,201 1Nov 02, 201 ctualliormal 4 Actualormal 51460
p A (HCDD 4
3531 Personz| AssistantServicss (RCDDT1015) 415 gRe TR ML OR 20 Uinarmal 6300 S o R ehamShormat 1 4.60
Exceptions
« Critical
= Billing has not been confirmed for this clzim,
= Unsnrells Previder Servics Excsption
« Informational
= This clzim dees nothave a matching svent
Total Claims 1 Total Actual Amount 514,60 Total Authorized Amount 514,

[_Done | Hew Claim |

Print the page using Print.
12. Click Done to return to the Home page.
12.2 EDITING A CLAIM (CLAIMS CORRECTION)

In most situations, claims are created by workers calling from the client's home. Workers may
forget to check in or check out when arriving at or leaving a client's home. They may choose
the wrong service in error and fail to correct it while on the phone. In such situations, the
provider is able to edit the claim by completing or correcting it.

1. Search for the claim you wish to view according to the instructions in Section 12.1.

The Claim page displays.

* Chent Provider Worker e
Meiain ward @38 Saoner Heaktheare @) Jannifer Alfano @8 VR
* Service Date e Amount Date Thone:
Respite InHome B [12292009  v| [oeisaam 00:27  wees| 12292009 | [09:16 AM
Mileage:

Traved Tine:
|ﬂ Critleal Excaptions
Note: Add Note Ll 8illing Confirmed

|_Delete All_|
| Cancel |
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2. Edit the information about the claim as necessary.

3. Click Save to save your changes OR click Cancel to cancel your changes and return to

the Claims page.

The Claim Acknowledgement page displays with a successful save message at the top, if

you clicked Save.

Kansas AuthentiCare

8%

Kansas

simGroup (I3 3931)

Kansas

orts | Scheduling | Dashboards | Visits | Administration

| My Accoun t | Custom Links | Lagout Logg=d in a3: Suzi=@g=nhC.com

Claim Acknowledgement
Claim Group ID: 2931
November 10, 2011

Client . A
Mouss, Minis Z (222222222232)

Claim ID Service

3931

Exceptions
« Critical
= Eilling has netbean confirmed fer thiz clzim,
= Unznrolled Provider Servics Exception

» Informational
= This clzsim dess nethave 2 matching svent

Provider ]
Generz| Hezlth Care (4628800004)

Authorization Start

Personzl Assistant Services (HCDDT1019) 415

Worker .
Meusz, Micksy [71573)
End Rates Units Amount

Nov 0Z, 201 INov 02, 201 ctualliormal 4 Actualllormal 514,60
05:00:00 &M 10:00:00 t.M]"“"'"‘EB'GEUU:uthnmzadrmrnmt Authorizediormat1d 60

Tatal Claims 1 Total Actual Amount $14.60 Total Authorized Amount $14.6

12.3 ADDING AN INDIVIDUAL (STANDARD) CLAIM

There are situations where the provider may need to add a claim using the web. For example:

[ )

refused)
e The worker forgot to use the IVR
[ )

The worker was unable to use the IVR from the client’'s home (phone not working, client

The service was not provided in the client's home (such as Adult Day Care)

1. Click Create in the menu bar and select “New Claim”.

OR

1. Click Claim (Standard) adjacent to “Add New >" in the Claims section of the Home

page.

November 14, 2011
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Claims

Add Neg Claim {Standard
Mew Claim (Express

The Claim page displays. It is pre-populated with the name of the Provider of the user
currently logged in.

Kansas AuthentiCare

Kansas

Home | Creste | Reports | Scheduling | Deshboards | Wisits | Administretion | My Account | Custom Links | Logout Logg=d in a3 se_adr
* Client * Provider * Worker e rEk
* Service

2. Enter the Client ID, full name or partial last name and click the Looking Glass icon
to find the client. Then select the client from the list provided.

Client Provider Worker chow Al Claims
mc McLain Ward (123456789)  2ner Healthcare (& [ ] _
. . Paul McCartney (963852741) Total Claims: 1
Service Tetal Calculated Amount:
= $0.00

Total Authorized Amount:
Click here more service(s) $0.0

Total Lines: 1 Total Claims: 1 Total Amount: $0.00 Total Authorized: $0.00

Delete | Add Lines Above | Add Lines Below | Move Up | Move Down Delete All

3. Enter the Service ID, full name or partial name and click the Looking Glass icon
to find the service. Then select the service from the list provided.

McLain Ward % 4 Sooner Healthcare %
* Service
re Respite In-Home (T1005)

Advanced Supportive Restorative (T1019TF)
In-Home Respite 8 Plus Hours (S9125)
Personal Care (T1019)

Total Lines: 1 Tota

Delete | Add Lin

The following fields display once the service is selected if the service is time based:
Date, Time, and Amount.
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* Client Provider Worker

McLain Ward E u Sooner Healthcare E l:l H
* Service Date Time Amount Date Time

Respite In-Home &5 ‘ V‘ | | | |##:##‘ v| | |

Mileage: l:l Click here maore service(s)
T

Total Lines: 1 Total Claims: 1 Total Amount: $0.00 Total Authorized: $0.00

Delete | Add Lines Above | Add Lines Below | Move Up | Move Down

OR

The following fields display once the service is selected if the service is unit based: Date
and Amount.

* Client Provider Worker Show All Claims
McLain Ward E u Sooner Healthcare E l:| H -
Total Claims: 1

P o
SN REE I Tetal Caleulated Amount:
Skilled Nursing A-E B | v [o Junits $0.00
Total Authorized Amount:

mieage:[ | Click here more service(s) $0.00
e —

Total Lines: 1 Total Claims: 1 Total Amount: $0.00 Total Authorized: $0.00 Delete All

Delete | Add Lines Above | Add Lines Below | Mowve Up | Move Down m

If the service requires the specification of an activity code, the Activity Codes
@\ field displays so that you can enter the activities completed during the visit.

* Client Provider Worker

Paul McCartney E u Sooner Healthcare E Betsy Jones E
* Service Date Time Amount Date Time:

Personal Care B8 [34/2010 ~| [11:25AM | o100 |#s#e(342000 v| [12:25PM |

Activity Codes: |11 (ex: 3,5,8)
4

Mileage: Click here more service(s)
Travel Tme:

Total Lines: 1 Total Claims: 1 Total Amount: $14.52 Total Authorized: $0.00

|mCr'rtica|Exceptbn5 Delete | Add Lines Above | Add Lines Below | Move Up | Move Down

4. Enter the Worker ID, full name or partial last name and click the Looking Glass icon
to find the worker who performed the service. Then select the worker from the list
provided.

Provider Worker
Sooner Healthcare E Betsy Jones (12156)
Jack Stedding (27036)

B Amount Date Time Jennifer Alfano (40961)
| | |##_##| v| | | Brett Johnson (69384)
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5. Enter the Date. This is the date the service was delivered if it was a unit-based service.

If it was a time-based service, then this is the date the delivery of the service was
started.

If the service is a time-based service, proceed to Step 6. If the service is a unit-based
service, proceed to Step 8.

Enter the Time the delivery of the service started. You must include AM or PM in the
time entry or use military time. If itis on the hour, it is not necessary to include “:00”.

7. Enter the Date and Time the delivery of the service ended.

* Client Provider Worker

McLain Ward - ealthcare

B Begin Time &
* Service Date ime Amount Date 2
Respite In-Home E 12/28/2009 v 11:00 AM 01:00 e ## | 12/28/2009 e 12:00 DI?

Mileage: Click here |1 more service(s)

Travel Time:
Total Lines: 1 Total Claims: 1 Total Amount: $0.00 Total Authorized: $0.00

Delete | Add Lines Above | Add Lines Below | Move Up | Move Down

8. Enter the Amount. This is the number of units delivered.

For time-based services the amount /s computed by the system based on
@\ the start date and time and the end date and time. This step is not

* Client Provider Worker Show All Claims
McLain Ward E u Sooner Healthcare E Betsy Jones E -
Total Claims: 1
= o
SERIE L CAILETIE Total Calculated Amount:
In-Home Respite 8 Plus Hours |89 | 1/23/2010 ~| |10 Units $0.00
Total Authorized Amount:
Mileage: || Click here |1 more service(s) $0.00
Travel Time: Total Units: 10
Total Lines: 1 Total Claims: 1 Total Amount: $0.00 Total Authorized: $0.00 Save
Delete | Add Lines Above | Add Lines Below | Move Up | Move Down
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9. Click Save if you have completed the claim and do not need to group this claim with
any other claims. If you are grouping claims, then proceed to Step 12.

= Client Provider Worker Show All Claims
McLain Ward E u Sooner Healthcare E Jennifer Alfano E -
Total Claims: 1

o 5
Sosvic mate = GOTTTI Date LD Total Calculated Amount:
Respite In-Home E 12/28/2009 v 11:00 AM 01:00 A (12/28/2009 v 12:00 PM 50.00
Total Authorized Amount:
Mileage: Click here |1 more service(s) $0.00
Travel Time: -——W
Total Lines: 1 Total Claims: 1 Total Amount: $0.00 Total Authorized: $0.00 Delete All

Delete | Add Lines Above | Add Lines Below | Move Up | Move Down | cancel |

The amount for the claim (what displays on the right side of the screen) is
& not computed until the claim is saved.

The Claim Acknowledgement page displays.

Print
Claim Acknowledgement
Claim Group Ik 3931
November 10, 2011
Client X . Provider . . Worker i .
Mouse Minie 2 [22222222222) Generzal Hezlth Care [4625800004) Mouse, Mickey (7157 3)
Claim ID Service Authorization Start End Rates Units Amount
- e P | Mov02,2011Mov 02, 201 ctuallormal 4 ActualMormal — £14.60
Serzonzl & srvice D 4 . . h
3931 Personal Assistant Services (HCDDT1019) 415 (0u0% 20LINGE O% A0 L normab. 6500, Ca o, Athariehormat 4.60
Exceptions
+ Critical
= Eilling has natbeen cenfirmed forthis clzim,
= Unenrclled Provider Service Exception
+ Informational
= This clzim dees nethawve 2 matching event
Total Claims 1 Total Actual Amount $14.60 Total Authorized Amount: $14.6

10. Click Done or New Claim. Click Done if you do not need to enter any other new

claims. The Home page displays after clicking Done. Click New Claim if you need to
enter additional claims. The Claim page displays.

KS AuthentiCare checks for duplicates, at the time the claim is saved. It
= there is another claim for the same client/service/worker combination where
the service times (check in and checkout) are within 10 minutes of the
same times, a Duplicate critical exception will be noted.
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Grouping Claims
11. Click Add Lines Below.

o o
Client Provider Worker Show All Claims
McLain Ward n Sooner Healthcare E Betsy Jones E -
Total Claims: 1
. 5
Service Date Time Amount Date Time Total Calculated Amount:
Respite In-Home [1212812009 | [11:00aM | [00:30  |weews[120282009 [¥] [11:30AMm ] 50.00
Total Authorized Amount:
Mieage:| | Click hers [1_] mors service(s) $0.00
e —
Total Lines: 1 Total Claims: 1 Total ount: $0.00 Total Authorized: $0.00 Delete All
Delete | Add Lines Above Add Lines Below Move Up | Move Down

A new claim opens below the claim you just finished.

* a
Client Provider Worker Show All Claims
McLain Ward E u Sooner Healthcare E Betsy Jones E -
Total Claims: 2
. .
Service Date Time Amount Date Time Total Calculated Amount:
Respite In-Home &4  [12/28/2009 + 11:00 AM 00:30 | 12/28/2009 v 11:30 AM $0.00
Total Authorized Amount:
Mileage: Click here |1 more service(s) 50.00
Travel Time: [ save
Total Lines: 1 Total Claims: 1 Total Amount: $0.00 Total Authorized: $0.00 Delete All
Delete | Add Lines Above | Add Lines Below | Move Up | Move Down | Cancel |
= Client Provider Worker
McLain Ward E n Sooner Healthcare E Betsy Jones E
* Service

Click here |1 more service(s)

Total Lines: 1 Total Claims: 1 Total Amount: $0.00 Total Authorized: $0.00

Delete | Add Lines Above | Add Lines Below | Move Up | Move Down

Enter the information for this claim. The claim pre-populates with the same client,
provider, and worker of the claim above it; however, this information can be changed if
needed. All of the claims in the group do not have to be for the same client and worker.
Grouping claims provides a mechanism to view a number of claims on the same screen.
Claims cannot be grouped using the IVR or mobile device; they can only be grouped
using the web interface.

12.

13. Return to Step 10 to proceed with saving all of the claims in the group.
12.4 ADDING MULTIPLE CLAIMS (EXPRESS ENTRY)

There are situations where the provider may need to add a claim using the web for the same
client-worker-service combination.

1. Click Claim (Express) adjacent to “Add New > in the Claims section of the Home
page.
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Claims

Add MNew > Claim (Standard

Add MNew Claim (Express

The Claim page displays. It is pre-populated with the name of the Provider of the user
currently logged in.

Scheduling | Dashboards | Visits | My Account | Custom Links | Logout

* Provider Enid Worker's Co. E
* Client i ' H * Worker | | Q

* Service | ! ﬁ
| Next |

2. Enter the Client, Worker and Service as for a single claim entry and click Next.

3. Alist with 10 blank rows where you can enter date, time and activity codes will appear.

KﬂﬂSﬂS Kansas AuthentiCare

Home | Creste | Reports | ing | ds | Visits | inistration | My Account | Custom Links | Logout Logged in 2s: azr_adminZa:

Provider General Health Care
Client Mouse, Minis 2 Worker Mouse, Mickeey Servicet Personal Sssistant Services

Start Date Start Time Duration End Date End Time Activity Codes  Note

v | ] ] o | 9 ] L1

{=x: 3.5.5)

Start Date Start Time Duration End Date End Time Activity Codes  Note

¥ | | - 9 | ] L

{=x: 3.5.5)

Start Date Start Time Duration End Date End Time Activity Codes  Note

9 | [y 9 | I

{=x: 3.5.5)

4. There is an Add Rows button on each screen that allows you to add as many rows as
needed.
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5. When you have entered all the data,

a. If you click on the Save and Continue button, it will save the claims and
present the first Express Claim screen where you can enter another client,
worker and service combination.

b. If you click on the Save and Exit button, you will return to the Home page.
12.5 DELETING A CLAIM

If a claim was added in error, then it should be either edited or deleted. Once the claim is
confirmed for billing, it cannot be deleted.

1. Click Delete All on the Claim page.

* Client Provider Worker Show All Claims

McLain Ward E u Sooner Healthcare E Jennifer Alfano E -
Total Claims: 1

= o
SEIOE L2 Tz ST L2 Tz Total Calculated Amount:
Respite In-Home E 12/28/2009 v 11:00 AM 01:00 R 12/28/2009 v 12:00 PM $0.00
Total Authorized Amount:
Mileage: Click here |1 more service(s) $0.00

.

Total Lines: 1 Total Claims: 1 Total Amount: $0.00 Total Authorized: $0.00 _. Delete All
Delete | Add Lines Above | Add Lines Below | Move Up | Move Down [ cancel |

The system asks you to confirm the deletion. If you click OK, the claim is permanently
deleted from the system. If the claim is a group of claims, they will all be permanently
deleted. If you click Cancel, the claim is not deleted and you are returned to the Claim

page.

Windows Internet Explorer E|

:{J Are vou sure you wank to delete this?

[ [l 4 l[ Cancel l

2. Click OK to proceed with permanently deleting the claim.

You are returned to the Home page which displays a message in the upper left hand
corner that the claim was deleted successfully.
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zim deletec suocesstully,

12.6 CONFIRMING A SINGLE CLAIM FOR BILLING
The function of confirming a single claim can take place in two areas of KS AuthentiCare.

Option 1
1. Select Confirm Billing as the Search Type in the Claims section of the Home page.

2. There is a Sort By selection at the bottom of the screen. The default is to display the
claims to be confirmed alphabetically by Client's Last Name. However you can also sort
by Worker’s Last Name, Date of Service, Claim ID, Client ID or Worker ID.

3. Click Go!

Claims

Add Mew > Claim {Standard
Add Mew > Claim (Express

O Claim
—-S‘E:‘r.c-m @ Confirm Billing -Wiew
O Cenfirm Eilling -Bulk

Claim Group ID| |

Clzim ID! |

Claim End4 b

Ser\.-'icei

Authorization ID|

Client:|

Provider:|

'-\forlcer:|

Repres Entative*

Procedurs Code:|

Travel Time|

|
|
|
|
|
CaseManageri |
|
|
|
|

I‘\-'Iilr:agr::|

Er l.J|:|t|c|nqI |"|i
U Ve mbers Last Name g |
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The Confirm Billing page displays a maximum of 300 claims not yet confirmed for billing.

[E
Nz 1z, 2o
Al &
O 2ecrcm = o i 1%
[ =
Chaim [0 Swrdice & m mat
ar = Herm
maze
» Critica
Lz
O szree = o Chaim {1777 )
== =
- R EEEEEEEEEEY =z
Chaim [0 Swrdice & 2t
Tar = Hermalr 2100
maze
» Critica
Lz
[ - oo i [ 25
== - ez
- R EEEEEEEEEEY Mouac, Mickooy [5182%]
heie 0 e memes wed  seems -

4. Click Check AllZUncheck All at the top of the page to select all displayed claims for
confirmation.

OR
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3. Click the checkbox adjacent to the claim you wish to confirm

Kansas

Click t2 confirmn all

P

il
Howmber 17, 1011

ek Al Umechach A

[ seprcw Slling for Claim {11

Click to confirmone at a
tirne:

Rzt
. 1 Actalform:
=ees mall Asthorizadic

[ Proddar werhar
vz e = {2z377377737 e nT 1us wz ez
Cheim 13 Serdon Ratem Usita Aot
_____ N I — sctoaltcrmal 2 Actuaitons: Srm3
= = . SrmaB S amtboripediformal scthorimedMonmabioez

Click Confirm Billing to confirm all selected claims.

Amount: $14.52 Total Authorized Amount: $14.52

Number of Claims to be Confirmed:
— I I

The Home page displays with a successfully confirmed billing message.

Kansas

Home | Create | Reports | Sch

Successiuly confimed claim billing.

A claim cannot be edited after it has been confirmed.
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Option 2:
1. Search for the Claim you wish to view according to the instructions in Section 12.1.

The Claim page displays.

Claim Search Results

* Client * Provider * Worker Group 1D: 1277
Mouse, Minie z |28 Bl ARROWHEAD WEST INC 85 Mouse, Mickeey &5 Filed Gn: web
* Service Date Time Amount Date Time:

Printer Friendly

Personal Assistant Services @ [11/6/2011  v| [06:30AM | [00:15  |ssma# (1162011 w|  [06:45 AM | Show All Claims.
Click here more service(s) e — q
Total Lines: 1 Total Claims: 1 Total Amount: $3.63 Total Authorized: §3.63 Total Calculated »'«m;unt:
3.63
|ﬂCr'|t'|calExcept'mns Delete | Add Lines Above | Add Lines Below | Move Up | Move Down Total Authorized Amount:
53.63
Total Units: 1
Hote: Add Note
Total Hours: 00:15
[ silling Confirmed
Note Data

2. Click the Billing Confirm check box and click Save.

Claim Search Results

* Client * Provider * Worker Group ID: 1277
n ARROWHEAD WEST INC &5 Mouse, Mickeey Filed Cn: Web

Mouse, Minie Z

* Service Date Time Amount Date Time
1162011 | [o6:30am | [00:15  |weess[1162011  [v] [06:45 AM

Printer Friendly

Personal Assistant Service: | Show All Claims

Click here more service(s) Total Claims: 1

Total Lines: 1 Total Claims: 1 Total Amount: $3.63 Total Authorized: $3.63 Total Calculated Aﬂ;unt‘
3.63
‘m Critical Exceptions Delete | Add Lines Above | Add Lines Below | Meve Up | Move Down Tatal Authorized Amount:
$3.63
Total Units: 1
Note: Add Note
Total Hours: 00:15
[“]Billing Confirmed
Save

Note Data Concer
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The Claim Acknowledgement page displays with a note that your confirmation saved
successfully.

Print
Claim Acknowledgement
Claim Group ID: 1277
November 12,2011
Client ] Pravider ] ] Warker ) )
Mouss, Minie Z [22222222222) ARROWHEAD WEST INC (100027 3994) Mous=, Micksey (51623]
Claim ID Service Authorization Start End Rates Units Amount
o Sercamal fesi . - _ Nov D&, 201 INov 06, 201 ctualormal 1 Actualliormal  £3.63
1277 Personsl Assistant Senvices HODDT1019) 416 (208 P0L08Y 20 M0 L inormats c3003 e ot S A arisadtiormata 63
Exceptions
« Informational
o This clzim does nothave a matching svent
Total Claims 1 Total Actual Amount $3.63 Total Authorized Amount $3.42

T AT
3. Click Done and the Home page displays.
12.7 CONFIRMING CLAIMS IN BULK

Providers have the option to choose a group of claims to be automatically confirmed by the
system after hours but prior to the next submission of claims to KMAP/MMIS. Put in a start and
end date for the Date of Service (DOS) to indicate the claims for that date range are to be
confirmed in bulk. All claims filed for that date range will be chosen unless you chose a specific
Filing Source (Web or IVR). When the bulk confirmation process runs, it will look at the
services that are ready for confirmation and confirm those that do not have critical exceptions.

Claims

Mew > Claim (Standard
Mew > Claim {(Express

) Claim
Search Type: O Confirm Billing -Wisw

‘(" *) Cenfirm Billing - Bulk

Ay
A

Clzim EndJ Vl
Filing Scurce{ Bath (]
oy Got | Clear |
Veb
IVR
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12.8 UNCONFIRMING CLAIMS FOR FURTHER EDITING

Occasionally you will need to edit a claim that has been confirmed but not yet submitted to
KMAP/MMIS for adjudication. In order to edit it, you must first unconfirm it.

1. Open the individual claim.
2. Uncheck the Billing Confirmation box
3. Save the claim

The claim can now be edited or even deleted. It must be confirmed again before it can be
exported to KMAP/MMIS for adjudication.
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Chapter 13 REPORTING

KS AuthentiCare includes robust reporting capabilities to assist providers and state staff in
managing and monitoring clients, workers, schedules and claims. Reports are available 24/7 via
the web and information is current as of the time a report is created.

A variety of sort and filter criteria are available to create unique reports reflecting the specific
information needed. A user may filter information to produce a report which displays
information related to a particular client, worker or service and within date ranges chosen by
the user. The information may be sorted to display in an order that is most convenient for the
user. The sort and filter options for each report are discussed more fully later in this chapter.

As discussed in earlier chapters, the provider agency/FMS provider can only create reports with
information related to the specific provider location (unique Medicaid ID + letter). KDOA staff

can create reports on any information related to KDOA clients. SRS staff can create reports on
any information related to SRS clients.

13.1 CREATING A REPORT

1. Click Reports on the Main Menu.

Kansas AuthentiCare

Kansas

Home | Creste | Reports | Scheduling | Dashbosrds | Visits | Administretion | My Account | Custom Links | Logout

The Report page displays.

November 14, 2011 KS AuthentiCare User Manual

Page 109 of 168




Kansas

Report Templates [D=l=t= S=i=ct=d Templates] View Reports [Refrsh] [Delzte Sslect=d Reparts]

[0 Name

Create Reports [F] %gihh: Client Data Listing Report

Authorizations

AuthentiCare Service Autherizations
Claim Details

AuthentiCars Claim Detzils

Claim History

AuthentiCare Claim Histery
Calendar

Schzduled AuthentiCare Czlendar Events
Late and Missed Visits

Late and Missad Visits for Schaduled AuthentiCare Events
Worker By Provider

Worker By Provider Report

Provider Activity

Provider &ctivity Report

Billing Invoice

Eilling Inweice Report

Time and Attendance

Time and Attendance Report
Exception

Exception Report

Overlapped Claim

Cwerlapped Claim Repart
Unauthorized Phone Number
Unzuthgrized Phone MumberReport
Remittance Advice

Remittance Advice Repart

Claim Data Listing

Clzim Diata Listing Report

Remittance Data Listing
FRemittance Data Listing Repert

Eligible Client Data Listing
Eligible Cliznt Datz Listing Report

There are three sections of the Report Page:

1. Report Templates — Users can create templates for reports that are created on
a regular basis. For example, there is a need for a report on Late and Missed
Visits at the end of each month for all clients, a template can be created with the
desired settings. Templates are addressed in more detail in Section 13.4.

2. Create Reports — Seventeen types of reports are available for creation and
each can be filtered and sorted to create a unique report to fit the user’s needs.
Each report name is a hyperlink that allows you to enter your filter and sort
criteria and run the report. Proceed to Step 2 for further instructions.

3. View Reports — Once a report is generated, it appears in the View Reports
section of the page. Reports can be saved to the user’s local drive for
permanent storage and retrieval. If a report is needed at a later date and has
been deleted, it can simply be rerun for the same dates. Methods of viewing
reports are addressed in detail in Section 13.2.
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2. Click on a report name hyperlink from the list provided in the Create Reports section

of the Report page.

Report Templates o

Create Reports

_..-—-—"""—-

Authorizations

AuthentiCare Service Authorizations
Claim Details

AuthentiCars Claim Details

Claim History

AuthentiCars Claim Histery
Calendar

Schedulzd AuthentiCars Czlendar Events
Late and Missed Visits

Lats and Missed Visits for Scheduled AuthentiCars Events
Worker By Provider

Waorker By Provider Report
Provider Activity

Provider Activity Report

Billing Inwoice

Eilling Invoice Report

Time and Attendance

Timeand Attendance Report
Exception

Exception Report

Overlapped Claim

Cwerlapped Claim Report
Unauthorized Phone Number
Unauthorized Phone Number Report
Remittance Advice

Remittznce Advice Repart

Claim Data Listing

Clzim Data Listing Report
Remittance Diata Listing
Remittance Data Listing Report
Eligible Client Data Listing

Eligible Client D'ata Listing Report

November 14, 2011
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The Authorizations Report page was chosen for this example.

It displays the filter and

sort criteria for the report which are unique for the chosen report. This screen varies
depending on the type of report chosen in Step 2, refer to Section 13.5 for specific filter

and sort information for each type of report.

Parthwvrizatioores Riepasrt

= Irsdicaiea @ regreared Seld

" Rapeiri "lJ—-l:l-'.:':':::c'l = = I

Descrapiscer:

I b

magriTyeedn): [Fleos Omxe! Qo =l

S p——————

3. Enter a Report Name. This automatically defaults to the name of the report selected,
but this name should be changed to something more descriptive. For example, if the
report is for a single client, the report name can be changed to include the client's name

and the date range.

4. Enter a Description, if desired. This is most helpful in creating templates which are

addressed in more detail in Section 13.4.
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5. Choose a date range from the drop-down box for the Dates field. This field appears on
this page for all of the reports, though it may appear as Claim Dates or Effective
Dates depending on the report selected.

[include Claim Details
* Effective Dates: A

Client: iy od Date Range

Current Day
Current Week
Current Month

Provider:

Worker: | ¢\ \rrent Quarter

Current Year
Case Manager: || oot week

— Last Month -

6. Enter any other filter criteria desired such as Client, Worker, Service or Provider.
These criteria are similar for all reports. Entering one of these or a combination of these
creates a unique report. If no information is added, the report includes all information
for the period selected.

7. Select Sort criteria as desired. These are similar for all reports. KS AuthentiCare allows
selection of up to three sort items.

Sort 1: >

Effective Date Start

Provider

Worker

Client =
Case Manager

Service

As an example, the provider may choose to have the report sorted first by
@\ Client, then by Service, then by Date. In this example, the Sort fields would
be populated as shown below.

Sort 1: | Client
Sort 2: | Service

b
01y e Hll Fffective Date Start h

8. Choose the Report Type(s) to indicate the format the report will be displayed. You can
choose as many format types as need. If you do not choose, the report will
automatically default to PDF except for the two list reports (Claims Data Listing and
Remittance Data List) which default to Excel.

ReportType(s): [¥IPDF [Excel [JcCsv [1xmML
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9. Click Run Report.
The system returns to the Report page. The report appears in the View Reports section
of the page with a submitted time and status. The Status can be one of the following:
e Queued - the report is in line for processing
e In Progress — the report is being created
e Completed — the report is ready for viewing

It usually takes a few minutes for a report status to change from Queued to
Completed. There is an interim status of In Progress. To view the updated
Status of the report, you may need to click Refresh. This refreshes the page
and displays the updated status of the report.

View Reports ‘-—___'[Refresh] [Delete Selected Reports]
[0 Name Submit Time Status
[0 Events Scheduled for Jennifer Alfano today ]""r]'i";zgl\]f Queued
O Authorizations Report for January 1/15/2010 Completed
B (%] [2 3:41 PM

13.2 VIEWING A REPORT

Once the Status of the Report has changed to Completed, the report may be viewed in the
format(s) selected.

Report Templates [Delete Selected Templates] View Reports [Refresh] [Delete Selected Reporis]
[0 Name Submit Time Status
. . Provider Activity Report 11/5/2011  Completed
Create Reports O PN
Authorizati [] Claim Details Report 11/8/2011  Completed
uthorizations 4:44 PM
AuthentiCare Service Authorizations
Claim Details ] Il:E im History Report 11/8/2011 Completed
Claim Details 4:18 PM
AuthentiCare Claim Details
Claim Histo! a CE endar Report 11/8/2011 Completed
Laim Jistory 4:18 PM
AuthentiCare Claim History
November 14, 2011 KS AuthentiCare User Manual

Page 114 of 168



Kansas

1. Click one of the icons under the report name to generate the report in the desired
format. These icons do not appear until the status of the report is “Completed”. The
icons are:

@ Click this icon to open the report as an Adobe .pdf file which requires Adobe
Reader to view. This format is the most convenient for printing and viewing.

Click this icon to open the report as an Excel spreadsheet.

@ Click this icon to open the report as a CVS file. This format may be useful in
importing the information to another spreadsheet or database.

=1 Click this icon to open the report as an XML file. Like the CSV file, this format
may be useful in sending information to another source, such as a data
warehouse.

The column headings in the View Reports section are hyperlinks that change
the sort order of the reports that are displayed in this section. Click the
hyperlink once to change the view to ascending order based on the values in
the column chosen. Click the hyperlink again to change the view to
descending order based on the values in the column chosen.

2. Click Open if you wish to open the report in a new window or click Save to save the
report to a storage location such as your hard drive or a network drive. (You will not
see this if you choose the Adobe .pdf option to view your report.)

File Download g]
Do you want to open or save this file?

lg j Mame: Calendar_Report_20100128101318,xls
il Tupe: Microsoft OFfice Excel 97-2003 Worksheet, S1.8KE
From: ext.fdgs.com

Open ] [ Save ] [ Cancel

Alwayps azk before opening this type of file

harm your computer. If you do not trust the source, do not open or

I~ ’ I ‘while files from the Internet can be uzeful, some files can potentially
A save this file. What's the risk?
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The appropriate application starts based on the format you selected and the report is
displayed, if you click Open. At that point, you may print the report if desired. The
following example is from clicking the Adobe .pdf icon.

SOUTHWEST KANSAS AAA (1002583959A)
Worker
Any
Client Service Start End Total Units  Authorization
BRUCE. JAY (DD0B4774411) Level 2 Attendant Care (HCFES5125) 10012011 117302011 200 418
Claim Claim Start  Claim End Total Units  Auth Units Exceptions
428 10M0/2011 10102011 11:00:00 3 3 ConfermBilingForClaim, EventM
10:11:00 AM - AM atching
427 10/M11:2011 10/11/2011 3:00:00 PM 4 4 ConfimBilingForClaim, EventM
2:00:00 PM atching
423 10/2852011 1 1 EwentMatching
T:35:00 AM
430 10/28/2011 10/28/2011 9:06:00 AM ConfimBilingForClaim,Eventh
B:03:00 AM atching, MissingActvityCode
431 10/28:2011 10/28:2011 2-58:00 PM ConfimBilingForClaim,Eventhd
2:56:00 PM atching
432 10/28/2011 10/28/2011 6:51:00 PM ConfimBilingForClaim,Eventhd
G:42:00 PM atching
433 10/31:2011 10/31/2011 2-07-00 AM 1 1 ConfimBilingForClaim,Eventi
B:52:00 AM atching
433 11722011 EwentMatching
12:52:00 PM
439 11272011 EventMatching
1:18:00 PM
Humber of Claims: 9
Authorized Units Remaining: 131

13.3 DELETING A REPORT FROM THE VIEW REPORTS SECTION

1. Click the checkbox to the left of the name of the report you wish to delete.

Report Tell]plates [Delete Selected Templates] View Reports [Refresh] [Delete Selected Reports]
[1 Name Submit Time Status

- Provider Activity Report  11/9/2011  Completed

Create Reports [ = et
L [l Claim Details Report 11/8/2011  Completed
Authorizations ﬁ 4:44 PM
AuthentiCare Service Authorizations e —— ey
Claim DEtEiIS D Eall“ I1story Repo! ;_-: 1;8 i omplete
AuthentiCare Claim Details
ra)
claim Histo: Il:@alendar Report 1;1?4828"];'1 Completed
AuthentiCare Claim History
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Clicking the checkbox next to Name populates a checkmark in the
checkboxes for all of the reports listed in the View Reports section.

View Reports [Refresh] [Delete Selected Reports]

.

Name Submit Time Status
1/15/2010 Queued

Events Scheduled for Jennifer Alfano today 3:49 PM

Authorizations Report for January 1/15/2010 Completed
¥ &L (W) 3:41 PM

2. Click Delete Selected Reports if you want to permanently remove the report.

[Refresh] [Delete Selected Reports]

P

Submit Time Status

View Reports

[0 Name

[ Events Scheduled for Jennifer Alfano today 1";]‘?_22&}10 Qusiezs

Authorizations Report for January 1/15/2010 Completed
] ) w 3:41 PM

The Report page displays and the report is no longer listed in the View Reports
section.

Reports are automatically deleted three (3) days after they are created.

=

13.4 USING REPORT TEMPLATES

Instead of creating the same report at the end of each week, month or quarter, providers can
save time by creating a template for the report. The Calendar Report is being used as an

example for this section.
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13.4.1 CREATING A REPORT TEMPLATE

1. Click on a report name from the list provided in the Create Reports section of the
Report page.

Kansas Kansas Authentil

Home | Create | Reports | Scheduling | Dashboards | Visits | Administration | My Account | Custom Links

REDOrtTEmDIEtES [Cmiate S=l=cted Templat=s] View Reports
Name
Create Reports Brovider Activit
P i

(5]

o Jaim Detsils By
Authorizations

AuthentiCare Service Sutherizations
Claim Details
AuthentiCare Claim Details
Claim History
AuthentiCare Claim History
. Calendar
Scheduled 2uthentiCare Calendar Events
Late and Missed Visits
Late and Missed Visits for Scheduled AuthentiCare Event
Worker By Provider
Waorker By Provider Report
Provider Activity
Provider Activity Report
Billing Invaice
Billing Inveice Report

=]

jaim History R

endar Repor

]

laim Details Ra

horizations

horizations

O s (e (e (s (]
i

Aut
]
Autl
]
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The Calendar Report page for the report displays. This page is where you enter the
filter and sort criteria for the report.

Calendar Report

“ Indicatmn & regoared Seld

2. Enter a uniqgue Report Name. This automatically defaults to the name of the report
selected, but this name should be changed to something more descriptive.

3. Enter a Description. This identifies the purpose of the report.

4. Choose a date range from the drop-down box for the Effective Dates. This varies
based on the type of report. Refer to Section 13.5.

5. Enter any other filter criteria. This varies based on the type of report. Refer to Section
13.5.

6. Select Sort criteria as desired.
7. Select the Report Type(s).

8. Click Save as Template.
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The Report page displays and the template just created is included in the Report
Templates section.

Kansas Kansas Authent

Home | Creste | Reports | Scheduling | Deshbosrds | Visits | Administretion | My Account | Custom Linl

Report Templates [Dml=t= Szlzctzd Tzmplst=s] View Reports
O, cCalendar Report g [0 Hame
orMinnie Mouse - .
D Brovider Acti
/ m
Create Reports | -ﬁﬁ' im Deteils

13.4.2 RUNNING A REPORT FROM A TEMPLATE

o]
1. Click the Run Report icon adjacent to the name of the template.

Kansas Kansas Authent

Home | Creste | Reports | Scheduling | Dashboards | Visits | Administration | My Account | Custom Linl

Report Tem DIEtES [Ci=l=t= S=j=cted T=mplates] View Reports
O calendarReport O Hame
For Minnig Meusze O %uvidgr Acti
D Eim Details

Create Reports

The system returns to the Report page. The report appears in the View Reports section
of the page with a submitted time and status of “Queued”. Proceed to Section 13.2 for

further instructions on viewing the report.

Kansas AuthentiCare

Kansas

Home | Creste | Reports | Scheduling | Dashbosrds | Visits | Administrstion | My Account | Custom Links | Logout

Report Templates [Dimiats Salaztas Tamziates] View Reports [Refr==h] [Delet= Sel=ct=d R=ports]
O calendarReport [] Name Submit Time Status

ForMinniz Mause T e i Forcet
alendar Repo

2:06 PM

[] Provider Activity Report  1l2/2011  Comgisteg
Create Renorts ™ 12:0
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13.4.3 EDITING A REPORT TEMPLATE

1. Click the hyperlink on the name of the report.

Kansas Kansas Authent

Home | Creste | Reports | Scheduling | Dashboards | Visits | Administration | My Account | Custom Linl

Report Templates [Dmlate Salezted Tamplates] View Reports
0. cCalendar Report ] [0 Mame
/0!’Minnie Mouse O ﬁ“"ider o]
Create Reports O %’im Dekaile

The Calendar Report page displays.

Calendar Report

* Infecaiun m regcared Sald

'Jhpl:-.-lllzl:i: emlzr 2z ol |

Dwmcriptace:

|
Ewemts]

m- h: .—I
I

Frosdes Sesbaoadros nzai fexo talgy

N |

Toam dmgmemet: [ MY
O —

T o

2. Edit the Calendar Report page as desired.
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3. Click Save as Template.

The Report page displays. In this example, the Description was modified and it now
displays under the name of the Report Template.

Kansas /

Kansas

ome | Creste | Reports | Scheduling | Dashboards | Visits | Administration | My #

Report Tem DlatES [Cmlais Selecisd Temglal

O calendarReport
or Minnie Mouse by manth

-

[E)

13.4.4 DELETING A REPORT TEMPLATE

1. Click the checkbox to the left of the name of the report template you wish to delete.

Kansas Kansas Authent

Home | Creste | Reports | Scheduling | Deshbosards | Visits | Administretion | My Account | Custom Linl

Report Templates [D=l=t= S=l=ctzd Temglat=s] View Reports
/D Calendar Report =] [0 Hame
Fer Minnis Mouss - -
D Provider Acti
™
Create Reports o Cﬁ’im Deteils

2. Click Delete Selected Templates if you want to permanently remove the report
template.

Kansas Authent

Kansas

Home | Creste | Reports | Scheduling | Deshbosrds | Visits | Administretion | My Account | Custom Linl

Report Templates [D=lztz Ssizstz Temglatzs] View Reports
M@fm O Hame
FerMinnie Mouse [] Brovider Acti
Claim Details
Create Reports i

The Report page displays and the report template is no longer listed.
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13.5 REPORT EXAMPLES

13.5.1 AUTHORIZATIONS REPORT WITHOUT CLAIM DETAIL

The Authorizations Report lists all authorizations in KS AuthentiCare for a given time period.
The report can be filtered to include only authorizations for a particular client or service. It can
be sorted to display the authorizations in a certain order. For example, the provider may
choose to see the authorizations sorted by service then by client. The Authorizations Report
without Claim Detail does not include the claims associated with the authorizations.

The Authorizations Report as displayed in the screenshot below only requires filter criteria for
Effective Dates (Effective Dates of the authorization). The options include Current Day,
Current Week, Current Month, Current Quarter, Current Year, and Fixed Date. If Fixed Date is
chosen, then you must enter the “from” and “to” dates (mm/dd/yyyy). Additional filter criteria
include Client, Provider, Worker, Service and Waiver.

Burthorizations Report

= Iedicatea @ regremred Seld

® Papcrt Hamec| 577 mrsiers 32
Dwmcraziscm:
Sz Stz
= pfigcties Dutea: g
Cleweri: H
Prowder: CklzFome dors Foalth fro !:'ﬁ

Piramr: H

Came Mg w

Tarece: H

Taam Aumsgreeed b

Program: b

B wowa b
Taxzcmcmy Codw:
HPL:
Dagmem:
Extwrra | ‘Worker 1D
Syrepd by ancther g
ey i b b

Tt b

o

by
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The Authorizations Report can also be sorted which means that the information returned on the
report is grouped by whatever sort selection is made. For instance if Client is chosen, then all
of the authorizations for that client are grouped together. Below is a screenshot of the Sort
options available on the Authorizations Report.

Sort 1: v
Effective Date Start
Provider
Warker
———— Client —
Case Manager
Service Cancel |
An example of the Authorizations Report:
SOUTHWEST KANSAS AAA (1002589534)
Worker
Any
Client Service Start End Total Units  Awthorization
BRUCE, JAY ([D0DE47T74411) Lewed 2 Attendant Care (HCFESS5125) 1012011 113072011 200 418
Claim Claim Start  Claim End Total Units ~ Auth Units Exceptions
428 10/106201 1 10/10v2011 11:00:00 3 3 ConfimBilingForClaim, EventM
10:11:00 AM AM atching
477 100112011 10/11/2011 3:00:00 PM 4 4 ConfimBilingForClaim, EventM
2:00:00 PM atching
423 10282011 1 1 EventMatching
7:38:00 AM
430 1052852011 105282011 9-D6:00 AM ConfemBillingForClaim, EventM
B:03:00 AM atching MissingActivityCode
431 10£28:201 1 102872011 2-58:00 PM ConfimBilingF orClaim, EventM
2:56:00 PM atching
432 10/28i201 1 102872011 6:51:00 PM ConfimBilingF orClaim, EventM
G:42:00 PM atching
433 1073152011 103172011 8-07:00 AM 1 1 ConfimBilingForClaim, EventM
B:5E:00 AM atching
433 115272011 EwventMatching
12:52:00 PM
439 115272011 EwventMatching
1:12:00 PM
Number of Claims: 9
Authorized Units Remaining: 191

13.5.2 AUTHORIZATIONS REPORT WITH CLAIM DETAIL

The Authorizations Report with Claim Detail is the same as the Authorizations Report described
in Section 13.5.1; however, in addition to the authorizations, any claims associated with those
authorizations are also displayed. This report provides information on the number of units
remaining in the authorization based on the number of units for which there are claims.
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The filter and sort criteria are the same as the Authorizations Report without Claim Detail, but
you must check the Include Claim Details checkbox.

Authorizations Report
* Indicates a required field.

* Report Name: ‘Authurizat\oms Repaort ‘

Description:

=% ] Include Claim Details
* Effective Dates:
B
Provider: I:ln
Worker: I:lﬂ

13.5.3 CLAIM DETAILS REPORT

The Claim Details Report lists all claims in KS AuthentiCare for the time period specified. The
report can be filtered to include only certain types of claims (for example, claims that have been
exported for billing) or only claims for a particular client, worker and/or service. It can also be
sorted to display the claims in a specific order.

The Claim Details Report as displayed in the screenshot below has several filter criteria. Claim
Type, Claim Dates, and Group By are all required when running the report.

Claim Details Report

* Indicatea @ regeared Sl

* Report Namec|Csim Selaia Tt

{
CEC 0,

H
i
EdEdld
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Select the Claim Type from All Claims, Exported Claims Only, Non-Exported Claims Only or
Specific Claim. If Specific Claim is chosen, you must supply a Claim number for the claim on
which you wish to report.

* Claim Type: | All Claims bt
* Claim Dates: gy

. |Exported Claims Only
Client: Non-Exported Claims Only

T Specific Claim

Select the Claim Dates from Current Day, Current Week, Current Month, Current Quarter,
Current Year, Last Week, Last Month, or Fixed Date Range. If you select Fixed Date Range,
you must specify a “from” and “to” date (mm/dd/yyyy).

* Claim Dates: hd

Client: [y o Date Range

Current Day
Current Week
Current Month
Current Quarter
Current Year
Case Manager: || 55t weaek

. Last Month
Service: e

Provider:

Worker:

Select Group By so the claims listed are grouped according to your selection. The options
include Client, Provider, Exception (Client), and Exception (Provider).

* Group By: v
S
Program: (ciicqt
Case Manager
Provider )
At Risk: |Exception (Client)
Exception (Provider)

Team Assignment:

Additional filter criteria include Client, Provider, Worker, Service and Waiver.

If desired, you may also select sort criteria which include Start Date, Provider, Client, Worker,
and Service. This determines the order of the data within the group selected in Group By.

Sort 1: v

Start Date
Provider

Worker

Client

. . Case Manager
Diagnosis: | |Service
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An example of a Claim Details report:

AuthentiCare Claim Details @

Total Number of Claims: 1 Total Amount: § 14.92

Kansas

PHILLIPS, ERANDON (00067468911)
Provider: CENTRAL PLAINS AAR (100260949A)

Clalm Wiorkar Sarvice Service Type Clalm Start  Clalm End Total Euth Total Auth  Export Date Exceptions
Units  Units amount amaunt
247 Braskens, Blll (6525 Level Z Attendani Care  TimeSased 11072011 1072011 4 4 14.82 1432 Ewventhaiching
(HCFESS12E) 0S:05 AM 0312 AM

Humber of Clalms: 1
Total Amount: § 14.52

13.5.4 CLAIM HISTORY REPORT

The Claim History Report lists the detail of changes made to a claim or group of claims for
auditing purposes. For example, a claim was confirmed for billing and there is a need to know

who confirmed it.

The Claim History Report as displayed in the screenshot below only requires a filter for Claim
Dates which include Current Day, Current Week, Current Month, Current Quarter, Current
Year, Last Week, Last Month, or Fixed Date Range. If you select Fixed Date Range, you must

specify a “from” and “to” date (mm/dd/yyyy).

Claim Histery Report

® Iedicatua @ regeared Seld

£
H
|

glzle BED ;B
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Additional filter criteria include Claim (to report on a specific claim), Client, Provider, Worker,
Service and Waiver.

If desired, you may also select sort criteria which include Start Date, Provider, Client, Worker,
and Service.

Start Date
Pravider
Worker
Client
) _|Case Manager
Diagnosis Service

An example of the Claim History report:

K{:II]SB.S @
Claim: 447
Client: PHILLIPS, BRANDON (00067468911) Provider: CENTRAL PLAINS ARA Worker: Braskens, Bill (86925)
(100260949A)
Last Update Updated By Senvice Service Type Clalm Start  Clalm End  Actual Unlts  Auth Unfts  Actual Amt  Auth Amt Exceptions
110772011 acr_admingacr.com Lewel 2 Allendamt  TimeBased 111072011 Ewantianching
D305 AM Car 0E05 AM
{HCFESS125)
11072011 acr_admingacr.com Lewel 2 Allendart  TimeBased 11/072041 11ioTrzoii 4 4 1492 14.92 ConfmBINngForCiaim, EventMatching
0907 AM Came 0605 AM 0902 AM
(HCFESS125)
110772011 3cr_admingacr.com Lewel 2 Allendamt  TimeBased 111072011 11072011 4 4 1492 14.92 ConfimBINngForCiaim, EventMatching
Dac14 AM Care 0E05 AM D=1z AM
(HCFESS125)
110772011 acr_adminggacr.com Lewel 2 Allendamt  TimeBased 111072011 11072011 4 4 1492 14.92 Eventiaching
Dac14 AM Car 0E05 AM D=1z AM

13.5.5 CALENDAR REPORT
The Calendar Report lists all scheduled events for a selected time period. The report can be

filtered to include only events related to a particular client, worker or service. The report can
be generated by the day, by the week or by the month.
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The Calendar Report as displayed in the screenshot below only requires a filter criteria for
Effective Dates which include Current Day, Current Week, Current Month, Current Quarter,
Current Year, Last Week, Last Month, or Fixed Date Range. If you select Fixed Date Range,

you must specify a “from” and “to” date (mm/dd/yyyy).

Calendar Report

* Irdecatna & regcered Seld

* Bmpeori lel:iz emlzr 2z ol

e

Sarmd by anciber perace
g e i ome:

& 2320090909090 0 B
St 2 “

BagoriTyee{al: « sos mpoc L=

Additional filter criteria include Event (to report on a specific event), Authorization (to report on
the events scheduled for a specific authorization), Client, Provider, Primary Worker and Service.

If desired, you may also select sort criteria which include Scheduled Start, Provider, Client,

Worker, Event, Authorization, and Service.

Scheduled Start
Provider
Waorker

Client

) Event

Diagn Authaorization
Service
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An example of the Calendar Report:

AuthentiCare Schedule ‘ ,: )
dnsas Y
Braskens, Bill (86925) Ewvent Total: 1
Ewvent Scheduled Start Schedulsd End Client Prowidar Sarvice Authorization 1D
417 11132011 51000 AN 1132011 54000 AM - STUBES, DREW (DO082TIT611) CENTRAL PLAINS A8A Level 2 Aendant Care 423
[1002603454) {HCFES5125)

123 MAIN 5T
WICHITA, K3 G7T2163045

DO0O000000

13.5.6 LATE AND MISSED VISITS REPORT

The Late and Missed Visits Report lists all late and missed visits for a selected time period. The
report can be filtered to display information relating to a particular client, worker, service or
event.

The Late and Missed Visits Report as displayed in the screenshot below only requires filter
criteria for Effective Dates which include Current Day, Current Week, Current Month, Current
Quarter, Current Year, Last Week, Last Month, or Fixed Date Range. If you select Fixed Date
Range, you must specify a “from” and “to” date (mm/dd/yyyy).

Late and Missed Visits Report

* Indicaing & regeursd Selkd

= Rapart e

Dwacriptioe:

Sarmd by anctber parscs
ey o e bome

ot 13|

zlglel

Tupleta]  RunRmport | cencel |
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Additional filter criteria include Event (to report on a specific event), Status (Late, Missed or
Completed Late), Authorization, Client, Provider, Primary Worker and Service.

If desired, you may also select sort criteria which include Scheduled Start, Provider, Client,
Worker, Event, Authorization, and Service.

Sort 1 “
Scheduled Start
Provider
Worker
Client
) Event
Diagn Authorization
miSEnVICe e
An example of the Late and Missed Visits Report:
AuthentiCare Schedule M
Kansas (;,.e'
STUBBS, DREW (00082797611) Event Total: 1
Provider: CENTRAL PLAINS AAA (100260545A)
Event Status Worker Sarvice Sarvice Thraahold Schadule Schedule  Cralm D Clalm Emall Sant  Acknowlsoged Misged Vst
Typs [minutss) Start End Start By Code
417 Missed Eraskens, Ol Lewel 2 Abendani TimeBasad 11032011 RRNVE ] 110372011  centalEanl.com 3
(BES2T) Care HCFESS1235) 0210 AM 040 AM 11:10 AM
NHumber of Eventa: 1

13.5.7 EXCEPTION REPORT

Exceptions are used to readily identify claims that do not meet the business rules established
for the program. Exceptions can be informational to alert the user that a criterion was not met,
i.e. check in phone number does not match authorized, or can be critical which prevents the
claim from being exported to KMAP/MMIS for adjudication, i.e. no authorization for service. The
Exception Report is structured to identify exceptions for a single client or for multiple clients
with the same exception.
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The Exception Report as displayed in the screenshot below has several filter criteria. Claim
Type, Claim Dates, and Exception are all required when running the report. Select from the
Exception list which exceptions you want returned in the report. Hold down the Ctrl key to
select more than one type of Exception.

Excoeprion Rogspeisrt:

* Irdicates & regoered Seld

® Paport Hamec| 2o =oom Sozooel

Dwscrapisces

= Clgie Ty £
cchimmens W
B —
Frovider: Shlzbaos qe—s taal fea 2zl
e E—
O

TEER eI

Amvnoes Topwron SEETELE

T | F ATTEERTET. RS

=EDR VETEGETET - T

=ER UETEgETET - S =

Al Exoagtions -
Ao =
_ SEI.EE

® EmoepdEIes | L egoep popsTe

e e ]

Wik RighiE ) =

Select the Claim Type from All Claims, Exported Claims Only, Non-Exported Claims Only or
Specific Claim. If Specific Claim is chosen, you must supply a Claim number for the claim on
which you wish to report.

* Claim Type: | All Claims A

* Claim Dates: ;

Expor‘ted Claims Only
Non-Exported Claims Only

T Specific Claim _—

Client:

Select the Claim Dates from Current Day, Current Week, Current Month, Current Quarter,
Current Year, Last Week, Last Month, or Fixed Date Range. If you select Fixed Date Range,
you must specify a “from” and “to” date (mm/dd/yyyy).
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* Claim Dates:

Client: £, od Date Range

Current Day
Current Week
Current Month
Current Quarter
Current Year
Last wWeek
Last Month

Provider:
Worker:
Case Manager:

Service:

Select the Exception from the list of information and critical exceptions or choose All
Exceptions.

Authorize
Calculate B

* 2 -
Exception: AuthExhaustedOn

AuthExhaustedBefore
WorkerEligibility

| £

Additional filter criteria include Client, Provider, Worker and Service.

If desired, you may also select sort criteria which include Service Date, Check In Time, Claim
Number, Client, Worker ID, Worker Name, and Service. This determines the order of the data.

Sort 1: hd

Service Date
Check In Time
Claim Number
Client

Worker 1D
EEVERSNIE T [ Worker Name m

Service

An example of the Exception Report:
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Kansas

Provider Id: 1002600454,
‘Worker Id:

Client ID:

Report Date: Movember 10, 2011 08:44:11 AM

Date Range: 2011-11-07 to 2011-11-13

Provider Name: PLAINE A28 (1

Excsption Clalm Number  Client I

El 47 D0ET458511
=161,82 451 D0ET458511
C1,E1 453 D0E2TITE
C1,E1 ] D0E2TITE
E‘.CI.E].H. 461 DI0E2TITE
A1, C1,E1 463 D0E2TITE
A1, C1,E1 465 DI0EZTITE1

4

Clisnt Name

PHILLIPS,
BRANDON
PHILLIPS,
BRANDON
‘STUEBS, DREW

‘STUEBS, DREW
‘STUEBS, DREW
‘STUEBS, DREW
STUESS, DREW

Exception Report

Claim Exception Record Returned - 7

CasaManager
Hama

86325

86325

96325
96325
96925

96325
86925

Claim Type: All Claims

Filtered By: Date Range.Claim Type, Provider ID, Service,

Exceplion

Sort by:

Case Manager Id:

Service: Al

Exception: All

‘Numiber OF Clalmes With Exceptiona: 7

Braskens, Bl
Braskens, Bl
Braskens, Bl
Braskens, Bl
Braskens, Eill

Braskens, Bl
Braskens, Bl

EDSAM
E:30AM
10:09AM
4:30PM
1130PM
Z:40PM
12:00AM

Check In Check Qut
Humbsr Tims

Si2AM
5135550922  T15AM
1026AM
E:15PM
S:30AM

EQ1PM

Check Out
Humbar

5138904452

Humber of Excepiions: T

Actual Date  Actual Auth  Serviee
Of Senvice  Umit Unig

w4 4 HCFESS128
w3 3 HCFESS128
no201 1 1 HCFESE128
o2 7 7 HCFESE128
noF2ait a4 a HCDDHOD4S
noF2a a a HCFET2025
107z 1 a HCFET1001

The exceptions are grouped by claim number. Claim number is equivalent
@\ to Claim ID. For the screenshot above, Claim Number 459 has an Event
Matching exception and a Billing Confirmation exception.

13.5.8 UNAUTHORIZED PHONE NUMBER REPORT

The Unauthorized Phone Number Report will provide ready access to a list of calls that were
made from a phone other than the phone number associated with the client. These calls result
in a claim with an unauthorized phone number exception. This report serves as an
administrative tool allowing the Provider or State Administrative User to:

e Identify workers making calls from outside the home

e Identify phone numbers that have changed and need updating in KS AuthentiCare

November 14, 2011

KS AuthentiCare User Manual

Page 134 of 168




Kansas

The Unauthorized Phone Number Report as displayed in the screenshot below has several filter
criteria. Claim Type, Claim Dates, and Exception are all required when running the report.

Unawthorized Phomne Mumber Report

* Irdicates & regoered Seld

" Rmpmrt '\Ilmll:l.-:.l:':'::. Bone Moo Reperl

Dwacriptsce:

= Clgie Ty £l
cchimmens] W
B —
Frovider: Shlzbaos dmes taal feaszidy
e E—
ez [ |W

TEEE T

AmvEmoes Topwion SEETELE
© | = A Eowaren
=EDR UETEGETET - T

=EDR UETEGETET - S -

Urmuthoroed Cels Sniy

= Exception:

Select the Claim Type from All Claims, Exported Claims Only, Non-Exported Claims Only or
Specific Claim. If Specific Claim is chosen, you must supply a Claim number for the claim on

which you wish to report.

* Claim Type: | All Claims

|+

* Claim Dates:

. |Exported Claims Only
Client: Non-Exported Claims Only

T Specific Claim _—

All Claims
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Select the Claim Dates from Current Day, Current Week, Current Month, Current Quarter,

Current Year, Last Week, Last Month, or Fixed

Date Range. If you select Fixed Date Range,

you must specify a “from” and “to” date (mm/dd/yyyy).

* Claim Dates:

Client: |

Provider:
Worker:
Case Manager:

Service:

Fixed Date Range
Current Day
Current Week
Current Month
Current Quarter
Current Year
Last Week
Last Manth

Select “Unauthorized Calls Only” for Exception. If you select “All Claims”, all claims with
exceptions will be returned; not just the ones with unauthorized phone number exceptions.

Unauthari

* Exception:

zed Calls Only

Additional filter criteria include Client, Provider

, Worker and Service.

If desired, you may also select sort criteria which include Service Date, Check In Time, Claim
Number, Client, Worker ID, Worker Name, and Service. This determines the order of the data.

Service Date
Check In Time
Claim Number
Client
Waorker ID
Waorker Name
Service

Save As Template

An example of the Unauthorized Phone Number Report:

Kansas

Date Range: 2011-11-07 te 2011-11-07
Provider |d: 1002002484
Worker I
Client ID:
Provider id : 1002808484
Worker i : BEEZE

Clalm ‘Cllent B0
Mumibar

Clent Mame

451 DODET458511 FHILLIPE, BRANDON

Unauthorized Phone Number Report

Report Date: Movernber 10, 2011 D8:53:11 AM

Total Records: 1
Claim Type: Specific Claim - 451

Papes 101

Filtered By: Date Range, Claim Type, Provider 1D, Sevice,
Exception

Sort by:

Case Manager d:

Service: Al

Exception-All

wo Expeptions. Duate of Chook in  Check Out Unlis  Cheol in Matobes Id /! Cheok Dut Matohes i1
Barvios [Prong: Hame Phons Mame
&1.E2 TR B30AM TASAM 3 5135550322 Mot Found S13EE04454 Mok Found
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13.5.9 BILLING INVOICE REPORT

The Billing Invoice report gives a list of claims for each service date, along with the KMAP/MMIS
billing status and amount. With this report, providers have documented what was submitted to
KMAP/MMIS each day and then monitor the Remittance Advice to ensure that each claim was

adjudicated as expected.

The Billing Invoice Report as displayed in the screenshot below has several filter criteria. Claim
Type, Claim Dates, and Exception are all required when running the report.

Billing Trvoice Report

* Irdicates & regoered Seld

* Rmgart -u--:l: ng Imueies Reperl

Jameripticn:

= Clgie Ty £
fcaimpen=[ W
S M
Provides: Dzvz—z d—s dma T fezo2zhdy
!
o [ |8

TEER eI

_ Amvnoes Topwron SEETELE
i R T s e

=EDR VETEGETET - T

=ER UETEgETET - S =

= Exceptices |2, gt pestn

FmpcriTysedal: ¥ 7D Exac (=

(R S [T S —

Select the Claim Type from All Claims, Exported Claims Only, Non-Exported Claims Only or
Specific Claim. If Specific Claim is chosen, you must supply a Claim number for the claim on
which you wish to report.

* Claim Type: | All Claims bt

* Claim Dates: ;

November 14, 2011

Client:

Provider:

Expor‘ted Claims only
Non-Exported Claims Only

Specific Claim
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Select the Claim Dates from Current Day, Current Week, Current Month, Current Quarter,
Current Year, Last Week, Last Month, or Fixed Date Range. If you select Fixed Date Range,
you must specify a “from” and “to” date (mm/dd/yyyy).

* Claim Dates:
Client:
Provider:
Worker:

Case Manager:

Service:

Fixed Date Range
Current Day
Current Week
Current Month
Current Quarter
Current Year
Last wWeek

Last Month

Select the Exception from the list of information and critical exceptions or choose All
Exceptions.

Authorize

T Calculate

AuthExhaustedOn

AuthExhaustedBefore
WorkerEligibility

Additional filter criteria include Client, Provider, Worker and Service.

If desired, you may also select sort criteria which include Service Date, Check In Time, Claim
Number, Client, Worker ID, Worker Name, and Service. This determines the order of the data.

Sort 1:

Service Date
Check In Time
Claim Number
Client

Worker ID
Worker Name
Service

Save As Template

An example of the Billing Invoice Report:
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I{él’lﬂﬂé Billing Invoice Report

R Dt Al B 2510 WD 55 ALk ol -
Dt Pangec 11952000 1o 382003 a &
Prosader i 472 i =y

Fitrwd By Date Bionge Coaom Ty, Pt ) Sa-vein Eesapmes
B by
Caes Mansgar id

Mo o Sacvos: &I

13.5.10 TIME AND ATTENDANCE REPORT

The Time and Attendance Report is a useful tool for the providers who need to know the time
billed by a selected worker for a specified time period. It can be used to identify workers who
report an unusually high number of hours worked as that could be considered a risk for quality

of care issues or for providers to use to compare revenue generated by one worker with
another.
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The Time and Attendance Report as displayed in the screenshot below has several filter criteria.
Claim Type, Claim Dates, and Exception are all required when running the report.

Time and Atherdance Report

= Irdicatna & regumred Seld

* Raport Momac|Toz 2 oC ATz edam = Dozt |

Jazeripiien:

RaporiTyewial: ¥ #om  meczl ome e

[ S A S —

Select the Claim Type from All Claims, Exported Claims Only, Non-Exported Claims Only or
Specific Claim. If Specific Claim is chosen, you must supply a Claim number for the claim on
which you wish to report.

* Claim Type: | All Claims bt

* Claim Dates: ;

. Expor‘ted Claims only
Client: Non-Exported Claims Only

T Specific Claim _—

Select the Claim Dates from Current Day, Current Week, Current Month, Current Quarter,
Current Year, Last Week, Last Month, or Fixed Date Range. If you select Fixed Date Range,
you must specify a “from” and “to” date (mm/dd/yyyy).
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* Claim Dates:

Client: £, od Date Range

Current Day
Current Week
Current Month
Current Quarter
Current Year
Last wWeek
Last Month

Provider:
Worker:

Case Manager:

Service:

Select the Exception from the list of information and critical exceptions or choose All
Exceptions.

Authorize
Calculate B
AuthExhaustedOn
AuthExhaustedBefore
WorkerEligibility

* Exception:

| £

Additional filter criteria include Client, Provider, Worker and Service.

If desired, you may also select sort criteria which include Service Date, Check In Time, Claim
Number, Client, Worker ID, Worker Name, and Service. This determines the order of the data.

Service Date
Check In Time
Claim Number
—— Client

Worker ID
Save As Template Worker Name

Service

An example of the Time and Attendance Report:
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Kansas

Faport Daba: Movemer 10, 2011 085333 AM
Cate Range” 2011-11-07 10 2011-11-13

Provider 1o 1002609494

Time and Attendance Report @

Total Reconds Retumed: 7
Claim Type: Al Clalms

Fitar=d By: Date Range,Claim Type, Provider D, Service, Exception
Sort oy
Case Manager it

Wiorear Id Senice: All

Cllent 10z Exception:al

Providar id | 10008004 Proveder Meme: CENTRAL PLANES 488

iWorier i S&I2E Worker Mame . Srashees, Bill

Clai= Clierit iD Gioenil harme Dt o Bervce  Worke Name Worker I Chech s Check Out Actial  Aats Actusl Asth Esgort Dule ExcepSons

hombe Servicn Unit Uait  Amcent

427 DO0ST48E011 |PHILLIPE, BRANDON  |11072011  [HCFEE  |Breskers, Bl EE925 EECTTR R £ 4 s 40 1
Eidk

451 DI0ST4E5E11 |PHILLIFE, BRANDON 17201 [HCFEE  |Breshers, Bl BE325 [E=ETY ERET] E) a 1110 1.1 Ei, a1, &2
S12%

450 DEOEXTUTENT |STUBES, DREW 102011 [HOFEE | Braskarns, Bil BE325 00AN  [1oc2sam 1 ars ars €1, E1
E12%

465 DOOEITITEL |ETUBES, DREW 11062011 HOFES | Brasha: rm, Bl Boa2s Rt 8121 T T 211 M 11 21, Ed
S12%

481 DEOEXTHTENT |ETUBES, DREW MOTRIN (HCDOH | Braskars, Bil BE325 JRETIVI T o [ [T [T A1, C1,E1, W, 15
DS

445 DOOEITOTEL |ETUBES, DREW 117201 HCFET Brasham, Bil B5a2s T AOPN aoiPe a [] [T:] 0nd &1, C 1
S

445 DENEITITET |ETUBES, DREW TWOTREI (HCFET | Braska: i, Bl BEA25 12 E0AM 1 o (L) (] A1, 51, E1
041

Wiorker Total : 8 18 5508 LYY
Provides Totsl : 8 kL] 5508 LYY

13.5.11 OVERLAPPED CLAIM REPORT

The Overlapping Time Report is useful in identifying quality concerns and/or overpayments.

Under usual circumstances, workers should complete care for one client before moving on to

provide care to another client. Monitoring the Overlapped Claim Report enables the user to

identify clients whose care may be compromised as well as workers that may have forgotten to
check out from one service before beginning to provide another service to the same or another

client. This report is also helpful in determining patterns for specific workers that may need
targeted training/retraining or reminders of program requirements and expectations.

November 14, 2011

KS AuthentiCare User Manual

Page 142 of 168




Kansas

The Overlapped Claim Report as displayed in the screenshot below has several filter criteria.
Claim Type and Claim Dates are required when running the report.

Overdapped Claim Repert

& Irclicates o reguared Seld

[ S R S

Select the Claim Type from All Claims, Exported Claims Only, Non-Exported Claims Only or
Specific Claim. If Specific Claim is chosen, you must supply a Claim number for the claim on
which you wish to report.

* Claim Type: |AII Claims V|

* Claim Dates:
. |Exported Claims Only
Client: Non-Exported Claims Only
. |Specific Claim
Tl r

Provider T

Select the Claim Dates from Current Day, Current Week, Current Month, Current Quarter,
Current Year, Last Week, Last Month, or Fixed Date Range. If you select Fixed Date Range,
you must specify a “from” and “to” date (mm/dd/yyyy).

* Claim Dates:

Client: iyed Date Range

. . |Current Day
Provider: | o rrant Week

Current Month
Current Quarter
Current Year
Case Manager: || ;o \weak

Last Month

Worker:

Service:
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If you wish, you may change the selection for Overlap. This automatically defaults to “All”, but
you can change it to “Clients” or “Services”.

i ement - VR "
Services re

Additional filter criteria include Client, Provider, Worker and Service.

If desired, you may also select sort criteria which include Service Date, Check In Time, Claim
Number, Client, Worker ID, Worker Name, and Service. This determines the order of the data.

Sort 1:

Service Date
Check In Time
Claim Number
—— (Client

Worker ID
ELVERENE L UEE  Worker Name

Service

An example of the Overlapped Claim Report:

Page 1 of 1
= .
KHHS as Overlapped Claim Report @
Hepaort Dale: Spnd 0T 2010 113122 Al Fifiered By Dale Bange Chem Type, Provder 10, Serace
Serace [ate Range 115000 o 49301C St by
Paorwdes id a7z Case Manages ki
Tots Crevrl e Retustod 1

Wikt ki Service Al
Cisim Type: Al Clama

Chert ki Emceqian

Prwwiler i ;AT Frovele Rurw Lo el o Pl Dwnrige: §

W | i Mo | TR B Wik (it | 1

Cluan e i Cl s W i ol R El #ﬂ w Chec D Phome D i Pl Check. Tt P

AT Wiy fhas THHS T u ] W il 151
LT L i TN CWRTID o T00ee

13.5.12 WORKERS BY PROVIDER REPORT

The Workers by Provider Report is used for monitoring purposes or can be used by providers to
determine workers that are currently employed to provide care. Other uses of the report
include determining worker to client ratios or validating that all workers employed by the
provider are registered in the system.
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The Workers By Provider Report as displayed in the screenshot below has filter criteria of
Worker Status. Select from “All”, “Active”, or “Inactive”.

Waorker By Provider Report

& Irciicatua m reguared Sl

* Raport ‘11—1:' Verkor Sy # meidcr Rgp ol

Dmacrapiicen:

Worker Start Date Range: Q

Proader: ChicBeme Hoee: Heall Froey !:!

) S— -

[zeve A2 Tamplcts]  RunRwport | concel |
Additional filter criteria include Worker Start Date Range, Provider, Worker and Service.

If desired, you may also select sort criteria which include Worker Name, Worker ID, Worker
Status, and Start Date. This determines the order of the data.

Sort 1: W

Worker Name
Worker ID
Worker Status
Start Date
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An example of the Workers by Provider Report:

Page 1 of 1
AN Workers by Provider Report @
ansas s
Report Date: November 07, 2011 08:43:21 AM Filtered By: Worker Start Date Range, Provider 1D,
‘WorkerStatus, Service
Provider ID: 1002588524 Sort by:
Worker ID: Worker Status: All
Total Records Returned: 2
Service: All
Provwider Hams : SOUTHWEST KANSAS AAA Providar ID : 1002583534 Providar Service:
HCFES5125 HCFESS5125UD, HCFES 5130, HCFES 5101, HCFESS180
 HCFESS130, HCFET1001, HCFET2025 HCFESS135, HCFESS135UD
‘Wiorksr Id Wiorker S8H ‘Worksr Hame Start Date Termination Date  Sanctions Worker Sarvice
o213 Choo, Sin S0 HCFESS125 HCFESS130
2B3ES Slammy, Super HCFESS125 HCFESS125UD HCFESS 130

13.5.13 PROVIDER ACTIVITY REPORT

A report that lists, by worker, all services performed during a given time period and the total
dollars billed to KMAP/MMIS, again by worker. The Provider Activity Report is a useful tool for
State monitoring or for the providers who need to know the revenue billed by a selected worker
for a specified time period. It can be used to identify workers who report an unusually high
number of hours worked as that could be considered a risk for quality of care issues or for
providers to use to compare revenue generated by one worker over another.
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The Provider Activity Report as displayed in the screenshot below has several filter criteria.
Claim Type, Claim Dates, and Exception are required when running the report.

Prowvider Activity Report

& Irciicates o reguired Seld

- Rmport 'um-:l-'—. & r Aclivily Rcpert

Owmormgansm:

* Cleie Topm: ol
fchimpan=[ W
e E—
Frovider: Shlzbaos qe—s taal fea 2zl
R E—
O —

TEER eI
Amvnoes Topwron SEETELE

=ER UETEgETET - S -

= Exceptices |2, gt pestn

Select the Claim Type from All Claims, Exported Claims Only, Non-Exported Claims Only or
Specific Claim. If Specific Claim is chosen, you must supply a Claim number for the claim on
which you wish to report.

* Claim Type: | All Claims v
T Claim Dates: gy

Client: Exported Claims Only

Non-Exported Claims Only

T Specific Claim _—
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Select the Claim Dates from Current Day, Current Week, Current Month, Current Quarter,
Current Year, Last Week, Last Month, or Fixed Date Range. If you select Fixed Date Range,
you must specify a “from” and “to” date (mm/dd/yyyy).

* Claim Dates:

Client: £, od Date Range

Current Day
Current Week
Current Month
Current Quarter
Current Year
Last wWeek
Last Month

Provider:
Worker:

Case Manager:

Service:

Select the Exception from the list of information and critical exceptions or choose All
Exceptions.

Authorize

* Expegtion: Calculate

AuthExhaustedOn
AuthExhaustedBefore
WorkerEligibility

Additional filter criteria include Client, Provider, Worker and Service.

If desired, you may also select sort criteria which include Service Date, Check In Time, Claim
Number, Client, Worker ID, Worker Name, and Service. This determines the order of the data.

Sort 1:

Service Date
Check In Time
Claim Number
Client

Save As Template ﬁgptgp II"JE‘)ame

Service
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An example of the Provider Activity Report:

Page 1of 1

Provider Activity Report C:T:;

Fliterad By: Date Range,Clalm Type, Sendce, Excapton
Sort by

Kansas
Fepont Date: Movember 07, 2011 [ecd3:45 AM
Date Range: 2011-11-07 10 20111107

Total Reconds Retumed: 1
Claim Type: All Claims

Prowlder |d: Case Manager K:
wonar 1 Senice: Al
Cllent ID: Exception:All
Provider id ;1002800404 Proveser Meme: CENTRAL PLAINS ARA
Werher id : B82S ‘Worker Mame - Brashees, Bill
Chmbs Gliem i Climm hame Claim Sates Dutw of Service  Activity  Worker D  Check s Check Ot Actoal  Auth Fai Expert  Escepions
L ) Service Codafa) Uit U Amaunt 'ﬁ- Dute
447 DO0STAREA11 [PHILLIPE, lFaE szt 1MATR01 |HCFES 71,75, 74 |amuos CE-TT N PR a [l ) E1
ERAMDON 5135
Weshar Total © 4 4 (1] i
Providar Total © 4 4 (1] i

13.5.14 REMITTANCE ADVICE REPORT

Providers need to be able to balance their accounting records to ensure that payment was
received for a service that was provided and billed. This report provides remittance advice
reporting on the KS AuthentiCare web, so that providers can examine paid claims, and
understand check amounts. It is only available if the provider uploads the 835 electronic
remittance advice into KS AuthentiCare. If the provider does not upload the 835, the system
has no record of payment, only of claims submitted for payment.

» In contrast to the Provider Activity report, the Remittance report is oriented around the
KMAP/MMIS Claim number and not the AuthentiCare claim number, and around
payment date, not claim date. The intent is to support drill down of a payment received
to the individual claims included in it. Claim reports should still be used to research the
payment status of an individual claim.

» The report uses a filter page variation that is specific to the Remittance Advice report.
Note that the date range selected is the KMAP/MMIS payment or processing date, not
the date of service.

» The Remittance report offers the similar sort and filter criteria as the other reports, but
some criteria that are not relevant are omitted.

» Report totals are provided at the end. If a grouping is selected, group subtotals are
provided at the end of each group.
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The Remittance Advice Report as displayed in the screenshot below has filter criteria of
Payment Dates and Group By.

Remittanoe Advice Report

* Ircdicatea n reguared Selkd

* Rapert ‘11—1:|=\.:—|::':: Aalwice Reperl I

Dwacraptice:

Select the Payment Dates from Current Day, Current Week, Current Month, Current Quarter,
Current Year, Last Week, Last Month, or Fixed Date Range. If you select Fixed Date Range,
you must specify a “from” and “to” date (mm/dd/yyyy).

* Payment Dates:

Client:

Fixed Date Range
.. |Current Day
Provider: |- rrent week
Current Month
Current Quarter

Current Year
Case Manager: || -+ weesl

Worker:

Last Month

Eorriro- | T —

Select Group By from Client, Payee Provider, Worker and no grouping.

* Group By:

Client

Sort 1- Case Manager
Payee Provider
Worker

no_grouping

o
|
=

Additional filter criteria include Client, Provider, Worker and Service.

November 14, 2011 KS AuthentiCare User Manual

Page 150 of 168



Kansas

If desired, you may also select sort criteria which include Service Date, Provider, Client, Worker
and Service. This determines the order of the data.

Service Date
Client
Worker
Provider

Service
Save As Template |t Manager

An example of the Remittance Advice Report:

Kansas

Remittance Advice Report @

Date Range: - Filterad By Worker Start Date Range
Provider id: Sorted by
Wiorker ID Case Manager ID

Services:

|Provider: Home Services 1 ()
Chent: Pation, William hbedicaid 10587654321
MMIS Claim & Claim | Date of [Client Hame 1m Worker ID WICM# Totad Todal Submitto  [MMIS WIS
Ll Service Mism b (Code EFT [Payment  |MMIS Status
(t1] tDate |Code
D& 1740037581 13004 20080830 Pafon\Wilia [DATE54321 [RETe54221  GR0N2 Heasas1 45.50 4550 2008070 (P
&l )
021740037561 13004 20080030  [PamoeWilia [0aTAS4321[0STes4221  [TEOME soesaa1 124,00 12400/ 2008070 [P
m 3
031740037581 13004 0080830  [PamenWiia [ETesdszi[eeTes4azt [Tioie  [seesest 12400 124200 2006070 [P
G -
02174003 TAA1 13004 20080030 Famoe Wil [DATASI2 | eSS4 LTCID LtLLR #0.00 4000 2008070 (P
™ Ll
08 1740037561 13004 20050430 Famon Wilip [DETE5SAEDT[RETES432T  ILTCID ElCh 40.00 40.00 iu:@m P
[
D& 1740037581 13004 20040830 FamonWilia [DETESAN21 [RETE54321  NOCTY 085881 13.00 1300/ 2008070 |P
m >
02 1740037561 13004 20CE0E30 FagonWilip [DETESAEI[RETESAI2T  |150HNES neerast 120000 120000 i‘:CéD’T P
el
08 1740037581 13004 00A0830 FamorWilia [DETES4321 [RETe54321  |TIDMG SeB5EE1 14.00 124.00 Z0040TT (P
o 3
(Client Totals: 1710.50] 171050

13.5.15 CLAIM DATA LISTING REPORT
The KS AuthentiCare List Report gives a provider the ability to download claims data as needed

for use in the back-end systems. As with the other KS AuthentiCare reports, the provider must
select report criteria on the criteria pages.
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Claim Data Listing Report

& Irdicates o regeared Sulkd

The Claim Data Listing Report is a report that lists, by provider and worker, all services
performed during a given time period and the total dollars billed to and paid by KMAP/MMIS (if
the provider uploads the 835 remittance advice into KS AuthentiCare).

e The report has a column for external worker ID for the provider-specific worker ID if used
by the provider.

e The report also has a column for “claim create date” and the report can be sorted by that
date.

This report is a useful tool for State monitoring or for the provider who needs to know the
services delivered by their workers for a specified time period. The list report is a very simple
format with a row of column headings followed by a list of data rows so that it is easily
integrated with other back office systems.

13.5.16 REMITTANCE DATA LIST REPORT

The Remittance Data List Report provides remittance advice reporting on the KS AuthentiCare
web, so that the provider can examine paid claims, and understand check amounts.
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The Remittance Data List report is oriented around the KMAP/MMIS claim number and not the
KS AuthentiCare claim number, and around payment date, not claim date. The intent is to
support drill down of a payment received to the individual claims included in it. Claim reports
should still be used to research the payment status of an individual claim.

The Remittance report offers the similar sort and filter criteria as the other provider reports, but
some criteria that are not relevant are omitted. Note that the date range selected is the MMIS
payment or processing date, not the date of service.

The Remittance Data List Report is only available in CSV and Excel formats.

Remittanee Data Listing Report @

T

o sisizon

L —— Care  Prmced Lt Chect  mmmis
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WiOrSETIER FaSIEs TS Meds Smihdse 3T Boiziasi G Faw tem Tow anzizin T L T T e T T ] "
WI00000456TEna Tas3000066 Z3saseIzF Taen Smith, Joo e Boeszaser Fasz TR TN anzazen . 6 BI00 G0 ADW2000  SISR0W  10D4ET 3
woa0000045e301a Fasionoonz zisassrzef Man BertMasthenrs T8 BenMeathesrs  TOTH Smink, Jos e Moozrasts  Desnacta ke 76 T THote sz ¢ B #1000 S1000 D200 SIS0 0DeT L

13.5.17 ELIGIBLE CLIENT REPORT

This report shows any clients that the provider has authorization to provide services for or has
claims. The report provides most of the data elements shown in the client record.
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Chapter 14 ONGOING USER SUPPORT AND TRAINING

By design, this User Manual can help you research any system issues that you encounter
because it fully explains all the functions you use in KS AuthentiCare. As with most documents
of this type, searching by topic is often the first step.

1. If you are unable to solve your problem by using this manual, you can contact First Data
Client Support services at 1-800-441-4667, Option 6 or clientsupport@firstdata.com for
assistance.

2. For training your staff, a training website and training IVR are available 24/7 and mirror
the production web and IVR.

e The url for the Training Website is https://ext.fdgs.com/kansas

e The toll-free phone number for the Training IVR is (866) 388-2367; application
identification#: 60.

3. For user support regarding authorizations, the client’s plan of care or policies of KDOA or
SRS, contact KSAuthentiCare@aqging.ks.gov.

November 14, 2011 KS AuthentiCare User Manual

Page 155 of 168



mailto:clientsupport@firstdata.com�
https://ext.fdgs.com/kansas�
mailto:KSAuthentiCare@aging.ks.gov�

Kansas %

APPENDIX A.1: SERVICE CODES

KDOA — Frail Elderly Waiver

Service Service Name Unit Activity
Code Definition Code
Required
HCFES5125 | Level 2 Attendant Care 15 minutes Y
HCFES5125UD | Self-Directed Attendant Care 15 minutes Y
HCFES5130 | Level 1 Attendant Care 15 minutes Y
HCFES5101 | Adult Day Care Time Based * N
HCFES5160 | Personal Emergency Response — Per Visit N
Install
HCFES5190 | Wellness Monitoring Per Visit N
HCFET1001 | Nurse Evaluation Visit Per Visit N
HCFET2025 | Sleep Cycle Support 6 — 12 hours N
HCFES5135 | Provider Directed Comprehensive 15 minutes N
Support
HCFES5135UD | Self Directed Comprehensive Support | 15 minutes N

* Maximum 2 visits per day

If the length of the Adult Day Care is 0-59 minutes, the claim calculates O units.

o If the length of the Adult Day Care is 1-5 hours (60 — 300 minutes), the claim calculates
1 unit.

o If the length of the Adult Care is more than 301 minutes in a 24 hour period from check
in, the claim calculates 2 units.
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SRS — MR/DD Waiver

Service Code Service Name Unit Activity
Definition Code
Required
HCDDT1019 | Personal Assistant Services 15 minutes Y
HCDDT2025 | Sleep Cycle Support Per Visit N
HCDDHO0045 | Overnight Respite Per Visit N
HCDDT1000 | LPN Specialized Medical Care 15 minutes Y
HCDDT21000TD | RN Specialized Medical Care 15 minutes Y
SRS — Physical Disability Waiver
Service Code Service Name Unit Activity
Definition Code
Required
HCPDS5126U6 | Personal Services 1 hour Y
HCPDT2025 | Sleep Cycle Support 6+ hours N
SRS — Traumatic Brain Injury Waiver
Service Code Service Name Unit Activity
Definition Code
Required
HCTBIS5126UB | Personal Services 1 hour Y
HCTBIT2025 | Sleep Cycle Support 6+ hours N
SRS — Technology Assisted Waiver
Service Service Name Unit Activity
Code Definition Code
Required
HCTAT1019 | Personal Service Attendant 15 minutes Y
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APPENDIX A.2: ACTIVITY CODES FOR SELECTED SERVICES

ACTIVITY CODES FOR ATTENDANT CARE SERVICES LEVEL I, LEVEL 11, AND SELF-
DIRECTED IN THE FRAIL ELDERLY WAIVER

Service Activity Code
S5125, S5125 UD & S5130 Bathing/Grooming 70
S5125, S5125 UD & S5130 Dressing/Undressing 71
S5125, S5125 UD & S5130 Toileting 72
S5125, S5125 UD & S5130 Mobility 73
S5125, S5125 UD & S5130 Eating 74
S§5125, S5125 UD & S5130 Meal Preparation 75
S5125, S5125 UD & S5130 Shopping 76
S5125, S5125 UD & S5130 Accompanying to Medical Appointment 77
S5125, S5125 UD & S5130 Laundry/Housekeeping 78
S5125, S5125 UD & S5130 Management of Meds/Treatments 79
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ACTIVITY CODES FOR PERSONAL ASSISTANT SERVICES (T1019) IN THE MR/DD
WAIVER AND PERSONAL SERVICES (S5126) IN THE PD AND TBI WAIVERS

Service Activity Code
T1019 & S5126 Bathing 11
T1019 & S5126 Dressing 12
T1019 & S5126 Oral Hygiene 13
T1019 & S5126 Hair Care 14
T1019 & S5126 Skin Care 15
T1019 & S5126 Nail Care 16
T1019 & S5126 Shaving 17
T1019 & S5126 Prosthetic/Orthotic Assistance 18
T1019 & S5126 Toileting 19
T1019 & S5126 Transfer 20
T1019 & S5126 | Walking/Mobility 21
T1019 & S5126 Wheelchair Maneuvering 22
T1019 & S5126 Eating 23
T1019 & S5126 Meal Planning/Preparation/Clean-Up 24
T1019 & S5126 Shopping and errands 25
T1019 & S5126 Medications/Treatments 26
T1019 & S5126 Transportation 27
T1019 & S5126 Use of Telephone 28
T1019 & S5126 Laundry 29
T1019 & S5126 Housekeeping 30
T1019 & S5126 Minor Sewing/Mending 31
T1019 & S5126 Exercises/range of motion activities 32
T1019 & S5126 Other Health Maintenance Activities 33
T1019 & S5126 Assistance in the community 34
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AcTIVITY CODES FOR LPN (T1000) AND RN (T1000TD) SPECIALIZED MEDICAL CARE

SERVICES MR/DD WAIVER

Service Activity Code
T1000 & T1000TD | Special Diet/Oral Feeding 80
T1000 & T1000TD | NG- tube 81
T1000 & T1000TD | G-tube 82
T1000 & T1000TD | Stoma/Ostomy Care 83
T1000 & T1000TD | Wound Care 84
T1000 & T1000TD | Decubitus Care 85
T1000 & T1000TD | Burn Care 86
T1000 & T1000TD | Complex Dressings 87
T1000 & T1000TD | Lifting/Transferring 88
T1000 & T1000TD | IV Therapy 89
T1000 & T1000TD | Central Line care 90
T1000 & T1000TD | Assessment 91
T1000 & T1000TD | Tracheostomy Care 92
T1000 & T1000TD | Oxygen 93
T1000 & T1000TD | Bi Pap/C Pap care 94
T1000 & T1000TD | Ventilator care 95
T1000 & T1000TD | Other Respiratory care 96
T1000 & T1000TD | Routine Medication Administration 97
T1000 & T1000TD | Injectable Medication Administration 98
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ACTIVITY CODES FOR PERSONAL CARE ATTENDANT

SRS — TECHNOLOGY ASSISTED WAIVER

Service Activity™* Includes Code
T1019 Lifting Lifting/Body Mechanics/Transfer/Position 41
T1019 Personal Care Dressing/Bathing/Hair/Oral/Skin/Nail 42
T1019 Nutrition Diet/Nutrition Prep/Clean-up 43
T1019 Toileting Toileting/Diapering/Personal Adjustment 44
T1019 Housekeeping Housekeeping/Laundry 45
T1019 Ambulation Ambulation Technique Assistance 46
T1019 Medication Medication Administration 47
T1019 Oxygen Oxygen Administration 48
T1019 CPR/First Aid SAME 49
T1019 Emergency Emergency Procedures 50
T1019 Tracheotomy SAME 51
Care
T1019 Seizure Control SAME 52
T1019 Infection Control | SAME 53
T1019 Suction Suction Machine Use 54
T1019 Glucometer Glucometer Use (blood sugar monitoring) 55
T1019 Vital Signs Vital Sign Monitoring (Temp, BP, Pulse, Pulse Ox, 56
Resp)
T1019 NG NG/GT/NJ Feeding and Care 57
T1019 Catheter Catheter Care/Recording Input & Output 58
T1019 Enema Enema/Suppository Insertion 59
T1019 Range of Motion | Range of Motion Exercises 60
T1019 Documentation Documentation/Record Keeping 61
T1019 Recreation Recreation/Socialization 62
T1019 Transportation SAME 63
T1019 Hearing Hearing Impaired Assistance 64
T1019 Visual Visually Impaired Assistance 65
T1019 Communication Communication Technique Assistance 66
T1019 Behavior Behavior Modification Technique Assistance 67
Modification
T1019 Other SAME 68

* Phrase stated on the IVR/listed on the web claim page.
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APPENDIX A.3: CLAIM EXCEPTION CODES

CRITICAL EXCEPTIONS

Claims with Critical Exceptions cannot be submitted to KMAP/MMIS for payment until the
identified problem has been corrected.

Exhausted
on Claim

was exhausted (authorized
units used up) while this claim
was being calculated.

Code | Exception Definition What do | need to do?

Al | Authorize There is no authorization in Wait for the file to be loaded from
KS AuthentiCare for the KMAP/MMIS. KS AuthentiCare
service, date, client, and/or will automatically recalculate
provider. when a valid authorization is

entered.

C5 | Calculate All data needed to calculate Verify what information is
the claim is not available. missing. If the check in or out
Usually means that the check- | time is missing, see Section 12.2
in time or check-out time is for claims correction instructions.
missing. If Authorize
exception occurs, it will trigger
the Calculate exception as
well.

A2 | Authorization | Indicates the authorization There are not enough authorized

units to cover the claim. If
additional authorized units are
entered from KMAP/MMIS, the
system will recalculate and
remove this exception. If no
more units are available, the
provider may edit the claim
(change the check in or check
out time) to match the authorized
units so the claim can be
submitted for payment.
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Code

Exception

Definition

What do | need to do?

A3

Authorization
Exhausted
Before Claim

All authorized units were used
before this claim was
calculated.

Contact the Case Manager to
see if additional units can be
added. This information will be
reflected in KS AuthentiCare in
the next data file transfer. KS
AuthentiCare will automatically
recalculate when new
authorization information is
entered.

Ineligible
Worker

The worker is not eligible to
deliver services based on
his/her begin and end dates or
active/inactive/suspend status.

If you verify that this information
is correct, the claim cannot be
submitted. If the information is
incorrect and the provider
corrects it, KS AuthentiCare will
automatically recalculate if the
worker’s eligibility status
changes.

Ineligible
Provider

The provider is designated as
inactive.

If you verify that this information
is correct, the claim cannot be
submitted. If corrected
information is provided by file
transfer from KMAP/MMIS, KS
AuthentiCare will automatically
recalculate.

C1

Billing
Confirmation

The claim has not been
confirmed for billing.

Complete billing confirmation.
See Section 12.6 and 12.7 for
instructions.

C2

Duplicate
Claim

The claim data already exists
in KS AuthentiCare system.

As a duplicate, it cannot be
submitted to KMAP/MMIS. Refer
to Section 12.2, claims
corrections, for the steps needed
to have this claim deleted.
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Code | Exception Definition What do | need to do?

C3 | Missing The claim is for a service that | Add appropriate activity code(s).
Activity requires the selection of an
Codes activity code but no code was

entered.

14 Unenrolled The claim has been filed for a | This only occurs with claims
Provider service that this provider does | entered via the web if the
Service not provide. incorrect service is erroneously

entered. To correct this claim
exception, either correct the
service entered for the claim or,
when the provider’'s authorized
service list is updated from
KMAP/MMIS, KS AuthentiCare
will automatically recalculate the
claim.

INFORMATIONAL (NON-CRITICAL) EXCEPTIONS

Informational Exceptions or non-Critical exceptions do not prevent a claim from being
processed, but serves as a notice of some problem associated with the claim creation which
may warrant further investigation.

phone
number — No
Match —
Check in

from a phone number that does
not match the phone number on

record for the client.

Code | Exception Definition What do | need to do?
E1 | Event The does not match an event No action required. You
Matching scheduled in the system. cannot enter an event for a
date in the past.
G1 | Unauthorized | The claim was filed by checking in | No action required. You may

want to check with the
worker to understand why
the client’'s phone was not
used. Double check the
client’s phone number to
make sure it is correct.
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Code | Exception Definition What do | need to do?

G2 | Unauthorized | The claim was filed by checking No action required. You may
phone out from a phone number that want to check with the
number — No | does not match the phone number | worker to understand why
match — on record for the client. the client’'s phone was not
Check Out used. Double check the

client’s phone number to
make sure it is correct.

G3 | Unauthorized | The claim was filed by checking in | No action required. You may
phone from a phone number that exists want to check with the
number — in the system, but isn’'t the phone | worker to understand why
Other Match | number on record for the client the client’'s phone was not
— Check in named in the claim. used. You may also want to

see what other phone
number in KS AuthentiCare
this matches (such as
another client’s home).
Double check the client’s
phone number to make sure
it is correct.

G4 | Unauthorized | The claim was filed by checking No action required. You may
phone out from a phone number that want to check with the
number — exists in the system, but isn’t the worker to understand why
Other Match | phone number on record for the the client’s phone was not
— Check out | client for which the claim is being | used. You may also want to

filed. see what other phone
number in KS AuthentiCare
this matches (such as
another client’'s home).
Double check the client’s
phone number to make sure
it is correct.
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Code | Exception Definition What do | need to do?
15 Unenrolled The claim is for a service the No action required. Verify
Worker worker is not authorized to that the service on the claim
Service provide. is correct. If it is, then verify

the services entered for the
worker on the Worker page
and modify as needed.
Refer to Section 6.3 for
further information.
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APPENDIX A.4: DESCRIPTION OF PROVIDER SUB-ROLES

Each provider has a broad Administrator role but there are relevant sub-roles that can be

assigned to staff members with specific functions related to KS AuthentiCare and their day-to-

day responsibilities.

Name

Rights

KS_Administrator

Rights to do all functions for that provider except those functions
restricted to First Data (add, edit, delete services; add/edit/delete
authorizations and delete providers). Can view the Provider and
Worker Dashboards.

[NOTE: First Data assigns a log in and initial password for the
first Administrator for the provider who can then add/manage
other users (including other administrators)]

KS_AdminAssistant

Rights to do all function Administrator can do except the ability to
add/edit registrations and upload 835 files

KS_Payroll/Billing

Activities associated with billing KMAP/MMIS and using KS
AuthentiCare information for employee payroll. Includes adding,
editing, deleting claims as well as confirm billing. This role has
primary responsibility for resolving claims with critical exceptions.
Can view the Provider and Worker Dashboards.

KS_Human
Resources

Activities associated with managing workers — adding, editing,
and deleting workers and the Worker by Provider Report.

KS_Payroll/Billing/
Human Resources

Combination of Payroll/ Billing and Human Resources roles
which may be more appropriate for smaller providers

KS_Scheduler /
Coordinator

Activities necessary to schedule visits for clients. Includes view
and search of clients, workers, authorizations and services as
these are needed to accomplish the tasks. This role will
acknowledge missed visits and run Late and Missed Visit and
Provider Activity Reports. This role can also view the Worker
Dashboard.

KS_Claims Mgt 1

Can add, edit and delete claims

KS_Claims Mgt 2

Can add, edit, delete and confirm claims for submission to
KMAP/MMIS

KS_Intake &
Referral

Ability to edit client information
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