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1 LOGGING IN TO THE PROVIDER PORTAL
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Logging in to Provider Portal

Ve
O NantHealth

NaviNet

Sign In

Username:

AllPayer Access: New Year—are you ready? Re-Save Bookmarks Discontinued Support of Windows Vista

Password:

Important Information

We recently made some updates that might cause

Sign In

Forgot your password?
Forgof your username?

an error to render when accessing old bookmarks.

To avoid this, please navigate to the page you
would like to bookmark and re-save it.

Getting Started with NaviNet

Trouble Logging In? Coming This March!

Sian Up .
We will be asking all'Users to provide!

and verify,a Vﬁlh"}mﬂl al:ll:lress;

A . -

=)

What Plans Participate?

Learn More...
£Z 7

Terms of Use

Are You In The Loop?

Make sure
you don't
miss out on
our important
updates.
Update your
email address
today by
logging in
and going to My Account and
clicking About Me to receive
important updates and information.

Copyright ©® 1998-2019 NaviNet, Inc. All rights reserved. NaviNet® is a registered trademark of NaviMNet, Inc.

Are You Sharing Login
Credentials?

HIPAA guidelines prohibit users
from sharing login information. If
you are sharing login credentials,
please contact your NaviNet
Security Officer to be added as a
user. Don't know the name of your
Security Officer? Log in and go to
My Account and click My
Security. There is no additional
charge for adding users.

o by digeest

Step Action

1. Access NaviNet using the following address: https://navinet.navimedix.com
2. Enter your Username
3. Enter your Password

4. Click the Sign In button

Result: The NaviNet Home screen will be displayed
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https://navinet.navimedix.com/sign-in?ReturnUrl=/Main.aspx

Logging in to Provider Portal

4 ,
O NantHealth ‘NawNet WORKFLOWS w  HEALTHPLANS w

e Top Support FAQs H Support Videos

covermymeds

My Links & Edit

"My Links' allows you to add
bookmarks for any websites
that you frequently wvisit.

+ Add your first Link

Stay on top of the latest industry insights
and thought leadership from NantHealth.

@ Contact Support

mte PA _\' uests up to 3x Faster With Drug Authorizations.

nanthealth.com/blog

SUBSCRIBE |

The NaviNet Home Page is not Health Plan-specific.

To locate your Health Plan:

Step Action

1.

Click on HEALTHPLANS in the top menu

Select the appropriate health plan from the drop down list

Result: The Health Plan-specific Home page will display
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Logging in to Provider Portal

The general layout of the Health Plan Home page will be similar across all Health Plans. However, each Health
Plan may have customized items on their home page, such as links available in the Workflows for the Plan
section.

7 .
O NantHealth ‘NawNet WORKFLOWS w HEALTHPLANS

Workflows for this Plan
Eligibility and Benefits

Browser requirement: You must use Internet Explorer 10 or 11, or Firefox 26 to use the Jiva 5.6 Provider Portal.

Claim Status Inquiry
Claim Submission
Report Inquiry
Provider Directory

Referral Submission

Ipmummzaﬁm e I More information at your fingertips: additions to the Member Clinical Summary and

Forms & Dashboards

Panel Roster report

FAQs We've added new elements to the Member Clinical Summary. This valuable report now includes the following information
about your patients:
» How do I change my password?
+ Care Manager name and contact information.
» I cannot remember my

password. + Observation stays.

= Member restriction information.
» How do I set up additional Health
Plans?
The Panel Roster now includes:
» What are the roles and

responsibilities of a Security * Member restriction information.
Officer?
= Member language.

» How do I enable or disable

permissions for users in my office?

To access the Provider Portal:

Step Action ‘

1. Click on the Pre-Authorization Management link
Result: JIVA/Provider Portal will open*

*NOTE: Based on the Plan, there may be an additional step prior to the Provider Portal opening. The
Provider Selection page may display. If it does, you would select your Provider form the drop-down
menu and click on the Submit button. The Provider Portal will then open.

rd
O NantHealth’ | NaviNet WORKFLOWS w HEALTH PLANS w

| Pre-Authorization Management

Provider Selection

Please Select a Provider

Submit
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Overview of the Dashboard

The dashboard consists of widgets (or panels) that help you to access the tasks that are assigned to you. It also
provides high-level information about the episodes and activities assigned to you.

Application Banner

&R Dashboard = Menu D Memory List ﬁ Calendar & Westre, Kristi~

Menu Bar Description

Dashboard Click to return to the Dashboard from anywhere within the Provider Portal.

Menu Click to access ways to search for a member.

Memory ist The Memory LisF bookmarks Add and Edi.t screens. It is an easy way to move back to
a member or episode you worked on earlier and have not closed.

Calendar The calendar will display any tasks that have been assigned to you.

Messaging N/A — The messaging functionality will not be used.

Legend Click to see a legend of icons that may be associated with members.

Jiva Help Click to access help for the screen you are on.

Profile Click to make changes to the color scheme.

My Dashboard Banner

Ji Vaw @ Dashboard = Menu D Memory List % Calendar (1] ‘ & Westre, Kristj =

My Dashboard @ LastUpdated:41minago | & To Do Team

Item ‘ Description

Last Updated Displays the last time the Dashboard was updated

Refresh Click the Refresh icon to update the Dashboard to view the most current information.

To Do Displays the widgets containing information regarding episodes associated with you.
Team Displays the widgets containing information regarding episodes associated with your team.
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Overview of the Dashboard: To-Do View

These widgets contain information regarding the episodes associated with you.

Information Widget

[:l 0
B gessaqes
= ;y Requests
Item ‘ Description
Displays the number of notifications or reminders of an action performed, or to be performed.
Alerts . . .
Click on the hyperlink to view the alerts.
Messages N/A — This functionality will not be used.

My Requests | Displays the number of episodes that have been submitted. Click the hyperlink to view the list
of requests.

My Flequests
Al v | A ~| Faltor by Data | 0711212020 - | oar02020 -]
Actions Episoda Cert Humber Eplsoda Member ‘reated il ! Provider Created Submitted Status. No. HNo.
Type n Mama Date - By By Approved Denled
Units. Units

- P 2008000385 9025565 ExampleA. 081272020 150.9 93382 Wastre, Wastre, Pending o L]
Fonal Kt Kriti Ducision

] P 2008000391 025560 ExampleB, oanaz0z0 150.9 JIHG Westre, Westre. Pending o L}
Fortal Ksisti Kt Decision

Note: It does not include episodes that are pending submission.

Gaps in Care | Displays any Gaps in Care for the members associated with you.

Work in Progress Widget
You can view the request statistics by status in the Work in Progress widget. It displays the number of requests

created and their statuses in a graphical representation. It also displays the number of days that a request is in
the same status (color coded). Clicking on a bar in the graph will display those given episodes.

Work in Progress

Il Today [l 1 Day 2 Days 3 Days [ >3 Days

)
w

Pending Submission

Further Information Required

Fending Decision ¢

o 1 2 3 4 & 6 7
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Overview of the Dashboard: To-Do View, continued

Requests by Type Widget
The Requests by Type widget displays the number of requests that are processed, pending for submission,

pending for decision, and awaiting further information based on the episode types.

Requests by Type

M Processed Pending Submission Further Information Required [ | Pending Decision

Decisions Made Today Widget
The Decisions Made Today widget displays the statistics of stay and service requests that are approved, denied,
or partially denied pertaining to the requests made by you. Click on a status in the graph to view the associated

episode(s).

Decisions Made Today

Approved [l Denied Partial Denial

Denied Approved

My Activities Widget
The My Activities widget displays the list of activities assigned to you that are schedule to be performed on the

current date, by default.
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Overview of the Dashboard: Team View

The Team view will display information regarding your team.

Team Members Widget
The Team Members widget displays the number of team members along with their names. You can access
episodes associated with your team members by clicking on their names. This will take you to their Dashboard.

Team Members - 2 Activities B Interventions

® Sample, John @ Sample, Jane

Team’s Work in Progress Widget
The Team’s Work in Progress widget displays the number of episodes created by your team and is displayed
based on the timeline.

Team's Work in Progress

M Today 1 Day 2 Days 3pays [ >3 Days

Further Information Required

0 1

Team’s Requests by Type Widget

The Team’s Request by Type widget displays the number of requests that are processed, pending for
submission, pending for decision, and awaiting further information depending on the episode types. You may click
on a bar in the graph to access the specific information.

Team's Requests by Type

M Processed Pending Submission Further Information Required Pending Decision

oP 1 1
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2 SEARCHING FOR A MEMBER
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Searching for a Member — Search Request Tab

It is recommended that you search for a possible duplication before entering a request. Conducting the search
using Search Request allows you to view existing requests for a member.

Duplicate Case Check and Alert

~— | « Jiva will compare dates of service, treating provider and procedure request to other cases for the

7 member. You will receive a warning message if a possible duplicate exists.

¢ Jiva will not auto approve any case that is a possible duplicate. The request will be evaluated by
the Utilization Management team.

Step Action

1. Click on Search Request on the menu bar.

[ Memory List

Provider

New Request

Search Request

2. Search by one of the following:

Search Information ‘ Description

Member ID Member ID Type: defaults to ELIG Member ID which is their health
plan ID. You will need to enter -01 at the end of the Member ID

Member Name & DOB You need to enter both the Member Name and DOB

Certification Number If you are searching for a particular submitted or saved request, you
may search by the Certification Number

3. Select “Cases Treated By Me” in the View Requests drop down.
This will display requests associated with the selected business entity.

4, Verify that “All” is in the Business Entity field.

5. Click the Search button and check for duplicate requests.

Result: Cases found for the specified member will be displayed in the “Request Search Results”
section, along with the Add New Request button. If no matching records for the specified member
are found, a message will be displayed indicating this, along with the Add New Request button.

Action Episode Member Episode Date of Cert Number Diagnosis Created Submitted Initial Status Decision Decision Reason
D I Name Type Service By By Due Date
L -] 9025648 ExampleA, P 08/13/2020 2008000412 M13.169 ( Monoarthritis, not elsewhere Westre, Westre, Processed Approved Clinical Reviewer
Portal classified, unspecified knee ) Kiristi Kiristi Approval
o 9026454 ExampleA, P 09/10/2020 92009000124 RE9 ( lliness, unspecified ) Westre, Pending
Portal Kristi Submission
I Add New Request I
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Searching for a Member — New Request Tab

If the Add New Request button is not displayed after searching for a member using the Search Request tab, you
can search for a member and add a new request using the New Request tab.

= Menu [ Memory List

Provider

New Request
search Request

Click on Menu on the menu batr.

Step Action
1.
2

Select New Request

New Request
Member Last Name |'| ] Client Q
Member First Name Member ID Type ELIG Member ID
*
Member DOB ﬂ Member ID
Step ‘ Action
1. Enter the Member ID in the Member ID field.

’(; When searching by Member ID you must enter “-01” at the end of
7 the Member ID.

£

2. Click the Search button to search for the member.

Result: Information for the specified member will be displayed in the Member Search Results
section and the Add New Request field will be displayed in the Action column.

New Request

WMember Last Name Client Q
Member First Name Member ID Type ELIG Member ID
Member DOB o Member D * | goopeey 4
Reset
Jiva Member ID Member Name Member Date of Birth  Gender Member ID Coverage Start Date Coverage End Date Group Name Action
£ ExampleA, Portal 04/19/1966 F 01/01/2004 12/31/9999 Add Request
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3 ENTER AN IP CLINICAL REQUEST
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How to Enter an Inpatient Clinical Request

When entering a request you have 2 options:

1)
2)

Enter a clinical request which includes all clinical information.
Enter a nonclinical request where the clinical information can be added at a later time.

The steps in this chapter outline how to enter an IP clinical request. Reference chapter 4 “How to Enter an IP
Non-clinical Request” and Chapter 5 “How to Add Clinical Information to an Existing IP Non-clinical Request” for
more information.

When entering a clinical request, you must provide the following information:

Episode Details

Diagnosis- primary a must, secondary is optional

Treating Provider

Attending Physician

Add stay request

Add Assessment (if triggered)

All clinical information

=

Requests where the clinical information is entered may auto approve based on
what is requested and the information provided in the Assessment.
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Adding a New IP Clinical Request — Adding Episode Details

After locating the member (following the steps outlined in Chapter 2), click on Add New Request and select
Inpatient from the drop-down list.

The Member Demographics are at the top of the page. You may click the drop-down caret on the right to expand
the demographics window.

Jival- @ Dashboard = Menu [ Memory List Calendar

ExampleA, Portal (Female) DOB: 04/19/1966 ( 54y )  Member ID: wemment Id:

Address 1234 Mulbemy L... A Phone & Email (515) 555-5555 Coverage Group PCPR/PCM Allergies

Inpatient Request

© Episode Details * * A
Request Type _Select One— Request Priority _Select One—

Admit Type

—Select One—
Optional Fields

Follow these steps to complete the Episode Details section:

Step Action

1. Select the appropriate Request Type from the drop down
2. Select the appropriate Request Priority from the drop down
3. Select the appropriate Admit Type from the drop down

If you click the Optional Fields hyperlink, additional fields will be displayed.

Inpatient Request

© Episode Details * iority %
Request Type _Select One— Request Priority _Select One—
Admit Type —Select One-—-
Time Request Reason for Request —Select One--

¢ Time Request: This field will auto-populated based on the Request Priority.

¢ Reason for Request: Select the appropriate reason from the drop down.
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Adding a New IP Clinical Request — Adding Diagnosis

You can add multiple diagnoses from this screen or you can utilize the Favorite Diagnosis hyperlink to save time
and keystrokes. The Favorite Diagnosis function will allow you to create and manage a list of frequently used
diagnoses. The list is unique to the provider's account. Reference Chapter 9 “Favorite Diagnosis List — How to
Create a Favorites List.”

© Diagnosts | CogeType * | |cpyg Diagnosis * | piagnosis Q
Advanced Search Favorite Diagnosis

Step Action

1. Code Type will default to ICD10. You may select a different code type if applicable.

2 Type the diagnosis or code in the Diagnosis field.

You may also use the Advanced Search function, if needed.
3. Once you select the diagnosis, it will display on the screen and be attached to the episode.
Primary Dx Code Type Diagnosis Actions

ICD10 150.9—-Heart failure, unspecified
ICD10 R69-lliness, unspecified -]

4. If you... Then...

want to add additional Repeat steps 2 and 3.

diagnoses
Note:

- Click the remove icon € to remove a diagnosis from
the request.

- You cannot remove a diagnosis unless there is more
than one diagnosis already selected

- Click the Star v in the Primary Dx column if you need
to designate a different diagnosis as primatry.

do not want to add

— _ Proceed to the Providers section of the episode.
additional diagnoses
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Adding a New IP Clinical Request — Adding Providers

All Inpatient requests require a Treating provider (Facility) and an Attending physician.

The steps below outline the processes for adding providers to the request.

Favorite Providers - You can utilize the Favorite Providers hyperlink to save time and
o keystrokes. The Favorite Providers list will allow you to create and manage a list of
7 frequently used providers. Reference Chapter 9 “Favorite Provider List—-How to Create a

Favorites List.”

‘ Step Action
1. Click the Attach Providers button.
Provider Details
Favorite Providers
2. Enter the appropriate search criteria and click on Search.

Attach Providers

€ Enter any search criteria

LOB

Provider Last Name / Facility Last Name / Facility Q Provider First Name Provider First Name Q

NPIN Provider ID

Advanced Search

m cancel

3. After clicking Search:
If appropriate provider... Then...
Is displayed Proceed to Step 4.
Is not displayed You may use the Advanced Search functionality and

click the Attach button after locating the provider

LoB
Provider Last Name | Facilfy E—— Q | ProvderfustName oo a
NPIN Provider I
Pravider Type Select One ] Specialty Seleet One ~
Tax |B Eiale ~Select One-—- |
ciy Caunty

Provioer Phone " . 1
Selec One |
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Adding a New IP Clinical Request — Adding Providers (cont.)

Search Results

Provider ID Provider Name Location Type Provider Role Partici]
e 0000000 Hospital A Any City, PA Fagcility/Vendor | |
© Single Attach

© Multiple Attach

() Setas Favorite

Step Action

4, e Search for the facility.

¢ Once you have located the facility, select “Treating” from the drop-down list in the Provider Role

column, click the [#]icon next to the provider row and select [©_Single Attach i attach the provider
to the episode.

Result: The Provider will be attached and listed in the Providers section of the episode.

5. e Search for the attending physician.
e Once you have located the physician, select “Attending” from the drop-down list in the Provider

Role column, click the [#] icon next to the provider row and select [©_single Attach | attach the
provider to the episode.

Result: The Provider will be attached and listed in the Providers section of the episode.

If you want to . Then...
Q Attach multiple Follow the steps outlined below:
providers to an
episode at the
same time ¢ Inthe row of each desired provider in the search results screen,
select the appropriate Provider Role from the drop-down list, click the

@ icon next to the row and select the option

e As each provider is selected, they will be added to the “Selected
Providers List” at the bottom of the screen

¢ When all providers have been added, verify the selected Provider

e Search for the desired providers

Role and click the button to add them to the episode.

Provider Details 1D Name Location Role Network Phone Action
Hospital A ‘ Treating v ‘ @
. - (-]
Provider A Attending v
NOTE:

¢ If the incorrect provider is attached, click the Deactivate icon @ to deactivate the facility. The facility will
be removed from the episode.
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Adding a New IP Clinical Request — Adding Stay Request

You can add a Stay Request (length of stay/days in hospital) without adding a Service Request. The Service
Request is used to request a surgical procedure. The following steps outline how to add the Stay Request.

Stay Request
Service Type *
—Select One-- Actual Admit Date &
Place of Service Medical
Requested Level Of Care _Select One— LOS Requested

Step Action

1. Select the most appropriate choice in the Service Type drop down.

2. Select the most appropriate choice in the Place of Service drop down.
Note - If you are uncertain, select “Medical.”

3. Select the most appropriate “type of bed or unit” in which the member was admitted in the
Requested Level of Care drop down.

4. Enter the “date of admission” in the Admit Date field.

5. Enter “1” in the LOS Requested # field.
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Adding a New IP Clinical Request — Adding Service Request (if applicable)

When adding a procedure to an Inpatient request, you will need to complete the Service Request section.

Favorite Services - You can utilize the Favorite Services hyperlink to save time and
keystrokes. The Favorite Services functionality will allow you to create and manage a list of
frequently used services. Reference Chapter 9 “Favorite Services List-How to Create a
Favorites List.’

Step ‘ Action

1.

Complete information in the Service Request section (if applicable) using the guidelines outlined

below:

Service Request

Service Type Inpatient [v] Modifier search Modifier Q
Place of Service Medical [v] Start Date 08/12/2020 i
Code Type p— [v] End Date 08/13/2020 =
Service Code Search Service Code Q
Advanced Search  Favorite Services
UCR Cost s Units 1
Time Frame Per Day ﬂ Requested # 1
Time period 1 ﬂ
Add

Service Type

Defaults to Inpatient, but update as needed

Place of Service

Defaults to Medical, but update as needed

Code Type

Defaults to CPT, but update as needed

Service Code

Enter the requested procedure code.

Note: You can type the procedure code or a description of the code. As
information is typed, the auto coder will automatically display matches in the
drop-down list. Select the appropriate procedure from the list. You can also use
the Advanced Search link to initiate a search for the procedure code.

Modifier Enter modifier details as appropriate
Start Date Defaults to match the Actual Admit date, update as needed
End Date Defaults to the next day, update as needed

To view these fields

you may nheed to click on the Optional Fields hyperlink.

Time Frame Defaults to 1, but update as needed
Time Period Defaults to 1, but update as needed
Units Defaults to 1, but update as needed
UCR Cost N/A — not used
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Adding a New IP Clinical Request — Adding Service Request (if applicable), cont.

2. Click the Add button
Result: The Service Request line will now be populated (appears below the Service Request fields)

Service Request

Action | Service Code Requested# Start Date End Date Service Type Place of Service Review Status

[-] 93352(CPT) 1 08/12/2020 08/13/2020 Inpatient Medical

Note: If a Service Request was added in error or with incorrect information, you may click the & icon
in the Action column to remove the given line.

3. Repeat Steps 1 and 2 to add additional services, if appropriate
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Adding a New IP Clinical Request — InterQual

Access and complete InterQual Connect Clinical Criteria

— If you need training or have questions regarding the use of InterQual Connect criteria, please contact
—j your facility InterQual trainer or contact your Change HealthCare account representative.

The health plan is certified to conduct training for internal associates only.

Step ‘ Action

1. Click the Check for Review button.
2. Once determined that one or both exists, you will receive the following pop-up message. Click OK.

pr-jvb-ap-pp.amerihealthcaritas.com says

There are stay/service lines to be reviewed. Kindly complete the same

before submit.

3. Click the appropriate Go to Criteria button.
If... Then...
Only a Stay Request ¢ Click the Go to Criteria button associated with the Stay
Request.
Both Stay and Service Requests e The Go to Criteria button associated with the Stay Request will
be inactive.
e Click the Go to Criteria button associated with the Service
Request.
Stay Reques _
u Treatment Setting * Hospital - Inpatient v sctual Admit Dt SE— -
Treatment Type Medical v
Requested Level Of Care Medical o LOS Requested 1
Review Status
| Go to Criteria I
Go 't Cmena
l Semvice Request l
Action Service Code Modifier Requesteds Start Date [End Date Treatment Satting Treatment Typs Review Status
EE2B0{CPT) i 152021 M50 Hospdal - Inpatient Midcal
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Adding a New IP Clinical Request — InterQual, cont.

Step Action

4.

You will receive the following message. Click OK only if you completed the items listed.

edit or OK to continue,

pr-jvb-ap-pp.amerihealthcaritas.com says

Click O only after all diagnoses, stay and/or service detail lines are
completed. Edits are not permitted after clicking O, Click Cancel to

The system will connect with InterQual and determine if there is a matching guideline.

If there is... Then...

Matching Guideline

You will receive this pop-up similar to this where you may select the appropriate
guideline and click on OK. Proceed to Step 6 in this section.

Select Guideling

Code :

Guideline

InterQual Guideline Selection

150.9, G0493

’Q' Home Care Services, Adult, LOC:Home Care @ & A
O Home Care Services, Pediatric, LOC:Home Care Q & A

C

No Matching Guideline

You will receive this pop-up. Click OK to close the window and you will be
returned to the request screen. Proceed to Adding Documents.

Select Guideline

Code :

Guideline :

InterQual Guideline Selection

J40

Mo matching guideline was found.

Cancel

x
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Adding a New IP Clinical Request — InterQual, cont.

Step Action

6. After answering the review questions, the Recommendations page will display either Criteria Met or
Criteria Not Met.

7. From the Recommendations page:
If you click... | Then...
Save The review will be saved and can be updated, if needed, prior to submitting the request.
Complete The review will be saved and closed. It cannot be updated even if you have not yet

submitted the request.

8. Close the InterQual tab to return to the Provider Portal

9. The request line will now display a status in the Decision column.
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Adding a New IP Clinical Request — Adding Assessments

If an assessment is associated with the request, an Assessment section will be displayed where you may access
and complete the associated assessment.

Assessments New In Progress Completed = Voided
Assessment Title Identified On Assessment Added By
@ Sample Assessment 11/23/2020 Sentinel
@ Void
Page 1 of 1

[shl Trend Report
& Print Blank Assessment

Complete Save Save and Generate POC Cancel Add Activity Notes Assessment (POC) Review Share With Member Last Answered Question
Assessment Score 0 of 9 Provider Portal Delivery Screening Assessmer f&l Copy Group Answers Group Score: 0 0of9
Timer 00:00:09 W
e Sample Question...

Step ‘ Action

1. In the New Tab of the Assessment section, click on the gear icon to the left of the
Assessment and click on Start.

2. Answer the questions.
Note - Questions in red are mandatory.

3. Click the Complete button to complete the assessment.

Note- This will trigger any auto approval rules (if configured.) The Save button will not
trigger the auto approval rules.
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Adding a New IP Clinical Request — Adding Documents
When submitting an IP Clinical Request, you must attach the clinical information. Follow these instructions to
add Documents.

Step Action

1. Complete the following:

a. Document Title: enter the title of the document

b. Document Type: defaults to Medical Document, update as needed.

c. Document Description: optional field

d. Click the Browse button to search for the document you wish to upload
i.  Click the desired document and click the Open button

e. You will see the document name listed next to the Browse button.

f.  You may add additional documents by selecting Add.

g. Select Done when you have added all documents you wish to attach.

[T Mocuments |

Browsa Document 2- for uplodd. gocx

Selected Files
Dacument Titie Type Date Added Added User Descriplion

-] Chinical Information Medical Document 1320 Wilkiams, Jessica
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Adding a New IP Clinical Request — Adding Notes

Notes Mote Type _Select One— Note Encounter Date 08/13/2020 =
Note Encounter Time 08 49
NOeT™ Flev Edit~ View~ Format~ Tools v
B 7 Y ¥ ©
A
v

Step ‘ Action ‘

1. Select the appropriate Note Type from the drop-down menu.
2. Enter the appropriate notes in the notes section. Be sure to include your name and contact
information in the event the Plan needs to contact you.

/f; This is a shared note field. Notes can be viewed and entered by both you and the plan.
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Adding a New IP Clinical Request — Submitting the Request

Once all required sections are completed, you are ready to submit the request.

Step ‘ Action
1. Click on the Submit button to submit your request.
m Save as Draft Delete Cancel
Note: The Submit button will not be active until a clinical review has been completed.
2. The Request Details information will be displayed, including the Cert Number.
Note: If the request is programmed to auto-approve, you will see Approved in the
Decision column.

Request Details
Episode Abstract
Expected Decision Date : Authorization Type : IP Episode Number : 9025648
08/15/2020
Stay Request stay ID LOS Requested# LOS Assigned# LOS Denied
12548537 1 0 0
Authorization Details Service ID Service Code Requested # Assigned # Denied

12548538 27428(CPT) 1 4] 0

Episode Status : OpenRequest

Auth Start Date

08/17/2020

Auth Start Date

Cert Number 2008000412

Auth End Date Service Type Decision
08/18/2020 Inpatient
Auth End Date Service Type Frequency Decision|
Inpatient Per Day Pending
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4 ENTER AN IP NON-CLINICAL REQUEST
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How to Enter an Inpatient Non-Clinical Request

A non-clinical request can be started by non-clinical staff or anyone who does not have clinical information
available at the time of entry.

The non-clinical request can be saved and is available to access at a later time in order to add clinical data.

When entering a non-clinical request, you must provide the following information:

Episode Details

Diagnosis- primary a must, secondary is optional

Treating Provider

Attending Physician

Add stay request
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Adding a New IP Non-Clinical Request — Adding Episode Details

After locating the member (following the steps outlined in Chapter 2), click on Add New Request and select
Inpatient from the drop-down list.

The Member Demographics are at the top of the page. You may click the drop-down caret on the right to expand
the demographics window.

. ™ .
lea @ Dashboard = Menu [ Memory List Calendar

ExampleA, Portal (Female) DOB 04191966 ( 54y )  Member ID- yvemment Id:

Address 1234 Mulbemy L. IA FPhone & Email (515)555-5555 Coverage Group PCP/PCM Allergies

Inpatient Request

@ Episode Details * *
Request Type _Select One- Request Priority _Select One—

Optional Fields

Admit Type —Select One—-

Follow these steps to complete the Episode Details section:

1. Select the appropriate Request Type from the drop down
2. Select the appropriate Request Priority from the drop down
3. Select the appropriate Admit Type from the drop down

If you click the Optional Fields hyperlink, additional fields will be displayed.

Inpatient Request

@ Episode Details

% ority *

Request Type —Select One— Request Priority —Select One—
Admit Type —Select One-—

Time Request Reason for Request _Select One—

e Time Request: This field will auto-populated based on the Request Priority.

o Reason for Request: Select the appropriate reason from the drop down.
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Adding a New IP Non-Clinical Request — Adding Diagnosis

You can add multiple diagnoses from this screen or you can utilize the Favorite Diagnosis hyperlink to save time
and keystrokes. The Favorite Diagnosis function will allow you to create and manage a list of frequently used
diagnoses. The list is unique to the provider's account. Reference Chapter 9 “Favorite Diagnosis List — How to
Create a Favorites List.”

© Diagnosts | CogeType * | |cpyg Diagnosis * | piagnosis Q
Advanced Search Favorite Diagnosis

Step Action

1. Code Type will default to ICD10. You may select a different code type if applicable.

2 Type the diagnosis or code in the Diagnosis field.

You may also use the Advanced Search function, if needed.
3. Once you select the diagnosis, it will display on the screen and be attached to the episode.
Primary Dx Code Type Diagnosis Actions

ICD10 150.9—-Heart failure, unspecified
ICD10 R69-lliness, unspecified -]

4. If you... Then...

want to add additional Repeat steps 2 and 3.

diagnoses
Note:

- Click the remove icon € to remove a diagnosis from
the request.

- You cannot remove a diagnosis unless there is more
than one diagnosis already selected

- Click the Star v in the Primary Dx column if you need
to designate a different diagnosis as primatry.

do not want to add

— _ Proceed to the Providers section of the episode.
additional diagnoses
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Adding a New IP Non-Clinical Request — Adding Providers

All Inpatient requests require a Treating provider (Facility) and an Attending physician.

The steps below outline the processes for adding providers to the request.

Favorite Providers - You can utilize the Favorite Providers hyperlink to save time and
keystrokes. The Favorite Providers list will allow you to create and manage a list of
frequently used providers. Reference Chapter 9 “Favorite Providers List-How to Create a

Favorites List.”

Step Action

1. Click the Attach Providers button.
Provider Details
Favorite Providers
2. Enter the appropriate search criteria and click on Search.
Attach Providers
€ Enter any search criteria
LOB
Provider Last Name / Facility Last Name / Facilly Q Provider First Name Provider First Name Q
NPIN Provider ID
Advanced Search
Cancel
3. After clicking Search:
‘ If appropriate provider... Then...
Is displayed Click the Attach button
Is not displayed You may use the Advanced Search functionality and

click the Attach button after locating the provider

LOB
Provider Last Name / Facilty Q | Provder Ficst Name eeEp—— Q

NRIN Provider 10
Pravider Type Selec One ~l Specially Selec] Cne |
TaxiD State ~Stlect One-— |

city Counly

Provioer Phone Netwo . . 1
Selec One |
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Adding a New IP Non-Clinical Request — Adding Providers (cont.)

Search Results

Provider ID Provider Name Location Type Provider Role Partici]
e 0000000 Hospital A Any City, PA Fagcility/Vendor | |
© Single Attach

© Multiple Attach

() Setas Favorite

Step Action

4, e Search for the facility.

¢ Once you have located the facility, select “Treating” from the drop-down list in the Provider Role

column, click the [#]icon next to the provider row and select [©_Single Attach i attach the provider
to the episode.

Result: The Provider will be attached and listed in the Providers section of the episode.

5. e Search for the attending physician.
¢ Once you have located the physician, select “Attending” from the drop-down list in the Provider

Role column, click the [#] icon next to the provider row and select [©_single Attach |1 attach the
provider to the episode.

Result: The Provider will be attached and listed in the Providers section of the episode.

If you want to . Then...
Q Attach multiple Follow the steps outlined below:
providers to an
episode at the
same time ¢ Inthe row of each desired provider in the search results screen,
select the appropriate Provider Role from the drop-down list, click the

@ icon next to the row and select the option

e As each provider is selected, they will be added to the “Selected
Providers List” at the bottom of the screen

¢ When all providers have been added, verify the selected Provider

e Search for the desired providers

Role and click the button to add them to the episode.

Provider Details 1D Name Location Role Network Phone Action
Hospital A ‘ Treating v ‘ @
. - (-]
Provider A Attending v
NOTE:

¢ If the incorrect provider is attached, click the Deactivate icon @ to deactivate the facility. The facility will
be removed from the episode.
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Adding a New IP Non-Clinical Request — Stay Request

You can add a Stay Request (length of stay/days in hospital) without adding a Service Request. The Service
Request is used to request a surgical procedure. The following steps outline how to add the Stay Request.

Stay Request
Service Type *
—Select One-- Actual Admit Date &
Place of Service Medical
Requested Level Of Care _Select One— LOS Requested

Step Action

1. Select the most appropriate choice in the Service Type drop down.

2. Select the most appropriate choice in the Place of Service drop down.
Note - If you are uncertain, select “Medical.”

3. Select the most appropriate “type of bed or unit” in which the member was admitted in the
Requested Level of Care drop down.

4. Enter the “date of admission” in the Admit Date field.

5. Enter “1” in the LOS Requested # field.
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Adding a New IP Non-Clinical Request — Adding Service Request (if applicable)

When adding a procedure to an Inpatient request, you will need to complete the Service Request section.

Favorite Services - You can utilize the Favorite Services hyperlink to save time and
keystrokes. The Favorite Services list will allow you to create and manage a list of

frequently used services. Reference Chapter 9 “Favorite Services List—-How to Create a
Favorites List.”

Step Action

1.

Complete information in the Service Request section (if applicable) using the guidelines outlined

below:

Service Request

Service Type Inpatient ﬂ Modifier Search Modifier Q
Place of Service Medical [v] Start Date 08/12/2020 i
Code Type - [v] End Date 08/13/2020 [
Service Code Search Service Code Q
Advanced Search Favorite Services
UCR Cost s Units 1
Time Frame Per Day ﬂ Requested # 1
Time period 1 ﬂ
Add

Service Type

Defaults to Inpatient, but update as needed

Place of Service

Defaults to Medical, but update as needed

Code Type

Defaults to CPT, but update as needed

Service Code

Enter the requested procedure code.

Note: You can type the procedure code or a description of the code. As
information is typed, the auto coder will automatically display matches in the
drop-down list. Select the appropriate procedure from the list. You can also use
the Advanced Search link to initiate a search for the procedure code.

Modifier Enter modifier details as appropriate
Start Date Defaults to match the Actual Admit date, update as needed
End Date Defaults to the next day, update as needed

To view these fields, you may need to click on the Optional Fields hyperlink.

Time Frame Defaults to 1, but update as needed
Time Period Defaults to 1, but update as needed
Units Defaults to 1, but update as needed
UCR Cost N/A — not used
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Adding a New IP Non-Clinical Request—Adding Service Request (if appl), cont.

2. Click the Add button
Result: The Service Request line will now be populated (appears below the Service Request fields)

Service Request

Action | Service Code Requested# Start Date End Date Service Type Place of Service Review Status

[-] 93352(CPT) 1 08/12/2020 08/13/2020 Inpatient Medical

Note: If a Service Request was added in error or with incorrect information, you may click the & icon
in the Action column to remove the given line.

3. Repeat Steps 1 and 2 to add additional services, if appropriate
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Adding a New IP Non-Clinical Request — Adding Documents
Follow these instructions to add Documents.

1. Complete the following:
a. Document Title: enter the title of the document
b. Document Type: defaults to Medical Document, update as needed.

c. Document Description: optional field

d. Click the Browse button to search for the document you wish to upload
i.  Click the desired document and click the Open button

e. You will see the document name listed next to the Browse button.

-

You may add additional documents by selecting Add.
Select Done when you have added all documents you wish to attach.

Add Documentj

Q@

Documant Tite * ' ionz Cirnical

Document Type Medical Document v

Document Deseription Allows 5000 characters only

*
Select Document Browse Document 2- for upload.docx

Selected Files
Document Title Type Date Added Added User Description

-] Clinical Medical Document 1011312021 Williams, Jessica

=
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Adding a New IP Non-Clinical Request — Adding Notes

Notes Mote Type _Select One— Note Encounter Date 08/13/2020 =
Note Encounter Time 08 49
NOeT™ Flev Edit~ View~ Format~ Tools v
B 7 Y ¥ ©
A
v

Step ‘ Action ‘

1. Select the appropriate Note Type from the drop-down menu.
2. Enter the appropriate notes in the notes section. Be sure to include your name and contact
information in the event the Plan needs to contact you.

/f; This is a shared note field. Notes can be viewed and entered by both you and the Plan.
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Adding a New IP Non-Clinical Request — Save as Draft

The Non-clinical request must be saved so it is available to access at a later time in order to add clinical data.

Step \ Action ‘

1.

Click on the Save as Draft button to save your request.

7

Save as Draft Cancel

Note: The Submit button will not be active until a clinical review has been completed.

You will be taken to the top of the request where you will see that it is now in Draft
status (upper left corner).

Inpatient Request (Draft)

You may click on Dashboard to exit the request where you see the request displayed
as Pending Submission in the Work in Progress and Requests by Type widgets.

My Dashboard @ Last Updated : 0 min ago 1 o
Q 0 A Work in Progress

Alerts

Today [l 1 Day 2 Days 3 Days [ >3 Days

P 0
-

Messages

5 Further Informatiol
-
= e o | N
[ ] 0 0 1 2 3 4 5
t"m Gaps in Care v Ik
Requests by Type A Decisions Made Today

M Processed Pending Submission Further Infq (| ired [l ding Decision I Approved [l Denied Partial Deniall
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5 ADD CLINICAL TO AN EXISTING IP
NON-CLINICAL REQUEST
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How to Add Clinical Information to Existing IP Non-Clinical Request

There are three options for accessing the non-clinical request.

Option #1: Search Request
Step ‘ Action

1. Click on Menu and select Search Request

= Menu O memory

Provider
2. Enter the appropriate search criteria and click on the Search button.

Nate: To search by Member 1D, you will need to add 01" at the end of the Member ID. For exampie, for Member 1D 99999, enter 99999-01
Tip. Search by Memoer 1D mstead of Name to make 1§ easer 1o slan @ New Request

Meioes P Nars = Request Added From =
Membe D TIE | ey ember 10 ~ VIEWCISES | Gases Treated by me v
Mamber I0 Business Enlity ALL vl
Rrequest Siatus Select One v Frovides Name St One-— v
Epsode Trpe | _gpiect One- v Created By Select One vl
Episuce 10 Submitted BY | _geiect One— v
= -
3. What results display will be based on the refinement of the search criteria.

Note: Only those episodes for which you are either the Treating or Attending will be displayed.

Option #2: Dashboard — Work in Progress Widget
Step ‘ Action

1. Click on the Pending Submission hyperlink bar in the Work in Progress widget

Work in Progress

Pending Submission

2. All Pending Submission requests, regardless of Episode Type, will be displayed.
Work in Progress
Al Pending Submission Today
Episode Type  Cert Number Episode ID  Member Name
-3 IP 2008000414 9025650 ExampleA, Portal
& IP 2008000422 9025658 ExampleB, Portal
-] OP 2008000423 9025659 ExampleA, Portal
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How to Add Clinical Information to Existing IP Non-Clinical Request
Option #3: Dashboard — Requests by Type Widget

Step Action

1. Click on the Pending Submission hyperlink bar in the Request by Type widget

Requests by Type

I Processed Pending Submission Further Information Required [l Pending Decision

O I :
OF 1 1

2. All Pending Submission requests for that Episode Type will be displayed.
Requests by Type
Inpatient Pending Submission Date Ra
Episode Type Cert Number Episode ID Member Name
& IP 2008000414 9025650 ExampleA, Portal
& P 2008000422 9025653 ExampleB, Portal
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Adding Clinical Information to Existing IP Non-Clinical Request — Edit Request

Follow these steps to open the request for editing.

Step ‘ Action

1. Click on the 4¥ icon to the left of the episode and select Edit Request.
&
o P @ View Episode Abstract
. & Edit Request & Edit Request
@ View Episode Abstract Add Member Assessment

Note: Depending on how you accessed the episode, you may see different options under the gear.

2. The request will open and is read to be updated.
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Adding Clinical Information to Existing IP Non-Clinical Request — InterQual

— If you need training or have questions regarding the use of InterQual Connect criteria, please contact
—j your facility InterQual trainer or contact your Change HealthCare account representative.

The health plan is certified to conduct training for internal associates only.

Step Action

1. Click the Check for Review button.
2. You will receive the following message. Click OK only if you completed the items listed.

pr-jvb-ap-pp.amerihealthcaritas.com says

There are stay/service lines to be reviewed. Kindly complete the same

before submit.

3. Click the appropriate Go to Criteria button.
If... Then...
Only a Stay Request e Click the Go to Criteria button associated with the Stay
Request.
Both Stay and Service Requests e The Go to Criteria button associated with the Stay Request will
be inactive.
e Click the Go to Criteria button associated with the Service
Request.
'St Ri l'
— Treatment Sefting * Hospital - Inpatient v
Actual Admit Date 10M12/2021 -
Treatment Type Medical v
Requested Level OF Care Medical v LOS Requested 1
Review Status
Go 't Cmena
emvice Request ‘
Action Service Code Modifier Requesteds Start Date [End Date Treatment Satting Treatment Typs Review Statug
EE2B0{CPT) i 152021 M50 Hospdal - Inpatient Midcal
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Adding Clinical Information to Existing IP Non-Clinical Request — InterQual, cont.

Step Action

4. You will receive the following message. Click OK only if you completed the items listed.

pr-jva-ap-pp.amerihealthcaritas.com says

Click OK only after all diagnoses, stay and/or service detail lines are
completed. Edits are not permitted after clicking OK. Click Cancel to

edit or OK to continue,

5. The system will connect with InterQual and determine if there is a matching guideline.

If thereis... Then...

Matching Guideline You will receive this pop-up similar to this where you may select the appropriate
guideline and click on OK. Proceed to Step 6 in this section.

Select Guideline

InterQual Guideline Selection

Code : 150.9, G0493

’Q' Home Care Services, Adult, LOC:Home Care Q & A

Guideline
O Home Care Services, Pediatric, LOC:Home Care Q & A

Cancel

No Matching Guideline You will receive this pop-up. Click OK to close the window and you will be
returned to the request screen. Proceed to Adding Documents.

Select Guideline x

InterQual Guideline Selection

Code : Jdo

Guideline : Mo matching guideline was found

Cancel
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Adding Clinical Information to Existing IP Non-Clinical Request — InterQual, cont.

Step Action

6. After answering the review questions, the Recommendations page will display either Criteria Met or
Criteria Not Met.

7. From the Recommendations page:
If you click... | Then...
Save The review will be saved and can be updated, if needed, prior to submitting the request.
The review will be saved and closed. It cannot be updated even if you have not yet
Complete .
submitted the request.
8. Close the InterQual tab to return to the Provider Portal
9. The request line will now display a status in the Decision column.
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Adding Clinical Information to Existing IP Non-Clinical Request — Assessments

If an assessment is associated with the request, an Assessment section will be displayed where you may access
and complete the associated assessment.

Assessments New In Progress Completed = Voided
Assessment Title Identified On Assessment Added By
@ Sample Assessment 11/23/2020 Sentinel
P start
@ Veid

P 1of1
[l Trend Report age 1 of

&= Print Blank Assessment

Complete Save Save and Generate POC Cancel Add Activity Motes Assessment (POC) Review Share With Member Last Answered Question
Assessment Score 0 of 9 Provider Portal Delivery Screening Assessmer fal Copy Group Answers Group Score: 0 of9
Timer 00-00:09 NI
c Sample Question...

Step ‘ Action ‘

1. In the New Tab of the Assessment section, click on the gear icon to the left of the
Assessment and click on Start.

2. Answer the questions.
Note - Questions in red are mandatory.

3. Click the Complete button to complete the assessment.

Note- This will trigger any auto approval rules (if configured.) The Save button will not
trigger the auto approval rules.
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Adding Clinical Information to Existing IP Non-Clinical Request — Adding

Documents
When submitting an IP Clinical Request, you must attach the clinical information. Follow these instructions to

add Documents.

2 Complete the following:
a. Document Title: enter the title of the document

b. Document Type: defaults to Medical Document, update as needed.

c. Document Description: optional field

d. Click the Browse button to search for the document you wish to upload
i.  Click the desired document and click the Open button

e. You will see the document name listed next to the Browse button.

f.  You may add additional documents by selecting Add.

g. Select Done when you have added all documents you wish to attach.

Add Documents

Documst Tie * Additional Clinical

Document Type Medical Document v

Document Description Allo

s 5000 characters only

*
Select Document Browse Document 2- for upload.docx

Selected Files
Document Title Type Date Added Added User Description

[-] Clinical Medical Document 10/13/2021 Williams, Jessica
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Adding Clinical Information to Existing IP Non-Clinical Request — Adding Notes

Notes Mote Type _Select One— Note Encounter Date 08/13/2020 =
Note Encounter Time 08 49
NOeT™ Flev Edit~ View~ Format~ Tools v
B 7 Y ¥ ©
A
v

Step ‘ Action ‘

3. Select the appropriate Note Type from the drop-down menu.
4. Enter the appropriate notes in the notes section. Be sure to include your name and contact
information in the event the Plan needs to contact you.

ﬁ This is a shared note field. Notes can be viewed and entered by both you and the Plan.
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Adding Clinical Information to Existing IP Non-Clinical Request — Submitting the

Request

Once all required sections are completed, you are ready to submit the request.

Step ‘ Action

1. Click on the Submit button to submit your request.
ml Save as Draft Delete Cancel
Note: The Submit button will not be active until a clinical review has been completed.
2. The Request Details information will be displayed, including the Cert Number.
Note: If the request is programmed to auto-approve, you will see Approved in the
Decision column.

Request Details
Episode Abstract
Expected Decision Date : Authorization Type : IP Episode Number : 9025648
08/15/2020
Stay Request stay ID LOS Requested# LOS Assigned# LOS Denied
12548537 1 0 0
Authorization Details Service ID Service Code Requested # Assigned # Denied

12548538 27428(CPT) 1 4] 0

Episode Status : OpenRequest Cert Number 2008000412

Auth Start Date Auth End Date Service Type Decision
08/17/2020 08/18/2020 Inpatient
Auth Start Date Auth End Date Service Type Frequency Decision|
Inpatient Per Day Pending
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6 ENTER AN OP CLINICAL REQUEST
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How to Enter an Outpatient Clinical Request

When entering a request you have 2 options:

1) Enter a clinical request which includes all clinical information.
2) Enter a non-clinical request where the clinical information can be added at a later time

The steps in this chapter outline how to enter an OP clinical request. Reference chapter 7 “How to Enter an OP
Non-clinical Request” and Chapter 8 “How to Add Clinical Information to an Existing OP Non-clinical Request” for
more information.

When entering a clinical request, you must provide the following information:

- Episode Details

Diagnosis- primary a must, secondary is optional

Treating Provider

Referring Provider

Add service request

Add Assessments (if triggered)

Clinical Information
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Adding a New OP Clinical Request — Adding Episode Details

After locating the member (following the steps outlined in Chapter 2), click on Add New Request and select
Outpatient from the drop-down list.

The Member Demographics are at the top of the page. You may click the drop-down caret on the right to expand
the demographics window.

ExampleA, Portal (Female) DOB: i\ Member ID: Government Id:

Address 1234 Mulberry L 1A Phone & Email (515) 555-5555 Coverage . . PCP/PCM Allergies

Dutpatient Request '

© Episode Details * S g
Request Type Expecled Request Priority Standard 24

Optional Fields

Follow these steps to complete the Episode Details section:

Step Action

1. Request Type: defaults to Expected, update if appropriate

2. Request Priority: defaults to Standard 24, update if appropriate

If you click the Optional Fields hyperlink, additional fields will be displayed.

©® Episode Details * I
Request Type Expected Request Priority Standard 24

Time Request 24 Hours Reason for Request __Select One--

o Time Request: This field will auto-populated based on the Request Priority.

o Reason for Request: Select the appropriate reason from the drop down.
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Adding a New OP Clinical Request — Adding Diagnosis

You can add multiple diagnoses from this screen or you can utilize the Favorite Diagnosis hyperlink to save time
and keystrokes. The Favorite Diagnosis function will allow you to create and manage a list of frequently used
diagnoses. The list is unique to the provider’s account. Reference Chapter 9 “Favorite Diagnosis List — How to
Create a Favorites List.”

© Diagnosis Code Type * | |op1g Diagnosis * Diagnosis Q
Advanced Search Favorite Diagnosis
Step Action ‘
1. Code Type will default to ICD10. You may select a different code type if applicable.
2 Type the diagnosis or code in the Diagnosis field.
You may also use the Advanced Search function, if needed.
3 Once you select the diagnosis, it will display on the screen and be attached to the episode.
Primary Dx Code Type Diagnosis Actions
ICD10 150.9—Heart failure, unspecified
ICD10 RE9—lliness, unspecified Q

4. If you... Then...

want to add additional Repeat steps 2 and 3.

diagnoses
Note:

- Click the remove icon &) to remove a diagnosis from
the request.

- You cannot remove a diagnosis unless there is more
than one diagnosis already selected

- Click the Star 1 in the Primary Dx column if you need
to designate a different diagnosis as primary.

do not want to add

— _ Proceed to the Providers section of the episode.
additional diagnoses
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Adding a New OP Clinical Request — Adding Providers

All Outpatient requests should contain a Treating provider (Facility or Agency providing the service) and a
Referring provider (physician or group referring the member for services).

The steps below outline the processes for adding providers to the request.

Favorite Providers - You can utilize the Favorite Providers hyperlink to save time and

_ keystrokes. The Favorite Providers list will allow you to create and manage a list of

P frequently used providers. Reference Chapter 9 “Favorite Providers List-How to Create a
Favorites List.”

Step Action ‘

1. Click the Attach Providers button.
Provider Details
Favorite Providers
2. Enter the appropriate search criteria and click on Search.

Attach Providers

€ Enter any search criteria

LOB

Provider Last Name / Facility Last Name / Facility Q Provider First Name Provider First Name Q

NPIN Provider ID

Advanced Search

m cancel

3. After clicking Search:
If appropriate provider... Then...
Is displayed Click the Attach button
Is not displayed You may use the Advanced Search functionality and

click the Attach button after locating the provider

LOB

Provider Last Name | Facilfy PPEEpE— Q | ProvderfustName oo a
NPIN Provider 10

Provider Type: Satect One Specially Selet One. )

Tax |B Eiale ~Select One-—- |

city Counly

Provioer Phone Network Sl Ol =
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Adding a New OP Clinical Request — Adding Providers (cont.)

Search Results

Provider ID Provider Name Location Type Provider Role Partici]
e 0000000 Hospital A Any City, PA Fagcility/Vendor | |
© Single Attach

© Multiple Attach

() Setas Favorite

Step Action

4, e Search for the facility.

¢ Once you have located the facility, select “Treating” from the drop-down list in the Provider Role

column, click the [#]icon next to the provider row and select [€_Singie Atiach |1 attach the provider
to the episode.

Result: The Provider will be attached and listed in the Providers section of the episode.

5. e Search for the attending physician.
e Once you have located the physician, select “Referring” from the drop-down list in the Provider

Role column, click the [#] icon next to the provider row and select [©_single Attach |1 attach the
provider to the episode.

Result: The Provider will be attached and listed in the Providers section of the episode.

If you want to . Then...
Q Attach multiple Follow the steps outlined below:
providers to an
episode at the
same time ¢ Inthe row of each desired provider in the search results screen,
select the appropriate Provider Role from the drop-down list, click the

@ icon next to the row and select the option

e As each provider is selected, they will be added to the “Selected
Providers List” at the bottom of the screen

¢ When all providers have been added, verify the selected Provider

e Search for the desired providers

Role and click the button to add them to the episode.

Provider Details D Name Location Role Network Phone Action

Provider A (]
Provider 8 °

NOTE:
¢ If the incorrect provider is attached, click the Deactivate icon @ to deactivate the facility. The facility will
be removed from the episode.
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Adding a New OP Clinical Request — Adding Service Request

You will need to complete the Service/Specialty Drug Request section.

Favorite Services - You can utilize the Favorite Services hyperlink to save time and
keystrokes. The Favorite Services list will allow you to create and manage a list of
frequently used services. Reference Chapter 9 “Favorite Services List-How to Create a
Favorites List.”

Service/Specialty Drug
Request

Service Type * _Select One— ﬂ Maodifier Search Modifier Q
Place of Service Medical ﬂ Start Date * =
Code Type * CPT ﬂ End Date * 2]
Service Code * Search Service Code Q Requested # 1
Advanced Search  Favorite Services
Optional Fields
UCR Cost $ Units 1
Time Frame Per Day ﬂ
Time period 1 ﬂ
Add

Step ‘ Action

1.

Complete information in the Service Request section (if applicable) using the guidelines outlined

below:

Service Type

Choose the appropriate selection from the drop-down list.

Place of Service

Choose the appropriate selection from the drop-down list.

Code Type

Auto-populated to CPT, update if necessary.

Service Code

Enter the requested service code.

Note: You can type the service code or a description of the code. As
information is typed, the auto coder will automatically display matches in the
drop-down list. Select the appropriate service from the list. You can also use
the Advanced Search link to initiate a search for the service code.

Modifier Enter modifier details as appropriate
Start Date Enter the date of the requested service
End Date Enter the end date of the service

Requested #

Enter the appropriate units/visits

To view these fields

, You may need to click on the Optional Fields hyperlink.

Time Frame Defaults to Per Day.
Time Period Defaults to 1.
Units/Visits Defaults to 1. Enter the appropriate units/visits.
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Adding a New OP Clinical Request — Adding Service Request, cont.

2. Click the Add button.
Result: The Service Request line will now be populated (appears below the Service Request fields)

Service Request

Action Service Code Requested# Start Date End Date Service Type Place of Service
@ GO0493(HCPC) 5 08/17/2020 09/01/2020 Home Medical
(-] S9131(HCPC) 14 08/19/2020 09/02/2020 Home Medical

Note: If a Service Request was added in error or with incorrect information, you may click the
icon in the Action column to remove the given line.

3. Repeat Steps 2 & 3 if additional service requests need to be added
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Adding a New OP Clinical Request — InterQual

Access and complete InterQual Connect Clinical Criteria

— If you need training or have questions regarding the use of InterQual Connect criteria, please contact
—j your facility InterQual trainer or contact your Change HealthCare account representative.

The health plan is certified to conduct training for internal associates only.

Step Action

1. Click the Check for Review button.
2. Once determined that one or both exists, you will receive the following pop-up message. Click OK.

pr-jvb-ap-pp.amerihealthcartas.com says

There are stay/service lines to be reviewad. Kindly complete the same

before submit.

3. Click the appropriate Go to Criteria button.
If... Then...
Only a Stay Request ¢ Click the Go to Criteria button associated with the Stay
Request.
Both Stay and Service Requests e The Go to Criteria button associated with the Stay Request will
be inactive.
e Click the Go to Criteria button associated with the Service
Request.
Stay Reques’ retmont Seffing
1 reatment et n
g Hospital - Inpatient v Actual Admit Date P— -
Treatment Type Medical v
Requested Level OF Care Medical v LOS Requested 1
Review Status
Go to Criteria
o't Cena
Action Service Code Modifier Requesteds Start Date [End Date Treatment Satting Treatment Typs Review Statug
E22B0{CPT) i 0152021 M50 Hospdal - Inpatient Modcal
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Adding a New OP Clinical Request — InterQual, cont.

Step Action

4.

You will receive the following message. Click OK only if you completed the items listed.

edit or OK to continue,

pr-jve-ap-pp.amerihealthcaritas.com says

Click OK only after all diagnoses, stay and,/or service detail lines are
completed. Edits are not permitted after clicking OK. Click Cancel to

The system will connect with InterQual and determine if there is a matching guideline.

If there is... Then...

Matching Guideline

You will receive this pop-up similar to this where you may select the appropriate
guideline and click on OK. Proceed to Step 6 in this section.

Select Guideline

Code:

Guideline

InterQual Guideline Selection

150.9, G0493

’Q' Home Care Services, Adult, LOC:Home Care Q & A
) Home Care Services, Pediatric, LOCHome Care Q & A

Cancel

No Matching Guideline

You will receive this pop-up. Click OK to close the window and you will be
returned to the request screen. Proceed to Adding Documents.

Select Guideline

Code :

Guideline :

InterQual Guideline Selection

Jdo

Mo matching guideline was found.

G

x
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Adding a New OP Clinical Request — InterQual, cont.

Step Action

6. After answering the review questions, the Recommendations page will display either Criteria Met or
Criteria Not Met.

7. From the Recommendations page:
If you click... | Then...
Save The review will be saved and can be updated, if needed, prior to submitting the request.
Complete The review will be saved and closed. It cannot be updated even if you have not yet

submitted the request.

8. Close the InterQual tab to return to the Provider Portal

9. The request line will now display a status in the Decision column.
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Adding a New OP Clinical Request — Adding Assessments
If an assessment is associated with the request, an Assessment section will be displayed where you may access
and complete the associated assessment.

Assessments New | InProgress = Completed = Voided
Assessment Title Identified On Assessment Added By
@ Sample Assessment 11/23/2020 Sentinel
P start
@ Veid
Page 10f1

[shll  Trend Report
&= Print Blank Assessment

Complete Save Save and Generate POC Cancel Add Activity Motes Assessment (POC) Review Share With Member Last Answered Question
Assessment Score 0 of 9 Provider Portal Delivery Screening Assessmer fal Copy Group Answers Group Score: 0 of9
Timer 00-00:09 NI
c Sample Question...

Step ‘ Action ‘

1. In the New Tab of the Assessment section, click on the gear icon to the left of the
Assessment and click on Start.

2. Answer the questions.
Note - Questions in red are mandatory.

3. Click the Complete button to complete the assessment.

Note- This will trigger any auto approval rules (if configured.) The Save button will not
trigger the auto approval rules.
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Adding a New OP Clinical Request — Adding Documents

When submitting an OP Clinical Request, you must attach the clinical information. Follow these instructions to

add Documents.

f.

a.
b
C.
d
e.

g.

Document Title: enter the title of the document

Document Type: defaults to Medical Document, update as needed.

Document Description: optional field

Click the Browse button to search for the document you wish to upload
i.  Click the desired document and click the Open button

You will see the document name listed next to the Browse button.

You may add additional documents by selecting Add.

Select Done when you have added all documents you wish to attach.

Step ‘ Action

1. Complete the following:

Selocied Files

e

dd Documents|

Dorument Te ¥ | 4 yiwens canical

Documart Typo

Document Title Type Date Added Added User

Madical Documesd 1132021 Wik, Jemsica

Description
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Adding a New OP Clinical Request — Adding Notes

Notes Mote Type _Select One— Note Encounter Date 08/13/2020 =
Note Encounter Time 08 49
NOeT™ Flev Edit~ View~ Format~ Tools v
B 7 Y ¥ ©
A
v

Step ‘ Action ‘

1. Select the appropriate Note Type from the drop-down menu.
2. Enter the appropriate notes in the notes section. Be sure to include your name and contact
information in the event the Plan needs to contact you.

/f; This is a shared note field. Notes can be viewed and entered by both you and the Plan.
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Adding a New OP Clinical Request — Submitting the Request

Once all required sections are completed, you are ready to submit the request.

Step \ Action
1. Click on the Submit button to submit your request.

ml Save as Draft Delete Cancel

Note: The Submit button will not be active until a clinical review has been completed.

2. The Request Details information will be displayed, including the Cert Number.

Note: If the request is programmed to auto-approve, you will see Approved in the
Decision column.

Request Details

Episode Abstract

Expected Decision Date : Authorization Type op Episode Number @ 9025648 Episode Status : OpenRequest Cert Number 2008000412
08/15/2020
Authorization Details Service ID Service Code Requested # Assigned # Denied Auth Start Date Auth End Date Service Type Frequency Decision
12548538 27428(CPT) 1 0 0 Inpatient Per Day Pending
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5

/ ENTER AN OP NON-CLINICAL REQUEST
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How to Enter an Outpatient Non-Clinical Request

A non-clinical request can be started by non-clinical staff or anyone who does not have clinical information
available at the time of entry.

The non-clinical request can be saved and is available to access at a later time in order to add clinical data.

When entering a non-clinical request, you must provide the following information:

Episode Details

Diagnosis- primary a must, secondary is optional

Treating Provider

Referring Provider

Add service request
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Adding a New OP Non-Clinical Request — Adding Episode Details

After locating the member (following the steps outlined in Chapter 2), click on Add New Request and select
Outpatient from the drop-down list.

The Member Demographics are at the top of the page. You may click the drop-down caret on the right to expand
the demographics window.

ExampleA, Portal (Female) DOB: i\ Member ID: Government Id:

Address 1234 Mulberry L 1A Phone & Email (515) 555-5555 Coverage . . PCP/PCM Allergies

Dutpatient Request '

© Episode Details * S g
Request Type Expecled Request Priority Standard 24

Optional Fields

Follow these steps to complete the Episode Details section:

Step Action

1. Request Type: defaults to Expected, update if appropriate

2. Request Priority: defaults to Standard 24, update if appropriate

If you click the Optional Fields hyperlink, additional fields will be displayed.

©® Episode Details * I
Request Type Expected Request Priority Standard 24

Time Request 24 Hours Reason for Request __Select One--

o Time Request: This field will auto-populated based on the Request Priority.

o Reason for Request: Select the appropriate reason from the drop down.
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Adding a New OP Non-Clinical Request — Adding Diagnosis

You can add multiple diagnoses from this screen or you can utilize the Favorite Diagnosis hyperlink to save time
and keystrokes. The Favorite Diagnosis function will allow you to create and manage a list of frequently used
diagnoses. The list is unique to the provider’'s account. Reference Chapter 9 “Favorite Diagnosis List — How to
Create a Favorites List.”

© Diagnosis Code Type * | |op1g Diagnosis * Diagnosis Q
Advanced Search Favorite Diagnosis
Step Action ‘
1. Code Type will default to ICD10. You may select a different code type if applicable.
2 Type the diagnosis or code in the Diagnosis field.
You may also use the Advanced Search function, if needed.
3 Once you select the diagnosis, it will display on the screen and be attached to the episode.
Primary Dx Code Type Diagnosis Actions
ICD10 150.9—Heart failure, unspecified
ICD10 RE9—lliness, unspecified Q

4. If you... Then...

want to add additional Repeat steps 2 and 3.

diagnoses
Note:

- Click the remove icon &) to remove a diagnosis from
the request.

- You cannot remove a diagnosis unless there is more
than one diagnosis already selected

- Click the Star 1 in the Primary Dx column if you need
to designate a different diagnosis as primary.

do not want to add

— _ Proceed to the Providers section of the episode.
additional diagnoses
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Adding a New OP Non-Clinical Request — Adding Providers

All Outpatient requests should contain a Treating provider (Facility or Agency providing the service) and a
Referring provider (physician or group referring the member for services).

The steps below outline the processes for adding providers to the request.

Favorite Providers - You can utilize the Favorite Providers hyperlink to save time and

_ keystrokes. The Favorite Providers list will allow you to create and manage a list of

P frequently used providers. Reference Chapter 9 “Favorite Providers List-How to Create a
Favorites List.”

Step Action ‘

1. Click the Attach Providers button.
Provider Details
Favorite Providers
2. Enter the appropriate search criteria and click on Search.

Attach Providers

€ Enter any search criteria

LOB

Provider Last Name / Facility Last Name / Facility Q Provider First Name Provider First Name Q

NPIN Provider ID

Advanced Search

m cancel

3. After clicking Search:
If appropriate provider... Then...
Is displayed Click the Attach button
Is not displayed You may use the Advanced Search functionality and

click the Attach button after locating the provider

LOB

Provider Last Name | Facilfy PPEEpE— Q | ProvderfustName oo a
NPIN Provider 10

Provider Type: Satect One Specially Selet One. )

Tax |B Eiale ~Select One-—- |

city Counly

Provioer Phone Network Sl Ol =
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Adding a New OP Non-Clinical Request — Adding Providers (cont.)

Search Results

Provider ID Provider Name Location Type Provider Role Partici]
e 0000000 Hospital A Any City, PA Fagcility/Vendor | |
© Single Attach

© Multiple Attach

() Setas Favorite

Step Action

4, e Search for the facility.

¢ Once you have located the facility, select “Treating” from the drop-down list in the Provider Role

column, click the [#]icon next to the provider row and select [©_Single Attach ¢ attach the provider
to the episode.

Result: The Provider will be attached and listed in the Providers section of the episode.

5. e Search for the attending physician.
e Once you have located the physician, select “Referring” from the drop-down list in the Provider

Role column, click the [#] icon next to the provider row and select [©_single Attach |1 attach the
provider to the episode.

Result: The Provider will be attached and listed in the Providers section of the episode.

If you want to . Then...
Q Attach multiple Follow the steps outlined below:
providers to an
episode at the
same time ¢ Inthe row of each desired provider in the search results screen,
select the appropriate Provider Role from the drop-down list, click the

@ icon next to the row and select the option

e As each provider is selected, they will be added to the “Selected
Providers List” at the bottom of the screen

¢ When all providers have been added, verify the selected Provider

e Search for the desired providers

Role and click the button to add them to the episode.

Provider Details D Name Location Role Network Phone Action

Provider A (]
Provider 8 °

NOTE:
¢ If the incorrect provider is attached, click the Deactivate icon @ to deactivate the facility. The facility will
be removed from the episode.
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Adding a New OP Non-Clinical Request — Adding Service Request

You will need to complete the Service/Specialty Drug Request section.

Favorite Services - You can utilize the Favorite Services hyperlink to save time and
keystrokes. The Favorite Services list will allow you to create and manage a list of
frequently used services. Reference Chapter 9 “Favorite Services List-How to Create a
Favorites List.”

Service/Specialty Drug
Request

Service Type * _Select One— ﬂ Maodifier Search Modifier Q
Place of Service Medical ﬂ Start Date * =
Code Type * CPT ﬂ End Date * 2]
Service Code * Search Service Code Q Requested # 1
Advanced Search  Favorite Services
Optional Fields
UCR Cost $ Units 1
Time Frame Per Day ﬂ
Time period 1 ﬂ
Add

Step ‘ Action

1.

Complete information in the Service Request section (if applicable) using the guidelines outlined

below:

Service Type

Choose the appropriate selection from the drop-down list.

Place of Service

Choose the appropriate selection from the drop-down list.

Code Type

Auto-populated to CPT, update if necessary.

Service Code

Enter the requested service code.

Note: You can type the service code or a description of the code. As
information is typed, the auto coder will automatically display matches in the
drop-down list. Select the appropriate service from the list. You can also use
the Advanced Search link to initiate a search for the service code.

Modifier Enter modifier details as appropriate
Start Date Enter the date of the requested service
End Date Enter the end date of the service

Requested #

Enter the appropriate units/visits

To view these fields

, You may need to click on the Optional Fields hyperlink.

Time Frame Defaults to Per Day.
Time Period Defaults to 1.
Units/Visits Defaults to 1. Enter the appropriate units/visits.
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Adding a New OP Non-Clinical Request — Adding Service Request, cont.

2. Click the Add button.
Result: The Service Request line will now be populated (appears below the Service Request fields)

Service Request

Action Service Code Requested# Start Date End Date Service Type Place of Service
@ GO0493(HCPC) 5 08/17/2020 09/01/2020 Home Medical
(-] S9131(HCPC) 14 08/19/2020 09/02/2020 Home Medical

Note: If a Service Request was added in error or with incorrect information, you may click the
icon in the Action column to remove the given line.

3. Repeat Steps 2 & 3 if additional service requests need to be added
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Adding a New OP Non-Clinical Request — Adding Documents

Follow these instructions to add Documents.

‘ Step ‘ Action

1.

Complete the following:

a. Document Title: enter the title of the document

b. Document Type: defaults to Medical Document, update as needed.
c. Document Description: optional field

d. Click the Browse button to search for the document you wish to upload

i.  Click the desired document and click the Open button

e. You will see the document name listed next to the Browse button.

f.  You may add additional documents by selecting Add.
g. Select Done when you have added all documents you wish to attach.
dd Documen
L] Medical Decumest v
Sec Doaument e | Document 2 Tor epinad docy
Selected Hies
Dociment Tele Type Date Added Added Liser Description
-] Cinical Medical Document 1AV Wiliams, Jessica
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Adding a New OP Non-Clinical Request — Adding Notes

Notes Mote Type _Select One— Note Encounter Date 08/13/2020 =
Note Encounter Time 08 49
NOeT™ Flev Edit~ View~ Format~ Tools v
B 7 Y ¥ ©
A
v

Step ‘ Action ‘

1. Select the appropriate Note Type from the drop-down menu.
2. Enter the appropriate notes in the notes section. Be sure to include your name and contact
information in the event the Plan needs to contact you.

/f; This is a shared note field. Notes can be viewed and entered by both you and the Plan.
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Adding a New OP Non-Clinical Request — Saving as Draft

The Non-clinical request must be saved so it is available to access at a later time in order to add clinical data.

Step \ Action \
1. Click on the Save as Draft button to submit your request.

7

Save as Draft Cancel

Note: The Submit button will not be active until a clinical review has been completed.

2. You will be taken to the top of the request where you will see that it is now in Draft
status (upper left corner).

Outpatient Request (Draft)

3. You may click on Dashboard to exit the request where you see the request displayed
as Pending Submission in the Work in Progress and Requests by Type widgets.

My Dashboard Last Updated - 0 min ago i =
Q 0 A Work in Progress

Alerts

Il Today [ 1 Day 2 Days 3 Days [l >3 Days

P 0
—4 Fending Submission !

Messages

5 Further In1S SRogui
-
[ ] 0 0 1 2 3 4 5
m Gaps in Care v] I}
Requests by Type ~ Decisions Made Today

I Processed Pending Submission Further Information Required [l Pending Decision I Approved [l Denied Partial Deniall

op
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8 ADD CLINICAL TO AN EXISTING OP
NON-CLINICAL REQUEST
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Adding Clinical Information to an Existing OP Non-clinical Request

There are three options for accessing the non-clinical request.

Option #1: Search Request
Step ‘ Action

1. Click on Menu and select Search Request

= Menu O memory

Provider
2. Enter the appropriate search criteria and click on the Search button.

Nate: To search by Member 1D, you will need to add 01" at the end of the Member ID. For exampie, for Member 1D 99999, enter 99999-01
Tip. Search by Memoer 1D mstead of Name to make 1§ easer 1o slan @ New Request

Meioes P Nars = Request Added From =
Membe D TIE | ey ember 10 ~ VIEWCISES | Gases Treated by me v
Mamber I0 Business Enlity ALL vl
Rrequest Siatus Select One v Frovides Name St One-— v
Epsode Trpe | _gpiect One- v Created By Select One vl
Episuce 10 Submitted BY | _geiect One— v
= -
3. What results display will be based on the refinement of the search criteria.

Note: Only those episodes for which you are either the Treating or Attending will be displayed.

Option #2: Dashboard — Work in Progress Widget
Step ‘ Action

1. Click on the Pending Submission hyperlink bar in the Work in Progress widget

Work in Progress

Pending Submission

2. All Pending Submission requests, regardless of Episode Type, will be displayed.
Work in Progress
Al Pending Submission Today
Episode Type  Cert Number Episode ID  Member Name
-3 IP 2008000414 9025650 ExampleA, Portal
& IP 2008000422 9025658 ExampleB, Portal
-] OP 2008000423 9025659 ExampleA, Portal

8l|Page




Adding Clinical Information to Existing OP Non-Clinical Request, continued

Option #3: Dashboard — Requests by Type Widget

Step ‘ Action

1. Click on the Pending Submission hyperlink bar in the Request by Type widget

Requests by Type

I Processed Pending Submission Further Information Required [l Pending Decision

© -

2. All Pending Submission requests for that Episode Type will be displayed.
Work in Progress
All Pending Submission Today
Episode Type Cert Number Episode ID Member Name
L oP 2005000423 9025659 ExampleA, Portal
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Adding Clinical Information to Existing OP Non-Clinical Request — Edit Request

Follow these steps to open the request for editing.

Step Action

1. Click on the 4¥ icon to the left of the episode and select Edit Request.
&
o oor @ View Episode Abstract
& Edit Request & Edit Request
@ View Episode Abstract Add Member Assessment
Note: Depending on how you accessed the episode, you may see different options under the gear.
2. The request will open and is read to be updated.
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Adding Clinical Information to Existing OP Non-Clinical Request — InterQual

Access and complete InterQual Connect Clinical Criteria

%

If you need training or have questions regarding the use of InterQual Connect criteria, please contact
your facility InterQual trainer or contact your Change HealthCare account representative.

The health plan is certified to conduct training for internal associates only.

Step ‘ Action

1.

Click the Check for Review button.

Check For Review

Once determined that one or both exists, you will receive the following pop-up message. Click OK.

before submit.

pr-jvb-ap-pp.amerihealthcaritas.com says

There are stay/service lines to be reviewed. Kindly complete the same

Only a Stay Request .

Click the appropriate Go to Criteria button.
If... Then...

Click the Go to Criteria button associated with the Stay
Request.

Both Stay and Service Requests o

The Go to Criteria button associated with the Stay Request will
be inactive.

Click the Go to Criteria button associated with the Service
Request.

Stay Request '
1 Treatment Setting *
Hospital - Inpatient v
Actual Admit Date 10122021 -
Treatment Type Medical -
Requested Level Of Care Medical v LS Requested 1
Review Status
Golo Cntena
Action Sarvica Code Wodifier Requesteds Start Date End Date Treatmant Setfing Treatment Typs Review Status
SE2ECET BTy s Hospial - Inpatient Medcal
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Adding Clinical Information to Existing OP Non-clinical Request — InterQual, cont.

Step Action

4, You will receive the following message. Click OK only if you completed the items listed.

pr-jve-ap-pp.amerihealthcaritas.com says

Click OK only after all diagnoses, stay and,/or service detail lines are
completed. Edits are not permitted after clicking OK. Click Cancel to

edit or OK to continue,

5. The system will connect with InterQual and determine if there is a matching guideline.
If there is... Then...
Matching Guideline You will receive this pop-up similar to this where you may select the appropriate

guideline and click on OK. Proceed to Step 6 in this section.

Select Guideline

InterQual Guideline Selection

Code : 150.9, G0493

’Q' Home Care Services, Adult, LOC:Home Care Q & A

Guideline
) Home Care Services, Pediatric, LOCHome Care Q & A

Cancel

No Matching Guideline You will receive this pop-up. Click OK to close the window and you will be
returned to the request screen. Proceed to Adding Documents.

Select Guideline x

InterQual Guideline Selection

Code : Jdo

Guideline : Mo matching guideline was found.

n Can cel
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Adding Clinical Information to Existing OP Non-clinical Request — InterQual, cont.

Step Action

6. After answering the review questions, the Recommendations page will display either Criteria Met or
Criteria Not Met.

7. From the Recommendations page:
If you click... | Then...
Save The review will be saved and can be updated, if needed, prior to submitting the request.
The review will be saved and closed. It cannot be updated even if you have not yet
Complete .
submitted the request.
8. Close the InterQual tab to return to the Provider Portal
9. The request line will now display a status in the Decision column.
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Adding Clinical Information to Existing OP Non-Clinical Request — Assessments

If an assessment is associated with the request, an Assessment section will be displayed where you may access
and complete the associated assessment.

Assessments New In Progress Completed = Voided
Assessment Title Identified On Assessment Added By
@ Sample Assessment 11/23/2020 Sentinel
@ Veid
Page 1 of 1

[shll  Trend Report

&= Print Blank Assessment

Complete Save Save and Generate POC Cancel Add Activity Motes Assessment (POC) Review Share With Member Last Answered Question
Assessment Score 0 of 9 Provider Portal Delivery Screening Assessmer fal Copy Group Answers Group Score: 0 of9
Timer 00:00:09 W
c Sample Question...

Step ‘ Action ‘

1. In the New Tab of the Assessment section, click on the gear icon to the left of the
Assessment and click on Start.

2. Answer the questions.
Note - Questions in red are mandatory.

3. Click the Complete button to complete the assessment.

Note- This will trigger any auto approval rules (if configured.) The Save button will not
trigger the auto approval rules.
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Adding Clinical Information to Existing OP Non-Clinical Request — Adding
Documents

When submitting an OP Clinical Request, you must attach the clinical information. Follow these instructions to
add Documents.

Step ‘ Action ‘

1.

Complete the following:

a. Document Title: enter the title of the document

b. Document Type: defaults to Medical Document, update as needed.

c. Document Description: optional field

d. Click the Browse button to search for the document you wish to upload
i.  Click the desired document and click the Open button

e. You will see the document name listed next to the Browse button.

f.  You may add additional documents by selecting Add.

g. Select Done when you have added all documents you wish to attach.

Add Documents
Dotument Te * ) Ciical
Ducursent Type Modical Document

Document Doscription

Salect Documunt * s
slect Docusm Browse | Document 2 for upload doc

Document Titie Type

Selected Files

-] Clrical Midical Document

Date Added Added Usar Descnphion

103201 Wiliams_Jestica
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Adding Clinical Information to Existing OP Non-Clinical Request — Adding Notes

Notes Mote Type _Select One— Note Encounter Date 08/13/2020 =
Note Encounter Time 08 49
NOeT™ Flev Edit~ View~ Format~ Tools v
B 7 Y ¥ ©
A
v

Step ‘ Action ‘

1. Select the appropriate Note Type from the drop-down menu.
2. Enter the appropriate notes in the notes section. Be sure to include your name and contact
information in the event the Plan needs to contact you.

ﬁ This is a shared note field. Notes can be viewed and entered by both you and the Plan.

89|Page



Adding Clinical Information to Existing OP Non-Clinical Request — Submitting
Request

Once all required sections are completed, you are ready to submit the request.

Step ‘ Action ‘
1. Click on the Submit button to submit your request.

ml Save as Draft Delete Cancel

Note: The Submit button will not be active until a clinical review has been completed.

2. The Request Details information will be displayed, including the Cert Number.

Note: If the request is programmed to auto-approve, you will see Approved in the
Decision column.

Request Details

Episode Abstract

Expected Decision Date : Authorization Type op Episode Number @ 9025648 Episode Status : OpenRequest Cert Number 2008000412
08/15/2020
Authorization Details Service ID Service Code Requested # Assigned # Denied Auth Start Date Auth End Date Service Type Frequency Decision
12548538 27426(CPT) 1 0 0 Inpatient Per Day Pending
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9 ADDITIONAL PROCESSES
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Search for Determination

Search Request
Mote: Ta search by Member ID, you will need to add "-01" at the end of the Member ID. For example, for Member 1D 99999, enter 99999-01
Tip: Search by Member ID instead of Name to make it easier to start a New Request.
Member Last Name Last Name Q Cert Number
Member First Name First Name Q Request Added From iz
Member DOB 1] Request Added To o]
HemberlD Type ELIG Member 1D View Cases Cases Treated by me
Member ID Business Entity ALL
Request Status ~-Select One— Provider Name —_Selact One—
Episode Type _Select One— Created By oo O
Episode ID Submitted By _Select One—r
Action Episode Member Episode Date of Cert Number Diagnosis Created Submitted Initial Status ] Decision Decision
ID Name Type Service By By Due Reason
Date
& 9026508 ExampleA, IP 09/14/2020 92009000160 J40 ( Bronchitis, not specified as Westre, Westre, Pending Pending
Portal acute or chronic ) Kristi Kristi Decision
& 9026454 ExampleA, IP 09/10/2020 92009000124 RG89 ( lliness, unspecified ) Westre, Pending
Portal Kristi Submission
& 9025648 ExampleA, P 08/13/2020 2008000412 M13.169 ( Monoarthritis, not Westre, Westre, Processed Approved Clinical Reviewer
Portal elsewhere classified, unspecified Kristi Kristi Approval
knee )
E——
Step ‘ Action ‘
1. Click Menu and select Search Request
= Menu [ Memory List
Provider
New Request
Search Request
2. Enter the “certification number” in the Cert Number field.
Note — You can also search using the member ID or name/DOB.
3. Select “Cases Treated By Me” from the View Cases drop down box.
4, Verify that “All” is in the Business Entity field.
5. Click the Search button.
6. The determination will be in the Decision column (Approved, Pending or Denied).
7. Clicking on the gear icon in the Action column will allow you to do the following:
L
@ View Episode Abstract
& Open
(@ Add Member Assessment
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Extending an Existing Request

Closed Episodes will be accessible in a ‘view only’ format. If you would like to extend the request or add
notes to a closed case, you will need to contact the Utilization Management Department to request to have the
case reopened.

If the case is Open, you may follow the instructions below.

Search Request
Note: To search by Member ID, you will need to add -01" at the end of the Member ID. For example, for Member ID 99999, enter 99999-01
Tip: Search by Member ID instead of Name to make it easier to start a New Request.
Member Last Name Last Name Q Cert Number
Member First N Eirat
ember First Name First Name Q Request Added From i
Member DOB =] Request Added To &
Member 1D Type ELIG Member ID .
emoer View Cases Cases Treated by me
Member ID . .,
Business Entity ALL
Request Status _Seloct One— .
elect Une Provider Name _Select One—
Episode Type _Select One— v
elect Une Created By _Select One—
Episode ID .
Submitted By _Select One—
Action Episode Member Episode Date of Cert Number Diagnosis Created Submitted Initial Due Status Decision Decision Reason
[Iv] ! Name Type Service By By Date
E 9026532 ExampleB, IP 09/15/2020 92009000176 150.9 ( Heart failure, Westre, Westre, Processed Approved Clinical Reviewer
Portal unspecified ) Kristi Kristi Approval
Step ‘ Action ‘
1. Click Menu and select Search Request

Menu [ Memory List

Provider
Mew Request

Search Request

2. Enter the “certification number” in the Cert Number field.
Note — You can also search using the member ID or name/DOB.

3. Select “Cases Treated By Me” from the View Cases drop down box.
4, Verify that “All” is in the Business Entity field.
5. Click the Search button.
6. Click the gear icon in the Action column and select Open
o

@ View Episode Abstract

& Open

Add Member Assessment
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Extending an Existing Request, cont.

Membar Overdew > [7(9026529)

-]
2'::““..... Tn“w o :::Tnt::u it :;n:;:n:?: T,,::":f:. - Addubt Medicaid 21 and Over et i &
Add = bmmadiate Dus Date
- Slay Rimuiest Dilecharge *  Nol AddHotes  View Al Hotes 4
= Treatment Type Due Cate Decision Heason for Decision Auth Start Date Aurth End D
* Diagnosks Add Diagnesis
(=) Initial Madical ASAT2020 05:03 Approved Clinical Reviewes Approval 09142020 09152020
Primary Dx Code Type Diagnusis
LY 2
* <o J40-Hronchits, net specified as acute of chronic
Paga 1 of1
Step Action
1. Select the line that needs to be extended.
Note: You can only select one line at a time.
2. Click the Extension button
Complete the required fields with the appropriate information and click Save
Cancel
Treatment Setting Treatment Type Level of Care LOS Requested # Admit Date
Hospital - Inpatient Medical 1 09/14/2020
Requested Date * P9F5/2020 e LOS Requested # * |
Request Received Time * 09 27 Requested Level Of Care --Select One--
Request Type ¥ —Select One—
Request Priority * —Select One—
Time Request
Due Date
Cancel

After clicking Save, you will be returned to the epis

ode where you will now see the Extension line.

Member Overview > 1P(9026532)
Status Primary Dx Assigned To Assigned Reviewer Cert Nu mh°er
OpenRequest 150.9 IP Pended Cases 92009000176
Add~
¥ Stay Request Discharge
O Treatment Type Due Date Decision Reason for Decision
O Initial Medical 09/17/2020 10:05 Approved Clinical Reviewer Approval
O Extension Medical 09/16/2020 10:11
< >

Workflow ~ = %

=

Stay/Service Summary +

Auth C
uth Coverage Related Episodes

@ Immediate Due Date 09/16/2020 10-11

¥ Note Add Notes  View All Notes

~ Diagnosis Add Diagnosis

Primary Dx Code Type Diagnosis

* ICD10 150.9--Heart failure, unspecified

Clicking Save will submit your extension request. However, you must enter a note and
attach any appropriate documentation to support the extension request.
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Extending an Existing Request — Adding Assessments

If an assessment is to be completed, you will need to follow the guidelines below.

Step ‘ Action

1.

Click on Workflows in the upper right corner of the episode and click on the
Assessments hyperlink.

Stay/Service Summary «

Activities

Assessments

UM Services

In the New Tab of the Assessment section, click on the Add Assessment button.

Select the appropriate assessment and click on the Start Assessment button.

Add Assessment
Search Assassment a i
[] ACFC ONAF
] Prosicles Portal Horme Cise Extension Hiques!
[ Brovichr Prortal Horme Cise Iiitial Risguis
mvidu Poral Home Care O Extension
] Prosicles Portal Horme Case OT Initial Hemquest
Saant Assessment m Cancel
| | Save Save and Generate POC Cancel Add Activity Notes  Assessment (POC) Review Share With Member Last Answered Question
‘Assessment Score 0 of 9 Provider Portal Delivery Screening Assessmer EEI Copy Group Answers Group Score: 0of9 |
Timer 00:00:09 WM
(<] Sample Question...

Note - Questions in red are mandatory.

Click the Complete button to complete the assessment.
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Extending an Existing Request — Adding Notes

Step ‘ Action

1. Within the Note widget on the right side of the episode screen, click on Add Notes
* Note Add Notes] View All Notes
2. Enter the appropriate notes for the extension in the notes section. Be sure to include your name and

contact information in the event the Plan needs to contact you.

Save Cancel

Note Details * *
Note Type Provider Portal Notes Note Encounter Date 09/16/2020 =]

Note Encounter Time * 14 37

Comments Note Text *
oe File~ Edit+ View~ Formatv Tools~

B 7 Y ¥ B

Enter note here... |

m Gancel

3. Click the Save button
Your note will now be displayed in the Notes widget.

¥  Mote Add Motes  View All Notes

Username : Westre, Kristi Enter note here._..
Title :

Note Type : Provider Portal Notes

Source : Episode Note

Note Encounter Date : 09/16/2020  14:39:47
09/16/2020 14:37-00

ﬁ : This is a shared note field. Notes can be viewed and entered by both you and the plan.
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Extending an Existing Request — Adding Documents

IMPORTANT: Be sure to attach any clinical documentation to support the request for extension

Step ‘ Action ‘

1. Within the Documents widget on the right side of the episode screen, click on Add Document

*  Documents |Add Document |

Episodes View

No documents.

2. Upload any clinical documentation to support the request for extension
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Add Additional Diagnoses to an Existing Request

Step ‘ Action

1. Locate and open the appropriate episode.

2. Within the Diagnosis widget on the right side of the episode screen, click on Add Diaghosis

*  Documents |Add Document |

Episodes View

No documents.

3. From the Add Diagnosis screen, search for the appropriate diagnosis by either entering the code or
using the Advanced Search, and attach to the episode.
Add Diagnosis e
Code Type ICD10 Diagnosis | Q
Advanced Search
Action Code Type Diagnosis
[-) ICD10 D69.9--Hemorrhagic condition, unspecified

4, The new diagnosis will now be displayed in the Diagnosis widget

¥ Diagnosis Add Diagnosis

Primary Dx Code Type Diagnosis

ICD10 150.9-Heart failure, unspecified
w ICD10 D69 9—-Hemorrhagic condition, unspecified
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Favorite Diagnosis List — How to Create

The Favorites Diagnosis function will allow you to create and manage a list of frequently used diagnoses. The
list is unigue to the provider's account.

Step ‘ Action

1. When creating an episode, click on the Advanced Search hyperlink to search for a diagnosis
© Diagnosis Code Type * ICD10 Diagnosis * Diagnosis Q
IAdvanced Searchl Favorite Diagnosis
2. Type the code or description in the appropriate field and click on Search
Diagnosis Advanced Search @
€) For a defined search please enter the first 3 letters of diagnosis in the ‘Description’ field.
Diagnosis Code Type 1CD10 Search Results
Diagnosis Code Diagnosis Code Type Diagnosis Code  Description
Description cerebral [+] ICD10 B42.81 Cerebral sporotrichosis
[+ IcD10 B45.1 Cerebral cryptococcosis
[+] ICD10 G80.9 Cerebral palsy. unspecified
” ‘2 3 4 5 0 MW Page 1 of 12
m Cancel
3. Click on the + sign next to the appropriate diagnosis code
Diagnosis Advanced Search 12

€) For a defined search please enter the first 3 letters of diagnosis in the ‘Description’ field.

Diagnasis Code Type ICD10 Search Results

Diagnosis Code Diagnosis Code Type Diagnosis Code Description

cerebral E ICD10 B42.81 Cerebral sporotrichosis
[+] ICD10 B451 Cerebral cryptococcosis
Search

[+] ICD10 G80.9 Cerebral palsy, unspecified

M 42 3 4 5 » M Page 10f 12

Description
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Favorite Diagnosis List — How to Create (cont.)

Step ‘ Action ‘

4. The diagnosis will then appear in the Selected Diagnosis List at the bottom of the Search window.

Tip: You may need to enlarge the search window or scroll down to see the Selected Diagnosis List

section.
Selected Diagnosis List o
Diagnosis Code Type Diagnosis Code Description Action
@ ICD10 B42.81 Cerebral sporotrichosis v
If... Then...
You wish to add the diagnosis to your Click on the heart icon in the Action column

Favorite Diagnosis list

You wish to add the diagnosis to the Click the Attach button
episode

5. Repeat steps 1-4 as needed or desired

Note: You may add diagnoses to your Favorite Diagnosis list through this method even if you do not
need to attach them to this given request.
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Favorite Diagnosis List — Utilizing the List

Once your Favorite Diagnosis list is set up, you do not need to search for these diagnoses in order to add them
to the request.

Step ‘ Action

1. When creating an episode, click on the Favorite Diagnosis hyperlink
© Diagnosis Code Type * ICDA0 Diagnosis * Diagnosis Q
Advanced Search I Favorite Diagnosisl
2. Click on the Attach Icon (paperclip) to add the diagnosis to the request.

Favorite Diagnosis

Diagnosis Code Type
ICD10
ICD10

ICD10

Close

Diagnosis Code

J40

B42.81

150.9

Description

Bronchitis, not specified as acute or chronic

Cerebral sporotrichosis

Heart failure, unspecified

Action

<P
LS 4
[V

,»C Click the heart icon § to remove a diagnosis from your Favorite Diagnosis list.
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Favorite Providers List — How to Create

The Favorite Provider functionality will allow you to create and manage a list of frequently used providers. The
list is unique to the provider’s account.

Step ‘ Action

When creating an episode, click on the Attach Providers button

1.
Provider Details
| Attach Providers Favorite Providers
2. Enter the appropriate criteria from the Basic Search screen or from the Advanced Search screen and
click on Search
3. The Provider will then appear in the Search Results section

To add the provider as a favorite:
a. Click on the gearicon
b. Click on Set as Favorite

Search Results

(+] Single Attach

© Multiple Attach

L Set as Favorite

Provider ID Provider Mame Location Type

* ] Facility/Vendor

Provider Role

Treating
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Favorite Providers List — Utilizing the List

Once your Favorites List is set up, you do not need to search for those providers in order to add them to the
request.

Step ‘ Action

1. When creating an episode, click on the Favorite Providers hyperlink
Provider Details
Attach Providers Favorite Providers
2. Click on the Attach Icon (paperclip) to add the provider to the request.
Favorite Providers
Providor i) Provider Nama Location Type. Prowkder Ralo Participation Status. Provider Netwark  Provider DRG Status Tax ID HPIN Torminatlon Date Specialry fctlons
10002626 Facilty/Vendor Trnating [w] Pas Out of Network ORG 570342027 1497744254 Hospital
10004 Growp Treating || Hogn-Par Ot of Network 232218509 1528174513 Irturmal Qe
Close

}:v Click the hearticon % to remove a Provider from your Favorite Providers list.
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Favorite Services List — How to Create

The Favorite Services functionality will allow you to create and manage a list of frequently used services. The
list is unigue to the provider's account.

Step ‘ Action

1.

When creating an episode, click on the Advanced Search hyperlink

Service/Specialty Drug

Service Type # ~Select One—-
Request

Place of Service Medical

Code Type * CPT

i *
Senvice Code Search Service Code

Advanced Search] Favorite Services

Modifier Search Modifier Q
Start Date % iz
End Date * )
Q Requested # 1

Enter the appropriate criteria from the Basic Search screen or from the Advanced Search screen and

click on Search

The service(s) will then appear in the Search Results section

Click on the heart icon to add the service as a favorite.

Service Code Search

@ Fora defined scarch ploase entor the first 3 lettors of service in the 'Description’ fisld.

Code Type preeecy ~ Search Results
Code Codo
Descdption ¢ oo
Stast Date &
O Godss
End Dats &
Swarch G494
GO4S5
) GhdsE

HCRC

HCPC

HCPC

Description

Shilled services by a regh ) ar manags on of the plan of care; each 15 minues
(the paticat's undadying condition or complication requires an fm 16 orsure that sssential non-skled care achioves
it purpast in the homa health o haspice soting)

Skilled services of 8 registerad nursa (m) for the observation and assessment of the patient’s condition, each 15
e (ihe change in the pasent's candion requires. shiled rursing personnel to identify and evakuate the
patient’s naed for possible modication of freatmant in the home health or hoapica sefting}

Shilled services of a fi d practical fip) ot the observation and of the patient's condition,
each 15 mirutes {the change in ihe patlent's conditien requires skilled nursing persornal to idenilfy and evalunte
the patient's need for possithe modification of eatmen in the home health or hosgic setting)

Skilind servicas of a registered nurse (i), In the fraining and'ar aducation of a pasent ar family membsr_ i the
torme health of hispice setting, each 15 minutes

Skillad sarvices. of a licansed practical nurme (ipn), In the tralning andior education of a patlent or famy member,
i the hama haalth o hospics satting, aach 15 mnutes

Page 1ol 1
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Favorite Services List — Utilizing the List

Once your Favorites List is set up, you do not need to search for those services in order to add them to the
request.

Step ‘ Action

1. When creating an episode, click on the Favorite Services hyperlink
Servicel Specialty Druy ; * -
- Il]t:que:t Senice Type ~Select One— Modifier | gcarch Modifier Q
Place of Service Medical Start Date * =
Code Type * CPT End Date * )
i *
Service Code Search Service Code Q Requested # 1
AdvanCEd Sea[Ch
Optional Fields
2. Click on the Attach Icon (paperclip) to add the service code to the request.
Favorite Services
Service Service Code Description Action
Cado Type
16825 ceT Fehacardiography. fetal, cardioviseulae system, imal fime with image documentation (70), with of withcut M-mode weotding,
93308 CPT Echocardiography. fransthoracic. reak-time with image documentation (20). includes M-mode recording. when parformed. follow-up or limiad study £ g
G043 HCPG Skilpd stevices of a registered nurse [m) for the chaervation and assessmont of the patient's condian, sach 15 minutes (thi changs in th paients condifian requires skilled nursing perscnnel 1o identify and evaluats the Y
patierils need for possible modification of treatment in the home health or hospice setting)
Cloge

,C' Click the hearticon % to remove a service from your Favorite Services list.

105|Page



10

10 RESOURCES

106 |Page



Plan Contact Information

LOB

UM Phone Number

UM Fax Number

AmeriHealth Caritas Delaware

855-396-5770

866-423-0946

AmeriHealth Caritas District of Columbia

800-408-7510

877-759-6216

AmeriHealth Caritas Louisiana

888-913-0350

866-397-4522

AmeriHealth Caritas New Hampshire

833-472-2264

833-469-2264

AmeriHealth Caritas North Carolina

833-900-2262

833-893-2262

AmeriHealth Caritas Northeast

888-498-0504

888-743-5551

AmeriHealth Caritas Pennsylvania

800-521-6622

866-755-9949

Blue Cross Complete of Michigan

888-312-5713

888-989-0019

Keystone First

800-521-6622

215-937-5322

Prestige Health Choice

855-371-8074

855-236-9285

Select Health of South Carolina

888-559-1010

888-824-7788

Escalation Process and Training Requests — Account Executives and Providers

Then email...

Access Issues and/or Technical Issues

DL-ACFC: Jiva and Client Letter Support
(ACEC JivaCLSupport@amerihealthcaritas.com)

Account Executive Training Requests

Corporate Provider Network Management Training
(CPNMT@amerihealthcaritas.com)

Provider Training Requests

DL-ACFC: Clinical Training
(ClinicalTraining@amerihealthcaritas.com)

Contact a Local Account Executive

Visit mibluecrosscomplete.com and click on the
Resources page. Scroll down to County-based contacts
for providers to locate the Blue Cross Complete provider
account executive assigned to your county.
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