PRIOR AUTHORIZATION — LIFELINE
Desk Manual

Revised 11/21/2014



MMIS: Important Contact Information

DHS Service Desk email address:

Servicedesk.dhs@state.or.us

HS Service Desk Phone Line:

1-503-945-5623


mailto:Servicedesk.dhs@state.or.us

INTRODUCTION

Lifeline Prior Authorization

The new MMIS has a subsystem component called Prior Authorization. This replaces the
ELGP screen used for recording authorization for Lifeline. The procedure codes will not
change.

In the new MMIS system, SPD will be using the Prior Authorization subsystem to
authorize initial Lifeline installation and the monthly lifeline fee as the ELGP screen will
no longer exist. There are a few changes in the process of the Prior Authorization
subsystem. In this subsystem once a prior authorization is entered the request cannot be
deleted. A service code is not needed. You can go into the prior authorization subsystem
and make changes, if needed. Also, once the prior authorization has been used to pay the
claim, the line items on the prior authorization can’t be changed.

The procedure codes will remain the same. You will continue to use S5160 for
installation and S5161 for monthly rental. The process being used in your local field
offices to obtain the authorization will remain the same.

The following procedures will show you how to search for a prior authorization, add a
new prior authorization, and make changes to an existing prior authorization.

To view prior authorizations:

Step Action Typed Response

1. Point to Prior Authorization
on the menu bar.
2. Drop-down list displays. Left click on “search”




“Prior Authorization Search” panel appears.
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Prior Authorization Search

Prior Authorization Current ID [ Search |
Provider ID [ Search] Division | =1
Diagnosis [Search] Analyst [ Search]
Reviewer [ Search] Assignment Code | =l

Route To Clerk [Search ] Emergency -1
Records |20 -

il

To explore on the Prior Authorization Search Panel:

1. Type current client ID (Prime number). To eliminate other prior authorizations
from showing in the search results (e.g. DMAP and AMH) in the Division field
choose “SPD - Lifeline.”

2. Left click on “search” found at the lower right-hand side of the panel.
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Prior Authorization Search

Prior Authorization Current ID AFWOOLLF [ Search]
Provider 1D [ Search] Division | =l

Route To Clerk [ Search] Emergency I 'I
Records [20 =]

Diagnosis [ Sezrch ] Analyst [ Sezrch]
Reviewer [ Search] Assignment Code | = | clear |
adv search

3. If “no rows found” appears in the “search results” a new prior authorization can
be entered.
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Prior Authorization Search

Prior Authorization Current ID  AEWOOLF [Search ]

Provider ID [ Search ] Division | =

Diagnosis [Search] Analyst [Search]

Reviewer [Search] Assignment Code | = | ctear |
Route To Clerk [ search] Emargancy I -
Records [20 -] T

Search Results
+++ No rows found *+*




4. If there is only one Lifeline Prior Authorization the “Prior Authorization
Information” panel and the “Prior Authorization Maintenance” panel will
appear. Scroll down to the “Prior Authorization Maintenance” panel and left
click on “line item.” The “Base Information” panel and the “line item” panel
will appear. Follow the instructions for completing these panels.
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Next search by:  Prior Authorization m m

Prior Authorization Information

Thursday, November 13, 2008

PA Number 2008235002 Current ID AEADOLLF Provider ID 1881738300 NPI
Reviewer Last Name SPD Referring Provider ID
Review Date 10/11/2008 First Name THIRTY Date Received 10/11/2008
PA Assignment SPD - CRN DOB (5/05/1950 Media Type PAPER
Fund Code Clerk Keyed \FRANK Analyst VFRANK
Division SPD - Contract RN Date Keyed 10/11/2008 Route To Clerk

Update Received

Update Reviewed

Admin Review | Diagnosis 1

Appeals [ Emergency ROUTINE Diagnosis 2

Internal Taxt [ Accident NO Diagnosis 3
Reason Code / Special . .

External Text List | [y NO Disanos s

SuperPA [ I"g':c'f""‘t':;i:: NO Diagnosis 5

Prior Authorization Maintenance

- Select Prior Authorization area to add or modify below.

[Frefs [rop]e=t 2 [ 2]

Administrative i A I Attachment
Base Information Claim List External Text

Prior Authorization Internal Text Letters Line Item
Miscellaneous Address Non Medicaid Provider Notice Selection
Super PA

5. If multiple search results appear, review the lines to determine if any search
results match the requested prior authorization. If no search results match, a
new prior authorization can be entered. If a search result matches (overlapping
dates), you will either need to review the match and determine if information
needs to be modified or file if it is a duplicate request.
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Prior Authorization Search
Prior Authorization Current ID AEAQ0LLF [ Search ]
Provider ID [ Search] Division | =
Diagnosis [ Search] Analyst [ Search] | search |
Reviewer [Search] Assignment Code | =1

Route To Clerk [ Search] Emergency | - adv search
Records [20 -] e

Line Basthorized Aasthorized Bessigriment Serviee Serviee
PA Number Item  Eff. Date End Date Code: Provider Provider Service Code  Code Thru  Status Curment ID Emergency
8008285002 01 12/01/2008 12/30/2008 SPD- CRN 1981738300 NPl 1881738300 NPI 55110 Approved AEAOOLIFE R
2008283001 01 05/01/2008 09/01/2008 SPD- CRN 1881738300 NPI 1881738300 NPI 53347 Approved AEAO0LIFE R
8008284001 01 10/01/2008 10/31/2008 SPD-CRN 1881738300 NPI 1881738300 NPI 33347 Approved AEADOLIF R
2008285001 01 11/01/2008 11/30/2008 SPD- CRN 1881738300 NPI 1881728300 NPI 93347 Approved AEAOOLIE R
2008285003 01 11/01/2008 11/30/2008 SPD- CRN 18981738300 NPl 1881738300 NPI 55115 Approved AEAOOLLFE R
8008287002 01 08/01/2008 08/15/2008 SPD- CRN 1881738300 NPI 1881738300 NPI 33347 Approved AEAO0LIE R




ADDING A NEW PRIOR AUTHORIZATION:

To add a new prior authorization from the “Prior Authorization Search”
panel if “no rows found” appeared, left click on the “add” feature from the
lower right-hand corner of the “Prior Authorization Search” panel.

The following panels will appear in order listed:

Prior Authorization Information;
Prior Authorization Maintenance; and
Base Information Panel

Line Item Panel

Notice Selection
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Next search by: Prior Authorization m
Prior Authorization Information

PA Number Current ID Provider ID
Reviewer Last Name Referring Provider ID
Review Date First Name Date Received 11/13/2008
PA Assignment DOB Media Type OMNLINE
Fund Code Clerk Keyed Analyst
Division Date Keyed 11/13/2008 Route To Clerk

Update Received
Update Reviewed

Admin Review [ Diagnosis 1
Appeals [~ Emergency ROUTINE Diagnosis 2
Internal Text ™ Accident NO Diagnosis 3
Reason Code / Special _ "
External Text List r Considerations e EETEas
Initial Submission 5 -
Super PA [ Documeniation MO Diagnosis 5
Prl(_)r gt - Complete the Panels below then select Save to add the new Prior Authorization.
Maintenance
Administrative Review Appeals Attachment
Base Information Claim List External Text
T Internal Text Letters
rior Authorization Miscellaneous Address Non Medicaid Provider Qo8- il
Super PA
Base Information Nav|
Provider ID [ Search ] Vendor Patient Account Number
Referring Provider ID [ Search ] Division |
PA Assignment* | j Fund Code |
Current ID* [ Search ] Update Reviewed
Update Received Reviewer [ Search]
Emergency* |Routine 'I Route To Clerk [ Search]
Accident* |No ~ Special Considerations* INo 'I
Media Type* |ONLINE 2
-Diagnosis Code- Select row below to update -or- type data below to add.

##% Ho rows found ===

Diagnosis Number Diagnosis Code
Diagnosis Name
dalzis

Line Ttem [Top]Nav]

**% No rows found ***

Select row above to update -or- click Add button below.
Line Ttem Requested Eff. Date

Service Type Code - ICD9 Code Requested End Date

Procedure Code Thru Service Requested Units
Modifier 1 Modifier 2 Requested Dollars
Modifier 3 Modifier 4 Authorized Eff. Date
Tooth Quad Authorized End Date
NDC Lock NDC Code Authorized Units
Revenue -
Revenue Code Code Thru Authorized Dollars
Reference to
Status PA Number Payment Method
Service Provider Check Print Option Balance Units
Service Provider ID Date Mailed Balance Dollars
Hearing Rights Quantity Used Units
Diagnosis Notes Quantity Used Dollars
-Reason Code- Select row below to update -or- type data below to add.
5% No rows found =5+
e Sele: n [Top]Nav|

Client* IYes 'I Client Branch* IYes 'I Provider* IYes 'I Servicing Provider* IYes 'I
Non-Medicaid Provider*® IYES 'I Referring Provider* IYES 'I Miscellaneous 1* INU 'I Miscellaneous 2* INU 'I
Miscellaneous 3* INU 'I

NOTICE: This information may be sensitive and/or private, thus subject to HIPAA privacy and security regulations. This information is not to be shared or distributed to persons
usiness need to know.
2005 Electronic Data Systems Corporation. All rights reserved.

« | 3




Scroll down to the “Base Information Panel.” To add information on the
Base Information panel follow the steps below:

Base Information Top[nav] 2 Ja ]| X

Provider ID [ Search ] Vendor Patient Account Number

rring Provider ID [ Search ] Division | j
PA Assignment* I j Fund Code I j
Current ID* [ Search ] Update Reviewed
Update Received Reviewer [ Search ]
Emergency* lm Route To Clerk [ Search ]
Accident* lﬁ Special Considerations* m
Media Type* IONLINE i
ignosis Code- Select row below to update -or- type data below to add.
;:;‘:’: ':I:r:ber Diagnosis Code
iagnosis Name
e IETEE
Step Action Typed Response
1. Provider ID 1. Enter the six digit Provider Number
2. PA Assignment 2. Select “other”
3. Current ID 3. Enter client prime number
4. Emergency 4. Select “routine”
5. Accident 5. Select “no”
6. Media Type 6. Select appropriate choice
7. Division 7. Select “SPD-Lifeline”
8. Special Considerations 8. Defaults to “no” do not change

Do not enter any diagnosis codes.

Scroll down to the “line item” panel to the lower right-hand corner and left
click on the “add” feature. Once the “add” button is selected, the system
will automatically create a prior authorization number. The print color in
selected areas will change from gray to black. Click into the field into which
you want to enter data. Use the “tab” key on your keyboard to have the
system process that information. In some cases the cursor will go to the
next field, otherwise use your mouse to click into the next field where you
want to do data entry. DO NOT hit ENTER as it will process the prior
authorization prematurely.



Line Ttem mﬂﬂi

+% Mo s found *5
Line Item
Service Type Code Iﬁ
Procedure Code [ Search |
Modifier 1
Modifier 3 ]
Tooth [ Search |
NDClock [ |
Revenue Code
Statusl—-—'._‘—:':.-’..:".':—:: ;l
Sarvice Provider Check I-' Service Providers ;I
Service Provider ID [
Hearing Rights I: 1A OHP ;I
Diagnosis Notes
-Reason Code-
*% Mo rws found *5

Procedure Code — S5160 —

Select row above to update -or- click Add button below.

Requested Eff. Date

ICD9 Code Requested End Date

Thru Service Requested Units

Modifier 2 Requested Dollars

Modifier 4 Authorized Eff. Date

Quad [ Search ] Authorized End Date
NDC Code Authorized Units

Revenue
Code Thru
Reference to
PA Number

Print Option

Authorized Dollars

Payment Method |Fzyv Cap Amount

Balance Units
Date Mailed Balance Dollars
Quantity Used Units

Quantity Used Dollars

Select row below to update -or- type data below to add.

Installation:

Step Action

Typed Response

1. Service Type Code
2. Procedure Code

Status

Service Provider check
Service Provider ID
Hearing Rights

Print Option

Requested Effective date
. Requested End Date

10 Requested Units

11. Requested Dollars

©CoN kW

12. Authorized Effective Date
13. Authorized End Date

14. Authorized Units

15. Authorized Dollars

16. Payment Method

1. Select “procedure code”

2. Enter the procedure code S5160 for installation.
You will enter one procedure code per a “line item”
panel for this code. This process will not use the
“thru service” field.

3. Select “approved”

4, Select “all service providers”
5. Enter Lifeline provider number
6. Defaults to “no” - do not change

7. Select “batch”

8. Enter start date Lifeline requested.

9. Enter end date for Lifeline.

10. Enter 1 unit for installation procedure code.

11. Do not enter a dollar amount. The computer
will search by provider number and procedure code.
12. Enter date being authorized

13. Enter date being authorized

14. Enter 1 unit for the installation procedure code
15. Do not enter a dollar amount. The computer
will search by provider number and procedure code.
16. Select “Pay System Price”




Do not enter information in the “reason code” panel.

“Notice Selection” panel:

Notice Selection

Client* |No ~ Client Branch* Mo ~ Provider* |Yes ~ Servicing Provider* |Yes -

Non-Medicaid Provider* |Yes ~ Referring Provider* |Yes ~ Miscellaneous 1* [No - Miscellaneous 2* |No -

Miscellaneous 3* |No -

[TopfNav] ? § A ] # | X]

The notice section will automatically default to “No” for the Client and
Client Branch. The Provider will get a copy of the PA notice. There is
currently no business reason to change any of these settings.

Second Procedure Code S5161 (monthly fee):

Once you have entered the required information for the first procedure code,
go to the “add” button in the lower right-hand corner and left click. A
second “line item” panel will appear. Follow the instructions on page 9 with
the following changes: Procedure code is S5161; units requested and units
authorized (1 unit equals one month — if you are authorizing 12 months input
12 units).

Scroll up to the “prior authorization maintenance” panel and click on “save.”
If save is successful a message will appear “Save is Successful. All panels
saved.” Otherwise, error message(s) will appear. All errors must be
corrected before the prior authorization will be saved.

ll‘)‘lri: ;::Irt::;:z:zatlon - Complete the Panels below then select Save to add the new Prior Authorization. | Prefs|
Administrative Review Appeals Attachment
Claim List External Text
Prior Authorization Internal Text Letters
Miscellaneous Address Non Medicaid Provider
Super PA
=

Withdrawing a Prior Authorization:

If a prior authorization is entered and saved with incorrect information, the
prior authorization can be “withdrawn” if the action is taken the same day
the information is entered and saved.

e Bring up the prior authorization you want to withdraw. Go into the

“line item” panel and change the “approved” to “withdrawn.” You
will then need to select the appropriate “reason” code.
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e Scroll up to the “prior authorization maintenance” panel and left click
on “save.” The authorization with change from “approved” to
“withdrawn.” A prior authorization notice will not be printed. You
can then create a new prior authorization with the correct information.

To enter another new prior authorization:

To enter another new prior authorization scroll up to the menu bar and left
click on “search.” The “prior authorization” search panel will appear.
Follow the instructions to search for a prior authorization on page 4 and 5
and creating a new prior authorization on pages 6 through 10.

CHANGES TO A PREVIOUS PRIOR AUTHORIZATION

Point to “prior authorization” listed on the main menu bar. Then left click
on “search” from the drop down menu.

The “prior authorization search” panel will appear.

ormmis\dmarande
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|||||||||||||||

Prior Authorization Current ID [Search]
Provider 1D [ Search ] Division | =l

Diagnosis [ Search] Analyst [ Search] | searcn |
Reviewer [ Search | Assignment Code | =l
Route To Clerk [ Search] Emergency lﬁ
Records [0 2] ]

Panel: Prior Authorization Search

or current client ID number.
2. Division 2. Select SPD - Lifeline
3. Move to the lower right-hand 3. Left click on “search”
corner of the panel

1. Select the prior authorization tab | 1. Enter the prior authorization number

If you enter the prior authorization number in the search authorization panel
only that prior authorization will show in the search. If you enter only the
current ID number the following searches may appear:
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The “Prior Authorization Information” panel and the “Prior Authorization
Maintenance’ panel will appear if there is only one existing prior
authorization.
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Next searchby: Prior Authorization | semen [l clear |

Prior Authorization Information
PA Number 3008285002 Current ID AEADOLLF Provider ID 1881738300 NPI
Reviewer Last Name SPD Referring Provider ID
Review Date 10/11/2008 First Name THIRTY Date Received 10/11/2008
PA Assignment 5PD - CRN DOB 05/05/1950 Media Type PAPER
Fund Code Clerk Keyed WFRANK Analyst VFRANK
Division SPD - Contract RN Date Keyed 10/11/2008 Route To Clerk

Update Received
Update Reviewed

Admin Review | Diagnosis 1

Appeals [~ Emergency ROUTINE Diagnosis 2

Internal Text [ Accident NO Diagnosis 3
Reason Code / Special . )

External Taxt List | Trrsieciers [ Disancsss

SuperPA [ I“g';'f;';’:";i:: NO Diagnosis 5

Prior Authorization Maintenance - Select Prior Authorization area to add or modify below.

Ad rative i A I Attachment
Base Information Claim List External Text
= - - Internal Text Letters Line Item
Ty S EeT Miscellaneous Address Non Medicaid Provider MNotice Selection
Super PA

If there are multiple prior authorizations, the “Prior Authorization Search
Results” panel will appear showing all results.
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Prior Authorization Search
Prior Authorization Current ID AEADOL1F [Search]
Provider 1D [Search ] Division | =l
Diagnosis [ Search ] Analyst [Search]

Reviewar [ Search ] Assignment Code | =

Route To Clerk [ Search ] Emergency -1 v
Records |20 -

Search Results

il

PA Number Htem  EA. Da End Da Code. Provider Provider Service Code  Code Thru  Stabus CumentID Emergensy
8008285002 01 12/01/2008 12/30/2008 SPD- CRN 1881738300 NP1 1881738300 NPI 55110 Approved AEADOLIF R
8008282001 01 09/01/2008 09/01/2008 SPD-CRN 1881738300 NP1 1881738300 NPI 399347 Approved AEADOLLF R
8008284001 01 10/01/2008 10/31/2008 SPD- CRN 1881738300 NPl 1881738300 NPI 59347 Approved AEADOLLIF R
8008285001 01 11/01/2008 11/30/2008 SPD- CRN 1881738300 NPl 1881738300 NPI 39347 Approved AEADOLLIF R
8008285003 01 11/01/2008 11/30/2008 SPD- CRN 1881738300 NP1 1881738300 NPI 55115 Approved AEADOLIF R
8008287002 01 08/01/2008 08&/15/2008 SPD-CRN 1881738300 NP1 1881738300 NPL 3995347 Approved AEADOLLF R

Select the one you want to change by left-clicking on the appropriate row.
The following will appear:

12



ormmis\dmarande

Change

Gavenment Health Porolio

Home Claims Drug Financial Managed Care MAR Pn'urAuH\oﬂ'zatl'on Provider EDI Recipient Reference TPL CTMS Site EDMS Help
home search [EIEEEl dur plus related data

Next search by: Prior Authorization

Thursday, November 13, 2008

Prior Authorization Information

PA Number 3008285002 Current ID AEAQOLLF Provider ID 1881738300 NFI
Reviewer Last Name SPD Raferring Provider ID
Review Date 10/11/2008 First Namea THIRTY Date Received 10/11/2008
PA Assignment SPD - CRN DOB 05/05/1950 Media Type PAPER
Fund Code Clark Keyed VFRANK Analyst VFRANK
Division SPD - Contract RN Date Keyed 10/11/2008 Route To Clerk

Update Received
Update Reviewed

Admin Review [ Diagnosis 1

Appeals [ Emergency ROUTINE Diagnosis 2

Internal Text [ Accident NO Diagnosis 3
Reason Code [ Special : )

External Taxt List | Considerations 'O Diagnosis 4

Superpa [ ey ) NO Diagnosis 5

Documentation

Prior Authorization Maintenance - Select Prior Authorization area to add or modify below.

Administrative Review Appeals Attachment
Base Information Claim List External Text
" P Internal Text Letters Line Item
T G L R Miscellaneous Address Non Medicaid Provider Notice Selection
Super PA

Scroll down to “Prior Authorization Maintenance” panel. Select “line item”
and left click.

The “Base Information” panel will appear.

Base Information
Provider ID 1351738300 NPI [ Search] Vendor Patient Account Number
Referring Provider ID [ Search] Division [5FD - Contract RN =l
PA Assignment* |SPD - CRN = Fund Code | 1
Current ID¥ AEAOOLIF [ Sesrch @) Update Reviewed
Update Received Reviewer [Search]
Emergency* [Routine | Route To Clerk [Search]
Accident* [No = Spedial Considerations* [No ~|
e [~ =
-Diagnosis Code- Select row below to update -or- type data below to add.
4% N rivwes Found *++
Diagnosis Number Diagnosis Code
Diagnosis Name

Scroll down to the “Line Item” panel and left click on the row shaded “light
blue.”
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Line Ttem
Requested Requested  Authorized  Authorized  Procedure  Serviee Revenue  Revenue
Line Ttem  Units Dollars Units Dolars Code: Provider ID ThruService NDCCode  Code CodeThry  ICDS Code  Status
o1 2  320.00 2 £320.00 S5110 1821738200 NPT Approved
Select row above to update -or- click Add button below.
Line Item Requested Eff. Date
Service Type Code 1CDY Code Requested End Date
Procedure Code Thru Service Reguested Units
Modifier 1 Modifier 2 Requested Dollars
Modifier 2 Modifier 4 Authorized Eff. Date
Tooth Quad Authorized End Date
NDC Lock NDC Code Authorized Units
Revenue =
Revenue Code Code Thra Authorized Dollars
Reference to
Status =1 A Payment Method
Service Provider Check =1 Print Option Balance Units
Service Provider 1D ch ] Date Mailed Balance Dollars
Hearing Rights Quantity Used Units
Diagnosis Notes Quantity Used Dollars
-Reason Code- Select row below to update -or- type data below to add.
+++ No rows found *+*

The specific prior authorization information will appear in the “line item”
panel with a heading “Type changes below.”

Line Item

Revenue Revenue
ThruService  NDCOode  Code CodeThru  ICDG Code  Status

Approved

Type changes below.

Line Item 01 Requested Eff. Date* 12/01/2008
Service Type Code* Im ICDY9 Code Requested End Date* 12/30/2008
Procedure Code 55110 [ Search 1@ Thru Service [Search] Reguested Units 2
Modifier 1 [ Search] Modifier 2 [ Search] Requested Dollars $30.00
Modifier 2 [Search] Modifier 4 [Search] Auvuthorized Eff. Date 12/01/2008
Tooth [Search] Quad [Search] Authorized End Date 12/30/2008
NDC Lock NDC Code Authorized Units 2
Revenue Code e Authorized Dollars $30.00
Status* |A - Approved = R;f;';:;'b: Payment Method* Im
Service Provider Check* |Spacified Service Provider | Print Option* m Balance Units =
Service Provider ID 1831738300 NPI [Search] Date Mailed 10/13/2008 Balance Dollars
Hearing Rights* Im[ Quantity Used Units
Diagnosis Notes Quantity Used Dollars
=
-Reason Code- Select row below to update -or- type data below to add.

*% NG rowes found *+*

Reason Code vI Reason Description

e Left click on the line item tab(s) to be updated. In this example the
requested and authorized units were changed from two to six.
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Line Ttem
Requested Requested futhorized Authorized Procedure  Service Revenue Revenue

Line Ttem  Units Dellars Uniits Dellars Code: Provi ThruService  NDCCode  Code Code Thru  ICDS Code Stats
20.00 20.00 55110 18817383
Type changes below.

Line Item (1 Requested Eff. Date® 12/01/2008
Servica Type Cade* [Procedure Cods 2| 1CDS Code Requested End Date® 12/30/2008
Procedure Code 55110 [ Search ]@ Thru Service [ Search ] Requested Units 6
Modifier 1 [ Search] Modifier 2 [Search] Reguested Dollars $30.00
Modifier 3 [Search] Modifier 4 [Search] Authorized Eff. Date 12/01/2008
Tooth [Search] Quad [Search] Authorized End Date  12/30/2008
NDC Lock NDC Code Authorized Units 6
Revenue Code A Authorized Dollars $30.00
Status* |A - Approved =1 R;F:';:;ﬁ:: Payment Method* Im
Service Provider Check™ I Specified Service Prnuider;l Print Option* Im Balance Units =
Service Provider ID 1381738300 NPT [Search] Date Mailed 10/13/2008 Balance Dollars
Hearing Rights* Im[ Quantity Used Units
Diagnosis Notes Quantity Used Dollars
—/
-Reason Code- Select row below to update -or- type data below to add.

% o rorwes Found **

Reason Code I ~ | Reason Description

e Scroll up to the “Prior Authorization Maintenance” panel and left
click on “save.”

Prior Authorization Maintenance - Select Prior Authorization area to add or modify below.

Administrative i A I Attachment

Base Information Claim List External Text
= - - Internal Text Letters Line Item
Prior Authorization Miscellaneous Address Non Medicaid Provider Notice Selection
Super PA

The following messages were generated:

P T T 2T | Message Description Panel Field Row

Save was Successful. All panels were saved. Base Information

If the information updated is saved the following message will appear: “Save
was successful. All panels saved.” If not, error(s) will appear. All errors
must be corrected before the “saved” message will appear.

The prior authorization number will stay the same and current/updated
information will be saved.

USING MMIS

The MMIS has several quirky data entry issues. It is highly recommended you follow the
step-by-step procedures when you use the Prior Authorization component. There is also
a “Tips and Notes” section at the end of this guide.

e You may need to enter information in a specific order, or data will be removed
and you will be required to enter it again.

e You need to click (add) to open fields in individual panels.

e The (save) button is at the top or in the middle of the panels, and it applies to all
panels.
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e At times you need to click outside of the data fields to allow the system to refresh
the screen before you enter the next data item.

e At times when you click the (add) button or input some data, the system takes an
action which it momentarily looks like all the data was lost — just wait a second —
it reappears after the screen is refreshed.

e The asterisk (*) on the panels are suppose to indicate “required” fields of entry;
however, this is not consistent throughout the system. You will need to refer to
this desk manual for information on the actual fields required.

Tips and Notes

Use the “Tab” key to navigate from field to field. This will help with data entry. The
MMIS system has a slow response time. In some fields, if you key/enter them to quickly,
data will be lost, and you will be required to re-enter the field.

Data Item — Screen Item Names:

Each part of the system is called a sub-system, and is basically a separate system that
works with the other sub-systems. Different screens will use different names for the
same data item. For example, in the Prior Authorization system, the client Medicaid
number/prime number is labeled “Current ID,” in the “Plan of Care” panel, it is called
“Client ID.”

Beware of Using the Internet Browser (BACK) button!
If you have selected a client/provider record or are doing any data entry, DO NOT use
the (BACK) button that is provided in your Internet Application. You will lose all

un-saved data. The IE (BACK) button essentially takes you out of the MMIS
application.

Using the (NAV) button:

You can hit the (NAV) button at the top right-hand corner to jump you to the Prior
Authorization Maintenance panel. This is a quicker way to move to the (SAVE)
button.

Clickity click click!

Beware of over clicking (for example, quick double clicking or impatient waiting
clicking). This may cause the application to display the critical error message screen.
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If you do get the critical error message screen, you may have to start over. Be patient
and wait for the screen to refresh with the data.

If you click the (add) button twice when creating a Prior Authorization, you will get

two Detail lines. You will need to go out and start over if you have this extra blank
line detail in your Prior Authorization record.
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