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Change Date

MANUAL CHANGE

dick on the link to view changes

Descriptionof change

10/12/10

PRECLAIM SELECT AUTHORIZATION #

New program to select claims from the preclaims database based on
authorization number and claim status

10/12/10

PRECUNS TO EXCEL

16. PRECLAIMS A,P,D TO EXCEL All Providers

The authorization number has been added to this program.

09/29/10

PAID CLAIMS BY BUDGET YEAR/WITH MONTH#

New program that select paid claims by butlgearc has column for
month of service date to help with forecasting monthly claims.

09/22/10

PRECLAIMS COUNT BY CIclB&WV report that give total number of
claims for provider range and date range

09/21/10

PRECLAIMS TO EXE&idlumn for the 837 File Name has been added

14. PRECLAIMS By Date Created/Keyed
16. PRECLAIMS A,P,D TO EXCEL All Providers

17. PRECLAIMS A,P,D TO EXCEL Prov Range

09/17/10

PAYMENT BUDGEEXCEIReport description was added

09/17/10

APPROVED CLAIMS PAID/UNBPEXTEReport description was added
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PROVIDER CLAIMS ENTRY TRAINING MANUAL

2} MCO - Microsoft Internet Explorer |:||E|rz|
MENTAL HEALTH SERVICES OF CATAWEA

CMHC/MIS ‘o

Friday, Septerdher 07, 2007
@@@@@@@@@

MCO AUTHORIZATIONS AND CLAIMS ENTRY

1. Auto-Auth Processing henu

3 MCO PROVIDEE. CLATNS ENTET

[T

————
4 stant @ Inbox - Microsa, .

Sdect option 3¢ MCOPROVIDER CLAIMS ENTRY
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2 MCO - Microsoft Internet Explorer

MENTAL HEALTH SERVICES OF CATAWBA o
COUNTY
CMHC/MIS Meo
Thursday, IMay 08, 2008
Tomy Willis
J<d <d MCO PROVIDER CLATMS ENTRY

L @ 1. CLADMS ENTRY

L () 3 PRECLATMS EDIT CHECE REPORT

Ll @ 5 PRECLATMS ERRORS TO EXCEL

L] 7. CHANWGE FEMDED CLATMS TO DEMNIED

Ll @ 9 DENY ONE PENDED CLATM

Ll (@ 14, PRECLATMS By Date Created/E eyed
L (@ 16, PRECLATMES AP D TO EXCEL All Providers
Lkl (317 PRECLATMS A P.D TO EXCEL Prov Eange

. Unedw

f,’ start i k... -3 Unix afterlogin - Micr... A Search Desktop ‘P 2] f' '(__;E S u

Select option X CLAIMS ENTRY
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2 MCO - Microsoft Internet Explorer

MENTAL HEALTH SERVICES OF CATAWEBA

CMHC/MIS R

Friday, Septerdher 07, 2007
Carol Allman

Process Menu

= Functions
= MCO PRECLAIMS
Service Claims Entry

FRROR DSP
H Quit

=TT

is Start ® mbox - ft Cuk... Z 2 Internet Explorer ~| ‘DI PROVIDER CLAIMSE. .. Search Desktop BE =R 9% TE | 643am

Selectg Service Claims Entry
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2 MCO. - Microsoft Internet Explorer,

MENTAL HEALTH SERVICES OF CATAWEBA

CMHC/MIS e

Friday, Septerdher 07, 2007
Carol Allman

Process Menu = mcosel MCO Select Agency Staff

Mental Health Services of
= Functions Select Agency Staff Screen 1 IC Division of MHIDDISA Services

= MC0 PRECLAIMS Catawha County
Gervice Claims Entry Agency ID: TPS01 e e
FRROR DEP Provider Staff: (& TP3014 TPS - BURKE OPPORTUNITIES

® Quit
Provider Staff: O TPS013 TPS - JAMESTOWN COMMUNITY SUFPOR

Provider Staff: O TP3012 TPS - JAMESTOWN CAP OFFICE
Provider Staf: O TP3011 TPS - ALISON STARK

Provider Staff: C' TP3010 TPS - MOUNTAIN ACTIVITY CENTER
Provider Staf: O TP3001 TPS TURNING POINT SERVICES

Provider Staff: O TP3002 TPS TURNING POINT SERVICES

Contimie  Cancel l:l LR ® i [)@

— -
i4 Start [® Inbox - Microsoft Out... 2% 2 Internet Explarer  + | L) PROVIDER CLAIMS E. ..

Select the provider
Click on Continue at the bottom of the screen

The provider list only shows active provider. If we have not received laithe last four
Y2y GKa GKS LINE A RS Ndot&e. layou do catiseeitemal Rdtsy HilS R
phill@ mentalhealthpartners.orgnd MH_CMHC_HPmentalhealthpartners.org
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mailto:MH_CMHC_HELP@catawbacountync.gov

2} MCO TEST SYS - Microsoft Internet Explorer, |Z||E|[z|

Courty
Agency ID: 14920

Provider ID: BCPO11

= mcosell MCO Select Authorized Clients
Mental Heath Services of Catawba

Client Data: O 410111 LASTNAME, FIRST NAME Birth Date: 06/12/1997
Client Data: O 407367 LASTNAME, FIRSTNAME Birth Date: 11/02/1992
Client Data: O 407319 LASTNAME, FIRSTHAME Barth Date: 03/20/1996
Client Data: O 407318 LASTNAME, FIRSTHNAME Birth Drate: 06/30/1996
Client Data: O 408170 LASTMNAME, FIRSTHAME Birth Date: 04/21/1998
Client Data: O 407322 LASTNAME, FIRSTHNAME Birth Drate: 11/20/1993

Select Authorized Clients Screen 2 MC Division of MHDDISA Services

Agency Name:

Provider Name: BCP - DIAGNOSTIC ASSESSMENT

s start [ @zmi

AGENCY NEXT CANCEL =00
Off.. = & 2ntemetBxpl., +| EIM cel-.. | CIPROVIDER CLiL.. L B ° & E@IE™ 03

You ca click on this box to toggle between full screen and split screen. This will make the
panel on the left disappear and-gppear

Select the client and click on NEXT

The list of client is a secure listafents;other provider will not see the client uegs theyhave
been given acceséccess to the client is givevhen the first authorization for your agency is

entered.
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2 MCO - Microsoft Internet Explorer, |:||E|[z|

- meosel2 MCO Select Clients Authorizations
::doe:ﬁr:LHealth services of Catanoa Select Clients Authorizations Screen 3 MC Division of MHDDISA Services
Agency ID: TPS001 Agency Hame: TURNING POINT SERVICES
Provider ID: TPS014 Provider Name: TPS - BURKE OPPORTUNITIES
Client Data: 3339339 TEST CLT & TESTLAST Birth Date: 01/07/1943
Auth Num: 0703TRS001 050 Effect; 07.01/2007 Lapse: 12i31/2007 Remaining Units:
@) CAT 1: ¥PE20 3rd Party Pay: Rate: 628 FS: 4050

No AuthReq Client NEXT CANCEL = )

i4 Start @ Inbox - fEOut.. 7 2 InternetExplorer - | ‘2| PROVIDER CLAIMSE. .

This is a list of authorizations for the client. Select the authorization that matches the service
and service dates you are prepagito enter.

If this is a package authorization, another screen will display a list of services in the package.
Select the service you are preparing to enter.
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Select the Authorization and click NEXT.

2 MCO. - Microsoft Internet Explorer,

- MCOSEL3M MICO Select Clients Authorizations 1
::doe:ﬁr:LHealth services of Catanoa Select Clients Authorizations Screen 4 MC Division of MHDDISA Services
Agency ID: TPS001 Agency Hame: TURNING POINT SERVICES
Provider ID: TPS014 Provider Name: TPS - BURKE OPPORTUNITIES
Client Data: 3339339 TEST CLT & TESTLAST Birth Date: 01/07/1943
Auth Num: 0708TPS001050 Effect: 0701 /2007 Lapse: 12/31/2007
CAT: ¥P&20 3rd Party Pay: Rate: 6.2 FS: 4050
Service Date: Time of Day: Dur: Service units: 3rd Party Paid:
nr | | D2 | | | ] | ] |
Service Date: Time of Day: Dur: Service units: 3rd Party Paicd:
£ RIE | |2 | ] | ] |
Service Date: Time of Day: Dur: Service units: 3rd Party Paid:

[ | | | | | ] | ] |
Service Date: Time of Day: Dur: Service units: 3rd Party Paid:

| | | | | | ] | ] | i
Service Date: Time of Daw: Dur: Service units: Jrd Party Paid:

| | | | | | ] | ] |
Service Date: Time of Day: Dur: Service units: 3rd Party Paicd:

| | ] | ] | ] | ] |
Service Date: Time of Day: Dur: Service units: 3rd Party Paid:

| | | | | | ] | ] |
Service Date: Time of Day: Dur: Service units: 3rd Party Paid:

| | | | | | ] | ] |
Service Date: Time of Daw: Dur: Service units: Jrd Party Paid:

| | | | | | ] | ] |

i4 Start | @ oz - Out.. 75 2 InternetExplorer - | ‘D PROVIDER CLAIMSE. ..

Key the claims information and click on NEXT
Note: You will need to enter hours and minutes for the duration box.
Example: If duration is hour and 15 minutes, you would enter 1.15

If you are providing a 24 hour service, such as residential, you will be prompted to only enter a
date of service.You $ould not be prompted to enteduration.

For date of service enter ddmmyy or ddmmyyyy
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2 MCO. - Microsoft Internet Explorer,

10

=X

Mertal Health Services of Catawha
Courty

Agency ID: TPS001
Provider ID: TPS014
Client Data: 3339339

Auth Num: 0708TPS001050

CAT: ¥P&20

= mcoselSN MCO Select Clients Authorizations

Select Clients Authorizations Screen SN

Agency Hame: TURNING POINT SERVICES
Provider Hame: TPS - BURKE OPPORTUNITIES
TEST CLT & TESTLAST

Effect: 0701 /2007

MC Divizion of MHDDIEA Services

Birth Date; 01/07/1943

Lapse: 12/31/2007

Service: Rate: 6.2 FS: 4050
Date: Dur: Units: 3RD Party: Billed:
|oam1 2007 || Times 1200 | .00 I SR | [ oo |
Date: Time: Dur: Units: 3RD Party: Billed:
|pamziza07 | zoo |||z I [ | |

1 51'3."1.; ® Inbox -

Contitme  Cancel

- | ') PROVIDER CLAIMSE...

=TT

The claims will relisplay. If the program finds error they will be in red. If you had keyed a date

2 2 Inkernet Explarer

BT o C <=O R o

outside of the authorization dates the date would be red. You canencakrections if necessary

then click Continue

Note: The billed block will be 0.00 unless you key an amount intp=ay block.

Only enter the Units if there is &*3arty payment.
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2 MCO - Microsoft Internet Explorer

Enter Date Received

[areiod |

Submit Cancel =R

'4 Start @ Inbox - Microsaft Out... 75 2 Internet Explorer ~| ‘DI PROVIDER CLAIMSE. .. Search Desktop B 7 &ER™IE o45am

Enter the date you key the claims and click on Submit
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3 MCO - Microsoft Internet Explorer

= mcosel8N MCO Select Clients Authorizations
Merital Health S f Catannity . i
Coeur:y AN Services of Lalahe ‘ Select Clients Authorizations Screen 8N ‘ IC Division of MHIDDISA Services
‘ Agency ID: TPS001 | Agency Hame: TURNING POINT SERVICES
‘ Provider ID: TPS014 | Provider Name: TPS - BURKE OPPORTUNITIES
\ Client Data: 339939 | TEST CLT & TESTLAST Birth Date: 01,07/1343
 Auth Nurm: 0709TPS001080 | Effect: 07.01/2007 | Lapse: 123172007
| CAT: YPeZ0 | senvice: ' Rate: 5.28
Service Date: Time of Day: Dur: Service units: 3rd Party Payor: Amount Billed:
|oam1 2007 | [1z00 | [1:00 | [ | [ | ] oo |
Service Date: Time of Day: Dur: Service units: 3rd Party Payor: Amount Billed:
|pamziza07 | zoo |||z I I | |

Submit Cancel l:l im R? ﬂ h@
- EETr - <=cn @

Click on Submit
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2 MCO - Microsoft Internet Explorer

= mcosel2 MCO Select Clients Authorizations
::doe:ﬁr:LHealth Services of Catawis ‘ Select Clients Authorizations Screen 3 ‘ IC Division of MHIDDISA Services
‘ Agency ID: TPS001 | Agency Hame: TURNING POINT SERVICES
‘ Provider ID: TPS014 | Provider Name: TPS - BURKE OPPORTUNITIES
\ Client Data: 339939 | TEST CLT & TESTLAST Birth Date: 01,07/1343
| Auth Nurm: 0709TPS001080 | Effect: o701 2007 | Lapse: 123172007 | Remaining Units:
| O caT 1 vpez | 3rd Party Pay: | Rates .25 | Fs: 4050

No AuthReq  Client | NEXT CANCEL = )

is Start

dick on Client if you want to enter more claims.

Click on NEXT or CANCEL to exit the prograitake you back to the following menu
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2 MCO - Microsoft Internet Explorer

MENTAL HEALTH SERVICES OF CATAWEBA

CMHC/MIS e

WCO
Friday, Septerdher 07, 2007
Carol Allman

Process Menu

= Functions
= MCO PRECLAIMS
Service Claims Entry

FRROR DSP
H Quit

T

7} éra_n‘ @ Inbox -

© 2 Interret Explorer  + | | FROVIDER CLAIMSE. .. Search Desklop B T &= IE 55

You can enter more claims or click on Quit

Quit will take you to the following menu.
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2 MCO. - Microsoft Internet Explorer,

MENTAL HEALTH SERVICES OF CATAWBA o
COUNTY
CMHC/MIS Meo
Thursday, IMay 08, 2008
Tomy Willis
J<d <d MCO PROVIDER CLATMS ENTRY

L @ 1. CLADMS ENTRY

L () 3 PRECLATMS EDIT CHECE REPORT

Ll @ 5 PRECLATMS ERRORS TO EXCEL

L] 7. CHANWGE FEMDED CLATMS TO DEMNIED

Ll @ 9 DENY ONE PENDED CLATM

Ll (@ 14, PRECLATMS By Date Created/E eyed

Ll (@ 16 PRECLATMS A P.D TO EXCEL All Providers
L] (317 PRECLATMS 4 P.D TO EXCEL Prov Range

r——p— [ . [ .
iy S5tant e Inbaox - Microsoft Qut,., 3 Unix afterlogin - Micr... A} MCO - Microsoft Inter,..

Selectoption 3¢ PRECLAIMS EDIT CHECK REPORT

You must waits minutes after entering the claims before running this program,
so the files have time to proces#.you do not all of your claims may not be
processed. You may receive a warning message DB SearcleRramalil
mh_cmhc_hel@mentalhealthpartners.orgMake sure you have waited 5
minutes after claims entry. Try the Preclaims Edit Check Report program again
andemail Mh_cmhc_help@entalhealthpartners.orgif you get the message
again. See page 25 for the-mail address.
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Enter Y and press the ENTER key.

The program processes all pended claim. | f you had claims that were entered on a prior day,
they will also be processed.

If the program finds more that 100 pended claims to process, you will receive asags that
the claims will be process at nigh¥.ou can check your error report the next morningfter
you have been notified that corrections have been made, run tBelect option 3t
PRECLAIMS EDIT CHECK RER@RT
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