MOLINA

Medicaid Solutions

Medicaid Management Information Systems

Maine Integrated Health Management Solution
Health PAS Online: Public Portal User Guide

Date of Publication: 02/25/2014
Document Number: UMO00039
Version: 3.0




Revision History

Version |Date Author Action/Summary of Changes |[Status
0.1 03/29/2010 |K. Weaver / Created original / Quality Draft
Maria Smith Assurance
0.2 09/02/2010 |R.J. Roy Updated based on system Draft
design and functionality;
incorporated Molina name and
logo.
0.2 09/10/2010 |Karleen Make final changes reflecting Draft
Goldhammer both systems validation and
State Review comments
0.2 09/14/2010 |R.J. Roy QA Draft
0.2 09/16/2010 |Karleen Responded to QA questions Draft
Goldhammer and suggestions.
0.2 09/16/2010 |R.J. Roy QA Draft
0.3 09/27/2010 |S. Savage Updates based on Linda Riddell | Draft
comments/Total rewrite based
on 6 grade reading level
because this will be available to
member community
0.4 09/30/2010 |Linda Riddell / S. |Updates based on 6 grade Draft
/ Savage reading level / Updated
10/04/2010 Copyright Information
1.0 10/18/2010 |Maria Smith Finalized after receiving State |Final
Approval on 10/16/2010
2.0 11/22/2010 |RJ Roy Renamed Final
2.1 01/28/2014 |Darcy Casey Updates per CR 33670 Draft
2.2 02/17/2014 |Darcy Casey Updates per State comment log |Draft

v2.1 dated 2/11/2014




Version |Date Author Action/Summary of Changes |[Status

3.0 02/25/2014 |Darcy Casey Finalization per State Final
acceptance email dated
02/25/2014




Usage Information

Documents published herein are furnished “As Is.” There are no expressed or implied warranties. The
content of this document herein is subject to change without notice.

HIPAA Notice

Secure portions of the Maine Health PAS Online portal are for the restricted use of authorized users only.
Public users do not have access to these restricted areas. Authorized users of the Maine Health PAS
Online portal may have access to protected and personally identifiable health data. As such, the Maine
Health PAS Online portal and its data are subject to the privacy and security regulations within the Health
Insurance Portability and Accountability Act of 1996, Public Law 104-191 (HIPAA).

By accessing the Maine Health PAS Online portal, all users agree to protect the privacy and security of
the data contained within as required by law. Access to protected information on this site is only allowed
for necessary business reasons, and is restricted to those persons with a valid user name and password.
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1.

Introduction

This User Guide shows you how to use the MIHMS Health PAS Online Portal (online portal).
The online web portal gives you:

Useful links

Useful Documents

Lists and Announcements
Surveys

Contact Information

A Site Map

2. Your Computer
To get the most out of the web portal, make sure that your computer has:

A reliable online connection

A web browser- The latest version of Microsoft Internet Explorer is recommended. As
versions of Internet Explorer become available it is recommended that these versions are
used.

The latest version of Adobe Acrobat Reader

3. Home Page
The Home Page gives helpful information about:

Office of MaineCare Services (brings you to the Office of MaineCare Services website)
DHHS Regional Offices (provides contact information for each office location)
Contact DHHS (provides contact information for all office locations and departments)
Community Resources (Brings you to the Maine 211 website for community resources)

Notices and Announcements (gives any important notices or announcements for
MaineCare)

Contact Information (links to contact information for MaineCare members, providers,
billing agents, and clearinghouses)

Frequently Asked Questions

Surveys

To get to the Home Page you must open a web browser or internet browser (Internet Explorer is
one type of web browser) on your computer. Once you open a web or internet browser:

1. Enter https://mainecare.maine.gov into the browser address area, as shown in Figure 3-1:
Internet Browser Address.
HPO_ONL_UG0027X_v3.0_20140225.docx.doc Page 1 of 14
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Ig https: imainecare. maine goy - |

Figure 3-1: Internet Browser Address

2. Press the Enter key or click the Go button.
3. The online portal home page screen will then appear, as shown in Figure 3-2: Home Page.

@ Health PAS-Onling

........

: Navigation
¥ oo Links

Provider Link

Figure 3-2: Home Page

NOTE: The information on this page will change sometimes.

3.1 Provider Tab or Link

You may click the Provider tab or link for more information. Figure 3-3: Provider Tab shows
the page that appears when you click the Provider tab or link and provides examples of the

HPO_ONL_UG0027X _v3.0_20140225.docx.doc Page 2 of 14
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information that can be found without logging in as a trading partner. For more information, see
Section 3.1.1: Secure Portion of Provider Tab and 3.1.2: Public Portion of Provider Tab.

Provider

MaineCare

An Office of the Depariment of
Healih and Human Service

Provider Member

Trading Partner Sign In

User Name:

Passwiard:

Register
Reset Password
Retrieve User Name

[ Provider Useful Links
# Provider Enrollmant Links

[= Provider Manuals

® Billing Instructions
¥ Companion Guides
. MyHealth PAS User
Guides
® Trading Partner Guides

n X112 HIPAA
Acknowledgements

[= Provider Documents

Home = Provider

fo
Health PAS-Online

MNow Accepting PA Reguests for CT and PET

Important Updates

Accepting PA Requests for CT
and PET Scans, CR 28797

by WebFlash

The following details are provided as part of this

change:

2/11/2014 3:10 PM

* The portal is enhanced to allow PA requests for
certain CT and PET scans as well a5 to provide an
immedizts response to your PA request, This responss
will include an aute approval.

PCCM Referral Training Video
Available

by WebFlash

The ME- PCCM Referral Overview (Course) —C-
1343 i now available for Primary Care Case
Manzagement {PCCM) Primary Care Frowviders [PCF)
and Specizlists, To access the training video, you must
first log in to your trading partner account, select...

1/27/2014 4:3% PM

Updated Top Denial Reasons
Document

by WebFlash

The Top 10 Denizl Rezsons document has now been
updated. The document lists the edit reason, RAJEIS

1/14/2014 4:15 PM

i Accessibility Enable  Online Help (B Sign In

[rhi-siee ) )

Wed, Feb 12, 2014

Welcome to MIHMS

Explore these valuable documents that will help you
use the Maine Integrated Health Management
Solution (MIHMS]:

Getting Started Provider Enrellment—detailed guides to
enroll on-line. Choose between In-State or Out-of-
State and type of provider.

Provider Checklist—steps you need to submit caims to
the MIHMS

Important IRS Information—your MaineCare payments
may be affected if IRS and MIHMS information do not
match. Review to ensure compliance with IRS rules.

Trading Partner Registration—step-by-step guides for
Trading Partner registration. Applies to billing
providers, billing agents, and dearinghouses.
Providers can register after enrcllment approval;
billing agents, aftar receiving an Enrollment Case
MNumber from at least one associated billing provider;
and clearinghouses, anytime.

Erovider Maintenance—guides for completing provider
maintenance on-line. Provider maintenance is
available for approved providers and billing agents
registered as Trading Partners.

code, business description, and troubleshooting tips
for the top denialks. It has two tabs; the first lists the top

Direct Deposit/EFT
Caumen harizarion

EDI Testing—test file instructions for Trading Partner

Figure 3-3: Provider Tab

3.1.1 Secure Portion of Provider Tab

The Provider tab allows registered users to access secure portions of the portal by logging in as a
trading partner. A variety of functions are available to registered users on the secure section of
the online portal, such as claim submission, member eligibility verification, and prior
authorization (PA) submission. Only eligible entities may register as a trading partner. Eligible
entities include billing providers, billing agents, clearinghouses, and health plans. For
instructions on registering as a trading partner, you may access the Trading Partner Guides at the
following link:

https://mainecare.maine.gov/Trading%20Partner%20Guides/Forms/Publication.aspx

For more information on what functions are available in the secure provider section, follow these
steps:

1. Click on Provider tab or link.

HPO_ONL_UG0027X_v3.0_20140225.docx.doc
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2. Click on Provider Manuals to show the links. See Figure 3-4: Provider Manuals. Click
on MyHealth PAS User Guides. The guides will show, as seen in Figure 3-5: My Health
PAS User Guides.

NOTE: This is only a sample list of the guides.

3. Click on a User Guide for help or more information.

=l Provider Manuals
® Eilling Instructions

B Companion Guides

- MyHealth PAS User
Guides

® Trading Partner Guides

- *.12 HIPAA
Acknowledgements

Figure 3-4: Provider Manuals

Dental Claims Submission and Claims Status, Online MHP User Guide
Dental Claims Submission and Claims Status, Online MHP User Guide
MHP Online Claims Submission - Institutional User Guide

MHP Online Claims Submizsion - Professional User Guide

MHP OnLine Eligibility Verification User Guide

DULDED S

Figure 3-5: MyHealth PAS User Guides
3.1.2 Public Portion of Provider Tab

The following information may be found on the Provider tab without logging in as a trading
partner:

e Important Updates

e Helpful topics to Keep in Mind

e ICD-10 Information

e A MaineCare Event Calendar

e A Welcome to MIHMS area that provides quick links to useful provider related
documents

e Provider Useful Links

e Provider Enrollment Links

e Provider Manuals

e Provider Documents

HPO_ONL_UG0027X_v3.0_20140225.docx.doc Page 4 of 14
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e Provider Lists (FAQs and a Provider Directory)

e Surveys
e Contact Information
e Site Map

3.2 Member Tab or Link

You may click the Member tab or link for more information. Figure 3-6: Member Tab shows the
page that appears when you click on the Member tab or link and provides examples of the
information that can be found without logging in as a member. For more information, see
Section 3.2.1: Secure Portion of Member Tab or 3.2.1: Public Portion of Member Tab.

f o Accessibility Enzble  Online Help (P Si

MaineCare Services -
- e @ Health PAS-Online
n iee of Ihe Deparimen -
| his Sice =]

Health and Human Services

Home Provider Member Wed, Feb 12, 2

Home = Member
First Name:

Last Name:
Date of Birth: mm,/dd /Ay

Last 4 numbers of
Social Security #:

How to apply for MaineCare

Call or visit the Department of Health & Human Services local
office closest to where you live. Tell the person at the front desk
you want to apply for MaineCare. An eligibility specialist will meet
with you to determine your MaineCare eligibility and can answer
questions about the MaineCare application process.

= Member Usaful Links

o OMS Infarmatian for
Current Members

® applying to MaineCare

MaineCare Coverage Changes

Visit the Office of MaineCare Services member website for Stay up-to-date on
newsletters, updates, and reports on current projects. changes to benefits
covered by MaineCare by
going to the MaineCare
Already a MaineCare member? Member page. There are
several letters to
MaineCare members
explaining the benefit
changes under “News."”

u MzineCare Benefits
Manual

¥ DHHS Regional Offices

" Healthy Maine

® Community Resources

o Contact Member
SErvices Report any name, address, income, or other changes to your
eligibility specialist within 10 days of the change. Contact him

or her at your local DHHS office if you have any guestions.

= Member Documents

® nMember Benefits

Figure 3-6: Member Tab

3.2.1 Secure Portion of Member Tab

The Member tab allows MaineCare members to access secure portions of the portal by signing in
as a member. Signing into the online portal allows MaineCare to request a Letter of Credible
Coverage and/or a Claims History Report. To access the secure member portion of the online
portal, you must be a MaineCare member and enter in your first and last name, your date of
birth, and the last four numbers in your social security number.

HPO_ONL_UG0027X_v3.0_20140225.docx.doc Page 5 of 14
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For more information on the Member Sign In or to see more on what is in the secure part of the
member section, follow the steps below or click on the following link to get to the Member
Online User Guide:

https://mainecare.maine.gov/OnlineUserGuide/Forms/Publication.aspx

1. Click on the Member tab or link.

2. Click on Member Documents to show the links. See Figure 3-7: Member Documents.
3. Click on Online User Guide.

4. Two (2) user guides will show. Click on either one for more information.

= Member Documents
B Member Benefits

B Member Newsletter

| ® Online User Guide |

Figure 3-7: Member Documents
3.2.2 Public Portion of Member Tab

The following information may be found on the Member tab without signing in as a MaineCare
member:

e Information on how to apply for MaineCare

e MaineCare card information

e MaineCare Coverage Changes

e Member News and Updates

e Member Useful Links

e Member Documents

e Surveys

e Member Lists (such as FAQs and a Provider Directory)
e Contact information

e Site Map

To see more on what is in the public part of the member section, follow the steps below or click
on the following link to get to the Member Online User Guide:

https://mainecare.maine.gov/OnlineUserGuide/Forms/Publication.aspx

1. Click on the Member tab or link.
2. Click on Member Documents to show the links. See Figure 3-7: Member Documents.

HPO_ONL_UG0027X_v3.0_20140225.docx.doc Page 6 of 14
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3. Click on Online User Guide.
4. Two (2) user guides will show. Click on either one for more information.

3.3 Home Useful Links
The Home Useful links, located on the Home tab and shown in Figure 3-8: Home Useful Links,

give you contact and resource information. The links are:
o Office of MaineCare Services (brings you to the Office of MaineCare Services website)
e DHHS Regional Offices (provides contact information for each office location)
e Contact DHHS (provides contact information for all office locations and departments)
e Community Resources (brings you to the Maine 211 website for community resources)

o Definition of Benefits (gives any important notices or announcements for MaineCare)

e Maine Medicaid Policy

Figure 3-8: Home Useful Links

3.4 Home Documents

The Home Documents, located on the Home tab and shown in Figure 3-9: Home Documents,
give you reading and training material. The links are:

e Portal Guides
e Other Publications

HPO_ONL_UG0027X _v3.0_20140225.docx.doc Page 7 of 14
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Home
Documents

Figure 3-9: Home Documents

3.5 Home Lists
The Home Lists choices, located on the Home tab and shown in Figure 3-10: Home Links, are:

e Frequently Asked Questions (FAQS)
¢ Notices and Announcements

HPO_ONL_UG0027X_v3.0_20140225.docx.doc Page 8 of 14
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Figure 3-10: Home L.ists

3.5.1 Frequently Asked Questions

FAQs are questions commonly asked by providers, trading partners and/or members. See Figure
3-11: FAQs for examples.

Enrollment, Trading Partner, and General Frequently Asked Questions

The following table contains frequently asked guestions that relate to the Maine Integrated Health Management Solution (MIHMS), Clic
answer.

Billing agents and Clearinghouses

& Do Ineedto do anything besides a Trading Partner Agreement with my clearinghouse to send my claims? Do we supply the PI

& Doces a billing agent have full access to all provider information under the Trading Partner Agreement?

# Iam a billing agent and I often look up information about claims and member eligibility for the billing provider. I am confuszed 3
will I be able to continue to check information I am able to check now?

* How do I as the billing agent asscciate all my Pay-To NFIs?

o Will billing agencies need to re-enrcll?

e If a provider is handling billing for other entities do they need to register as a "billing agent” in MIHMS?

* 2Are billing agents (billing services and clearinghouses) going to be validating their clients?

e [Does choosing a billing agent prevent providers from submitting their own claims, as well?

Billing codes
e Are any changes in billing codes anticipated for MIHMS?
Claims

® What iz the difference between a service location and a place of service?

o Will MIHMZ communicate with AFZ Healthcare to ensure approvals are accurately processed (i.e.: Number of units, dollars alloc
A Lo LATLIdS S ffe b Ceo ot Cio oD

Figure 3-11: FAQs

To see provider or member FAQs, go to the provider or member tab and click on Frequently
Asked Questions.

HPO_ONL_UG0027X_v3.0_20140225.docx.doc Page 9 of 14
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3.5.2 Public Notices and Announcements

Public Notices and Announcements will be updated often. See Figure 3-12: Public Notices and
Announcements.

Actions ~ view:  All Items -
D Title
HiN1 The 2009 Influenza A(H1N1) monovalent vaccine has been purchased by the federal government as a means
Vaccine of protecting the public against 2009 H1N1 influenza. It is being made available to immunization providers

working in partnership with state and local public health departments to vaccinate individuals for whom the
vaccine is recommended.

Providers refer to Provider agreement for H1N1 vaccine.

Figure 3-12: Public Notices and Announcements

3.6 Surveys

To give feedback on the online portal, click on the OnLine Website Survey link, as shown in
Figure 3-13: OnLine Website Survey:

= Surveys

- OnlLine Website

Survey

Figure 3-13: OnLine Website Survey

To fill out the survey:

e Click in the circle to choose your answer.
e Type in your answer using the space.
e When done, click the Finish button.

NOTE: Use the scroll bar to move down the page. See Figure 3-14: OnLine Website Survey-
New Item for help.

HPO_ONL_UG0027X_v3.0_20140225.docx.doc Page 10 of 14
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Health PAS Online > Upcoming Survey Sign-Up > Respond to this Survey Al
Upcoming Survey Sign-Up - New Item | Finish l\\
— gl Cancel \
Scroll Bar
= indicates a required field
Your Name (Optional): R
Ty
T ——)  ANSWeEr

A NEW SURVEY is planned in the months ahead.

If you wish to be notified via email when our next survey becomes available, please enter your full email address:

Please enter your email address a second time (to confirm):

I am using this website as a: * Click
O MaineCare M_e[n_ber)________.—-—l Circle

G Caregiver of a MaineCare Member

Figure 3-14: OnLine Website Survey— New Item

3.7 Contact Us

The Contact Us link, shown in Figure 3-15: Contact Us, goes to a page that lists contact
information for members and providers. The Contact Us page gives:

e Email Addresses
e Phone Numbers

e Address Information

Figure 3-15: Contact Us

HPO_ONL_UG0027X _v3.0_20140225.docx.doc Page 11 of 14
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Figure 3-16: Contact Us- Member gives an example of contact information for members.

Contacts for Members

Applicants and Current Members

To apply for MaineCare or to report changes to your name, income, address, or household
make-up, etc., call the Office for Family Independence at
1-300-442-6003 (TTY 711).

Or, call or visit your local
DHHS office (listed by towns and cities)

Current Members

MaineCare members may call Member Services at
1-300-377-6740 (TTY 711)
for information about MaineCare-covered services.

Or, contact MaineCare Member Services at:
Phone: 1-800-977-6740 (TTY: 711)
Fax: 1-877-314-8773

E-mail: MaineCareMember@molinahealthcare.com

Figure 3-16: Contact Us— Member

Figure 3-17: Contact Us- Provider gives an example of contact information for providers.

HPO_ONL_UG0027X_v3.0_20140225.docx.doc

Page 12 of 14
Last updated: 02/25/2014



Maine Integrated Health Management Solution
HealthPAS Online: Public Portal User Guide

MaineCare Services
Dept. of Health & Human Services

P.0. Box 1024

Dept. of Health & Human Services:
Locations: hittp:/fwww . maine. gov/dhhs/ DHSaddrese=. htm
Ema MIHMSHaws. DHHSSE main=. gov

Electronic Data Interchange (EDI)
Trading Partner Agreements

Fax -B77-314-8775

=mail: MaireC s EnmcllEmolina e ithoams. com

Provider Services
hone: 1-B65-550-5585 (TT¥: 711)

R77-314-E774

ax 1-BFF-314-BE7

-mail: MaimeCar=Providerfmolinabhealthcar=.com

Figure 3-17: Contact Us- Provider

3.7.1 Site Map

The Site Map is a quick way to find what you are looking for. Clicking a link on the Site Map
screen will open up to that screen. For example, clicking the Contact Us link will open up the

Contact Us screen. Figure 3-18: Site Map shows the Site Map.

HPO_ONL_UG0027X_v3.0_20140225.docx.doc
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Hezalth PAS Online = Site Map = Site Map

Site Map - Site Map

SITE MAP

- MIMHS Home Page
- Home Useful Links

- Office of MaineCare Services
-DHHS Regional Offices

- Provider Page
- Provider Useful Links

- AdvantageME Forms
- Center for Medicare & Medicaid

- Secure Trading Partner Page *
- Account Maintenance

- Manage Usars ¥
- Provider Associations ¥

- Contact DHHS
-Community Resources

Services
- CMS MPI Registry Search

- Reset Password *
-Trading Partner Status ¥

- Definition of Benefits - National Correct Coding Initiative - User Status ¥
-Maine Medicaid Policy Edits -File Exchange
-Home Documents - Maine Administrative Codes -X.12 Upload ¥
- Portal Guides - NDC/HCPCS Crosswalk -Archive Search *
- Other Publications - Rebate Drug Product List - Responses *
-Home Lists - Maine Department of Health & -Claim [837) *
- Frequently Asked Questions Human Services - Claim Status (276} ¥
- Notices & Announcements - Maine Medicaid Palicy -EIigibiIiHjZ?ﬂt*
- Contact Us {MaineCare Benefits Manual} - Enrollment (334] ¥
-Contact Us

- Maine Medicaid Policy — Recently
Adopted Rules

-Finance [335, 820)*

-Sarvice Review (278} *

Figure 3-18: Site Map
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