MOLINA

Medicaid Solutions

Medicaid Management Information Systems

Maine Integrated Health Management Solution
HealthPAS Online: Referral User Guide

Date of Publication: 05/16/2014
Document Number: UMO00039
Version: 5.0




Revision History

Version |Date Author Action/Summary of Changes |Status
1.0 08/17/2010 |S Savage / M Changes accepted and made |Final
Smith final.
1.1 08/25/2010 |S Savage / Updates per IV&V comments Draft
Maria Smith
2.0 09/02/2010 |Maria Smith Finalized based on approval Final
received from the State on
09/02/2010
2.1 12/27/2010 [RJ Roy Update notices Dratft
3.0 01/07/2011 |RJ Roy Finalized based on approval Final
received from the State on
01/07/2011
3.1 04/27/2012 |Sean Higgins QA—copyedited, reorganized, |Draft
replaced callouts in screenshots
with new style, added content
from other guides in order to
standardize
3.2 11/21/2012 [Ann-Marie Neill, |Updates per RQ_ME00021343 |Draft
Pam Foster
3.3 01/8/2013 |Amy Nunan, Updates per State comment log |Draft
Ann-Marie Neill/ |v1.0.
Pam Foster Reorganized and updated
content based on QA Manager
feedback. Quality Assurance
3.3 1/9/2013 |[Susan Savage- |Updates and Quality Assurance |Draft
McGuckin Management review
3.3 1/15/2013 |Amy Nunan Updates based on QA Manager |Draft
review. Quality Assurance
3.4 1/31/2013 |[Pam Foster Updates per State comment log |Draft
v2.3 from date 1/25/2013
4.0 02/07/2013 |Pam Foster Finalized per State acceptance |Final
email dated 02/07/2013
4.1 03/12/2014 |Darcy Casey Updates per CR 33670, ICD-10 (Draft
updates.
4.1 03/12/2014 |Crystal Hinton  [Peer Review Draft




Version |Date Author Action/Summary of Changes |Status

4.2 04/30/2014 |Darcy Casey Updates per State comment log |Draft
v4.1 dated 04/23/2014

4.3 05/14/2014 |Darcy Casey Updates per State comment log |Draft
v4.2 dated 05/12/2014

5.0 05/16/2014 |Darcy Casey Finalization per State Final
acceptance email dated
05/16/2014




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

This Maine Health PAS Online Portal is for the use of authorized users only. 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 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

Most MaineCare Medicaid Members must enroll with a Primary Care Provider (PCP) within the
Primary Care Case Management (PCCM) Program. This program requires the PCP to provide
referrals for specialty care and other services/medical equipment. For additional information regarding
the PCCM Program, click the link to the MaineCare Services website at:

http://www.maine.qgov/dhhs/oms/provider/pccm.html

The MIHMS Health PAS Online Portal (online portal) provides Primary Care Providers with the tools to
submit referrals via the online portal.

2. System Requirements

To successfully use all features of the Health PAS Online Portal, ensure that your computer system meets
the following minimum requirements:

e Reliable Online connection

o \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.

e The latest version of Adobe Acrobat Reader

3. Preparation for Referral Submission Process

When completing and submitting a referral via the online portal, the user will need to gather the following
information:

e MaineCare Member ID

e Member Name

e Member Date of Birth

o Member Social Security Number (SSN)
e Start and End Date of Referral (required)

4. Trading Partner

To access the secure section of the online portal to submit a referral to MaineCare via Direct Data Entry
(DDE), you must first be a registered Trading Partner. To log into your Trading Partner Account (TPA):

1. From the online portal home page, click the Provider tab at the top of the screen.

2. On the Provider tab, enter your user name and password, which you created when you registered
your TPA, into the Trading Partner Sign In. See Figure 4-1: Trading Partner Sign In.

3. Click the Sign In button.
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Reset Password

Retrieve User Hame

Provider call centers
by AugAdmin

Figure 4-1: Trading Partner Sign In

NOTE: If you are not already a registered Trading Partner, click the link to the Trading Partner User
Guides for more information at:
https://mainecare.maine.gov/Trading%20Partner%20Guides/Forms/Publication.aspx

5. Referral Submission

There are two (2) ways you can submit a referral using the online portal, as shown in Figure 5-1: Form
Entry— Referral Submission:

e Primary Care Roster. See Section 5.1: Primary Care Roster for more information.

e Referral Submission. See Section 5.2: Referral Submission for more information.

= Form Entry

. Authorization
Submission

B suthorization Status

B Certification Submission

B Certification Status . \
. i s Primary
Claim Submission Care Roster
® Tlaim Status
B Eligibility Verification
= .
FPatient Roster .\
B brimary Care Roster Referral
® Provider Payment Status, Submission
B peferral Submission
B peferral Status
Figure 5-1: Form Entry- Referral Submission
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5.1 Primary Care Roster

The Primary Care Roster is an automatic list of the members that have been assigned to that Primary
Care Provider. One benefit to using the Primary Care Roster instead of Referral Submission is that the
user does not need to search for members and enter search criteria. For more information, see Health PAS
Online: Roster User Guide.

1. Once you are logged in as a Trading Partner, click on the Primary Care Roster link under the
Form Entry Heading.

2. The Primary Care Roster screen will display, as shown in Figure 5-2: Primary Care Roster.

3. Select the Billing Provider from the drop-down menu, if applicable. If there is only one Pay-To
provider, this field will be grayed out.

4.  Select the PCP from the drop-down menu.
5. Select the member from the roster list by clicking on the radio button, or

Select the first letter of the member’s last name from the alphabetical list. If a letter is grayed
out, there are no members assigned to the PCP that have a last name which starts with that letter.

7. Once you see the correct member, select the radio button next to the member name in the roster
list.

8.  Click the Submit Referral button to begin the referral submission process.

You Are Hore; Primsry Care Roster

Eilling Provider: BAYSIDE HOSPITAL-S | 1710295761 >
' - Selecta | =

Primary Care
BB Prevrdes =
Provddnr: I wreders e y PCP

The following members have designated you as their Primary Care Prondder(POP).

To locate a specific member in the list, select the Search icon.

PCP Roster Expeit 10 Edced
g ; |
Last Mame First Hame Date of Blrth Masabsr I PP Effective PCP Term Program
- MaineCare PCOM
MainaCare FOCM

Figure 5-2: Primary Care Roster

9.  Go to Section 6: Submit Referral to complete the referral submission.

5.2 Referral Submission

1. Once you are logged in as a Trading Partner, click on the Referral Submission link. The Submit
Referral- Find Member screen will populate. Verify the Select Billing Provider information
(above the Find Member tab) is correct. If there is more than one Billing Provider associated
with the Trading Partner ID, click the drop-down menu to select the proper Billing Provider from
the pre-determined list. See Figure 5-3: Billing Provider.
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Select Biling Provider: |PRY-2BC MEDICAL GROUP - |

Figure 5-3: Billing Provider

2. Once the Billing Provider has been selected, the Member must be identified. To search for a
member, at least two (2) of the four (4) available member search criteria fields must be filled for a
successful member search:

0 Member ID (e.g. 00000000A)

0 Name (Last and First)-the first field you should enter the last name and in the second
field enter the first name

= The Last Name and First Name count as one search criterion.

= On the search screen, enter the Last Name in the first field provided and the First
Name in the second field, as shown in Figure 5-4: Member Search.

= Names must match exactly for the first five (5) letters of the last name and the
first three (3) letters of the first name.

HINT: For example: Jane Example-Member could be entered as Examp for the last name and Jan as the
first name.

o Date of Birth (e.g. MM/DD/YYYY)
0 Social Security Number (SSN)- should be entered without any dashes.

[To zearch for 3 member, enter search critera in any two rows, For example rnd first) and the Date of Birth,
Last Name
Member ID:|

Mame {Last and First): I And I

Date of Birth: |MMDDVCCYY .
.
Social Security Number: |#####—#\## Submit .

Res

Figure 5-4: Member Search
3. Select the Submit button to perform your search.

NOTE: If no match is found, change your search criteria. For example, use the MaineCare ID and
member Date of Birth. If no match is found, or to start your search over, select the Reset button to clear
all the values entered in the Find Member search fields.

4. The search results are returned under the Find Member Results tab, as shown in Figure 5-5:
Member Search Results. The search may result in a list of multiple members. Using the
member’s criteria, identify the correct member. The member information that will be displayed

is:
o Name
o Gender
o Date of Birth
o Member ID

5. Select the radio button next to the member name to retrieve the member.

6. Click the Continue button to begin the referral submission process.
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Date of Birth Marmber D

ConlEme

Carvcel

Figure 5-5: Member Search Results

7. Go to Section 6: Submit Referral section to complete the referral submission.

6. Submit Referral

Upon the selection of the member for the referral, the Submit Referral- Referral Details screen will
populate, as shown in Figure 6-1: Referral Detail. There are five (5) sections associated with this screen:

Member Information
Referral Information
Referred To Provider
Diagnosis

Notes

NOTE: Some of the fields have been pre-populated with the member and provider information based on
the member you have selected and the provider entering the referral.

NOTE: Input fields with a red asterisk (*) are required. An error message will be displayed if these
values are left blank.
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Figure 6-1: Referral Detail
1. Complete the Referral Information tab as outlined in Table 1: Referral Information Tab.
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Table 1: Referral Information Tab

Field Name

Description

Referral Type

Required field. Defaults to Web Referral. This field is
grayed out and cannot be edited by the user.

Referral Reason

Required field. Click the drop-down menu and make a
selection from a pre-determined list. The options are:

e Durable Medical Equipment

Occupational Therapy

e Other- If selected, a note is required.
e Physical Therapy

¢ Single Consultation visit or opinion

e Single Visit for Treatment

e Speech Therapy

e Surgery/Admit to Hospital

Pay-To/Billing
Provider

Pre-populated field. This field is system-generated based on
the Trading Partner Account (TPA) submitting the referral.

Referred From

Required field. Click the drop-down menu and make a

Provider selection from a pre-determined list. The list will be sorted in
alphabetical order by provider last name.
This may be the PCP or a provider associated with the PCP.
Start Date Defaults to today’s date, but you can use a future date.
End Date Automatically defaults to six (6) months from Start Date, if
left blank.
Referrals can be put in place for up to one (1) year.
Visits/Units Automatically defaults if the visits/units box is left blank.

Single Consultation Visit or Opinion— defaults to 1 unit
Single Visit for Treatment— defaults to 1 unit
All other Referral Reasons— default to 3 units

NOTE: The number of units entered cannot exceed the
number of days on the referral.

2. Complete the Referred to Provider section. The Referred To Provider or Group field is
required. The Referred To Provider or Group should reflect the provider that is rendering the
service associated with the referral. To enter a value in the Referred To Provider or Group

field, select the Search icon as shown in Figure 6-2: Search for Referred to Provider.

MHP_Referral_User_Guide v5.0_20140516.doc.doc
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Referred To Provider

Click to
search for
Referred to
Provider

Referred To Provider or Group *  : »

Pay To/Billing Provider :

Figure 6-2: Search for Referred To Provider
3. A provider search screen will populate.
4. Complete one or more of the provider search fields.

NOTE: Certain providers may be listed with out of state addresses. Changing the default state from
“Maine’” to blank may aid with locating some providers.

5. Click the Search button. The search results are returned at the bottom of the screen under the
Search Results tab as shown in Figure 6-3: Provider Search Results.

6. To make a selection, click on the radio button next to the correct rendering provider, as shown in
Figure 6-3: Provider Search Results or the Pay-To provider as shown in Figure 6-4: Provider
Search- Without Rendering Providers and select the Continue button. Clicking Cancel closes
the Provider Search screen and returns to the referral screen.

NOTE: Some providers, such as Durable Medical Equipment Suppliers, do not have rendering providers.
For these providers you will refer the Member to the Pay-To Provider instead of a Rendering Provider as
shown in Figure 6-4: Provider Search- Without Rendering Providers.

7. Inthe Pay To/Billing Provider field, if the Referred To Provider is affiliated to more than one
(1) Pay-To Provider, the correct Pay-To/Billing Provider must be selected from the drop-down
menu.
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To search for a provider, use one or more of the fields below. Simply click the Search
button with no criteria to see a complete listing of available providers.

Provider Search

Provider/Clinic I
Name:

Program: I j

Specialty: I j

Provider I j

Type:

Provider 1D: I

City: |
State: I Maine "l

ZIF":I

Search Results

City, State, Pri Provid
Hame Provider ID Address . — Phone # County nr‘rfary rovicer
ZIPp Specialty Type
Li d
AMIS % Ein SPRINGVALE , C‘{:Z: 11-Behavioral
’ 1476682111 ME , 2073333333 YORK . Health
Gregory Street Social .
04083 Clinician
Worker
Continue
Figure 6-3: Provider Search Results
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To search for a provider, use one or more of the fields below. Simply click the Search
button with no criteria to see a complete listing of available providers.

Provider Search

Provider/Clinic
[eat
Hame:

Program: I j

Specialty: I j

Provider I j

Type:

Provider 1D: I

City: |
State:ll"u"laine v|

ZIP: I

Search Results

City, . .
P Provid
Name Provider ID  Address  State, Phone # County r‘|mlary rovieer
Specialty Type
ZIP
Eatu:un . 533 GREENE No iE-Famhty-
CMMUNY 1262485307 Wipman ME,  20766644dd ANDROSCOGGIN Specialty o)
Medical Road 04236 Required Organization
Center-S oa equire NR Provider
Continue

Figure 6-4: Provider Search- Without Rendering Providers

8. The Diagnosis section must be completed to submit the referral. It is possible for the member to
have multiple diagnoses. There are three (3) fields in the diagnosis section, as shown in Table 2:
Diagnosis Fields. If the user already knows the Diagnosis Code to use for their referral
submission, you can type in the code and press tab.

MHP_Referral_User_Guide v5.0_20140516.doc.doc Page 10 of 20
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Table 2: Diagnosis Fields

Field Name Helpful Information

Seq # The Seq # will increase as each line is added and is
automatically populated. Up to 12 diagnosis codes may be
entered. To add a new line, press the Tab key at the end of
the last line and a new line will appear.

Code The user is responsible for populating the code field.

Description The description will appear once the code is entered and the
tab key is pressed.

Only one primary diagnosis can be entered for each referral.
The first line entered is the primary diagnosis and must be
closely related to the procedure. Any additional diagnosis
entered will be considered a secondary diagnosis.

NOTE: Always tab through fields on a single line to ensure proper completion.

9. To search for a Diagnosis Code, click within the code box and then click the Search icon. See
Figure 6-5: Diagnosis Section for reference.

Click to search for code
Biagnosis
]
b ese==== ptleast one disgnosis code must be entered
Seq# Code Description
i |

Figure 6-5: Diagnosis Section

10. A new search window will open, as shown in Figure 6-6: Diagnosis Search. To search for a
specific code, enter part of its description in the field provided.

11. Click the Search button to retrieve a list of results.

To use a code, click on its hypertext link. To search for a specific code, enter part of its description in the
field provided and click the Search Button. Click the Reset button to clear the field and return all codes.

Diagnosis Codes

Description: Search Reset

Close Window

Figure 6-6: Diagnosis Search
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NOTE: MIHMS will match exactly the sequence of characters entered in the search criteria. For
example: if nothing is found for ““Sleep Disorder” try using only ““sleep.” Conversely, using just the
word “disorder” may be too broad and result in a longer list. To start over, click Reset to clear the

Description field.
12. The search will return a list of Code IDs, Descriptions, Effective and Term Dates, and ICD
Versions. Click any Code ID link to populate the Code ID to the Diagnosis section. See Figure
6-7: Diagnosis Search Results.

To use a code, clck on its hypertext link. To search for a specific code, enter part of its description in the field provided and click the Search
Butten., Clhck the Reset button to clear the feld and retwrn all codes,

Click
Diagriosis Codes “ Code ID L
Description: Al ;,_.j"gub__-_—.f I Search Reset

Description Effective Date Term Dake ICD Version
1] 104172013 10

=TLL 15 Alcohol abuse wislc-ind andety disorder

FI0.981 Alcohol abuse wislc-ind sexusl dysfunc Bon 101723 10
Fio. 152 Alcohol abuse w/alcinduced sleep disorder 100172003 10

Close Window

Figure 6-7: Diagnosis Search Results
13. Once the Code ID is displayed, tab through to auto-populate the description. A new line will be
presented if additional codes need to be entered. Up to 12 Diagnosis Codes can be added by
tabbing to the next line.

iagnosis

o
]
Fa

Seqé |Code Description
|1 |F10.120 IAIcohol abuse wiintoxication, uncomplicated

| |

-

e

Figure 6-8: Diagnosis Description

14. The Notes section is used to enter any other comments to further support the referral request. A
note is required when the Referral Reason selected is Other.

15. Click in the text box and type in supporting text.

16. When all the information has been entered, click the Submit button to submit the referral as
shown in Figure 6-9: Notes.

NOTE: Any errors in your application will be indicated at the top of the page in a red font and must be
corrected before the referral can be submitted.
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Hotes

I Subymit | Cancel

Figure 6-9: Notes

7. Referral Confirmation

Upon the successful submission of a referral, a referral confirmation screen will populate. This screen
provides the user with a referral number and a summary of the referral requested as seen in Figure 7-1:
Referral Confirmation.

1. By using the buttons at the bottom of the screen, you may Add Attachments, Print Attachment
Cover Sheet, or Print Detail. See Add Attachments to Referral for more detailed information on
adding attachments.

The foliowing referral Rat Doen sutosashaly BOMERed for procesting.

L e ]

“ \( Referral e ——
M DII: Number Referral Type: Wat-Refarral
Dl s e

Em M:- It Dol Rexsoe
Mhm bt Mamias himc-:m RLYSOE HOSPITAL-S
Date of Birthe Primary Care Phane Number: [I07) 395-438%
Address:

Referred From Prowider: E"ﬂ-‘G:"PS Edwarg
Agagresst 120 SIromg Aenod
A.'fj- BARS ME SA1ES
Referred From Pay Te: BavE0L = O0FTaL]
Refier To Provider of Groug: e RD= ABLTA™ON SOERTaL -]
Address: 117 MaTwE A
TOE, ME CI50%
Referrad to Pay Tor MARE FESASLITATION HOSTAL-T
Address: 117 Mt A
YO, M QORCR
Provider Soecialty: 0 Iodalty Reaured
Prowiser Type: MO PROVIDER TVFE
Visks/Units: 1

Sagraa
Code Deserpiion
7.2% Duord, orgnd, Drimany GnCril HEe 30083

-
b

Frocesom
Mo Prodeaune Goaes wane Tound for IR ralérral

e, Adsmiongl Referral Detals/Limiations

=
=

Print 2thshiment<o ver Sheat

Figure 7-1: Referral Confirmation
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8. Add Attachments to Referral

You have the option of adding an attachment to a referral; however, attachments are not required for a
referral.

1. Select the Add Attachment button at the bottom of the confirmation screen, as shown in Figure
7-1: Referral Confirmation.

2. The add attachments screen will open in a new window as shown in Figure 8-1: Add Attachment.
The referral information is pre-populated on the top of the page.

The Type of Attachment field will default to PA Support.

4. Select the Browse button to locate the file on your local computer. All supporting document files
must be in one of these formats:

o GIF
JPEG
MS Excel (.xIs)
MS Word (.doc)
PDF
o TIFF
5. Click the Attach button when the selected file to upload is listed in the Browse field.

o O O O

a. If you are unable to upload attachments, referrals should be submitted on paper with the
attachment. See Section 9, Referral Cover Sheet for instructions.

6. Each attachment must have a unique filename.

7. Once you have received a message that your attachment has been successfully submitted, the user
may:

a. Repeat Steps 1 through 6 to attach another document.
b. Click the Cancel button to return to the Referral Confirmation screen.

NOTE: Be sure to check that the red message at the top indicates the documentation you attached has
been accepted by the system.

You Are Here: ASd Artschees

Rafarral Numbar Raferral Status: cLosen
Provider Hame: M8NE REMABILTATION HOSATALS
Hember Name: Date of Services 1051713013 - 471842014
Mt P i
Type of Artachmant: [*25.0ps1t =] Browse Local
File Format: vatid file formats are: Machine
GF, JPEG, W5 Excel, M3 ward, BDF, TIFF ¢l
Aftach Cancsl

Figure 8-1: Add Attachment
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9. Referral Cover Sheet

Supporting documentation can be submitted manually if you are unable to upload electronic copies of
attachments. To do this, print a Referral Cover Sheet along with the Referral Number which is

provided to you on the confirmation screen.

If you need to mail in or fax the attachments, use the steps below to print a Referral Cover Sheet:

1. Click the Print Attachment Cover Sheet button located at the bottom of the confirmation
screen, as shown in Figure 7-1: Referral Confirmation.

2. A new window populates with the Referral Cover Sheet, as shown in Figure 9-1: Referral Cover

Sheet; which must be included as part of the manual submission of any attachments.

3. Select the Print button located at the bottom of the screen to print the Referral Cover Sheet as

shown in Figure 9-1: Referral Cover Sheet.

Cowver Page Reciptent Name:
Matiing Addres:

Fax number:

Date:

Subsmitzing Presvider 1Dz
Submitting Prowider Rame:

Referral Humber:

Member Dz
Member Rame:

Dates of Service:

Chaes WINOoW

Referral Cover Sheat

Recipient_Name

111-388-8888
101772003
13555TET04

ROBINEON-5, Edward

Referral Detail

Print

Figure 9-1: Referral Cover Sheet

4. Send this cover sheet, along with any attachments, via fax or mail to:

Mail to:

Referral Unit

Office of MaineCare Services
11 State House Station
Augusta, ME 04333-0011

Fax #: 1-866-598-3963
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9.1 Print Detail

Providers rendering services on a referral may want to print a copy of the referral for their medical
records.

To print the referral details, follow the steps below:

1. Select the Print Detail button from the Referral Detail screen as shown in Figure 9-2: Print
Detail.

Add Attachments Prirt Mtachrert Cover Shest Frint Cetall

Figure 9-2: Print Detail
2. The Referral Detail screen will populate, as depicted in Figure 9-3: Referral Detail.

3. Select the Print button at the bottom of the Referral Detail screen to print.

Referrsl Tummany
Referral o Diposition:
Reguest Date: 1051752013 Referral Type: Web-Referral
Start Date: 10/17/2013 Referrsl Reacon: Gooupational Therapy
Primary Care Provider: Dertal Reason:
End Date: 4/15/2014 Primary Care Organtzabion: BAYSIDE HOSPTAL-S
Primary Care Phone Number: (207) $53-4539
Member ID: Referred From Provider: ROBINSON-5, Edward
Member Hame: Addres: 320 SLrONE Avenus
Date of Berth: WEST PARIS, ME 04289
Provider Spactaity: No Spacialty Required Provider Type: NO PROVIDER TYPE
Referred to Pay To: MANE REHABLITATION HOSATALS
Address: Addrem: 117 mathaws Ave
YORK, ME 03909
Ervoll Effective Date: Refer To Provider or Group: MANE REHABLITATION HOSATAL-S
Enrcdl Term Date: Addrem: 117 Mathews dve
Vs Unit: 3 YORK, ME 03509
Dtagrecrsts
code Description
7.2 Dsord, argne, primary central tieep apnea
€= Prév Next -»
Motes— Additional Referral Details/Limitations
Clogs VAnoow Print
Figure 9-3: Referral Detail
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10. View Referral Status

Submitting Providers or Referred to Providers may view the status detail of a referral that has been
previously submitted. The referral status screen provides a list of the most current referrals submitted by
a specified Billing Provider and Primary Care Provider.

1. On the left navigation pane, locate the Referral Status link under Form Entry to access the
View Referral screen, as shown in Figure 10-1: Form Entry— Referral Status.

= Form Entry

Authorization
Submission

B puthorization Status

B Cartification Submission
B Certification Status

B Claim Submission

B Claim Status

B Eligibility Verification

® Patient Roster

® orimary Care Roster
- Provider Payment

Status Select

B Raferral Submission i i
B Refarral Status I

Figure 10-1: Form Entry- Referral Status

2. The Billing Provider field is editable only if the provider has additional associations. If no
additional associations exist, this field will be grayed out. To edit the billing provider, click on
the Billing Provider drop-down menu and select the appropriate provider, if available.

3. The Primary Care Provider field is editable only if the billing provider has more than one
primary care provider associated with it. To edit the primary care provider, click on the Primary
Care Provider drop-down menu and select the appropriate provider, if available.

4. The referral list for the specified provider is automatically sorted by the date of service in the
order of newest to the oldest.

a. Clicking on any underlined column heading will sort the lines according to the values in
that column.

b. If you would like to search for your referral, select the Search icon as shown in Figure
10-2: View Referrals.
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Biing Provider: IB.-\-SSDE HOSAITAL-S | 1718253762 LI

Primary Care Previder:  [ROBINSON-5, EDWARD | 1326676704 =

Listad by A Lhe TE16TT AL RAE Nawd D Fecehngd Iqr'.M HSaEh PaA for Eh LoWeCed provider, Releivas M initialy Bsted 1A reveri Ohi SaOgIcal Cfde E]' Date of Service. To view & eferral, cBck om ks
husber,

PR ot i |,--;,,,~..
Referred From
Referral § Dafe of Service Patient Hame Prowider Rederral Type Dispeositsan
10U T30 - A 15 2004 ROEINSOMN-5, Edward Regions Hospital-5 Webe Provider Referral
VOMTINS - 4715/ 2014 ROSINSDH-5, Edward WMIRE REHABILITATION HOSFETAL-S Web- Provider Referral

Figure 10-2: View Referrals

5. The Referral Search screen will display, as shown in Figure 10-3: Referral Search. Enter the
referral search criteria into the screen.

Wou Are Here; Vies Provicer Aedsrraly |

Biting Provider: |BAVSIDE HOSPITAL-5 | 8740295761 =]
Primary Care Provider: |kDE:k50'|-S. EDWARD | E3366T6704 ;I
Listng teiow are the refenrns bhat fave been receboed by the Health Pan for the selected provicder, Beferrais are mitialy Stied in reverss chronciogical croer by Date of Service, To view o referral, click on itg
AU,
Relerrals Esgeort b Evivl #imanl
Date of Service Frome | 172013 Tec [ 1072013
Referral &
Rederral Type: [ =]
Hember 10:
HMember Last Rames First Hame
Dake of Birthe
Social Security hember: [FRF-55- 755
Referned From Provider: | =] Refier to Provider or Grougs +
mml = Region: -I
Saarch Rapat Closm
f-{ll;.'r!rrn_llfrm Refer I_n.
Beforral X lep_n‘ ;{mn:-_r_'- Fatierd Hame Prowicler Brovider or Growup Refedrsl Type Erngpriticn
107172000 - A7 1573014 ROBINSOR-5, Edward Arocatook Regionsl Hospite-5 Web- Provider Referral
101742013 - 471572014 ROBIMSON-S, Eward MUAIME REHAEILITATION HOSPITAL-S Wib- Provider Referral

Figure 10-3: Referral Search
a. Select the Search button.

NOTE: Use the Reset button to clear all the values entered. The Close button will close the search
window.

b. The search results will populate at the bottom of the referral search screen, as shown in
Figure 10-3: Referral Search.

6. To view the referral detail, click the Referral # next to the appropriate referral. This displays the
referral details screen as depicted in Figure 10-4: Referral Detail. This screen displays the
options listed in Table 3: Referral Detail Screen Options.
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Referral #: Referral Rexton: Sosec Traragy
REferral Tyse: wat-Raterral
= D o Rion
End Date- 4/45/2094 Derial Beaxson:
Isember I Primary Care Provider:
MermBer fEamE Primary Care Oeganiration: LavI0E » 088 TaL-1
Daee of Birter Prmary Cane Fhone Mamser: (207 #95-400%

Referned Prom Proviger: BO8R0001, Dowans
AEdreREl 110 BReTE dwtas
WEST PARS, ME CuZIF
Resferved From Pay To: BAvIOE SO0FTL -3
Refer To Prowvider o Grougy Aoatdcs g sl modstald
Addnese! §F Meadow road
FORT KENT, ME 04741
Referned ta Pay T Arocansch Ragesal moapeal-i
Amdreme BV VMeasoe rasd
FOET ENT, ME 24741
Proviger Speriamy: R Loy Reouris
Fiowider Type: N FRSVIOER Trig
VisRe [UnEz

e
Coza SEmopniot
1074k TR, HEED MR
43834 MmOl Ta . arm ANy domet siok LE certeas

Frocrres
Mo Procedurs codes wars fousd for This refamral

bt Aaamionsl Beteral e ls L Rations

sl 4ths hiwentc Print &finchment Cover Hheet Faflat el vitw Afhclments Eack & Feiemalc

Figure 10-4: Referral Detail

Table 3: Referral Details Screen Options

Option/Function Listed Description/Additional Information

Add Attachments Follow the steps in section 8: Add Attachments to Referral to
add attachments.

Print Attachment Cover Sheet |Follow the steps in section 9: Referral Cover Sheet to print an
attachment cover sheet.

Print Detall Follow the steps in section 9.1: Print Detail to print the referral
details.
View Attachments Follow the steps in section 10.1: View Attachments to view any

referral attachments.

Back to Referrals Click on the Back to Referrals button to navigate back to the
View Provider Referrals page.
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10.1 View Attachments
If a user needs to review any attachments associated with a referral request, follow the steps below:

1. Select the View Attachments button from the Referral Detail screen as shown in Figure 10-5:
Navigation Buttons.

Add Attachments Print Attachment Cover Sheet Print Detail View Attachments Back to Referrals

Figure 10-5: Navigation Buttons

2. The View Attachment window will open with an Attachments drop-down menu, as shown in
Figure 10-6: View Attachment.

z:'? ¥iew Attachment - Windows Internet Explorer

PASupport, 4/2/2010 12:00:00 AM, applicationfoctet-stream;name="Test Document. docx”

Figure 10-6: View Attachment

3. Select the drop-down menu to view all attachments and click on the name of the attachment you
would like to view, as shown in Figure 10-6: View Attachment.
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