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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 HealthPAS Online portal is for the use of authorized users only. Users of the Maine
HealthPAS Online portal may have access to protected and personally identifiable health data. As such,
the Maine HealthPAS 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 HealthPAS 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

This User Guide shows you how to use the public web portal. The public web portal offers
information on:

e Useful links
o Office of MaineCare Services
0 Department of Human Services (DHHS) Region Offices
e Home Documents
o Publications
e Home Lists
0 Announcements
e Surveys
e Contact Us
e Site Map

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

¢ Reliable online connection
e Web browser - The latest version of Microsoft Internet Explorer is recommended.
e Adobe Acrobat Reader

3. Home Page

To get to the Home Page you must open Internet Explorer on your computer. Once you open an
Internet browser:

1) Enter https://mainecare.maine.gov into the Internet browser address area. See Figure 3-1.

Internet Browser Address
= =

Figure 3-1: Internet Browser Address

||.¢3; https: ffmainecare, maine. goy

After you enter the web address, either press the Enter key, or click the Go button. The Home
page screen will then appear. See Figure 3-2.
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2 Welcome to HealthPAS Online - Microsoft Internet Explorer
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= Home Useful Links
a Office of Mainecare

Services
= DHHS Regional Offices o P

® Contact DHHS _

] Welcome to MaineCare
= Community Resources
® Definition of Benefits 3 MaineCare iz a State and Federally funded program for eligible individuals and families
® Mainge Medicaid Palicy
= Home Documents

® Other Publications

m Presentations Providers - Go to Provider tab to:

= Home Lists

Enrall as a MaineCare Provider or Trading Partne
Subrmit referrals or PA requests

Submit claims

Check document status

Check medical and payment histary

Members - Go to Member tab to:
Check MaineCare programs and benefits Member Link
Check Directory of Providers

m Frequently Asked Question

w Public Natices &
AnnoUncements

=l Surveys

m Online Website Survey
Contact Us
Site Map

[Maine.goy | DHHS Home | Site Polidies | Language Access | Copyright Motice | Privacy Staterment

- PRselect

B Internet

Figure 3-2: Home Page

3.1 Welcome
The Home Page gives helpful information:

e Office of MaineCare Services
e DHHS Regional Offices
e Contact DHHS
e Community Resources
e Public Notices and Announcements
e Contact Information
e Frequently Asked Questions
e Surveys
Note: The information on this page will change sometimes.
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3.2 Provider Tab or Link

A Provider or Trading Partner may click the link in the middle of the screen or at the top for
more information. See Figure 3-3.

Provider Provider Tab

= Home Useful Links

0 Office of MaineCare
Services

DHHS Reagional Offices

B Contact DHHS Welcome to MaineCare

m Community Resources

MaineCare is a State and Federally funded pro
families

m Cefinition of Benefits

B Maine Medicaid Policy

= Home Documents
m Cther Publications

m Fresentations

Providers - Provider Link

Enroll as a MaineCare Provider or Trading
Partner

Submit referrals or PA requests

Submit claims

Check document status

Check medical and payment history

= Home Lists

m Frequently Asked Questions

Fublic Notices &
Announcements

= Surveys

m Cnline Website Survey

Contact Us

Figure 3-3: Provider Tab or Link

For more information on what is available in the provider section follow the steps below:
1) Click on Provider tab or link
2) Click on Provider Manuals. See Figure 3-4.

3) Click on MyHealth PAS User Guides. See Figure 3-5. Note: This is only a sample list of
the guides.

4) Click on appropriate user guide for help.

= Provider Manuals

m Billing Instructions
B Companion Guides
IyHealth PAS User Guides

B Trading Fartner Guides

¥.12 HIFPAA
Acknowledgements

Figure 3-4: Provider Manuals
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ype te
d Dental Claims Submission and Claims Status, Online MHP User Guide
IEIJ Dental Claims Submission and Claims Status, Online MHP User Guide
d MHP Online Claims Submission - Institutional User Guide

d MHP Online Claims Submission - Professional User Guide

d MHP OnLine Eligibility Verification User Guide

Figure 3-5: MyHealthPAS User Guides

3.3 Member Tab or Link

A member may click the link in the middle of the screen or at the top for more information. See
Figure 3-6.

Member

Provider

= Home Useful Links

0 Office of MaineCare
Services

DHHS Regional Offices

Contact DHHS Welcome to MaineCare

Community Resources

MaineCare is a State and Federally funded program for eligible individ

Definition of Benefits families

Maine Medicaid Policy

= Home Documents
m Cther Publications

O Fressmzians Providers - Go to Provider tab to:

=l Home Lists
Enroll as a MaineCare Provider or Trading

B Frequently fAsked Questions|
Partner

a Public Notices &
Announcements

= Surveys

Submit referrals or PA requests
Submit claims
Check document status

m OnLine Website Survey

Contact Us

Check medical and payment history

Members - G~ Member Link
Check MaineCare pragrams and benents

Check Directory of Providers

Site Map

Figure 3-6: Member Tab or Link

To see what is available in the member section follow the steps below:
1) Click on Member tab or link
2) Click on Member Documents. See Figure 3-7.
3) Click on Member User Guide.

= Member Documents

Figure 3-7: Member Document
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3.4 Home Useful Links

The Home Useful link choices are:

| —
= Home Useful Links

- Office of MaineCare

Services
® DHHS Regicnal Offices

B Contact DHHS
B Community Resources
m Cefinition of Benefits

m Maine Medicaid Policy

Figure 3-8: Home Useful Links

Home Useful choices give you contact and resource information.

3.5 Home Documents
The Home Documents choices are:

-| Home Documents

m COther Publications

®m Prezentations

Figure 3-9: Home Documents

Home Documents give you reading and training material.

3.6 Home Lists
The Home Lists choices are:

-| Home Lists

B Frequently Asked Questions

- Fublic Motices &
Announcements

Figure 3-10: Home Lists
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3.6.1 Frequently Asked Questions (FAQS)

These are questions commonly asked by providers, trading partners and/or members. See Figure
3-11 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 I need to do anything besides a Trading Partner Agreement with my clearinghouse to send my claims? Do we supply the PII

#® Does a billing agent have full access to all provider information under the Trading Fartner Agreement?

e [ am a billing agent and I often look up information about claims and member eligibility for the billing provider. I am confused 3
will I be able to continue te check information I am able to check now?

® How do I as the billing agent as=zociate all my Pay-To NPI=?

» Wil billing agencies need to re-enroll?

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

& Are billing agents (billing =ervices and clearinghouses) going to be validating their clients?

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

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

¢ What iz the difference between a =ervice location and a place of service?

o Will MIHMS communicate with APS Healthcare to ensure approvals are accurately processed (i.e.; Number of units, dollars alloc
A b cdoec MATHIS Sffest Dieact Diamscies

Figure 3-11: FAQs

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

3.6.2 Public Notices and Announcements
Public Notices and Announcements will be updated frequently. See Figure 3-12.

Actions - View: All ITtems i
0 Tite
HiM1 The 2009 Influenza A{H1N1) monovalent vaccine has been purchased by the federal government as a means
Vaccine of protecting the public against 2009 H1MN1 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

3.7 Surveys
To give feedback on the web portal, click on the Online Website Survey link:

= Surveys

B OnLine Website Survey

Figure 3-13: OnLine Website Survey
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To fill out the survey
1) Click in the circle to choose your answer
2) Type in your answer using the space
3) When done, click the Finish button

Note: Use the scroll bar to move down the page.

Health PAS Online > Health PAS OnlLine “Website Survey = Respond to this Survey
Health PAS OnLine Website Survey - New Item
[ Finish ] [ Cancel ]
Howr ebsite for:
_C;. 2 ) _I; ’ MSA
Ease o L] ] [&] [®]
Informative? L&) [#] ©
Easy to find Information? (@] (@] (@]
Scroll
Why did you access the website? Bar
Type
. . . Answer
Figure 3-14: Online Website Survey — New Item
3.8 Contact Us
The Contact Us links choices are:
= Contact Us
B Contact Us
® Email Us
Figure 3-15: Contact Us
Members:
Contact your local DHHS office
or call MaineCare Member Services
1-800-977-6740 (TTY: 1-800-977-6741)
Figure 3-16: Contact Us — Member
HPO_ONL_UG0027X_v2.0_20101122.doc Page 7 of 9
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Providers:
Dept. of Health and Human Services
Office of MaineCare Services
#11 State House Station
Augusta, ME 04333-0011

Phone: 1-366-690-5585 (TTY: 711},
By Fax: 1-877-314-8776
Or by email at: MainecareEnroll@unisvs.com *

Electronic Data Interchange (EDI)
Trading Partner Agreements

Phone: 1-B66-690-5585 (TTv: 711}
Fax: 1-B877-314-8776
E-mail: MaineCareSupport@unisys.com *

Provider Enrollment and Maintenance

Phone: 1-B66-690-5585 (TTv: 711}
Fax: 1-B77-314-B776
E-mail: MaineCareEnroll@unisys.com *

Provider Services

Phone: 1-B66-690-5585 (TTv: 711}
Fax: 1-377-314-8774
E-mail: MaineCareProvider@unisys.com *

Prior Authorizations
Phone: 1-
Fax: 1-

E-mail: Maine rovideri@unisys.com

For Policy-related questions please email:
MaineCare2010.DHHS@E maine. gowv

*You may use this Unisys.com email address with condifence while
Molina continues its integration of all systems.

Figure 3-17: Contact Us - Provider

3.8.1 Email Us

The Email Us screen will open up Microsoft Outlook. You should close this screen by clicking
on the X. See Figure 3-18.
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Message Insert Options Faormat Text

__E:ﬁm@ ‘F%

Paste Basic | Mames ||Include | Options| Spelling
i - j Text = - - - -
Clipboard M= Proofing

Send

mainecaremember @unisys.com |

(o)
(e

Figure 3-18: Microsoft Outlook Email Screen

Use your current internet provider, such as hotmail or yahoo. Members should send an email to
mainecaremember@unisys.com. Providers should send an email to
mainecareprovider@unisys.com.

3.8.2 Site Map

The Site Map a quick way to find important information. Clicking the link will open up to that
screen. For example, clicking Contact Us link will open up the Contact Us screen.

An Sffice of ihe
Foalth and Hon

Home

SITE MAE

- MIVIHS Home Page

Home Documents

other Publications
- Preésentations

Home Lists
Frequently Asked Questions
Public Motices & Announcemer

~Contact LI
- Emall Us
- Site Map
site Map

- Provider Page
- Prowic

Figure 3-19: Site Map
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