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Agenda

0 Locating Clients

0 Using Client search functions

¢ Client record navigation
¢4 Payor & Authorization details

0 Entering Diagnosis Codes
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Notification of:a New. Recipient

©* Provider Agencies will be
notified by EOHHS when they
are assigned a new client.

Web
Browser

0 Client and authorization
information needed to

* Recipient Data schedule services will be

* Authorization provided via the data feed.

. ©* Providers are responsible for
Browser checking eligibility and prior
authorizations through the
State’s Healthcare Portal.

Provider
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Client Search Screen

®_Client Search

— Search Filters

Company: I

Status:|02- Active

=

SSN: -_- . Payor

El First Name: Clinical Manager: [
Location: I E Last Name: . Staff Manager: [
Admit Type: I E Language: [ E Marketer: [
Team:!ﬂ IE] 1D: Cootdinaton[
[=] o

=

MRN #: . Payor No:

Reason:

© Clicking the Client button from the menu bar opens a client
search screen.

©* Key Search Filters

* Name
e Coordinator or Manager
e Location (branch office)
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Locating New Recipients

" New recipients appear with a status of 01- Pending

©* Best Practice: Do a regular search for recipients with a
Pending status .

“ New recipients will need to be activated.

® cClient Search

—Search Filters

Company: - First Name:
Location: - Last Name:
Admit Type: - Language: -
Team: - IC:
Status: 01- Pending - ] ssN: - -
—

MREM #:

Reazon:
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Client Record Navigation

=) Client .
@, overview ©» The Electronic Health Record (EHR)
& Personal organizes information into folders for
j’g ::;f::lts easy havigation
- @ Medications . )
00 o 0 The Client folder contains personal
=) Chart and demographic information
= General
:‘_"* 2:;::‘:::;5 0 The Chart folder contains information
i relating to the payer, services,
—~® Diagnosis authorizations, diagnosis, etc.
=2 Quick Reports
.. FaceSheet
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Client Folder > Overview Screen
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The Overview screen provides a summary of information from
other screens in the client record.

Carter, John (HOU-0201701-TCB) vt Save B Facesheet Close
— Personal — Admission and Other Dates — Physician
Client

FO Carter, John ROC: 12/11/2014-Thu

—la, Overview )
HOU-0201701-TCB SOC: 12/01/2014-Mon _ Referrer Contact

—a%, Persona ECC:
—E Contacts Current/Billing Address: Born: **/**/1955-Fri
—f’ Medical 215 Sth Avenue — Contacts
4% Documents New York ,NY 10011 — Admission Manager Emergency
@ Directions Home:(212) 555-1212

=) Chart
-F=] General
—%2 Documents
~() Schedules
| Permanent — Current Certification — Referral Source
— . Compliance
& Diagnosis — Directions

=-i@ Quick Reports
!—B FaceSheet

—Links
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Client Folder > Personal Screen

" Information in the Personal screen will be read-only. Fields
populated by data feed will be greyed-out.

® Client: A, Sandra(M0O00D0009057-HH) %= Save
— Name r~ Current/Billing Address —ﬂ-m-::— —I
=) Client s = A =
~C4, Overview First Name:[Sandra Address:[0000 Main Street ]
. _' ( ] At
-IE Co ast Name: |A | Cil:y:!_:":l-""\‘: __!
---0 Medical |  _ | Z| county:l |
i@ Directions F =
B State: | FL gips| 33193-1208 [
=) Chart Other Informa tion
%] General Birthdate: [01/03/1520 | =] Phone Numbars, Etc.
() Schedules SSH: 0580 Home:| (305)555-9393 ]
-@ Diagnosis Marital: | =1 Mobile:[ (1 - |
-~. Documents Gander: | 2- Female [~1] W°'k’|_.__—_'.: Bt _ - |
=33 Quick Reports Language: | =] Fasa| () - |
L'B FaceSheet Ethnicity: [ ) 3 Email:[ -i
igion: I :l Mobile Email: |_|
— Agency Desi i
. 7
Disaster Lvl:| E!
DNR| =l
Other 1D:| 5 |

— Misc
canps opt out [ Live in [C] canps opt out
Other Notes/Comments
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Client Folder > Personal Screen

“ Verify the recipient info and update the phone number(s) if
necessary.

e |f the client record does not have a phone number, one must be added.
* A maximum of three phone numbers can be entered for use with EVV calling.

Carter, John (HOU-0201701-TCB)

— Name — Current/Billing Add

First Name: John

Name: [

Address: [215 Sth Avenue

* Last Name: [Carter

Suffix: [

Other Information

Birthdate: 06/17/1355 =

S5N: | L=

| apt.

City: New York

State: NY

Zip{10011-___

County: New York

-

Type:

ion Zone:

Marital:

Gender: [ 0- Unknown

L |E- English

Ethnicity: H- Hi

ion:

Phone Numbers, Etc.
(212)5!
S
S
Fax:| ().

Home:
Mobile:
Work:

1
Phone Numbers, Etc.

Home:| (212)555-1212

Maobiles| (__)__ -

Work:

—)

Fax: I [ GO

Email:: | mobile: [

HEALTH & HUMAN
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Client Folder > Contacts Screen

 Multiple contacts can be entered for each client.

e Contacts can be family members, pharmacists, clergy etc.

> Double-click one of the contacts listed to display the contact’s
information.

© Click the green plus sign (+) to add new contacts.

Carter, John (HOU-0201701-TCB) =t Save @ Facesheet Close

Contacts
E-E.J e | Home Phone Mabile Phone
!—C\ Overview
= GEN  Carter, James (347) 993-1234 (645) 912-2525
-8 personal
| -] Contacts |
i~ Medical
|2 Documents

i—@ Directions
() Chart

[
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© Built in Google Maps functionality

Carter, John (HOU-0201701-TCB)

Refresh ‘.& Print o
— Directions
=) Client
-, Overview - _
—-Q Personal From: 10 Mathan D Perlman Fl, ny, ny 10003 To: 215 Sth Awvenue, New York, NY 10011 I Get Directi _.L|
-5 contacts Z5 ST T 7 = =
- @ T 3
5y ] : 35t
@ Medical 10 Nathan D Periman P, New York, | | [-! Map  Satellite “3’;? & § 4§ F\?‘? ¥ ; s "::/r\
~%> Documents NY 10003, USA " Wop Hen o St i g, F WS *
—& Directions ! ‘Daaq&rﬂ st %, b ¥ o S @ i
=) Cha 1.2 mi. About 10 mins e & & St S §°’ 75’? €, 3%’6}
k3 @ 0
- 235t
{5 General 1. Head southwest on oen |[78 & R : P e :
e @ Y Kips Bay Towers’
2 Documents Nathan D Periman Pl - & / ”’?qm 285t s/ " Condominium /i
-1 Schedules toward E 15th St Ehy & 23rd Street [ 5 it . f / i
: 7 y Madison & KIPS-BAY AMC Loews Kips Bay
—2) Permanent [* 2 TumrightontoE15thst 02mi || TheHome| & Square Park @
— b, Compliance 3 23 Street [NRIDD s SoE,
A ) p ) P 3 Tumrightonto3rdAve 0.6 mi 18 5t A {QJ 1 £ ‘?9556?
~& Diagnosis 2 3 % aThepiT
&3 Quick Reports ) 4 Tumlefionto E27thSt 0.4 mi 21 Rubin Museum of Art WAL §' 23 Street [T P atre
f g~}
l-[@ Facesheet ) S TumleRionoSthave  230% /5 w, 8 S 5
Destination will be on the / f}; S ‘5}9 e S
145t "?‘9‘, 4 &5
Ieft 4 Y5y, & Sth
X My i & %6‘:
= &y 1
| oS 14th St @5t sy
215 Sth Ave, New York, NY 10010, ‘4’;% H é‘é.? I
Usa ) / dsy 3 £, s,
V\IIageVanguafrd UNION SQUARE '359; Fé‘g,. s, Q‘E"b h‘“ 1
sp data ©2016 Googie 4, UnionSquare Subway(]) E Y9 & PETER COOPERY |
?"56‘; =¥ Irving Pl S 5 VIELAGE T
/ &
St syest ) w"%s, / "’?féﬁ, 5 €2 \
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Chart Folder > General Screen
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0 The General screen contains admission details including:
e Approved Services
e Admission Status

e Payer and authorization information

Carter, John (NY-0201701-MCD) Coord: 525-Brown, Fred ”_,

Ties And Dates

—Managers/Etc.

Status

WV E Op,
N ‘o

P ¢
X, o
w F -
HEALTH & HUMAN

SERVICES

<
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Client .
B—Ej Cumpany:| 1- NYC Care v| Staff Manager: . 02-Active
—L4, Overview . - .
& Lucatlun:| NY- New York City v| Clinical Manager: - No Secondary Status Selected a
—%, Personal )
ROC:| 03/25/2016 = Coordinater: Brown, Fred - As Of: 03/25/2016
—E Contacts - MRN £:
—? Medical SOC:| 03/25/2016 ’E‘ ' — Admission Source
Marketer: -
%> Documents EOC: T -
eam: -
@ Directions L : —
N @ ? Admit Type: | MCD- Medicaid v|n
-7 Chart
—[L=] General I — Services ﬂ— — Pay Source
— &= Documents
Code Description Began Ended Case Seq # -
~(*) Schedules
B PC  Personal Care 03/25/16
—( ) Permanent — Referral Source
— |, Compliance - ed
—& Diagnosis — Physici
=iz Quick Reports _
i Primary:
!—D FaceSheet v |
—Payors ﬂ_ Secondary: |
_ Payor Customer No. Certifying: |
1 Medicaid 988756
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Chart Folder > General Screen

Activating New Clients

1.

New clients can be found by running a search with the Status
filtered for ‘Pending’ on the Client Search screen

Open the client’s record and go to the Admission Status
section of the General screen.

Click the blue arrow next to the Admission Status.
Confirm the status as Active and set the Start of Care date.
Click Save in upper right corner.

Mo Secondary Status Selected ﬂ
As Of: 06/01/2015

|7E 01-Imported
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Chart Folder > General Screen

Admission Ties and Dates

0 Located in the top left section of the General screen.
©» Can access Historian and Notes

¢ Displays the Company, Location to which the client has been
assigned, plus the ROC, SOC and EOC.

e Referral of Care
e Start of Care

Carter, John (NY-0201701-MCD) Coord: 525-Brown, Fred "’_,.

— Admission Ties And Dates

i End Of Ca re E_[l_j Client . Cumparw:| 1- NYC Care vl
-, Overview Location: | NY- New York City -]
~ 88, Personal

~F5 contacts ROC: | 03/25/2016 |

~ @ Medical S':'C’| 03/25/2016 | )

-% Documents EOC:

—& Directions P
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Chart Folder > General Screen

Manager/Etc.

©» Coordinators need to be assigned to each client in order for
the office to receive alerts if the caregiver does not call in at
the scheduled start time.

Carter, John (NY-0201701-MCD)

Coord: 525-Brown, Fred "’_,.

— Admission Ties And Dates —Managers,/ Etc.
=) Client . Company:| 1- NYC Care | Staff Manager:
-, Overview Lu:u:atiun:| MY- New York City v| Clinical Manager: hd
-8, Personal RDC:| 03/25/2016 | Coordinater: Brown, Fred v
~[=] Contacts MRN #:
- . 50C:| 03/25/2016 =] '
Medical =
Marketer: -
%2 Documents EOC:
. . - Team: -
} ~@ Directions ¥ 4 Admmit Type:| MCD- Medicaid ml>
-2 Chart
Ll i i
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Chart Folder > General Screen

— — Admission Status

Santrax T oo

Mo Secondary Status Selected a
As Of: 05/02/2016

— Admission Source

Confirm that the

Enable Santrax box is )
checked. Check the -

box and Save the Pimar: | F=
. . Secondary: | i']n
record if is not

Certifying: | i' |
—Misc
C h e C ke d . | Live 1n: Equiv: | e | In Collection:

Cluster: Group #: |_ |

— Pay Source

L ME,

L

—Santrax

Effective date is not S -

required. ) pvv Enabled E

-~ | PWV registration number: Not Registered

Care Embrace Enabled: (No)

Registration Number:

(‘0
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Chart Folder > General Screen

Payors and Authorizations

© Authorizations are accessed via the Payor panel on the
General screen.
* Double-click the name of the payor to open the details

e Go to the Authorizations tab to see current authorization information
* Double-click on the Authorization line to open the details

2+ Chart :
-5 General
-%5 Documents
- ) Schedules
-~ ) Permanant

—Services

Code
PC

Description

Personal Care

L -
Billing Rates Copay Rates Fayroll Rates [— Authorizations ] Eligibility

- b Compliance Hide Outdated Auths Hide Voided Auths

—@ Diagnosis
EI—Q Quick Reports
!—B FaceSheet

Format
1234567 Hours

PC- Personal Care

Medicaid

EEEEEEEEEEE |
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Chart Folder > Viewing an Authorization

©» An authorization specifies limits
established by the payor on the e

services a client may receive: E\,i:d Zzsi:(;fm; ::: ; [ ]
* Service: type of encounters ——— wire [
« Date Range of encounters e ?Udf oo
e Limitations — Maximum number of —Date Range
encounters per day/week/month - fzzzz;: g
© For June 1t Phase 1 program torsen commer
launch:
* Placeholder authorizations will have ~ Limitations
default dates of 6/1/2016 —12/31/2078 Limit By: Hone .

e Providers will be able to edit
authorization units and limits

[
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Chart Folder > Schedule Screen
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 Client’s scheduled visits

©» Schedules can be filtered for a specified date range
0 Schedules can be edited from this screen

Carter, John (NY-0201701-MCD) Coord: 525-Brown, Fred ”_, = Save ‘L Facesheet Cloze
— Client/ Admission Information
=) Client
Ej . Addr: 215 5th Avenue New York, NY 10011
—C\ Overview .
Home: (212) 555-1212 Mobile: Work:
-8, Personal
MRN #:
—E Contacts
—( Medical — Client Schedul -
2 GO @i
%5 Documents Date From: 03/25/2016 Ea Date To: 04/08/2016 @ Hide Cancelled Events L) Show All Admissions
- Directions
=) Chart
L] (P M Page size:| 20 ¥ 9 items in 1 pages
= General L] pagesize:|20 v pag
%5 Documents Date Staff P/T Pos Service EC P/T INP OUTP  P/T TZ HrsP 1IN ouT Hrs Auth Supplies Status PRN Comments
——
~(*) Schedules
EF All M Al
— ") Permanent
-}, Compliance 03/25/16-Fri Davis, Emily T HHA PC DEF T 10:00 14:00 T E 4 4 a 01- Pending
—@ Diagnosis 03/28/16-Mon  Davis, Emily T HHA PC DEF T 10:00 14:00 T E 4 4 0 01- Pending
B’@ Quick Reports 03/30/16-Wed  Davis, Emily T HHA PC DEF T  10:00 14:00 T E 4 4 0 01- Pending
!—D FaceSheet
03/31/16-Thu Davis, Emily T HHA PC DEF T 10:00 14:00 T E 4 4 0 01- Pending
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Chart Folder > Diagnosis Screen

©* Provider Agencies will be required to add a Diagnosis code.

* From the client profile, click Diagnosis.

e Click the plus button in the upper right corner of the screen to add.

e Click the Search button and enter a description to find matching results

e |ICD-10 Code and Onset Date are required fields.

e Click Save in both the Client Diagnosis detail screen and the Diagnosis screen.
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What You Have Learned

" Notification of a new client:
e EOHHS will notify provider agencies when they are assigned a new client.
e Client and Authorization will be sent to SPM via a data feed.
* Verifying pre-populated client information.

©» Accessing the Client module and utilizing the search filters.

¢ Locating new clients.

© Activating new clients; changing status from Imported to Active.
© Accessing and viewing Payors and Authorizations.

0 Reviewing/Entering Diagnosis codes.
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DEMONSTRATION

e C(lient Search

e Activating Clients

* Client Electronic Health Record
e Viewing Authorizations

e Adding a Diagnosis
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